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establish achievable goals. Chapter 4 describes several ways to
introduce needs assessment techniques. The fifth chapter offers
descriptions of activities that are used to help teams develop
resource management skills. Strategies for managing workshops are
presented in the sixth chapter. Chapter 7 includes activities which
can be used throughout the workshop to enhance communication skills.
The eighth chapter is devoted to a discussion of how to develop and
maintain political support. The final chapter presents a review of

the work of the training staff and articulates the theoretical basis
for a successful inservice program. (JD)
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WHAT IS HEC? )

In 1974, the school districts in Hompshlre County joined to form a new
puolic agency, the Hampshire Educational Collaborative (HEC). At the request
of out members, we provide programs and services including vocational education,
\oe~1ul educetion and inservice teacher education. HEC currently operotes more
than 0 clusses 3erving over 250 students. Hundreds more participate in. other,
HEC <ponsored activities and recelve service at their own schools. -

HEC octivities are concentroted in three program areas:
Vocational

- vocational skill training shops
- youth employment project

Special Education

classes for special needs students
specialist services .
technical assistance for local school dlstrlcts
extra-curricular opportunities for special needs students

Staff Development
resource center activities (seminars, library, recycle materials)
curriculum development (basic skills, computers, energy, nutrition)
technical assistance to school system inservice planning teams
staf f development workshops and courses for teachers and

. administrators

" microcomputer resource center

” . + .

HEC is governed by a beoard of school committee representatives fr§m the

’

_following towns. )

) Pelham
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Tﬁe probléQQAEE course, is not knowing where'to begin.
There are sSe~mény people who lrave helped.

_ ° 1
The first training team (1976) is very important in the

history of this manual. Wwithout their initial work o
and, equally important, without their continued support l
throuyhout tne past 6 years, this manual would not

exist. Therefore a special thank you to: . - l

william Allen, Hampshire Educational
Collaborative - -

Peggy George, Amherst Public Schools

Lamont Lyons, Hampshire kducational
Collaborative ' 4

Masha Rudman, School of ‘Education, University of .
massachusetts, Amherst

Ann Schumer, Springfield Regional Education
Center, Massachusetts Department-of Education.

Meggers of the second training team in.1978 nad been .
participants in the first workshop series. 1%hey made ’
important changes in the training program and N O
encouraged the development of the first training manual . ’ i
(which replaced a mountain of randomly distribuced

handouts). Like the first team, they nhave continued to

support our ipservice network. Thank you: -

Mary Lou Cutter, Hadley Public Schools
Merrita Hruska, Amherst Public Schools
Cheryl Maloney, South Hadley Public Schools
Mark Reese, South ‘Badley Public Schools

There have been many other trainers from the local I

school systems, all former inservice facilitator team -

workshop participants, who have each contributed to our I

training program. ' -
N « M

In 1979: : l

Andréa Ahrens, Easthampton .
Lee Blair, Gateway Regional

¢ Gail Bolte, Union 66 : -
Judith Fateman, Hampshire Regional/union 66
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~ Hal Jenkins, Granby .
Margaret LaPalme, Easthampto
Sue Teece, Union 66
Mark Reese, South-Hadley
Jeff. Sealander, Easthampton
. Yoo Mike Smith, Granby .
Carolyn Streeter, Ware
Peter Thamel, Ware
Richard Zagranski, South Hadley

[
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In 1980:

‘Mary Ellen Dunn, Northampton

Anne Farnsworth, South Hadley

Tom Haley, Hatfield )
Jeff Hatch, Amherst - : N
Jean Lawler, South Hadley i

. Jeff S ander, Easthampton

Phyllis Woo Hampshire Regional

in 1981 (so far):

Peter Baltren, Ware

Mary Ellen Dunn, Northampton
Elaine Hutchinson, Wware

Jane Golab, South Hadley

-

Although a few of the trainers have left the area (Anne

l is in lndonesia, Lamont in Boise, Cheryl in Chicagc and
Bill in Boston) most have remained and have continued’
to support the'inservice programs in their schools and

. B the Hampshire Educational Collaboratives Inservice

' ‘Network. Thank you. "
N

&

This traihing manual has been revised Seven times. All
revisions have been based on evaluations of previous
workshops and suggestions from .trainers on better
materials or organization. Special thanks to Andrea
Ahrens, Gail Bolte, Mary.Lou Cutter, Judith Fateman,
Jean Lawler, Cheryl maloney, and Cecelia Scaife who
rewrote major sections of the manual ‘for the fifth
edition. : : '

Editing and typing responsibilities have changed
throughout the years. Liz Brinkerhoff oversaw editions
1-5. Since then Sue Stone, Brian White, Maura Stampa
and Audrey Brooks have suffered with the illegible copy
and grammatical horrors. Thank you.

This Seventh edition was written on Bell and Howell
Apple II using the Apple Writer Text Editing System.
The major changes in this edition would not have been
possible without it, or without the support of my

Ll
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. family: Bill, Cathy and Beth,

. And then there are some special people wno, over the

years, have kept this manual and tne inservice suppport
network alive and. well: '

Peter Demers, former Director of the
“Hampshire BEducational Collaborative; and
William Allen, former director of the HEC
Management. Training Program, provided
inspiration and the institutional support for
the program. . ‘
- . - .
the gleven Superintendents -0of Schools served
by the Hampshire Educational Col}aborative
have continued to suppor.t the training
program, the inservice teams.in the‘ir schools
and the HEC Support’ Network. .

Merrita Hruska, Director of the Amherst Area
Teacher Center,.and University of
mMassachusetts faculty members Ken Blanchard,
mason Bunker, and Masha Rudman provided both
vital personal support and the theoretical N
framework- for the development of the training
prograi. ' ' ~

* This present edition is a direct result of the prodding,

editing, and encouragement of Skip McArthur, Dissemin/Action
Project Falls Church, virginia, and Cecelia Scaife, Director
of tjye HEC IVC Inservice Development Center. \
Funding for the various editions has been provided by manual’
users, workshop participants, Public Law94-142, ESEA Title
IVC, and. the United States of%ice of Special Education. We
appreciate their support and are pleased to have developed
such a cost effective model for the improvement of
educational services to students. .

he revising of this manual has become a traditiQn at HEC.
we already are thinking about the eighth edition As in the
past, we will be using the evaluations from ourfown training
workshops and suggestions from manual users (yoll). And so,
an anticipatory "thank you" for providing us with additional
ideas, resources, sugyestions, or funny stories., We are
looking forward to hearing from you.-

[y

Mary Alice B. Wilson
Hampshire Educational Collaborative
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The Inservice Facilitator Team Program- is designed to
train and support teams of teachers and administrators
to develop inservice programs for ‘their own school
.systlems. The model includes a training program to .
prepare the teams and .an inservice network to provide
—  continuing support to the\teams’in their schools. 8ix
years. of development havegone into the.design.
¢Evaluations during those yeéars have demoristrated its
effectiveness. The model can be adapted to meet-the
inservice needs of a cooperative organization of small
school districts, such as'the~Hampshire Educational

>

‘ I Collaborative, or a large school district. -
This manual is designed for people who will be training
) ' the inservice facilitator teams. Each chapter focuses
- on a specific 'skill the teams need to learn: describing
; why 'we think the skill is important and.providing
I alternative .activities for teaching the skill and
.discussion guides or handouts as necesSary. Although ‘
the focus of the manual :{is the training program, we
‘ ‘havé tried to describe’in each chapter the continuing
I support network which we believe is essential to keep
the teams functioning successfully. This is the .
_- seventh editign of this manual. Eagh revision has been
I based on comments from the trainers who have used the
manual and on the results of our évaluations of the
‘ effeciiveness of the teams we have tratned.
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History

The idea for .a° training series bégan in 1976 ‘when a
group of teachers, administrators and university
faculty met to design a new inservice training model
for the school systems in the Hampshire BEducaitonal
Collagbrative. It seemed to us that the poor quality of
many of the inservice procgrams) was directly related to
the planning process. Everything we knew about learning
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theory and organizational development indicated that
the wrong people were responsible for the planning and
that, unfortunately, the people who should be doing the
planning lacked the skills to take on the task.

3 In order to improve the planning process, we designed a

. model for recruiting and training inservice facilitator

teams. These teams were to be responsible for the

planning |of inservice activities in their $ghool

- . sy§tems.\ We thought that a team which repré§ented the
school district's teaching and administrative staff

cou%dnbe trained in the plannifg and organizabjonal

skills needed to design effective inservice prsqrams.

: Tt would be misleading to say that every team trained

x and every activity planned during the past six years

) has been totally successful. - However, thanks to the
hard work of the team members and the support of their
administrators, we know that the inservice facilitator
) model works. fTeams do it best.

The_program is based on several assumptions:

1. Adults learn best when they are involved in and
responsible f£or planning their own learning.

2. A representative group of teachers and
- administrators can be trained in the planning and
administrative skills needed to organize and evaluate
an effective, cgntinuing inns2rvice program.

3. Inservice programs must be integrated into and
suppor ted by the school system within which they
operate.

o . . . . &
, 4. To operate effectively, teams need an inservice.

support network to provide continued training,
encouragement, and communication.

e -
.

o

’ TEAM MEMBERSHIP

o

The Inservice Facilitator Teams include regular and
special education teachers, administrators and other
representative staff from the district. In a large
district, a team could draw from one large high school
or a group of elemgﬁtary schools. Over the years we

3 3
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have trained teams specifically for elementary unions,
regional secondary systems and special education
collaboratives. The job titles change, of course, but ,
we still encourage the school 3ystem to recruit a team
which is representative of teaching and administrative
staff from different grade levels and academic areas.
Some of our teams have official representatives of the
. teachers' union. One of our teams has a school T
commi-ttee—-member.
when we began recruiting teams, we worked with the
superintendents to locate team members who would be
interested in participating and who represented the
widest possible range of staff concerns and interests.
we have found that membership on the team must be
voluntary. Members must be willing to participate in
the training and to setrve actively on the team. Once a
team is established, team members themselves recruit
new members. Over the years, teams have recruited
.specifically to get better representation by sex,
ethnic neritage, age, subject area, or to add specific
skills (artist, writer, group facilitator,
photographer) .

The inservice teams if the HEC—schools—vary—Efrom-5-—to
.14 members. Less than 5 is hard or®the team. One flu
epidemic and inservice stops. More than 15 maKes
meetings difficult. Group facilitation writers
recommend working groups of 6-8. If the school system
you work with is very large, you may want both building
Jevel teams and a system-wide coordinating team. In
some of our very small schools, the entire faculty (of
5) is on the inservice team. That is, however, a very
t ime—consuming solution.

.{AINING DESIGN

The goals of the training program are to:

1. Model the best available theories of
adult learning.

2. Develop teams with the skills to
continue to function after the workshop
series.




3. Develop a support system linking school
district inservice teams which will continue
to function after the workshop series.

4. Make use of the resources provided by
the training team and participants'
expertise.

5. Provide skills and experiences which
participants can apply to classroom and other
school responsibilities.

Through the years, these goals of the program have
remained much the same. However, the skills identified
as necessary to the team have been revised by :
experienced team members who have served as workshop
trainers. This seventh revision of the manual
identifies 8 skill areas as the basis of the training
program: ; .

Team Building: to develop and maintain a
functioning inservice facilitator team.
(Chapter 2) '

] Analysis—and—Goal—Setting:—to—-analyze
forces affecting the inservice program and to
set goals for the team and the program.
(Chapter 3)

Needs Assessment: To conduct a‘needs
assessment using a variety of procedures and
data sources. (Chapter 4)

Resource Management: To meet the expressed
needs of the staff with appropriate
resources. {(Chapter 5)

Workshop Managemeﬁt: To plan, oversee, and
evaluate inservice workshops. (Chapter 6)

Communication with the School Community:
To develop and maintain communication between
the team and the school community. (chapter
7)

L3

Political Survival: to develop and
maintain political support. (Chapter 8)

Inservice Theory: to articulate the




theoretical basis for a successful inservice,

. program. (Chapter 9)

THE TRAINING TEAM

o

The training worksnop series is conducted by a team
(never an person alone). One member, usually from our

own staff, attends all sessions to coordinate the

; planning and evaluaticn. The rest of the training team

may remain the same throughout a series or may change

. each session. Members of the .training team are former

o . __training..program. .participants.who are presently serving

§ on inservice teams in their own school systems.

embersnip on a training team serves as advanced
training for team members since they have to review and
revise both skills and activities based on their
experience.-as inservice team members. The
mathematically-inclined readers will realize that our
goal of using every participant as a trainer is like
. the rice-on-the-chessboard exercise. It is not
—possible—In—the-short-run (the first row on the chess
board), however, it has been an effective method for -
develdping an excellent cadre of trainers, for
improving the quality of our training program, and for
supporting continuing profesgional growth for team RN

I' °
I . : members.
l .

PARTICIPATION

It is important that all members of a new tean attend
the training series. It is especially important that
the adiiinistrative representatives on the team attend
with the teachers. Administrators have found
themselves in embarrassing positions when they have
made mistakes because they lacked the skills the rest
of the team had learned. The adninistrators!
attendance, or lack of it, is also a message to the
teachers about how much the administrators value their
membership on the team.
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we have found it to be more cost effective to train a
number of teams at one series. The advantage in
training a team alone is that all resources can be
devoted to the needs of that school system. The
advantagye of sharing the training with a number of
teams ‘is that a network-of resources among the systems
is begun. Wwe plan each training day so that teams work
together for most of the t..ae, but have at least one

, opportunity for a cross-team activity desiyned to

/ encourage sharing of resources and experiences among
/ teams. We have trained up to 60 people with a training
/ team of 5. -
/ -
/ . \
H UTTTSCHEDULE™

When we schedule a training series, we prefer to plan
four all-day sessions at least two weeks apart. we
never plan workshops on Mondays ok Fridays (too hard on
substitutes). We usually vary the day of the week to
help the -special subject teachers who may see student
groups only once a week. As substitute money has
disappear,‘we have run late afternoon and evening
sessions. It §aves money; but-is-inecredibly — —--
exhausting. We have offered the workshops as a
three-day series, cutting corners where we could.
"Acting ‘on the belief that something is better than
nothing, we have even offered single, half-day
introductory sessions to get a group thinking about
becoming a team. It is, of course, not possible to
develop a skilled inservice team in a half day, but it
may plant.a seed.

rhe schedule for each training series varies with the
needs of the participants. Only once have we ever had
the list of participants early encugh to send out a :
needs assessment before the first training day.
However, our first day's activities help us learn what
goals the participants have for the series and what
skills they have which can be used by the training
staff and other participants. In order to make sure
that we provide some activities for each of the skills
identified, we schedule the four days as. follows:

)




Day 1: Initial team building activities (Chapter 2)
Analysis and yoal setting (Chapter 3)
Needs assessment techniques (Chapter 4)
? Homewofk: draft a needs assessment
Day 2:,Follow—up and critigque assignments inteam

building, goal setting and
needs assessment

Resource location (Chapter 5)

scnool communication (Chapter 7)

Homework: draft a communication strategy \
Day 3: Follow-up and cripique assignments in team
building,.goal setting, needs

assessment and school communication

wor kshop management (Chapter 6) \

Homework to complete previous tasks assigned
Day 4; Review of skills, critique of tasks assigned.

. Political support (Chapter 8)

Inservice theory (Chaéter 9)

If only three days are available, less time is spent )
helping teams critique and review skills. Day three -
focuses on workshop management and political support.

~In an introductory workshop we touch on team building,
goal settiny and needs assessment only.

USING THE MANUAL

A\

The purpose of this manual is to help train an
inservice facilitator team. We hope that, with copies
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of this manual in one hand, a team of trainers could
plan, conduct and evaluate a workshop series for a
group of inservice facilitator teams. Chapters 2-9 are
devoted to .specific skills we have identified as being
necessary for the teams. Each chapter includes a
training objective, an explanation of why the skill is
important,’ detailed descitiptions of activities which
can be used to teach the skill, and handouts or
discussion guides associated with thdse activities. Wwe
assume that all participants have copies of the manual.
Team members will be using them during the workshop
series for examples, handouts and after the training
series for reference and for orienting new team
members. .

You will find it helpful to supplement this manual with
a parallel set of files with additional skills,
activities, brainstormed lists and handouts. You may
want to turn the manual into a notebook by tearing it
apart and adding your own additional pages. (Actually
our earlier editions were designed for a three-hole
notebook, but manual users asked for a sturdier
binding.) If possible, that is, if you have any money,
supplement this manual and your files with a shelf of
reference books. You will find bibliographies to get
you started throughout this manual. .

It may sound slightly incestuous, but we use our
training manual to plan qur own training workshops.
For example, the training team goes through the
planning process outlined in Chapter 3 to set goals
itself. How else will we know if we are successful?
We ‘use the chapter on school communication and workshop
management to plan the workshop series...and so

through the chapters. There are .two advant s to this
system: the training team becomes familiar with the
manual and, even more important, the team is sure that
it is modeling the.skills it wants the teams to learn.
Given the general perversity of human nature, the
inservice teams will learn more from the behavior of
the training team than from any activity structured for
them.




RESULTS

<

-

The final 20 minutes of each training day is spent
evaluating the session and planning for the next
workshop. This time is very important to us. Not only
does it-provide us with specific ideas for improving
the workshops to, but it models effective workshop
evaluation, a skill we want the teams to learn. Over
the years, we have used a variety of evaluation
_instruments. Whatever format we use, we always use
open—~ended questions since we are more interested in
individual ideas,than i4’ any mathematical summary. We
often list the specific goals for the workshop day,
asking participants to describe how the goals were met
and how they could have been met better. We always,
~ always, always ask for additional suggestions,
“-comments, or ideas.f We then summarize the evaluation,
use the results. in planning the next session and
distribute-the summary at the beginning of the next -
training session _(or in an inter-session mailing).

. o\\\\\
Completing evaluation form—-should: take no more than 10
minutes. - The additional time IS spent reviewing tasks
that the team and participants have takén—on_and adding
to that list. ("Could you find the name of that person
you mentioned whoeeoo," "I'll bring in that book on ST
meeting management I have at home." At one glorious
first session, the participants were unhappy with the
local restaurants. In 10 minutes they had organized
trainers and participants to bring pot luck lunches for
the other three sessions. We knew that series vas’
going to be a success.

What do participants get out of the training series?
Our follow-up evaluations indicate that they benefit
from:

professional recognition from the
adminstration and peers within the system and
from educators in other systems Y

Reledse time for training

New skills which are transferable to other
responsibilities (especially leadership and
group facilitation skills)

‘

Friendship and personal support

1




Access to the power structure

How do the school systems benefit from the training
series? They gain a team of teachers and
administrators-who are willing and able to plan the
inservice program for the school system.

CONTINUING SUPPORT NETWORK.

Unfortunately, our .observations and evaluations
'1nd1Cdte that the, trained teain is a necessary but not
sufficient component. (Now you tell us!) The school

“ system, in particular the school administration at both
the building and central office level, must continue to
actively support the work of the team. A definition of
active support is difficult, sipce school systems vary
so widely in their support structures. For the schools
in the Hampshire Educational Collaborative (HEC) this
has meant that the individual school systems encouraged
and supported team activities, consulted the team about
inservice related issues, assisted the team in gaining
school committee and community support and encourayed
HEC in its efforts to provide a resource support
network. This network, sponsored by HEC, has included:

1. Mmonthly meetings of an advisory council
‘made up of representatives from the inservice
teams

school administrators, teacners' rooms, and
. all inservice team members in the HEC school
~ systems '

\\\\\ 2. Newsletters distributed monthly teo all

3. Computerized resource retrieval system
listing consultants, visitation sites, local
‘ . \\\égsource centers and books in our

ofessional library

-

4., Asgistance in locating funding for
inservige activities !

5. Traininggf nevw team members

6. Coordinatiom~of the Network by an

1
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inservice administrator

In the remaining chapters of the manual, these support
activities are described in greater detail. We hope
that you will be able to adapt some of them to-meet the
needs of your teams. Don't be discouraged if, at first
glance, such a support system does not seem possible,
When we began our training series five years ago, we
had Ro plans for developing any type of support
network. It was the teams who pointed out the
“importance of continued support. "Hey, wait a minute,
you can't just abandon us!" We innocently began a
monthly support group meeting for workshop
participants. After the second workshop series two
year later, participants requested a part-time
coordinator to provide communication through a
newsletter., to locate resources—for—a-resource—file;-
and to plan additional training. Once those systems
were in place, of course, new needs were identified and
once those systems were in place, new needs were
identified, and

-

o
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1. 2. Team Building
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Objectives- to develop and maintain a functioning
inservice facilitator team.

}

Many of the school district inservice facilitator team
membets«meet-@o*-the~£¢n§t—timewat,aunvwankshapSJMﬂlnw
order for the team to fupction, members need to be
comfortable with each other. 1In addition,.team members
need to understand that, in the long run, the sucess of
their team will depend as much on their skill in
working together as on the quality of the activities
they organize.

When we began our workshop series, we delayed any
consideration of team building until the third
workshop. Over the years, we have realized that team
building begins on the first morning. We still delay
formal consideration of team organization until the
third session, but we begin team building activities on
the first day. ' )

Each year, we have evaluated each of the teams in terms
of its own goals and in'terms of our goals for the
team. Each year we are impressed with the importance
of a well organized team. Teams that have not taken
the time, -or have not had the requisite skills, to work
well together have had many more problems, more
confrontations with administrators and teachers, more
crises, and more burn-out than the well organized
teams. *

In the yedrly evaluations we have asked former training
participants which of the skills they learned as team
members -have--been -most -important. to. them in_ their other
school activities. Group organizational skills always
win. Team members report success in organizing
committees and task forces with the skills learned in
team building. If you have to prioritize the skills

-
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necessary for the team you are training, the team's
ability to organize itself should come first.

OVERVIEW -

.

Over the years we have used a variety of handouts from
the many excellent books on small group functioning and
effgctive'meeting management. A brief bibliography
appears at the end of this chapter. New bookss  which
you should review appear regularly. If you can,provide
a small lending library for the teams you are training,
membetrs could certainly benefit from browsing throug

them . \

-

When—we-began-oupmtnainingwpnogLam,;we_faaused*onmnhase.v

small group interaction materials which describe the
behaviors often found in a group (yate-keeper, :
mediator& loud-mouth, task versus maintenance \
activitiés, etc). However, we found that understanding
" small ‘group behavior was not sufficientr training: for \
inservice facilitators. The teams needed know-how to N
organize themselves as a team, and especially, how to
run good meetings. We now spend less time on group
roles and more time on organizational roles _
(facilitator) assistant facilitator, note taker) and
procedures (agenda, time limits, evaluation). We hope
that good management skills will facilitate the team's
understanding wof the small group behaviors underlying,
these practices. We also hope that the teams will read
sgpe of the bodks we suggest t? them to learn more
aBout small group and task grdhp behavior.

w

7 In this chapter we will describe first the strategies
we use to set up a team building climate forwthe L
workshop series: the selection of participants, the’

. modeling of team skills by the training staff, and the
structured interaction of team members. Second, we'
will describe some specific activities we use to teach
organizational skills which participants can continue

“to use after the workshops. These skills include
agenda planning and evaluation, note taking, the
assigning of facilitator and note taking
responsibilities, problem solving, brainstorming, and
consensus decision making. ’ .

’
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One of our goals at every workshop series is to make
effective use of the participants’ skills. The team
-//members you will be training may vary widely in-their
. { backgrounds. If you are fortunate in having
. participants (or staff) who are skilled in small group
facilitation, you can expand on the activities we ‘have
suggested here. By ‘the end of the series, all team
members should, at least, realize the importance of
team organization and be able to use a variety of
r simple techniques to help the team work effectively.

' ORGANIZATION FOR TEAM BUILDING

Wi
N . .
. . . . 9 k3

selection of ~part~i-ei~parft's- - e e e = b

since team building .15 a high priority, it is obviously
preferable to train ah entire team at one time. In a -
perfect world, that would alwgys be possible. In our

.« world, it is not always possible. Toere may be new
team members who need tragﬁing which is not appropfiate ., ' ,;

..to the -more experienced members; there may be systems .

'that cannot release entirg, teams for training. -

"Whatever your trainingkcdﬁiﬁguration, keep the goal of
team building clearly in mind. Use whatever strategies
youscan to set up a team situation. ®When you are
training new membefs of a team, use some xperienced
members of the same team$ as trainers: If-only certain
members of the team can attend the entire training " "
se.ies, set up a sharing session between viorkshops, so
that. the entire team can participate in rome of the
activities. '

. ¢
It is especially important to entice the administrative
members of the team to attend the training sessions
with the teachers. The ski¥ls and.morale which the
team develops are’less powerful when the administrative

L]

.representative does..not..participate-.

There are advantages in training Several teams
' together. We plan some ag€ivities which are for
-~ participants working ‘a eams, and some activities

. ¥/\ . ‘ //f :..'iﬂ




P e [ S P
~

~

~

T

Y

should not be underestimated.

v
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Which are designed to mix teams. In the remaining
chapters, we will describe activities which are best |
done by teams (goal setting, needs assessment desiyn,
communication strategies,) and activities which benefit
from having cross team groups (resource location,
workshop planning, political strategies). Cross team
activities hélp "develop networks between teams that &an\ -
last beyond the training workshops and often help
individual . members to consider a wider variety of

.options when they are considering solutions to
problems. -

-~

When we assign tasks 'to the teams, the trainers float
among the groups,-or remain within shouting distance so
that they can{gelp a team in trouble. Since the trainer
cannot ‘stay with the group after the workshop series,
we'do not assign a trai%gr to work regularly with each
team. WeAdon&t want the' teams to become dependent on
outside assistance. . .

o

-

.

Selection of training %EE;LN\\“ .
| - ” S .

.
1

X d):,’/) ) :
The training” staff for your workshop is, after all, a
team. We never have run a workshop with only one
trainer and would neser do So. AS a team we work at
developing common goals, careful planning, equality of
.roles, open feedback and good humor. We also walk on
water at least once during.each series. The power of
effective modeling, especially if you take the time to
talk about the team process openly with the group,

’

We have varied the staffing pattern for different
workshop series. We have tried using one training team
. throughout the series. .This works fine for the
training team, but school systems object to the nuaber
of release days involved. Alternatively, we have had
one training facilitator who coordinates the series and
attends -all sessions; the rest of the training team
changes each session. In selecting the team members,
we have brought 'together members of a, number of teams.
(participants hear about:a variety of team\experieQCes,
but they‘don't get to watch a well organized team at
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0 work.) Sometimes the trainers fdr a given session come
. from a single team. (Obviously the part1c1pants hear
about fewer experiences, but have more chance to
observe team members working together.) Whatever
staffing pattern you use, take advantage of the
opportunity to use the trainjing team to model team
building skills.

.

s

Getting started

»

<

Members of our new teams often are not acquainted with
each other. It is important to remember that teachers
in the same building may not even know each other's
names. The first task, therefore, is to make sure that
everyone on the team knows everyone else.

Names: It sounds simple-minded, but it is
hard to remember someone's name if you have
never heard it before. 'If possible, the
training staff should have a list of
participants before the session. Names
should be read aloud, memorized, or
remembered by whatever system you normally
use. Name tags are essential and should be
used at all sessions. (We prefer the sticky
ones without the "hello". If your
organization has cards with a logo, great.
The little holders are nice. Not everyone
v wears a jacket, so avoid the ones which fit
into coat pockets.) After the first
workshop, staff should review names and then,
of course, use them during the workshops.

.

Pictures: Photographs are very useful for
recalling names, for .team building, -and for

. producing attractive display areas‘'during the ,

- workshop seplles. We have had better ° .
utechnjcal success w1thrhlgh—speed black and * "\
~white film, which c¢an be developed, printed,’

laheled, and posted at the next session.

Polaroid”is all right 'if you need pictures

immediately, but the prints rarely are good

N

N 4 . N
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“enough for later use. Color slides. are
useful for presentations later, but make very
strange bulletin boards; color prints are too
expensive for most of us.

Introductions: Start the first session by
haviny people introduce themselves. Next
time have.them introduce the person on their
right, or on their left, or across from them.
Include name and. something interesting about
them, or a hobby, or a dream, or whatever.
The only variation on this we have ever seen
backfire is when the first person is asked to
pick someone to introduce, and that person
introduces a third, and so on. If you don't
think that creates stress, watch the faces of
those who aren't selected until the end.

Time: Give people a chance to get to know
each other. If meals are involved, arrange
tables so that teams will eat together. Set
up Space so that each team can worj”together
in reasonable comfort, while theAraining
staff can be unobtrusive obserxers.

Climate: Wwork at setting a climate which
encourages team members to have a good time.
There. is a good deal of writing in education
about the importance of a good learning
environment; work at creating one. Do little
thinys to create an atmosphere of team
spirit. Thoughtful, nonthreatening rewards
help (a magic marker to the team that used
the most newsprint duriny the day, a
miniature plastic rowboat to the team whose
school had-a flood between workShops). Take
time at the beginning of the second, third
and fourth workshops tb have esach team report
on what they accomplished together between
sessions.




\\
In additidﬁ\tq\prgahizing the workshops for team
buil@ing, we plén\a\series of specific activities to
help, team members develop team organization skills., We
try to integrate this skill-building into other
activities so that teams will practice them under
reali$tic situations and, also, soO that we can pack in
as mu?h training as possibie during the workshop
series. -~ S

i

Agenda planning

During the last
the team building skills as part o
we usually begin by handing out copies of the meeting
and agenda planning forms (pp. 32-33). We then present
some task for an imaginary team.and ask everyone to try
to complete the planning form. For example, "Your
inservilce team has a two-hour meeting scheduled next
week tol complete their planning of the after-school
workshop catalog. Each member has been responsible for
a diffelrent workshop. Take a few minutes to £ill in
these p anbing sheets." (This activity can be done with
the tét{l group, or in informal groups of two's or
three's). A brief (10 minute) discussion should
touchin OW the planning process and about the various
ways of organizing the agenda to get the task
accomplished. Encourage teams to revise the forms to
meet their épecific needs. Once everyone 1is familiar
with the form, you can ask each team to complete it as
the first stFp in some team activity you have assigned.
It is especilally effective when the team is asked to
plan a needs assessment (Chapter 4) or communicatioh

strategw,(Ch?p;ér 7) .

three training sessions, we introduce
f other activities.

\ \ ,‘

Note Taking

\_
|

i

. s < . . . . .
This is la 5klﬂl which is easily incorporated 1lnto some
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other activity. Whenever you assign a task to a group,
whether it be a team or cross team activity, make sure
the. group designates a note taker and that the note

takeér uses a note taking form. There is a sample form

SN at the énd of this chapter (p. 34). Change it to suit
. your néeds and encourage the teams to change it
SO themselves. Stress the importance of simple

note-~taking. There may be 51tuat10ns in whlgh typed

notes are desirable (and your participants mi jht  want

to list these). For most groups a set of legible,

hand-written notes distributed immediately, with the

. tasks clearly assigned and decisions accurately

— recorded, is more valuable than neatly typed notes

- which have taken a team member's time and are handed
out two weeks later.’

Team Roles

We have identified 3 roles which we think are essential
for the functioning of a team, or any task group: :
' Facilitator, Assistant Facilitator. and Note Taker. You
can introduce these roles by having the participants
. read a copy of the role descriptions listed below or
you can elicit descriptions of the roles and
responsibilities from a group discussion. For example,
you might ask participants to visualize a good
- committee at work. What is going on? Now visualize a
poor committee. What is happening? Take the lists
N developed to lead' the group through the process of
describing the important functions of the members. The
advantage of the discussion approach is that it
focuses the participants attention of group function.
The disadvantage is, or course, that it takes more
time.

Team Respofisibilities .

i

Facilitator: Plan agenda with help of
participants, distribute agenda before

%,
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meeting, start meeting on time, set -
. procedures and time limits for each part of

‘the meeting, help--everyone share in meeting,

call for breaks, review decisions made, end
meeting on time.

Assistant Facilitator: Help plan agenda,
keep track of time, check that all members
are fnvolved act as recorder if visible
notes are needed to keep track of the
discussion (on newsprint or board), lead
evaluation of the meeting, compile
evaluations, -distribute copies to all
members. The assistant facilitator becomes
the fgfilitator of the next meeting.

Recorder: Keep written record of decisions/
actions, responsibilities of team members,
and deadlines. After the meeting, copy the
notes and distribute immediately (or as soon
as possible). Check with group after each

- decision to make sureiof relevant-
information. Use a simple note taking format
(like the one provided in this chapter).

Keep in mind the goals of legibility, .

accuracy and rapid distribution. Write
legibly in black ink so duplicating can be
done directly from hand written notes (unless
copies are needed for school committees,
etc.) The recorder becomes the assistant
facilitator, of the next meeting. (If the
group is very small, the recorder serves both
the recorder and a551stant fa0111%€tor
roles.)

Once the participants understand the responsibility of
each role, they will need to prictice. Each time a
group (team or cross team) is giyen a task, remind them
to designate members for each rolg. We usually
introduce the roles with the needs\assessment or
resource management tasks (chapters nd 5). You may
want to. have colored name tags' with the roles written
on them which you hand out at the beginning qof each

. task. A visual cue often helps remlnd the group of the*
different roles. : CL

1 . v

Since leérning these roles is important for the future
functioning of the team, be sure to allow the
individuals time to get feedback on their skills. Plan

‘20
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work sessions so that participarnts spend the last five
to ten minutes reviewing the process of the group
(whether it is a team or a cross—-team group) .

Encourage participants to suggest alternative ways of
handling situations. Focus on the "next time you might
try", rather than "you shouldn't have"

We occa51ona11y have asked group members to role play
different personal roles (initiator, summarizer,
harmoniger, railroader, isolate, comedian) by -handing
out role cards to each member before they started a
task. If a group is working well together, this
activity is not necessary and may do-more harm than
good. If you do some act1v1ty 6f this sort, keep it
light. Assign a task that is simple or .even silly.
Make sure that the group takes the time to process
their feelings after such an activity and them move
them quickly.into some task where they can be
successful together.—

Problem solving

- ©

The process of problem solving has been widely studied.
Effective problem solving skills are important in task
groups (hence the interest of business and management
in problem solving) and in conflict resolution (which_..-
explalns the interest of psychologists and behaviorists
in the process.) If members of your staff, or
participants, are trained in these techniques, you may
want to do more than we suggest here. At the very
least participants should know these six steps in
problem solving and have an opportunity to use this
approach. The probelm solving stages are:

1. define the problem in-terms of need

, (we need..., we lack...)

2. generate p0551b1e sqlutions (what are
all the alternat1Ves...?) v

3. evaluate'and‘tést various solutions
(what would happen if...?)

N,
4. decide on a mutually acceptable

#
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solution (we all agree to try this...)

5., settle.the details of implementation
(who does what? by when?) ’
' 6. evaluate the chosen solution (what

happened? why?)

You can use these ‘stages to structure tasks- -for needs’
assessment, communication strategies, resource
management, workshop .planning or political analysis.
Here are some of the ways we structure the learning of
the stages.

$#2: Geperate possible solutions

Once a problem has been defined (not as easy a task as
one might think), the generating of possible solutions,
or brainstorming, is the most fun. We usually use the
brainstorming technique in connection with some task we
are doing (goal setting, location of resources,
workshop management, and communication strategies).
Before bralnstormlng begins, the rules (listed below)
are reviewed. It is also possible to set up a very
brief training activity in order to review the rules.
You mlght ask members of the large group to quickly
gather in groups of threes (called triads in the trade)
to come up with all the possible uses for a ‘pen cap, or
a brick, this manual, or some object in the room. This
is a quick, non—threatenlng way to make sure everyone
understands the rules before you begin. (You can give
the pen cap to the group with the longest list.)

After the brainstorming, participants should be hsked
to comment on the process and to discuss some of the
problems of staying within the rules.

The Braihstormlng Rules: The purpose of
brainstorming is to generate as many creative
_ideas as.possible withing a limited time. JIn.'
“order to brainstorm, the group néeds a '
recorder whose responsibility is to writeé
down all ideas without making any comments”

27
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“about their quality. It is very important
that all ideas, however flaky or foolish be
accepted. The. assumption behind the® process
is that the off-beat ideas will stimulate .
others to think in different ways and will )
result in more creative alternatives. 1f
group members begin making evaluative
comments, (good or bad), the recorder should
remind them that the evaluations come later
. _.and_are not appropriate during the .
brainstorming “session.—>The recorder should
be someone who can write quickly. Legibility.
is useful, but this iss«not the-time for
calligraphy. The pace should be fast ihd the
time limit short (usuvally five minutes).

\\

It is important' that something be done with the lists
generated duifing a brainstorming session. If the task
was simply to make a good list, the group should review
the list, clustering similar ideas together, and assign
someone the task of compiling and distributing the
list. Usually the list was generated as part of a
problem solving process, in which case the group should
return to step threeé. - R

#3: Evaluate and test various solutions

Try to have a break after the brainstorming session.

If the group goes directly into testing solutions they
tend to get silly. Limit this stage to 15 minutes.

The purpose is to check out potential effects, not to
make a decision. Try to keep members from saying,
“that is not a good idea because.," 1Instead, have them
structure their suggestions as the "best scenario" and
"the worst scenario". The same kind of sharing of
information about the school structure ocgurs during
this discussion as during the force field analysis .
(Chapter '3). The danger of this stage is.that members
may. not. be right about .the effects of various # ’ ‘

" activities. Therefore, 'try to encourage at least two

alternative results td every solution.
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$4: Deciding on a mutually acceptable solution/
~ consensus decision making

~

Consensus decision making is the most difficult concept
discussed in this manual. It really desgrves more .
space, and takes more time, than the training sessions .
provide. However’, if you feel comfortable with the
concept, it is a skill which will help your teams.

If you are going to have the teams. practice this skill,
you may want—to—have_them read the explanation given
here, or you may want to- give some—-type_of large group
presentation. You might then ask individuals to - -
volunteer for a role playing demonstration which others
could watch, or you could'ask each team to use the
model as part of some task you have given them.: Great
tasks for consensus: practical decisions such as where
to go for lunch, the date and time of the team meeting,
or how to distribute the homework task for needs
assessment or workshop management. \

Rules for consensus: The purpose of consensus
decision making is to place all group members
in a position to say "I may not completely
agree, but I can live with the decision’ and
support it." The alternative'to consensus is
majority vote, where those who win are happy
with the decision and those who lose are not,
and (more importantly) may not support the
group's actions. Consensus decision making
takes longer, but most people feel that the
results are worth it.

when all goes well and consensus is reached
easily, the facilitator should check to make
sure that all members are ig\{act‘contenth \
(Easy. consensus. may' mean that ‘participants.

- really don't understand their responsibility
to 'speak up.) ° 3
when there-is some conflict, but consensus is
reached:, the system seems wonderful.

n more

N\

v




4

\ \
cageful llstenlng,and some open disagreement,
often with "I messages". It is very exciting
to think that the group has been able to
regpect everyone's feelings.

And then there are the times when it .doesn't
-work. If some people feel group p.essure to
go along. so that we can do something", then
the system has broken down and the group is
back to majority rule. At these very
dlscouraglng moments, it usually pays to go
‘back to the def1n1tlon of the problem (first
step in problem solving) . Chances are that
the group does not agree on the problem they
are trying to solve. This doesn't mean
(sigh) startlng all over again, it means
reexamining .the assumptions of the group.

It may—also pay to take some time out: a

walk, some .relaxation -exercises, some food,
small talk, anything that will re-energize

the group. 'After the group has redefined the
problem, a new attempt should be made to .
examine other solutions, hopefully, some new .
ones will appear that will free up the group
to-look at alternatives. On some issues, the
group may never reach consensus. This may
seem frlghtening ‘until you remember that the
alternative is having the group make a
decision that some members may be unable or
unwilling to support.

§5: Settle the details of implementation

‘Th1s stage isessential." 'The- greatest-danger is -that,.
‘after the emotionally exhausting experlenCe of
consensus mak1ng, everyone will be anxious to leave the
group. Itsis in the facilitator’ s personal interest'to
-check out members' feelings at this.point.  .It is
better to- spend 10 minutes taking a break than to have
the group wander away leaving the facilitator with all
the work. The note taking form at the end of this
chapter is especiallly useful in directing the
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discussion of implementation. It may be a help to make
two copies, one kept by the recorder on the form and an
identical one (perhaps.by the assistant facilitator) on
néwsprint. Some teams we have worked with list all the
tasks first, then have people volunteer for them; some
teams have people volunteer as each task is brought up;
some teams assign tasks (a dangerous approach if you
want the job done). ‘Whatever approach your teams use,
it is essential that the deadlines are realistic and
that everyone gets a copy of the notes as soon as
possible. If the group has trouble setting deadlines,
you-may want to do-some work on timelines at this
point. There is a timeline exercise in Chapter 8.

A personal. note: We have found that administrators
carry calendars and, when assigned tasks, immediately
write them down on the appropriate date. Teachers,
because so little of their time is theirs to organize,
tend not to carry appointment books and are often seen
making notes about meetings in the-margins of grade
books, on shopping lists or student papers. Encourage
all team members to carry personal calendars. Spend a
few minutes having workshop participants and training
staff display the wide variety of calendays that
mémbers..of almost any group use. The mos\ exciting
ones are made by people who. are "into time management".
Get them to demonstrate how they have designed their
calendars to meet their specific time 'schedules and- job

responsibilities.
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1 3 Analysis and Goal Setting

Objective: to analyze the forces affecting the
inservice program and to set goals for the team and the
program.

When an inservice facilitator team begins to plan
together, it is important that the members share their
perceptions of their school system, and their goals for
the team and the inservice program. As we mentioned in
Chapter 2, team members often do not know one another,
so that this sharing of information helps them get
acquainted. It is also important that they set goals
for themselves as a team. ‘

The comments in that first paragraph are so obvious to
us now, that we are somewhat embarrassed to admit that
it took us three years to discover the importance of
goal setting. One reason any group (or individual)
sets goals is to have some notion of direction and some
measure of accomplishment. Another, and equally
important, reason for the team to set goals is that the
members of the’'group need to share the same goals for
their activities together. Our yearly evaluations of
the teams indicated that much of the frustration could
have been avoided if members had spent more time
talking through their'expectations. When 11 people
sign up fot a workshop, the team member who was only
expecting 6 really can't understand why§another® team
member slams down the registrations and“stalks out of
the room unless she realizes that the disappointed
member expected a minimum of 30 registrants.

PAY
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The procedures we use to help team members develop

bt

?i, :

40

. This chapter includes three techniques we use to help

goals have become useful SKills for members in othet.
organizational settings. They find it very helpful to
have a structure which encourages the members of the
group to share their perceptions and forces the group
to be specific about goals.

" OVERVIEW

when we began the training series, we assumed that the
team siiould begin by conducting a formal needs

assessment. ‘Therefore, needs assessment was the first
skill on our lists- (It is now third in priority, after
team building and goal setting.) Although the resuylts

"of the needs assessment will require the team to

examine, and perhaps adjust, their goals, the initial
direction must be set by the team working together. If
you are working with an experienced team, don't skip
this chapter, since sucessful teams should go through

teams first share their perceptions of their school:
system and their hopes for the team and then determine
their goals and the strategies for achieving them.
These are excellent activities to use to get a team
working together, and to introduce some of the team
building skills mentioned in Chapter Two. You will not
have time during the first day of the workshop to have
the teams complete the entire analysis and goal setting
process. However, you can encourage them to complete
it by the end of the training series. By the final
workshop, the team should have a set of specific goals
in writing and should be able to continue to.use these
analysi's techniques in the future. There are a number
of other organizational development activities which.
can be used to help the teams plan their program. If a
member of 'your training team is skilled in -
organizational analysis, you might want to add to the ‘
activities listed here. \

the analysis/goal setting process every year. | i_‘
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_Visualizing good inservice

ACTIVITIES

-Sometimes we have the luxury of having a list of

participants available before the first training
session. If we have such a list, we mail them a
welcoming letter with some history of the training, all
the logistical details, a copy of the agenda, and a |
half-page questionnaire which they are asked to bring
to the first session. The questionnaire says:

1. Visualize a good inservice activity. What is
going on? :

2. Visvalize a poor inservice activity. What is
going on? :

3. What is the ,purpose of inservice

4. What does your school 'system need that inservice
can provide? '

~Wé bring extra copies of the questionnaire to the first

session for those who have forgotten them. (If we
can't send a mailing ahead of time, we ask participants
to complete the questionnaire when they arrive.
Sometimes we have no idea whom we will be training
until they walk through the door.}):,

As soon as we have finished the introductory activities
(introduction of participants and staff, review of
agenda, house rules about smoking, eating, etc.), we
turn to these lists. Two, trainers act as recorders to
list as many descriptors as possible on newsprint.
Usually there is agreement-among participants that good
inservice includes active, exciting learning and that
poor inservice includes depressed participants and
irrelevant information. Participants also agree that

41




the purpose of inservice is to improve the educational
opportunities for students. \

P

B

This activity has a number of purposes: it is fairly
non-threatening and thus, encourages people to .
participate; it allows participants to vent their
grievances about bad inservice without turning into
crybabies; it provides a training series goal:"good
inservice". The newsprint should remain .posted for
reference during the force field analysis and .goal
setting exercises which follow. After the .workshop,
the list should be typed and returned to participants
(either in a between-session mailing or at the next
workshop) . Some of the definitions developed by our
teams appear in Chapter 9 (Inservice Theory).

Force Field Analysis

The Force Field Analysis technique was developed by
Kurt Lewin (Principles of Topological Science, New
York, McGraw Hill, 1936). The modification we use was
made by Dr. Merrita Hruska of the Amherst Area Teacher
Center.

The purpose of this technique is to allow a group to
analyze. the structure of the system within which they
work. We usually introduce this technique by having
one of the traininggteam £ill in a blank chart
(pp.47-51) on an overhead transparency. The training
team member tells something of the history of his/her
own team while filling in the chart with the forces
influencing the teams and strategies the team used. 1In
order to keep this history from becoming too detailed,
limit the presentation tg 10 minutes.

Each team member is then given a copy of the chart.

Ask one person on the team to serve as recorder. The
newsprint notes will focus the team's attention and can
be copied down later for the team's files. If you
haven't used a training team member to introduce the
forms by giving a team history, you will need to spend
-about five minutes explaining how the chart is to-be

" filled in. - ' . ’
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p.l Diagnosis ‘and Action Planning

Although good problem solving techniques require that
the group spend time carefully defining the problem, we
usually treat this task very lightly the first day. As
the team works together, they may want to return to
this page for a more careful .definition. For the
moment, ask the team for a general description of the
problem the school system is having with staff
development, the staff population to be involved
(teaching staff, others) and the group's general goal.
This page deserves much more attention than we give it
during our opening exercise. ~Encourage the teams to
return to this page later in the series to expand. the
information here. ,

p.2 Diagnosis of the problem
&

- -

This is the most useful part of the analysis for a new
team. As they list restraining and driving forces, °
they have a chance to share perceptions of their own
system. Explain that the length of the arrow is an
indication of the degree of force and that it is very
possible that some forces are both positive and
negative. We have included an example (p.49) of this
page. The teams should be able to develop a partial
list of forces and the arrows appropriate to each force
in half an hour.

After a break, teams list their forces for the entire
group to give everyone additional ideas. The . .teams are
then given an additional half hour to complete this
page and to begin the next.
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p.3 Objectives and Activities *

“thei

Have the team brainstorm possible strategies for
working with 'the forces. (Be sure to review

brainstorming rules listed in Chapter 2). After the

half hour, bring the teams back together to review what
they have accomplished. Have the teams count up their

positive and negative forces. Research in

organizational change suggests that the best strategy
is to spend most of the energy in taking advantage of
the positive forces. Some time can be spent
neutralizing. the negative forces, but if there are more
negative than positive forces at work, the team should
revise its goal. You may want to ask team memnbers,
especially those with major political problems in their
scho?i systems, to spend some homework time limiting
goals.

a

p+4 Implications for the Team
: -

We usually assign the completion of this page as
homework, or ask the team to work on it when they have
time during the workshop, but we don't schedule time
for it. However, we do reward the teams who complete
the entire form (usually something silly at the
beginning or end of one of the training sessions:
their own chart neatly typed, a blank chart, an
overhead tranparency set, a new pen)

p.5 Summary

- )

This summary page is tob‘small for most of us to use,
but it helps the team see how all- the pages fit
together. Actually, some teams prefer to use copies of
this page rather than the four-page version.

.

Y

one of our goals is to have team members learn skills
which they can use in other school settings. You might®
want to point out that this system of analysis can be
used by school related committees or task forces. It
-also can be used in the classroom to help students
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' analyze some past or present social or scientific issue

(problems facing one side in a war, ekplorers, . !
< pioneers, ethnics groups, scientists)s

4 %

]

Goal setting

Like the Force Field Analysis, this is an activity .

which the teams start during the workshop, but complete Coa
on their own time. You shownld allow the team at least

an hour of workshop time to work on goal setting.

Explain all the steps to the entire group, or have

training team members take each team through the

_steps. We are indebted to Ken Blanchard for teaching

us this technique.

, step one. With the partially completed force
field analysis posted nearby, brainstorm a
set of goals for next year (or some other

‘\appropriate period of time). Remember the
~prainstorming rules (chapter 2, p.27).

\ -
sté two. Review the list eliminating or
clustering similar goals. Recopy, so list is
legiB%f. - -

a
-

assign pniority points to the goals in
clusters =most important, . .
3=important,l=least important). While the
group takes\a'break have someone with a
pocket calculator add the totals and rewrite
this 1list from\fighest to lowest (listing

€

step tgkgs. Have each member of the team

totals next to\each goal). Select the
highest goals sually there is a natural
break in the numbers between the top few and
the rest.)

LY

We use this system to-set priorities for the
original set of goals for the team. You
could also use the consensus decision-making
model here. Sequencing is less threatening
for a new group. Alterpatively, the
consensus approach would, provide the group

€

“«




‘ with more information about the members and -

ue—a—good-chanee—to—}earn—that—techntqucf
(Chapter 2) .

o

step. four. Put the first goal on the

. "Indicators of Success" chart (p.53). The

team must first decide what level of success
they could live with (peSsimistic ‘level). . If

p0551b1e,’the team should come up with a |
number or percentage. For example, if the
first goal is to offer good workshops, the
pessimistic indicator of success might be 3
workshops which have 10 participants each, or-
a 60% positive response-on. the workshop
evaluatiohs or ‘10% of the staff participating
during the first year. The team next
completes the, realistic level (team would be

’ .content with these numbers) and then, the
optimistic level (if the stars weré right,
great but not impossible).

. . &4
\. : . . . " -
v Q

"

information, of personal goals. If the group gets

have to be reworked. —

know when it has succeeded. . As Ken Blanchard says,

The Indicators of Sucess system is also ea511y |
transferable to other school settings. It is very
helpful with a group of adults or students when |
organlzlng events (PTO banquet, junior prom, field
trip) or in ‘a classroom dlscu551on when students are

developing classroom rules. [\

-

It is wonderful to listen to a team work through these
- * levels of success. There is a good, open exchange of

stuck on one level or goal, have ‘them skip it for the
moment. Usually the problem is a fuzzy goal\ which will

The most vaTuaBle aspect of this exercise is the actual
doing of it, the sharing of perceptions. Howeyer, the
list will be very helpful to the team later when they

are assessing their accomplishments. The team‘needs to

"this is one of the few ways the team will get strokes.

R
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Statement of the problem:

.

- statement of the action goal:

-

Identification of the population:
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A

forces restraining the goal
from being attained
N

Diagnosis of the Problem

-2 -1 Force +1

P ___cConstant threat by forces
outside school, e.g.
staff cuts

(___._———-Failure of staff to
recognize needs and

problems

— .--.-Host%lit‘:y towards
specialists

é_.-..._.-.____-willingness of steff to
address problems, hut
feeling of being
threatened

4&———————Previous bad experiences

JE—— targe group structure of

r'S

inservice meetings

Inservice budget

|

.

|

Forces drivi

\

ng\tioward the goal

+2

&——————1Inservice gcheduling

(Mandated, present)

organized inservice
program (Attendance
taken)

(—————-(Unsuuccured) Insexvice

team organization

é—————School committee
(attitude, power)

& —————Superintendent
¢———————Parents unorganized

1
4——————No present inse'rvice plan

Poor response to needs
assessments ‘

Force Field Analysis Example
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Implications for Teams

.

Py

Resources we have which will
contribute to implementation

[2) ]
Skills or resources we
need (do not have now)
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2)

3) \

4)
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Force Fie
For Problem Diagnosis and Action Plamning Purposes .

Analysis

1. Specitic Statement of the Problem Being Worked on:

2. Specitic Statement of the Action Goal:

-

Specific Objectives

piagnosis of the Problc;m
! for Resolving Con=-

flicting Foxces

Forces, Driving
Toward the Goal

Forces Restraining
the Goal From
peing Attained

specific Activities
‘or Frojects for
Irplementing Action
Objectives

= .

Implications for Tcams

Skills or
Resources We Need
{Do Not Have Now)

Resources We Can
Now Contribute
o Implementation

Forces ,
-3 -2 -1 +1  +2  +3

1

2)

3)
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Objective. To conduct a needs assessment using a
variety of procedures and data sources. \

3

\ [N
\

\

b
{

puring the first morning of the training workshop, we
keep the teams busy analyzing their school systems and
setting goals for their team (Chapter 3). Since the |
members, of the team represent different segments cf the ,
school population and since they have a daily knowledge
of the system, this analysis is appropriate and
necessary. However, it would be a great mistake for
the team to begin planning activities without chetking
with the staff in more detail about their needs.

what might happen if the team did not de a needs
assessment? -

!

I. The inservice design would be based on the'
team members' perceptions of what their ‘
fellow teachers need. The team has not been

given a mandate to make that kind of .
decision. .

- . . . :

2. The activities planned might meet the need
of some, of the staff but exclude others who : 0
are not adequately represented on the team . '

(coaches, language teachers, specialists, the
primary staff, etc.).

3. The staff was never given the opportunity
to think through their needs together. This
step is an essential part of the learning

process (for children or adults). The team |
has deprived them of this opportunity.

4. The staff will feel no ownership in what ‘
is planned. Even if the plan is exactly what *
they want, they won't have any commitment to-it.

)
'
)
1
1

§

62

s e e

sy




~

5. The "team will have missed the opportunity
to let the staff know about their existence
and their goals. Doing a needs assessment is
great publicity for the team. It is also a
fairly good way to find out what people want.

‘OVERVIEW

?
. < LY
Every workshop wesdo for inservice facilitator teeams,
whether it®is a four day sequence, a half-day
introduction, or an advanced seminar for established
inservice teams, includes some activity associated with
needs assessment.. -

This chapter includes a description of a number of ways
to introduce needs assessment techniques, a Discussion
Guide of points which need to be covered (either in a
formal presentation, a hand-eut, or by critiquing the
work done by the teams) and some sample needs
assessments to get the teams started.

L

ACTIVITIES

The best activity is, of course, doiny a needs
assessment. If we have scheduled the teams for a
series of sessions which are held about two weeks apart
(our favorite arvangyement) , we have each team:

write a rough needs assessment plar for the
second meeting
give it to a small group for the third

‘collate the results from the small group for
the fourth ,

L
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we spend time at each worKshop having the group
critique each team's work. We also give teams time to
revise their work during the workshop.

whatever type of assignment you can devise, it is still
necessary to have the group learn about the different
needs assessment techniques and to learn what to do
with the results. There are a number of ways to

, present this information.

* 1. The wrong way. Embarrassing as it is to
admit, our very first workshop included a
three-hour panel discussion by experts in
assessment and evaluation. The panelists got
into a heated argument about esoteric data
collecting issues of no interest to the
participants. It was incredibly boring.

2. After that disaster, we began collecting
examples of needs assessments, making
multiple copies (we didn't have a real manual
until the third year) and using those to
generate a-discussion on the good and bad
points of needs assessments. A set of
overhead transparencies of the various needs
assessments made leading the discussion
easier, especially when trying to demonstrate
problems with wording or format.

¢ .
3. We have also tried. having the group
develop a criteria of sucess for the needs
assessment process. ("If the needs assessment
is successful, what will happen"). This
often produces a very interesting discussion,
and leads easily into an examination of
different techniques.

4. Assign a needs assessment plan for
homework, Spend no more than an hour at the
first workshop on needs assessment, since you
will be reviewing the main points during the
critiquing session. Always remember to take
the time, no mafter how much you want to
cover, on reviewing both the product and the
process of team homework. Reviewing the
product is important, because this is your

[
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best chance to evalute what the team has .

, learned and needs to learn. Reviewing the N
process is important because one of the other
objectives is to have the participants become
functioning team members. ‘fhe assigning and
carrying out of tasks is a critical part of
team membership. This task offers a
wonderful opportunity to introduce the team
to functional roles (Facilitator, Assistant
Facilitator and Note Taker. For more

. information on team functioning see Chapter

. 2.) .

.
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DISCUSSION GUIDE: NEEDS ASSESSMENT .~
i
\

The rest of this section will list the most important
points to cover in your discussion of needs -~
assessments. A number of examples Qf needs assessments
are provided at the end of the section. Use these at
your first workshop series, but begin a file from your

. teams and use examples from that file at future
workshops.

s

..
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"1. why do a needs assessment?
--to find out what people are interested in
—-to let people know you are planning somethiny

--to check out your perceptions of what is needed

a

—-it sounds very professional to say "as & result of ) l
our needs assessment, we.."

2. what problems are likely to occur?

i

--the answers will be so ambiguous or so complex that '
they will be useless

--the process will take so lonyg that you will treat the )
results as sacred and will continue to use them iong
after they are out of date.
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* _-it takes much less time than doing interviews or !

--no one will f£ill in the form, or if they do won't
give it careful thought
l

--you won't do anythin& with the results and will lose .
your credibility ‘ '

3. why give a written questionnaire?

¢

small group oral assessments

--you can set a climate for completing the form by ,
uoing tne, assessment as part of faculty or department
meetings. Begin with a small group brainstorming
session of staff needs (one team membet per table or |
cluster of desks): follow with time to f£ill out the
form. Have a team member at each table to lead f
discussion, help answer questions about the form and
collect the completed questiohnaires. .

!
—-—if names are included on the forms, the team can get
back to individual people to make sure needs are beiny
met. !
!
——the results can be summarized for reports,
presentations and for your own planning !

--only costs are duplicating, team time in designﬁng,
administering, summarizing, and food used for the
meeting where form is to be completed.

/ \
4. why ask "closed" questions on written questiénnaire?

(checklist, yes/no, multiple chpice) ) , .
--takes less'time to complete / \\
--easy to tally results /

--results look yood in report, easy to convert to

percentayes
"~ /

--don't yet reyuests for things you can't réspond to
(since you made up the list, presumably you can £find

the resources to meet everything on it.) 7/
/

--don't get contused by having staff actqﬁlly tell you
/

’
7
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What they want, limit the responses to those you eXpect
to recelve

-

——staff will know exactly where you are coming from,
what your biases are

--can be combified.with open ended guestions so that

need for percentages/ranking/etc. can be met and more
information about people’s needs can still be collected

- . »

5. why ask "open ended" questions (asking people to
list most important needs, describe ideal training |
situation, explain what skills they think will be most ] .
impor tant to-learn)? , ’ » ’

--get wide bariety of responses which fairly accurately
represent shaff concerns

--can cluster needs for reporting purposes

-

--can get back to individuals (assuming you ask for
their names on the guestionnaire) whose needs will not
be met by the overall plan

<+

-- will get answers- from quietér members who might not:
talk in a group discussion \

L3

.
. el . - - [ PR -

--will give the staff. the impression that you value
their honest answers )

--will provide the team with hours and hours of work to
cluster tesponses into some meaningful design

¥

|

6. Why do individual oral needs assessments?

/ :

/
--the team can spend the rest of the year collecting
data )

. . Loy . N N -

'

--can follow up on answers, ask for clarification, mgre
detail ' ‘

/

.

--lets staff know that the answers are so important
that you are willing to take the time to ask each
person

-

* [
-~individuals may be more open with a single staff
member than they would be in a group : “

-
Pl
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~closed guestions)?

—

-~can do a random sample set at the beginnirg.of a
needs assessment process to get a sense of the AR
questlons that need to be asked on a written )
questionnalre
-~can do interviews with key individuals in thé
admlnlstratlon, teachers union, school committee,
community, and staff to clarify theif needs

~

-~can follow 'up written questionnaire with selected

interviews "of those whose responses were most ambiguous’
to determine their needs and to inform them of the role

of thé team.

-—end up with coﬁplqted forms which you have been

£illing out during each interview which can be combined

1

into a peport and 1nserv1ce design

7. why do-group oral needs assessments? .
-—nore suggestlons generated in group setting than in
individual interviews, as ‘the discussion becomes a
brainstorming session for ideas on staff development.
It sometimes helps to ask the group to describe an
1dFa1 situation "think of a gopd inservice program,
what is 901ng on?" or "what must happen in orader for
this year's inservice program to be a sucess?"

--good introduction to giving a written needs
assessment

--good press for the team who would be conducting the
sessions .

-—end up with ts of ideas and some newsprint which
can be conver -into a report.

o

8. Why do all of the above (oral, written, open and

¥

s
e

--it's very unsophisticated to use only one data

source. Since every:source is biased in some way, your
only hope of getting good data is to have more than one

type of data collection procedure'

--people respond alfferently One of the clear ways to

model the fact that you are interested in meeting

&8
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peeds, is to be accepting of individual differences in

communication style :
v

! ' --you may not have more actual pounds of data, but you

' will have more insight into why certain topics keep

appearing, or why others never show up

--if you plan it right, needs assessment can be fun.
make the faculty meeting where you are doing the needs
assessment & party. In Amherst, Dr. Merrita Hruska used
to hand ou. numbers at the door which assigned faculty
to tables (thereby breaking up the usual cliques) where

/ there was punch and .cookies., A team member was \
) assigned to each table to run that.part of the meeting. \
: / At the end all the questionnaires were completed and

all staff wmembers had talked with a team member and
some other staff members about the design of inservice.
In South Hadley, an administrator baked the banana
bread for the meeting in order to demonstrate his
commitment to the process. ‘

--what are you going to do if y&h don’t do a good needs
assessment? How are staff gyoing to be involved in the
process? What are your assumptions about learning? If
you are not prepared to ask people what they need and
then to respond to those needs, ....

9, What are some examples of questions we can use to
design our needs assessment?

--thought you would never ask. Included in this
chapter are examples that we have collected from our
school systems. 'Rémember each is desijned for a
specific situation, make sure yours is appropriate for
your situation\

--you probably nave some old needs assessment forms
around already which you should use to start an idea
file. Keep adding to it.

--tliere are a number of books on workshop planning and
social service planning which include sample
gquestionnaires, copy the yuestionnaires for your tile
10. Are there any tips for designing the written
yuestionnaire?

--always remember to have a few people¢ proof your form

)




!
{

by £illing ;t out. Check for spacing, spelling, /
clarity, vital information (who is sponsoring the /
assessment, 'when is it due, to whom should it be /
given), and make sure that ‘a request for "additicnal
ideas or suggestions" is included. This is an /
essential question no matter what format you use, /
Check again|for jargon, for ambiguity. /
--Take the responses from the /test group. Can you
collate them? Did you remember to ask not only about
topics but about style (how ahd when workshops should

be conducted, by whom, in wh t format) Have you/asked
for more than you can respon "to? (If the only power
you have is| to:plan a oncCe-aryear release day aq@ you
ask about topics for after-school courses which/you

cannot produce, you are digging yourself a big Aole.)

--it takes lyears to build trust. Our experience has
been that, lin the beginning; staff are reluctant to
admit to the team (and‘may e to themselves) what their
needs really are, If you jaccept the needs as [stated
and meet them, new ones, which_may involve more risk,
will surface. You also need to think about
establishiwg trust in the administration. If you

anticipate |that your needs assessment will create any
anxiety or bad feelinc, make sure the administrative
council has a copy beiore|you distribute it [(and have a
team member| present t. explain your procedure.) For
example, the needs assessment on p.70-71 might create
problems ifl the administration didn't understand the
purpose of khe survey. _You will never have a greater
opportunity; to practice you skills as a ménagen of
learning th?n on the inservice team. |

| /
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SOUTH HADLEY STAFF DEVELOPMENT
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JUNE 8 /977 .

NEW NEEDS ASSESS

Do teachers fcel the zame
about teaching and their role in
this system as they did this
tirme last year?

The Staff Development Group
would like to find out, and
therefore plans & ncv needs
acs~sgnent at the cnd of this year.

The School Committee gave
its aprroval at the June 1 menting.
The actunl schedule will be suhject
to .r"roval of the adninistration
and SHTA, since it is proposed to

VENT PLAMNED

last years assessment. A question-
naire would be distributed at
individual building mectings, followed
by an open discussion period.

The asscssnent itself will te
radically redesigned so that it
will be a critigue of this past
year's staff development progran
as well ac a means of pointing to
potential directions for next ye~r.

Any staff member wishing to
nake su~~esticns for things the
assessme. t might cover, or wishirg to
help adnirister the assessnent,

take placo during the final t’reo

teacher days.

If errnroved, the process will
be sinilar to the one cﬂ:lov"n during

may do so by checking the approprinte
ovox on page 4, or by contacting any
staff developaent zroun ar~ber..

v

’5'“ RIDES

téj [ wﬁ‘:x'éuop

2 RESULTS

MoRE

) g [> WoAKIHOP

YEAR %)”
Cgﬁ’[ AEVIEW

—— . o o — ) O P T Vo e Pt

SPECIAL TOPICS FOR FiNAL 3 DAYS:

HELP IS AVAILABLE

The staff develcpent group is ready to assist
any staff meanher desiring a specific workshop topic
during the final teacher days in June.

¢

“~1p might include contacting teachers or con-
«uyltants to offer uorishops, helping write proposals,
arranging rooms, publicicing the event, and budgetang,
if necessary. :

According to suver:ntendent Hoar, gone funds
nay ba available.

Staff members sashiag to take advantage of thas
help czn do so by checkang the arvpropriate box on
~:20 U or by contacting ary staff develooiont nenter.

|

:- ﬂ -




Tebruary 6, 1978 -

Dear Teachers: - '

|
Thursday, February 16, 1978 is the date set for cl:xell second Half-
Day Workshop. On this dsy all teschers are requested to gather at the
Ware High School Auditorium from one until two o'clock. | During this
time you will be asked to complete a Needs Assessment which will be
used for planning the Curriculum Day and the two half-day Workshops in
the 19781979 school yesr. .

i

The Needs assesiment includes questions pertaining to skills, systems,

techniques, styles, needs, managemsnt: development, sctivities, and grouping.

This Assessment was developed with the help of the Hampshire Educational
Collaborative.

¢

We are excited about the Needs Assessment because it will determine
specifically the sreas Yyou, the %esching staff, are most concerned about.
Workshops will be given in the areas you as a group chose, Please ccne
prepared to make lmown the programs you would like to participate in
at your future Curriculum and Workshop days.

Your Inservice Committee,

Peter Baltren
Carolyn Streeter

Peter Thamel
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BEEC INSERVICE FACILITATORS TRAINING WORKSHOP, WINTER 1973
HAMPSRIRE/GATEWAY INSERVICZ PROGRAM

Name

‘ in order to design the insérvice psrogram, We need to know which
types of learning experiences are best for you.

Which co_you presfar? - yhy?

1. attendance voluntary
. or
attendance required

—— R

2. iandividual ingervice projects
or
. small group activities
or . ,
entire faculty activities

3. %:me 3gfent receiving
itnaformation —
or
. =ime spent cslanning
classrecm Brojaects -
‘
’ 4. acuivittes after school i
or ,
activities during release
' time

5. set of skills taught in one
all-day secsion
or
set of skills taught in
weekly oxe hour sessions

T

7. outside consultant aci.ag
as leader of a wcrkshop

or
school faculty member acting
as leader ©

Iy
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Which do you prefer?

Why?

8.

opportunity to receive
inservice credit

or
not interested in credit

homewor<: developing
classroom projects

or
homework: reading and
prgparinq short papers

10.

option of receiving
college credit {at personal
expense}

or
not interssted in academic
credit

—

11.

series of guest lecturers
or

seczes of workshoos with

same stalf

12,

13,

Wwhat are she wers: things that
acrLinity?

¢

an hapgen at an insersice

What aze She best things thas can happen at an inservice

agsivniey?




f o

v

.

PURIEY

_,J-

-
-

Questionnaire

Directions: ’ .
Please check the appropriate hox opposite each question. If your

answer is "no" elaborate on the specific area ol concern and possibly

why.

o -

B

Guestion 1l: Curriculum
Are you generally sitisfied with the basic curriculum of the school}
Yes No

L~

Reason}

. .

Question 2: Pupil Personnel Services
Are you generally satisfied with the pupil personnel services
2vailable for all students? Yes No

Reason:

Question 3: Pupil Management
Are you generally satisfied with the discipline policies and
procedures as regards student behavior in the school?
Yes No >

Reasgon:®

Question 4: Instructional Resources
Are you satisfied with the A. physical materials andequipment and
8. the support instructional personnel available to carry out the
educational program? Yes No

rReason:

Jr

70 |
ERIC p

Aruitoxt provided by Eic:

&
o N GE TN O O NS AN R O GR IR SN AN R




Question 5: Physical Plant
Is the school building ideally utilized to provide instruction?
Yes No

Reason

Quest 1on 6: Comnunication Systems
Are there sufficient avenues for communication between: A. personnel
within the school or B, outside thé school? Yes No

Reason.

Question 7: Instructional Approaches
Are we using the best approaches to provide the educational Program
£or our students? Yes No

Reason:

Question 8: Supervisory Approaches
Are you generally satisfied with the amount and kind of supervision
which you receive from supervisors? Yes No

Reason.

.

Question 9: Administrative Structure
Are you generally satisfied with the administrative structure of
the school 2.g. team leaders, asst. principal, principal., spec. ed.
adrministrator, etc.? 1Is this structure the best for our needs?
Yes No

Reason’
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INSERVICZ EDUCATION QUESTIONMNAIRE
1978-1979 SCHOOL YEAR

Naze: Pogition: Program: :

Length of time in current position: Length of tine with HEC:

Instructions: Indfcate your need for HEC to provide opsortunities for you to -
lesrn more about the skills listed below by using the following code.

[y

-- Peel comfortable 2-- ileed some help (1 session)  3-- Really need help

~ Mot sure what is involved in skill . = H/A==not appropriste to my classroom
population

IS

ol
.

Classroon: Instructional Stills

Individualizing instruction

Using soall groups effectively

Using role Play ana sizulation games

||

Maxinizing the effectiveness of an aide -

Onecating A~V equifment

.._llaving and using curziculun material
Tracking studeat prosress and record-Yeeping techniques

Probing skill scquisition
Task analysis

Classrooo eavironmental design

1:1 instructional sessions

___Planning field trips
Other

L]

I. Scudent *‘1nsperent Skills

llotivating a class

Handling disrup-ive behavior
Scudent's rights-~the legsl side of the picture

Usineg behavior nanagerent techniques

Counseling in the classroon

'Iriting Performance Contricts
Usn and effect of paychotropic drups with students

Dealing uith ceizure disorders in the classroom °
fchavioral observation techniques (observins staff and atudents)

|

3econing avare of different i:arninj styles
Other




~

2.

111, Organizational and Plarning Skills
Determining 30ih
Writing and using objectives
Planning and o;;antzing unita

Planning vith other tsathers

Using dpecialists in the classroom
Planning interdieciplinary progrand

‘ ____Evaluating the effectiveness of & curriculum
__'thtzng course descriptions

‘\ ____Defining course scope and sequence

___rograa developuent, nanagenent and evaluation -

. Nriting program daacriptions

Other

V. fZnowledee/Information

Local reso-'rces, speakers, toura, service egencies, source of fres materisls,etc.
What Occupational/Career 2ducsticn services are offered by HEC .
Mat the HEC Inservice Project iy all about -

How to use a CET Liaison to coordinate services for 31S students

1]

HYow to get an education Plao modified

Accountability st the locsl, state and nstionsl levels

flow to find out about grants/grant-writing ekills

The adolescent in the home, school and comaunicy

The sultiply handicapped in the home, s~hool and coumunity ___ Other

|

.o
.
3
=4

|

<

. HEc Special Educarion Services

gpecxnl Educstion Liepislation (State and Federsl)
Xnowledge cf HEC Special Education services offered during 1978-1979
Preparing tc attend an Anaual Review

' . laking referrzls fcr additfonal assessrents

lotking with your Educational Coordinator

HEC referral system

I

Using diagnostic test information
'sing cu~ulacive record infornaticn .
lor¥iag *2ith navents

orhinz with LEA's

UL L

;-devstand ing the CORE process ‘
*her
. U P
Y
.
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]

. Readinz/lLsnrusge Arts

s;lecting-apptLprlntc reading uatcrlil

estning about |specialized resading prograns ?

Matching specific reading progrem to individual student

eternining individual needs {n listening and oral commmication akills

LI

gracing reading/langusge atts {nto subject areas

eaching libr.t} skills

eacliing creative veiting . Othar

|

ping skills in outlining, note-taking, critical raading and wricing a¥ills

que for teaching spslling

eveloping basic comprehenaion and phonetica skilla
Hord attack strategies
re~-reading

"

I

Functional reading Other,

Math (Quantitative)

|

3

Technd

I

que for teaching basic oparation .

Practical math curriculw

eaching zetries

Ny

|

sing corruters {n zath/science - //
Use of pocket cal<ilators - =

|

Functional math Othar

|

<
e

y Sases for abstract math

Developmental

Developrent~l sequences for "rorval” atudents (specify age growp)____ .
Developagntal sequences confounded by disadilicy
Toilet training techniques

|

Language development (Expresaive/Receptive)

Fine notoT developmeat

|

GCross zotor developaent R

. Use of agc-sppropriate sctivitias in tzaching basic skills

re-3sppropriste social development

Ceveloprental Jassesanents

pafiaitions and inplications of medical diagnoais




\ .
_— .
N .

. IX. Cormunicstions
N

__Interacting vith collesgues
_leseracttng with adninistrators
g l ;__}-provinz parent-teschur reports
__Duun&ftt; spacislists -
—__Inproving student conferences *
l \ . Teacher sharing- scrategles '
e \ . Paer/Tean teaching arrangenardts ’

Supervising aides Other

X. Tescher Sunport

Incouze tax aid/tax shelter

—__Understanding the contract '
___Assessing career goals
N ___Taking criticism constructively
N ____locating ‘suzmer opportunities
—.Craduate vork
| —First Ald CPR workshops
_ __Haodling job frustrations
—.Controlling bed tasching habits

¢ Staff evaluation Other |
T -

xi. Goals, Philosophy, Gensral Tssyes

l Developing a philosophy of education
) setting school and/or progran/HEC~-wide goale

»

Canesal treads in Aserican Education
Other

XIi.

P

1]

-l W Tl

S




Inservics Needs Assessuent
°
Indicate forzats you would favor being used as jart of Inservice.

. Very Scevhat.
' Interested Intérested

Se

Jot
Interested

3. Time for exchenge of idess ﬂth
colleagues

b. Demonstration lesscns taught by

other teachers,

¢. Visits to other prograas

4. Prograuuad instruction M N
e “orlishops vith bigh zarticipant . !
inrolvesent .

f. A saries of presentaticns by

. inmowledgeable pecple
&+
g. Study at a coll:gs or uaiygesity,
either degres or nccdel-ey ‘
h. 7Tlze to attezd professional., .
conferzates or ceoveasions .
{. Satbatical leave
3. Student fzedback of tueir
_percentiens
k. Videotaping end analysis of a . ) '
teachins unil
1. Tize for ‘ndegendent study or
research
" m. [xehange of rolee {tescher, ed. .
coord,, ate.) ’ AN
a. Ongolng weekly or =onthly orkshops \
froz 2:45 « 3:%5 p.m. °

0. Other (please apecify):
0

0
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L
The Inesrvica Covuittes is in the process of planning both activizies for the
releass dey in March end after school inservice céurses. f(la need balp froa you
B ~ &

1 Structurs for Palesss Day
I would prefer '
All dsy school oestings :
All ey insevvice program R
.Q%lmtlon of school owetings and igeervice

I1 Structure of After School Inservice Progran

A 1 uould be available sfter echool etarting the esd of January on
(check 23 many as poesible) v

Monday  Tuesdey . Veddesday  Thuraday
A I R 1

» * . -
B I vould be able to travel helf an hour to an efter school ingexvica prograa,
—Tte — '

Ses back for more quastiong———

~d

17




I
: |
1L aspres for lascrvica ' |
: T foliswing topiid teve hzer aupgested 49 passidla in‘uvi.‘e sciivitics, exttooc for the veleaee
; du;‘o: atter seens) credrt wo.behope (ov toth). Please unl(ltru 1 to % () would be caret 1nterssting to
yous . . .
Koech 51 v . \ Afzar School Inservice Cradit '.Ja\rutop‘
ech Lelewr Day Prioritize 1 - 3
friciitize i = » ACTIVITIES Spring 1979 1975-19%0
ﬁutinitaiy Definitely |
. . IuicxevCed igterzpted
= e o e s (e zeen: sotv) .
‘ cunficd acd Talected
- “Enerry 854 Eivircroental Lducution (Ste separate
Az=an) s
T _.rsiatea af Comvggency Skillg Tepriog e
Y vevelotzonial Aze Stouping (elecentary)
jelping {hiidiea Develoy thaiy Potentisl as Total
. _ b:ople |
. 1School Coznicteesadministration/Faculty Cozsuni-
1ALLS0 -
S - clntesrot ey Voo 24, jata High School Curricilua
Art hetapy ‘“ !
Netertyag ! .
Grast writiry 'Funding Inforastion
\ T iNon~.aopetitive Grocs/faysical LducAtion in the
Classzena,
At in Every Clessroom N\
—_— Lasdersnia Lilcctiveness/Classroon Hanagerunt
~ Feaayng 12 the Co.tent Ar2sa
— Haads-or Scicace Katerials
PR [ntecratiox Cateur 1d, 10to the Classfoon

I
i

Crearive bryscd af} loveaent

Gehaviot Mod f.eatron

Uytuoos tducdriof

hoeqh nn: Lepguave Problems

Other

veke.

e 3 for Millirg this uut. We will Jet you hiow the telults wit o two €
A Yowr 1o ciwme Covuittea
v
N
, '
, o ' N
- ERIC -
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| \
HEC INSERVICE FACILITATORS TRAINING WOR.KSHOP,‘! WINTER 1978
j ) - |
' . {
©  Past la-ssrvice Programs g
. I
;Explana:ion: We need: examples of past good in-service progrums s
that we will

be able to set up future programs which will prove |
. ' meaningful for ycu, and as a result will bencfit your pupils. \
Vit Please write up more than one program if vou can. \
.
/ ‘Thang you for your \
coopﬁzacion, A
j \
/ dary/Lou Cut redi \
1.
“

| \
which in-service program do you feel was of most benefit for you
!

1I. %“ho was the leader for this program? (or leaders) In \
what capacity...instructor, organizer )
AN i \\
ITI. What types of activ:ities were involved duriang this training? i
?lease s=ar (*)| chose activizies which you found most .
' interessirs and| heneficial.for you. ‘ \
__A. Lecture ang research ' |
. \ . 4
| __3. Small group diacussions
‘ . |
l __C. classrcex participation \
: !
o __D. Tests \
i 1
i
o __E. Oshar (explain) :
iV. What

lasting effect has this program had 'on your teaching
(or wor<ing with children)?

I3
How have you added to or imprdved \
your tsaching as a result of this program?
' .

v. ther conments;

;

- ‘
doo b\ T




IV. w#What is the best time for in-service workshops for you?

__A. After school

B. Evenings

C. School vacations

__D. other {explain)

V. Would you be more apt to take part in in-service training
if you receive credits?

Yes No
(Explain....if you wish)

- ' - -

vI. How would you feel about inviting faculty members (a limited
nunber; frcm other school systems fo take part in the learning.

o
1

7II. 2lease add any other comments about in-service traininc that
yeu Tay fave.

VITI.¥hat do you think of this questionnaire? Are the questions
clearly stated? Have I covered alli aspects of i1n-sexvice .
«ra:ning which need to be covered in a Guestionnarre® Co
I show bias in my Gquestions? Do you feel threatenec by any
guestions....that vou did not want to answer them?

[y

e o

S e

-,
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Future In-service Programs

Explanz-i.n: We need to assess cur needs before setting up
meaningful in-service training programs, and we need to know the
xinds of activities which should be included to get the job done.
Your -answers will be helpful.

I. what kinds of in-service workshops would be of value to you?
(List 3-5) .

2.

IX1. Wwhat types of in-service activities would be of most value
for vou for che kiad of programs which ycu wcould iike to see
develsreld?  (Indicate which activities would work for which
orowram oy pussing the nunter of the program Zrcm gquestion 3#I.,
sefcre the actavity.)

s, Lecture ard research

_3. Farsonal iivolvement..(actually Z2oing activities such
2s you night later require of your pupils)

©

C. A ccxzbiration of A and B

~ .

__ 5. combination of A and B, and incorporatiang the use of
actavities in your class for feedback in successive :
workshop sessions

__E. other (explain) <

, .
< - . - s
I1I. Who should conduct ifi-service training? (Indicate 'who' by
using numbers from sl guestion before the appropriate choice.)

_A. Adninistrazors “

_B. Colleagues

__C. Outside consultants (any suggestions?)
_D. A combination of A, B, and. C

__E. Other (explain)

,
-
P&
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IV. what is the begt tile for in-service workshops for you?
__Al Afrer schoél
_B. Evenings '
+ __C. School vacations
__D. Other (expiain) .
V. Do you think faculty member; should be rewarded for participating
in in-servic2 training? Hotwz Do you think faculty mémbers’”

should be rewarded for assistiirg and/or leading in-service
training? How?

VI. what part would you like to play in making meaningful in=-
service programs a reality? (check more than one i1f you wxsh) .

. Tartitipaze in learning at workshops given in areas
rndizated in questicn I.

3. Asswet in zeaching workshops (explain which ones)

:ng up and organizing workshods .
sance to have a voice in what we do.)

D. Qther 'exg;a;n)

VII. How would vou leel about inviting faculty members from other
school svystem§ <o take part in the learning at these workshops?
(space cerr.tting

VIiI.Please add any ciner ccrments that you ray ha.cs about future
in-serv-ce pdrogrars:

NOTE: Please returrn these questionnaires to me by - ————— -

- .

|
'
1
i

N

_\

.
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19791980 'A.A.T.C. ASSESSUENT

The Policy Board of the Amierst Area Teacher Cuiter has
identigied 8ix mafon areas of jocus for next yeat. One of
thase pertains Lo unique building needs: Lhe other give
have been "degjuzzed” into a Lisx of potential ispics for
jall programs.

o

We need youn help in detewnining which of these Lopics
to gocus upon and what progiams Lo emphasize nexd gear.
The suwrvey has deen divided into three parts:

: STEP: 1 Sevewal toplcs hava been Listed
] unden each objective. Place a .
check next Zo those topics you
weuld most Like to concentrate

: on next year, Please add any
other topics of interest,

- STEP: 11 On the s2cond page, List ine
numben, and title of each of
your choden topics. Basdde
each toplic indicate which
Sleacher center programs you
will most Likely pursul nexi

“year - no LUimit on the number
on variety 0f responses.

3

STEP: 111 Under "Identification of i
Resounces,"” aix Lypes of }
rerticapation are Listed.
Place a chech next to !

) those activities in which
you'd Like to Eccome in-
volved, VYour corments and
all "specifics” are welcemad.

Thasks! This indormation will help us Live up Lo o
symbol, "teachers helping taachew.”

L AMHERST AREA TEACHER CENTER _
FAST ST. SCHOOL AMHERST, MA 01002 (4133 253~935)

83




1979~ 1980 OBRJECTIVES

\ L’»*adeNhlP . Teachens who panticipate in
Teachen Center leadership activities will demonstrate
Leadenship, dewwn-mak,wg, and maragement shills to
mpwve the zeaching/ szuu.ng s{tuation.

(la) Situational Leadernship
__ (18] Student Zeadership and decision-making
___{1e) Small gaoup facilitation/inten-persoral communication
_ lid) Approaches, theonies and medels
. lie) Other:

, Transitior : Students of teachers who »

participate in Teacher Center activities concerning
transition issues will demonstrate increased readiness
and case and decneased renflict when in transition,

___ (2a) Student transitions iPre-K, 6-7, 9-10, 12}
___ (2b) Grouping within buudingA and classnooms
___ l2e) Haingtreaming wdal needs; gifted and tzlented)
(2d) Life {ssues [divonce, death, d,u,p&zcmewt)
. ___ l2e) Leanning and-teaching styles
___ |24) Ozher:

<

Culturally Diverse: g\ of coachen who

participate in Teachea Center activities conceaning
sex-fain and culturally diverse cunicula will de-
monstrate {ncreased appreciation and unders tanding
04 diffenences that exist among people.

____[3a] Strategies, materials and approaches
___ [3b) Foundations and phifosophies
___13c) Studies of ethnis groups 4in USA

(3d) Local netwonrhing: Moving past awarenzssd

) " i3e) Others

Sex-Fair :
__ (4a) Equality in 1980: Myth on neality
__l4b] Survey of nesounces and materials
___[4c) Violence and aggression (self-defense, nape)

___ (4d) Occupational and educational barriens and
opportunities

__ l4e] Other:
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Adolescence: Students of teachens who
participate in Teacher Center activities that address
agfective needs of pre-adolescence and adofescence will
demonstrate an increase in positive attitudes touwands
themaolves .

___{5a) Eanly adolescence Lasues
___{5b) Developmental stages: (monal and cognitive)

{5¢] Classroom concens (e.g. motivation, behaviox,
teaching strategies) :
___(5d) Self-concept

___|5e] Other:

-

r{y N 3 - 3 ,
a3
A
%

WruzngSktlls 4 Students of teachers who
panticipate in Teacher Center activities concernding
writing skills cwviicula will demonstrurte improvement
in language mechanics and writing style.

___l6a) Teachers as writers

___[6b) Fonms of expression [e.g. poetry, journals,
composition, jouwnalism)

___16¢) Strategies, matenials, and approaches
___l6d) wniting, neading and critical thinking
__l6e) Othen:
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9 contaibute to FOCUS lcotumn,
o B anficte, reviad, Photogaaphs)
!

\
N

2. yetp plan imervice activity

3. Present inservdice activity-

A. parnticipate on:

’) Ad-hoc committee

¥ Building inservice team

¢l (k-5) Stagf Development Muidory Group

4} {7-12) Stadf Pevelopment Advisory Group

8)  PPS Stagf Development Advisony Group

t)  policy Bound las openingd oceu)

$. Help institute/expand in-dchool resource center
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Objective: to meet tne expressed nceeds of the staff .
with appropriate resources.

i ' : e

’ f

l There ale two ,parfs to the resource wanayecment process.
The Licst part is detglmining whalt the results ot tne \
. néeus assessmént really mean. [f 20 teaChers checked
) the box "classroom managemenL,' does that mean tney ate
. willing to participate in a tnree weckend worksnop -
series on conflict management or do tihey just want
their principel to "do something"? Our teams have /
l learned from experience that if you "“take the needs ' !
assessment and run with it" the cifect is similiar vo ‘
Crossing the $oa1 line without theé football.
!
l Gnee the tyam has developed saill interoreting tie

weaning ot Ln¢ needs assessment results, Lnéy have to
] face tue second problem: finding the rignt resources. :
' Almost everyoxlle has spent an incredivly, boringy . o

‘ afternoon listening to soweone drone on.about a boriny

toplic to a boggd audience. Teans are jJjustified in
l teeling real panic wnen they think of being responsible

for such horcdrs. The purpose of this chapter is to

help teams uevelop skills in l.ﬁ&tlng resources .
l (people, placds or materials) appropriate to the nedds

of their staffs. :

- ’ T
.

2 L)
. - - - - - t o
” . . -
- a N .
» ) ! .

OvERV1EW

A * This chapter Qill describe the activities we use to .
help teams deVelop fesource management skills. It also /
1nc1udes -a discussion guide for locating resources and '

) 8. |
—
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handouts for the activities: a .sequenced list of steps
for compiling needs assessments, a tallied needs

assessments.and a brainstormed diagram for designingy "
programs based on needs assessment. :

%

If you intend to continue to work with the teams you \
N _ are training, you may want to set up an on-going o
' resource file. We have %uch a system at HEC, and are , .
"so pleased with it that e have-written-a-small J ‘
‘ booklet, "Developing a Gomputerized Resource Retrivval |
waBestem: Inservice Series §5", wnich describes how to -
set up eithér a paper file or a computerized.resource |
retrigval system. We also will send diskettes of our
proyjrgms which are written for an Apple Il wicro
comguTer.

¢ A

S
{
.
-
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ACTIVITIES

Interpreting the Needs Assessment /

-,
—

“
L. A - A - . a - <

»

i

It is very easy for team members .whq have administered { -

a needs assessment to think that their work is almost

complete. It is not. “Tne next step is to analyze the. S
needs assessment data. We have a _bhandout, (Matcning

Needs and Resources: Some Thoughts, p.98) which

suggests: the steps a team should ¢go throuyh. However,

we like to set up an activity to guide the team tnrough

at least part of the analysis process.

\

-\

One of our dreams has been to work with a team lonyg
enough during a tfaining series so that the team would
have their own nedds assessment data tdé use in the
analysis actiyitf. It has not happened yet. “The ‘teams
usually design needs assessments by the final session,
but the training series is always over before the needs
assessment results are collected. Lacking the best
data, we make do with data from other school systeias.
we have tried two approaches to usiny the data. .

each team a pile of completed, unsorted needs|

96,

First alternative: At the second wotkshop, we give . '




-share -information abou

[}

assessment questionnaireﬁi The team 1is given the task
of compiling the information and designing a tentative
inservice program. Sometimes we have handed out a copy
of the Matching Needs and Resources handout which '
suggests a series of steps for analyzing a needs
assessment; sometimes we have Qﬁﬁ the teams develop a
similar sequence on their own. This is a rather time
consuming activity (half a day), and a bit frustrating
since teams are not working with their own data.
However, the group will understand the process
especially if you review it with them. Part of the
frustration the team will feel will be that they "lack
information.” In fact, a team working with its own
data lacks information: answers are ambiguous,
illegible, missing. Spertd some time discussing the
importance of treating the needs assessment as partial
information only.

~

~

Second alternative: At the second workshop, we give
each team a set of compiled results from a
questionnaire, asking them to develop an inservice
design based on the information in front of them.
(since they haven't gone through the collating procé@s,
we pass out a handout on the summarizing process,
"matching Needs and Resources" and hope they read it.)
The design process takes about an hour, and is also an
opportunity to introduce team roles (Chapter 2). As
with every task, time during the training session (at
least 15 minutes) shoyld be scheduled for the teams to
the process they went through,
the ways in which they solved

ing, them in the future.

the problems they had,
them, and will try solv

This is a good time for the teams to brainstorm a list
of potential inservice program designs. ‘The team can
make a standard written list, or they can use a more
visually stimulating approach, similar to the example
we have included in this chapter (p.102). Members of
your staff, or participants, familiar with curriculum
development will recognize it as a variation on the.
curriculum web. The web approach is especially helpful
in getting a group to expand.the’number of alternatives
they are considering at the brainstorming stage (see
Chapter 2 for mor¢ information on the steps to take
after brainstorming).

w
-~
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Locating Appropriate Resources

Teahs usually are very concerned that they will not be
able to find good workshop presenters. They are
convinced that the success or failure of a workshop
depends entitely on the guality of the presenter.
while teams have good reason to be anxious about
locating appropriate resources, there is more to a
successful workshop than the -quality of the consultant,
" A good consultant is a necessary, but not sufficient,
requisite for a successful workshop. We spend part of
our chapter on Workshop Management (Chapter 6)
discussing the process of communicating and contracting
with consultants. Sometimes a poor workshop is truly
the fault of the consultant. Usually it is a problem
of team communication. This paragraph sounds (very)
negative, and it may not be necessary to take time with
the teams on cautionary tales. However, if
participants began telling gory stories about the
terrible consultants they have heard, it is worth
asking some guestions about the planning that went into
the selection and contracting with the consultant.

-
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Locating resources is an ideal cross-team activity. It
Tt - - - gets particfpants~acquaintedwwith—oneﬁanother7~and~it- -
widens each team's knowledge of the resources

available. We usually ask the entire group to come up

with a list of the 15 most likely categories of

inservice. You might want to prepare a list ahead of

time, so you can make sure that major categories are

not overlooked. The smaller cross team groups are then

asked to list (on newsprint) at least three individuals

or organizations who could be contacted to give

workshops, provide resources, or serve as contact

people for resources in each topic.

-.-

The lists are combined, typed and distributed at the
next workshép. If there are addresses missing, Yyou
might ask participants to locate those before the next
workshop. A single copy could be posted for:

- 4 corrections and additions at the next workshop. The
more accurate list could then be distributed at the
final session. ’

\
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OQur own resource retrieval system grew out of just such

a list. If you will be able to continue to work with

the teams, you inay want to spend wockshop time planning

the organization of such a file. . we have prepared a

booklet, "Developing a Computerized Resource Retrieval

system, Inservice Series #5" which may be helpful to

you in setting up the categories and organizational

system you will need to keep a resource system

"functional. = I

If you will not be able to continue to assist the
teams, you mAay want to give ‘them time to plan the
organization of a file for themselves. At the very
least, spend a few minutes with the entire group
listing the resources they can turn to when looking for

. workshop presenters. Use the Discussion Guide,
Locating Resources, to add to the list developed by the

., group. Compile the list created and return to all .
participants. If possible, locate some group who can '
operate some type of communication system among the
teams (regional office of some sort), so that the teams
can learn about additional resources as they become
available.

HDISCUSSION GUIDE: LOCATING RESOURCES .

1. Ask colleagues, friends, people from other school 7 T T
systems., |

2. Talk with the superintendent and principals. Fliers
and catalogues often come to them. They attend
conventions or meetings where they learn about
resources.

3. Attend conventions and meetings yourself, However,
keep in mind that speakers who have to travel any
distance may require travel fees adding to the total
cost of the workshop.

4. Ask faculty meinbers to respond to a questionnaire
which includes yuestions on resource people. Make it a
regqular part of needs assessment and ‘evaluation forms.

o f
5. Scan newspapers. There often are press release
articles about workshops in other school systems. Cut
out anything interesting and add to ycur files.

59




6. Clip nameé and ideas from professional magazines.

L
7. Ask local newspapers if you can look through their
file of “"clips" on topics related to the workshops you
are planning.

8. mut a notice on the faculty room bulletin board
asking for ideas. v

9. Brainstorm at faculty meetings. You can reap a |
tremendous harvest here. Seat faculty members in small
groups (cafeteria tables?) and begin a topic. Or give
names you already know, ask for feedback and additional
names. Once again, one thing leads to another.

10. Approach local agencies and professional
organizations who provide speakers or who offer
workshops for their own employees or community groups.
Find out what services they can offer you. Some of
their speakers may come free! -

11. write your local senator, representative, or other

telected officials asking for help locating resources.

12. Advertise in the classified section of *the local
newspa .- List the topics briefly, inviting
interested presenters to submitresugas by a given ;
date. This is a great, way to reach Tople not normally
associated with education.

4

13. Ask cdollege representatives. Contact both \,
administrative representatives and individuals in
appropriate departments (including those outside the
schocl of Education). Don't forget the smaller,
undergraduate colleges which don't offer inservice
courses for teachers, but which have faculty trained in
a variety of related disciplines.

14. Look for regional organizations, such as regional
offices of the Department of Education, collaboratives,
consortiums. Look for those whose primary focus is
human service, library information, health care or
health promotion, museum coordination, gultural
organization ‘coordination, environmental information,
extension services, or commerical or industrial
coordinating groups. Locate a contact person in each
of these organizations whom you can reach whenever you
are looking for resources. And while you are at it,
ask each bf them to suggest one-other orgyanization you
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should contact. X

15. Encourage your own staff to serve as resources. If
they don'gfvolunteeryzthere are a variety of ways to
entice them into beg¥nning: ask™ a team of teachers to
present a workshop together; offer non-credit workshops
in handcrafts or other non-academic skills which your
teachers have in abundance: 1later the same teachers
will be able to admit that they are experts in
curriculum- development. *set a climate of gracious
acknowledgement of the teachers' skills: newspaper
pictures; letters to school committee; mention at
faculty meeting; bulletin board in the staff room.
Practice the workshop with thne presenter, be a good
observer, role player. At least have a fellow teacher
serve a host-crisis manager-a.v. technician. .Offer
increment credit incentives for teaching a workshop
(twice what the participants receive), or an
honorarium. - .

16. Set up a resource sharing network with other
inservice teams in the area. This nétwork can be
organized by any one system Or throuyh some type of
regional organization such as a collaborative,
consortium, regional or county office, or whatever type
of intermediate agency your state has. talk with agency
staff about taking on some type of coordinating role
and then work with other teams to provide resources and
stpport the system by using it.
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Matching Needs and Resources: Some Thoughts

&

3

As soon as the needs assessments are collected, the team can begin locating
resources and planning programs. Right? Wrong. All the team has is a pile
of wrinkled ditto papers with checks in-between the boxes and many illegible
comments. How do you begin? We have found the following process useful.

1

1. Get comfortable and get it done. Plan a long enough working session K
to complete the task. Plan for working space, and energizing refresh-
ments.

i

Before you begin the official collating, give everyone a chance
to look through the responses to get a sense of the whole. It's
a good way to invest a half hour.

R .. 3. Work out how you are going to divide up the collating. Since no -
- two human beings 'will use quite the same tallying system, it is
usually better to have one person read all of question # i, someone
else all of question # 2, etc. Be sure that each person tallying
uses a mark beside each response he/she tallies or the same tally
will be tallied at least twice resulting in 73 answers from 31
N teachers. If you have open ended questions, decide ahead of time
~, whether it is all right to tally simiiar responses as one. {Can
. "curriculum development”, 'Sways o change courses', ''changing
content of class" be summarized as "curriculum development (3)" or
should each be listed separately?)

b
. N S ...

i

4. Decide whether you are going to tally the entire school district
together or do sub-tallies by schools or levels. Sub-tallies can
provide a great deal of useful information and it doesn 't take any
longer. {(You will need to color code or mark questionnaires ahead
of time so that you Xnow which forms come from which schools).

>

- 5. 1In preparing the summary for distribution, avoid converting numbers :

to percen.ages. You loose rather than gain information. Repeat

the~questions asked, give the responsesL::gﬁrneach. This bhelps
remind people of what' they answered, he remind team of what the
question really was. ’

6. Either return the summaries immediately with a cover letter thanking
. the staff for their help and giving a date by which the inservice
program will be planned, or if you want to use the handout for
publicity, put your preliminary plans for inservice in the cover
letter. You can even ifclude a feedback slip to make sure the team
is on the right track and that you have staff commitment:
Yes, I would be interested if...ceccv.o...
NOy, I CANNOL cecocecesb@CAUSCecracacercans
I would prefer...ccceveeceececnccocscssnaae N

7. 1If 'you have the names on the questionnaires (and once you have
established trust, you probably will want them) be sure to get back
to those whose needs will not be met by your program. Maybe they
have some solutions for théir needs® which your Ceéam can support, -~ - ~°° ~~~~ - e
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IN-SERVICE QUESTIONNAIRE - ELEMEKTARY

(90 Questionnaires taliied) (Total Responses)

O\ .
1. What things do you find most useful about curriculum days in Northampton?_

A. Teachers meeting together either by grade level or several grades
together to discuss a variety of {deas and problems and solutions.

B. Meetings held in our own schools with our om staff.
C. Workshops pertaining tG materials.useful in the classrcom.
D. Interesting and knowledgable speakers on valuable topics.

€. Workshops where teachers have a choice of areas depending on
‘their grade or interest. N

F. HNo comrent.
G. Left blank

(39)
(25)
(22)
(14)

(n
( 6)
(6)

II. What chings do you Teast Tike or find not useful about curriculum days in

Northampton?

A. Listening to a speaker who is boring or not teiling any useful’
information, i

8. Lack of planning or direction which makes them not relevent or.a
waste of time,

€. Unstructured meetings which ave not beneficfal to the classroom,

> D, . lost topfc have been discussed many times before. Conmittees
have been ‘ormed only to have nothing happen regarding their
recommenda ¢ions.

€. Too much 766 or 622.
F. Mto corment.
III. How would you Tike to see an {n-service training program (curriculum
days) conducted fn ilorthampton?
A. Meaningful workshops - perhaps during curriculum days.
B.- Careful planning and organization are important.

€. Misunderstood the question -- answered they would 1ike to see
a program,

D. Full-day workshops.

. Possibly done by schools with the adninistrator heading the
pregram.

-

03

(36)

(27)
(21)

(8)
(8
(9

(s1)
(41)

' (16)

(10)

(10)

99




d
. v
£. grade level sharing (10}
w G. for credit ()
H. \ Should be @ source of current trends in educational thought
or activity. (9)
L. 1. To develop our own curriculum with assessed needs. (8)
J. Mo zomment. (7
K. Curricuium Committee set-up. ' (2)
IV. ¥hat kinds of in-service workshops would be of value to you?
1. Curriculum areas - (n)
2. Interdisciplinary Shkaring ' (31) ‘
3. Cla‘;s/room Instructional or llanagement Skills (s0) ‘
4. Organizational and Planning Skills (33)
5. Special Education (15)
6. Knowledges and Information - (12)
7. Goals - Philosophy - General Issues an
. 6. Evaluations (29)
9. Others: A
a>~ A1l of above if they were done in a practical and useful
manner. Y - (14)
- b. CPR and first ai;i course (n
. c. Gth and 7th grade teachere mecting together to discuss
goals and objectives. (3)
- d. Visits to other systems (2}
e. What is expected of a substitute. ‘ (1)
f. Record keeping. (M
g. School Comittece members sharing {deas. RP]
h. Bi=lingual. (1)
{. Games for classrooms (1)
L0
100 4
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1.

2.

3.
A.

Who

1.

4.

WHhen

1.
2.
3.

A

Add{tional Corments
1.
2.

.

.

4 v
V. What 'cypci:s of in-service activities would be of value to you?

Lecture and research.
Personal {nvolvement
Combfnation of 1 and 2.

L

Other:

a. Small group discussion.or sharing.

b. Films-denonstrations.

should conduct in-service trl’1n1n97
Administrators

Peers

Outside Consul tants

All of the above as necessiry.

Other:

a: professionals in a specific field.

b. School Board Members.

should in-service workshops be ield?
After_school
Evenings

Curriculum Ddays

Other:

.a.  surmer vorkshops
b. full days

c. fewer - full days
d. Saturdays

VIII. Hhat are your thoughts on in-service training?

In favor of such an idea.
f

[+3

The science workshops are meaningful® and worthwhile.

Teachers should have a consistent opportunity for input.

3. Swmith College Teacher Center

| 22
<O
;!

(15)
(40)
(39)

m
(M

m)
(19)
(3¢)
(46)

——

(3e)
(10)
(81)

(n)

()
(4)

(2
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‘Ogbective: to plan, oversee and evaluate inséhyice
workshops
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-In the last chaptei’, on Resource Management, we
stressed the importance of designing. appropriate
inservice activities and locating appropriate
resources. For better or worse, the manner in which
the workshops are organized inakes a statement about how
the team feels about its responsibilities ané about
what che teaih members think of the rest of the staff.
Geod workshop management is an excellent way for the
team to demonstrate its commitment to the learning

* process. Participants remember the little things. The
workshop that they couldn't find, the time the leader
had handouts for 10 when there were 100 in the

audience, the 'one that started with those awful games.

workshop management skills are essential to a

successful team. Even though they will not be

conducting the workshops, team members need to know how
to get ready, how to _troubleshoot and how to evaluate

workshops given by consultants.

Q-

o

we recoynize that some teams will not ever be
responsible for workshop management. Some will focus
on helping the schools set goals to link curriculum
development and staff development activit.es through a
series of task forces. Some will focus on
communicating information about professional
development opportunities already available in the area
to the staff. Some will become furding sources,
assisting in the locating of funds, writing and
monitorinyg of proposals. However, the planning and
manaygehent skKills involved in workshop administration
help the teams focus on the importance of planning any
large group activities carefully. N

©




OVERVIEW

Sometimes it seems that workshops are held toyether by
masking tape, extension cords, and coffee spoons.
Certainly, workshops fall apart when those thinys
aren't precent. There is a Lewis Carroll guality to
the problem of giving a workshop on tiow LO manaye
workshops. Our staff uses & number of strateyies
simultaneously to teach workshop management:
4 -

1. Visibility. we make the planninyg,

gdministration; and evaluation of the .
. worksnop we are running very visible. 7Therce
is no backstage. We talk openly to eacn
otner about our progress and about any
changes we are going to make in our plans
{and why) .

Al TR W G | .
P et - K
L L T L

2. }regue:t Evaluation. Wwewencouraye
participants to evaluate our workshops with
botn a written evaluation at the end of eacn
session and witn a fifteen-minute planniny

. discussion at tne end of each day. this
discussion encouragyes participants to focus
on the mecnanical side of workshop
management. we also return tne collatea
results ot the evaluation at tne beygyinning ot
thie next session and, as part of our -
introduction, explain wnat changes we have
made based on parcvicipant suggestions. (lnere
are always good ideas which we use to improve
our planning.)

“

3. Discussion. At tne third worksnop we :
devote at least two hours to a discussion of
workshop management. Alternative plans for
directing this discussion will be iisted in
the activities se¢tion. An outline of issues
to be covered appears as a Discussion Guide
in this cihapter (pp 1lU). The discussion
yuide includes workshop goals, ftacilites
(location, room, ftood, schedule), equipment
and supplies, contracting with consultants,
team wmembet responsibilities, publicity (vo
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whom, what medium, what information, when),
record keeping, evaluatiqgn (purpose,
strategies, compilation, response), and
revards.

We used to spend one entiré morning on
evaluation techniques. Reducing evaluation
to one of nine topics in a discussion does

not mean that we think it is less important.
We have found that our team members learn
workshop evaluation skills quickly and don't
need to spend much time being reminded of the
. importance of good evaluation data. You may
}wagt to spend more time on evaluation
strategies.

4. Reference Materials. We prepare a handout
on_workshop management based on the L

participants' discussion which we distribute
at the final session. We provide examples of
some of the forms.which our teams use in
planning. A number of forms are included in
this chapter. You will want to begin
collecting new forms as your teams develop
them. Teams should be encouraged to use
these forms for ideas, but not to copy any

- form which does not exactly suit their needs’
or situation. At the end of the Chapter,
p.140, we have included a bibliography of
books .we have found to be useful. ‘If you can
provide your participants, or your training
team, with a reference library, some of these
books would be useful. There are, of course,
new books coming out. Become familiar with
certain publishing houses listed in the
bibliography. Get on their mailing lists and
ask for examination copies.

ACTIVITIES *\\Z

~

The activities listed here can be done either in teams
or in cross—team groups. Cross—team grouping increases
the range of past inservice experiences the
participants bring to the discussion. 1In addition to
providing new perspectives, it is a pleasant social
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change to change groups once during each session.
whether you use a team or cross-team grouping, be sure
to assign the three team roles: facilitator, assistant
facilitator, and recorder (see Chapter 2).

1. Good workshops are easy to visualize. So are bad
ones. A simple way to introduce this activity is to
have the group (team or cross~team) list what is
happening in a good workshop, and in a bad one, and to
put together a list of "things that should be
happening" (or goals). Then ask the group to begin
brainstorming a list of all the things a team should do
in order to plan, oversee and evaluate a good workshop.
Havé 1lots of newsprint ready. From this random list,
the group can sort their ideas into categories and.
gquite easily develop a very good workshop management

o

- wm wm o

Iist. The Iist they deévelop can be typed and
distributed by mail or at the next workshop. Included
in this chapter is a discussion guide for your use. We
have found that these points need to be covered. You
will probably want to add additional ones yourself.

2. Have the training team set up a newsprint timeline
all alony one wall of the workshop space. At the right
end is the workshop date itself. The rest of the
timeline is divided into week units, counting from the
workshop date (i.e, backwards). Each cross team group
is given cards on which to write activities necessary
for the successful planning of the workshop. Completed
cards are pinned or taped (depending on the wall

covering behind the newsprin®) on the timeline at the

appropriate week. Groups then have to justify (or
adjust) the sequence that has developed. Someone
usually notices that there is no space for
post-workshop activities. Have the participants add
another three weeks of newsprint after the actual event
for compiling the evaluations, writing "thank ycu"
notes, reports and planning. The final list can be
typed and returned to participants at their final
workshop. Two sequenced lists developed by teams we
have worked with appear later in this chapter .
(pp.124-126). You can use them for the teams to
compare their own timelines. There will, of course, be
variations based on the different team situations and
responsibilties,

If you do not develdp a timeline as part of this

activity, you might want to spend a few minutes during
some activ-ity teaching the participants how to develop

° H
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timelines from the date of the event backward. If a
member of your training staff (or a participant) is
skilled in one of the formal planning techniques, such
as PERT charting, you might want to introduce that
system. We usually opt for a simple variation, but
stress the importance of determining critical dates and
accurately ¢.timating task time. There is an exercise
in Chapter 8, Political Survival, using timelines.

.

3. Assign teams some homework associated with workshop
management. Members of the team could find (1) how
much lead time is necessary to get an item on the
school committee, administrative council, or faculty
meeting agenda, or(2) how much lead time is necessary
. to use the school's printing facilities, ok (3) what
sources of funds are available for inservice, who

D

contrels—them-. _ —_—

It is hardly necessary to remind you to reward those

who do their homework. Schedule time at the beginning
of the next session to discuss both the information
people collected and, more importantly, the process >
they went through to get it. Focus both on the problem
of locating the information and the problem of
allocating and coordinating the tasks within the team.

Although we usually assign homework on workshop
management, you will have to judge how much your teams
already have to do. Don't exhaust them. Workshop
management is fun and it is a wonderful way to use the
resources of the group. It is also an excellent way
for the training staff to get new ideas to improve
their own skills.

Maslow's Hierarchy

self actualization
(maximizing one's potential)

esteem
(self esteem and recognition)

affiliation i
(belong and be accepted by groups)

security
— (free -of physicai- danger, deprxvatlon)

physiological
(needs to sustairn life, physical comfort)
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DISCUSSION- GUIDE: WORKSUOP MANAGEMEN'T

%; WORKSHOP GOALS

v
5 P -

,
i

The team nheeds to have ygoals for any worksnop days, or
workshop series, being planned. Some of the yoals our
teams have used include: ’

* yodel a creative, comfortable learning envicronaent

., * provide active learning expetr iences wnmph can be
reproduced easily in the classroom settiny
. \
-~ A

* insure that skills aeveloped will be used in the

s o e -

classroom througnout the rest of the iear.

* organize support groups which will continue to
meet after the workshop series is over.

* provide an opportunity to explore the philg§0pnic
assumptions underlyiny the skills beiny learned.
C* provide a low risk environment for teachers to
practice new skills. '

"

P

* plan activities to reflect an understanding of
Maslow's hierarchy of basic human needs.

+

fv is important that the team develop some set of goals
(or even philésophic statement). They can use this list
to share with workshop presenters, with participantcs,
as the basis of planning, or evaluation questions, or
reports.

Bach activity, from planning to the welcome signs and
coffee breaks, to the "thank you" notes, reflects tnae
goals of the team. Examine the activities beiny
planned. Do any conflict with your goals? Most
activities should be able to meet at least two yoals.
I'f they don't, the team will need to brainstorm soie
alternative activities.
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2. ARRANGEMENTS

- - 4 -
i

Location -

Is there convenient, safe, ticket-free parking? \\\\‘
Is it centrally located for the participants (not in
miles but in travel time)? IR

C
-

Can it be found? (Alwéys include both a map and written
directions; people think differently) )

Can a series of workshops be used to explore a variety ? e
of resource locations, such a museums, libraries, ‘ -
centers? (better have a super communication system.)

r - -
El

|
N

-

Is it inspiring (by being creative, attractive, cozy,
whatever atmosphere you want to create); does it give
teachers ideas for new ways to use space, materials?
Lavish surroundings are often more uncomfortable than
gratifying. ’
.Does everyone related to the room know you will be
using it: the administration, whoever normally uses the
room, the custodian? . -

Do you have a clear reservation, in"writing? What are
the chances of another group taking precedence at the -
last minute? - h

The Room

Does it have a thermostat and, if so, do you know how
to adjust it?

Can you control the light intensity? Too much
artificial light is stressful.

Is the furniture appropriate? Can it be moved? Is it
adult size?

Is the room noisy? Consider sound from electrical
equipment, the heating system, intercoms, phones, the
outside. o

|

poes the room have a grounded outlet for electrical




equipment and are there toilets nearby?

e

Is the room an appropriate size?

If the room is used regularly by some other group, can
it be cleaned up enough towbe used? If every incm of
space is already used for a display or a newsletter
layout, you are in trouble.

Food

~

v

!

Do you have permigsion to serve food in the room?

T Will the ¢food tgéﬁe good? Wwill it provide, rather than
S ~lsap, energy? v .

S

Does the-menu take into consideration eating habits o f*
the group (reiigipus restrictions, vegetarians, those
who can't have caffeing\3£~salt)

—

. . . . T,
who is paying, servicing, cleanihyg—up?

e S

will you serve everyone at one time, or will it 'be-— ___

available all the time? (The latter is much easier.) T

1f you are breaking for lunch, have you told
participdnts ahead of time? Is there a place for the
brown-baygers? ,Are there reasonably priced, quick
places nearby? ’ ’

If the team is planniny a series of workshops, why not
have the participants responsible for the food? e
have found that such arrangements help build ownership
by the group &and adds to the friendships developed

during the series.
¢

9

Time

Do you really need to start at 7:30 a.m.?

Make closing time clear and don't go over it by a

P
Sy
s
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Allow time for refreshments and discussion, but don't
schedule them for the beginning of the session. Start
on time.

Have you checked the dates for your workshops against
school, religious, traditional holidays?

3. EQUIPMENT AND SUPPLIES

Major Equipment

\\\

I ‘ \gabplies
\

Ccan you fix it when it breaks? Wwhat will you do on the
workshop day when you leave it behind on the kitchen
counter?

If you are using an outside consultant, know what
equipment is expected and what the consultant will
bring. Mmake sure there is someone at the session
responsible for getting what the consultant forgot to
list, or forgot to bring.

Look at your equipment as a way of modeling goed
learning. Are you over-equipped? Could the teachers
use these methods in their classrooms? Are you
providing new, creative ways to use some of the
standard equipment? Does it run? Do you have extra
bulbs that fit tie projector you will be using?

make a list of equipment you will need; keep and use
the list.

.

a

4
Have a workshop box (with a list ¢n its contents on the
side). Inclu markers, tape, newsprint, glue stick,
paper, <halk, s issors, tacks, name tays, pens, camera
and film, coffe, sugar, milk substitute (yuk), tea
bays, bouillon cubes, herb tea,hot beverage cups,

-




aspirin, paper towels, coffee pot for heating water,
cord for coffee pot, three-prony adapter plug, three
prony (grounded) extension cord. Don't leave it on the
-ki-tchen counter. .

Are there enouyh nandouts? Should they be mailed ahead
of time so that participants can come prepared? (If
they are mailed, bring extras for those lost on the

s desks.) ¢ .

Schools are generally better equipped than pubplic
facilities. On the other hand, some fancy conference
centers have all sorts of stuff hidden behind the wall
panels- explore (but don't count on anythiny.)

Does the site have duplicating facilities? They are
useful, when they work. :
b °

.

4. Contracting with Consultants

The consultant may work alone, bringiny everything
needed. Have it in  writing and bring an extension coid

anyway. , J

The consultant may ask for logistical support. Have it
in writing. \
The consultant may serve &s a member of & planning,
problen-solving, or task group. This is a power ful
lony—-term nodel. It may not be any more cxpensive in
the lony run since the pay can be less® pé% nour (no
prepardtlon) It is pdrtlculdrly good 1: the primary
goal is to enhance the staff's skills and self- —esteenm.
Have the responsibilities in writing. h

§

Make sure the consultant realizes that the participants
may not know eacn other. Few teachers know everyone
else in the building.

Put together a consultant packet. Some examples are
provided at the enhd of this chapter (pp.127-129). The
packet should include:

A cover letter which includes time, place, and
topic. Sign with name and telephone numbers . Ut
(school and home).




A team statement whicn includes a pnilosophic

S > commitment to active, appropriate inservice
activities and, if possible, a history of the
progyram.

Any publicity you have handed out (or will hand.
out). 1t is hard for & consultant to live up to
publicjty he or she has never seen.

; . O

A map with clear directions and a nunber to call
. when .lost. .

"A copy of the evaluation Lorm to be used at tne

workshop.~ Make it clear you wiTl return tne

information to the consultant after it has been

tallied.

If you have a brief publication describing the

school -system or the area, include it.

%

'fhe procedure for schiool -cancellations. Include ;
- the radio station on whicn iv is broadcast and e

teaw wember's number po call if there is uny

doubt. ‘ 9

[t your cvonsultani is from you own schiool stalt,
be sengitive to the risk involved. Provide a
supportive soul wilo will taku care of late-comers,
« focus the projector, proviue evaluation torms,
- manaye crises. ' ) . .

1{f members of the stafl are WOrking Loyether us «
consulting team, help tnem rehearse. Get ell tae
responsibilities, in writing, to each ol thew.

LT

5. Team Mumber hesponsibilities .

Do you know who does what? Write 1t down clearly. : .
Make sure everyone has a copy of the vntire list of

responsibilities and names. o
Insurance. Try Lo keep one person free at all tiwes t
deal witn loyistical emergencies, to substitute for
anyone wnho hay be called away, to -kewp an eye on the
gLoup.

-7
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make a tradeoff between staff mambers con51stently N
taking particular roles, thus becoming expert in those
roles, and having the rol rotate, thus having

everyone learn more skills, lfatever system you

choose, be 'sensitive to stereo Coffee-making «
and note-taking are not. sex-linke ents.

Specialization versus flex b111ty. You will-need to . I '

ing.

©
>

"\\~j . . \
6. PUBLICITY . s — : -«'".‘“
S To Whom?
a . . * <
- Participants (you may want to include a feedback

section to find out if there are specific questions or
needs they want addressed.)

Participants' supervisors or teammates, or anyone else
who needs to know where the participants are during the
' workshop.

o . -~ N -
+ AN

Key people in the system, including the custodian.

The general public, especialfy parents and the school
committee,

what Medium? ‘ l
The spoken word: Conversation is great for getting . .

‘ feedback and for ensuring that important information l
will be received and remembered, but very

- time-consuming. Loud speaker announcements are heard by
those who are listening.

54

Written material: Make the format attractive, easily
recognizable. Count on problems with snow days, school
mail, cobwebs on mailboxes.

.
~

Graphic¢ displays: Consider posters, pictures of !
part1c1pants, displays of workshop products, articles
in newsletters, newspapers or TV coverage. ~ '
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what information? ) . ‘

Date:; day of the week, starting and ending time

Place: .room, entrance to be used, parking
arrangements, map and directions with estimates of
distance and landmarks, phone numbers

t

Costs (if any): refreshments or arrangements for meals
if appropriate
Purpose: For whom is the workshop designed
(background, teaching responsibilities, interests),
what will participants get from it, how will'it be
structured? - -

Presenter's name(s) and qualifications

Attendance: optional or requiredf credit arrangements
(if any) ' ‘

Special arrangements: transportation, substitutes,
materials needed, preparation before session,
appropriate clothing (for art, movement or, relaxation
classes), provision for cancellation (Our school .
systems include both hill and valley towns with very
different winter weather. whepn, we offer cross-district
activities, we cancel iLf the &chool district in which
the workshop is to be held closes school.)

‘contact people: names and phone numbers - .
. A ] ‘

When?

"Give the participants three weeks' notice so they can

put the event on their calendars

before the presentation (or presenters as well as ~

. Follow up with a writtii:Er personal reminder a week

‘participants).

.
- e




o ~
. ’ . . ~ .
Do not send any communication without hav1ng someone
) ‘else read it for clarity, typos, and mistakes or
- omissions in detail (day of tlre week, daLe,.tlmc).

For more information .on communlcatlon Lechnlques see
Chapter 7. :

a o

\

€

7. RECORD KEEPING > T . J

~

, If the school committee is providing release bjmé, or
, rewards in the form of. salary increments, they have

. gyood reason: to make sure that those~who dare supposed to
participate do so. %veryone involved should understand -
the logic of this assumptlon. Take attendance openly. .
If there are pdrtlclpants‘who have a problem with this . ~

. (no trust, béing treated like chlldren), take the tine .
to talk with them about their feelings. .Alternatively, ’
there is no heed to yet hysterlcal and scrap a proyram
if somedne skips. L . LN

s

*

<1 you need to limit the number of participants, . s .
pre-register part1c1pant and post the list so that
participants khow their status. If d\workshOp is very
popular, offer it twice. {Pre-registration and, .
reminders about attendance is a gyood idea anyway. It is -
very embarrassing to brlng il a consultant and have no

. one show up.) ' ' . .

If you are runnlng simultaneous dct1v1t1es and are
! worried about people switching workshops, try some on
. the following strateyies:

Y]

Shorten activities, let participants swi}ch.

Keep breaks 1n;ernal, keep refresShmen in each room,

\\ use breaks for group eneryizing activitjes rather than

hally wandering.

Make switching inconvenient, put di'fferent activities

in differept buildings, schedule hands-on projects that
have to -be finished.

-

-

Provide a drop-in center for those who have short .

attention spans. !
. NS n n span

—
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If there are 1nd1v1duals whose needs will not be met’
by the sessions, arrange for them to spend the day

el sewhere. .

.

e ey

‘frust is built up over time. The second seriec will go

better thanm the first.

o

EVALUATION
v

8.

‘Purpose

De01de why you are adoing to ask-for evaluation.

S

o

what
use will you make of the lnformatlon you get?

what do you want, to know:

™ If objectives of the planning group wére met?

\

T small -changes would make people more
comfortable? .

To '+hat degree are the participants, understanding

a process, theory, skill?
AY

- . How effective the different activities were?

~

How people feel about themselves, their
participation, you, etc?

\ v

what should happen.next? .

Strategies . PP
' i -

Multlple approaches help g t information from the
contented as well as thé digsatisfied. The/ pollte ‘and
the paran01d can answer anonymous questlonnalres" the ,

vocal can ta‘k in'a, group. ' *

.
’

!
Draft evaluatlon questions the same way you drafted the
ne«ds assessment: . ,

“d




write out a draft . 3

'

N - [

¢

- Try i¥ -out on the—teatmy o kew [Ilehus,y o -——
congultant *

Adjust wo%d?ﬁﬁfﬁb avoid ambigulty or Lnc €:00lilj
off of information. Adjust forwat to mias. Llhe
. spaces -easy to use. o

. Balance the need for cowplete intocinatlivi wiln
time constraints. Keep 1L sSnort.?

Have final version proofreaud by Lwo puople.

. Administer the evaluation with as little riss caking «o
possiblke. Let participants know wnal wiil heppen T2
the information and that you vaiue tue plivaCy OI tuelr
opinions. . . X

I1f you intend to divide tne results Dy jraue 1=Vel,

. school, whatever, color code tiwe guestlontaifes it aa.e

participants cheCk an appropriate LOK.

Keep a file of evaluation formats, usSe Lnewn Lor luvus

and idea starters, we have included soue c¢lailples
’ (pp.130-137)

. N . - T

. Get parlicipants in tLhe abit of doiny evaluallous
atter every workshop. Wwe have a-simple evaluacion
(what was the most useful? Least useful? Wihia €©
changes woulu you like for next time?) wolch we tave
instructors use after each workshop 1n &a serles. ‘uc
instructor collects and uses the results in plabuan,
later worksnops and mails them in to us. Wwe SLluso
that we are more interested in the changes tine
instructors make ay a result of the .evaluation than .t
the evaluation itself.

»

NP Compilation ﬁ”

. v

Unless your sample is large, dont worry apout

statistics. Don't even worry dabout perliilayis..

. Fitteen out of 20 ot tnree Ltourths is mole usclu. Lhan
750

a
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Compile all comments from the open-ended questions,
grouping similar comments together.

Provide copies of the compilatior o participants.
Tell them what changes are being made as a result of
their suggestions. Thank them for their help. An
example of a compilation is provided on pp.138-139.
wnen we prepare compilations the only editing we do is
to remove names, thus "Gerry's prese ation...."
becomes "the~g@nsultant's presentatilon...."

planning the next workshop. - -

\

Response

Respoﬁd realistically. Most suggestions are valuable
and .can be acted on. However, some indicate that the
individual does not agree with the fundamental goals or
philosophy upon which the workshop was based. Don't
ignore this information; the individual needs’
assistance in chdosing a more appropriate activity, but
don't necessarily change your activity to meet a
different set of §o&ls.

If you want to load the results, do it creatively:

1f the last workshop series was terrible, it is .
probably safe to ask, “compared to the past
workshops, was this workshop better/the ;
same/worse." Of course, you lose the friendship
and future help of those who planned the last
workshops, but it looks good in your file. 1IE the
last workshops were good and you ask this
question, you deserve to lose your job, and you
will.

*

If you want your team rated well, try "The
planning team was super/excellent/very good." Or
ask for the "ten strongest aspects of the ‘
workshop," leaving lots of space, and the "single .
weakest 'aspect of the workshop," leaving.pno space

at all. ‘ ‘ :

I1f the workshop was really bad, let participants

take the evaluation forms home to fill out and

121




\ return. Once they leave tne room, sou will never
|- see those forms ayain.

i | \‘\"\ B o T "'. N T - “""',—'l_
9. REWARDS , : |
\ T — -~

What incentives ‘can you provide, what rewards can you ’ ’

offer for partltlpatlon. Not everyone needs; or '

responds, to the same tvpes\of rewards. what
\ternatlves are there? e

\ o .
AH\ activity in which teachers learn skills they-value l
isi an important intrinsic reward. ‘
|

Handouts, materials created, freebees, useful supplies . ;
are also rewards

\Incteased sel f-esteem, a sense of partlclpatlon, skills l
to do a better job, getting to know colleagues better,
and lan opportunity to act as a resource for others are _
all Wewards.

Credlts (inservice, colleye, certification) are rewards
in themselves and, eventually, ‘monetary rewards.
However, as our teachlng population ages many of the
staff are at the top of the salary scale so that
1nc3ements are not helpful to them.

Professional recognition within the school and outside
is a| reward.

Comm‘ni%y recognition is a reward.

~

|
Release time from the classroom can be a.reward. If
too uch\time is taken, or the substitute system is
poor, it ?an also cause anxiety and extra work.

Professional contacts, getting access to those in power
is allso a\reward.

" Letters of| commendation or report cf skills mastered

placed in a personnel file is-a reward. (Wwe are very

careful to:do this every year for teachers who have

workea on .any of our non- -credit act1v1t1es. However,

rumor has it that the road to heaven is not paved with ’
. letters of %ommendatlon )

Comp nsa“\tory time is a reward. l

o

t
.

New skills Lhat open doors to new job responsibilities '
) | .
\ \‘ | | II
1
i - . 7\ o
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and job opportunities is a reward.

Menibership in a supportive group is a reward. What are
you—-doing—in—-each-inservice-activity to--ensure—that-the. — —
individuals become a group? - . -l

And then there are service steps, badges, good conduct
buttons; stars on the door, gold watches, trips to
Bermuda....

¥

~

-
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10.

11.

12,

13.

Task Lict Prepared by a Tean Trained in Greenfield, Massachusetts

-

Analyze needs assessment.

Locate appropriate xesource pedple , make a tentative commitment with
them, explain the philosophy and goals of the inservice program and
the results of the ascessment.

.
Cléar dates by checking with the administrative calendar, and clear
the space with the person in charge.

Circulate a Proposal to teachers with names of resource pecple who are
clearly good (include a writeup if these people are not known to the
teachers), and a tentative schedule. Ask for a commitment from the
participants.

With teachers' commitment get back to presenters with a contract.

The packet given the presenters should include the contract, evaluation
formg, to be used, a map, a statemgnt of philosphy, a form to request
audfo\ﬂj.sual materials, and snow day arrangements.

Finalize arrangements by adding the course to the administrative
calendax; guarantee space by writing name wherever appropriate.
v

Send a reminder back to participants shortly befoye the event, and if
space permits open enrollment again, inside or outside the systenm.
(The calendar for teachers might serve as a reminder and for publicity,

but you will probably need to directly remind participants a week: .
before the first session.)

Make final space arrangements, notify the janitor, Mearn how to work the
heating system, locate outlets, audiovisual equipment¥, etc. \

Make hospitality arrangements for the first meeting: food, a map if
necessary, signs on doors, audiovisual equipment, heat, introduction of
the consultant and participants.

Assign a "back-row facilitator" to be process observer, crisis manager,
and evaluation form procider. -

Assign clean-up duties.

Compile the evaluation forms £illed out at the end of every session.
(The consultant may want to take these¢ along, so at ‘least make sure
that they are completed.) On the final day, take them yourselves,
compile them, and return the originals to the consultant.

At the end of the final session assess activity for future planning,
not just the consultant, but the topic, time. space. mix of participants,
ard any other issue that scems to be relevant.




. ‘
.. U W .
.
- -
.
~

2o e
ba . - 14.
; l 15.
‘ 16.
- 17.
1 4
o 18.
i )
1
- ~ul~ .
4
N P
l iy
N -
, I .
l ° )
4

Reward par‘e‘icipahcs with a letter of commendation, certificate of
course completion (sent to the superintendent), credits, publicity.

EH

Award presenter -- fee and letter, publicity. N

N
Reward the room owner with a thank you letter. —

- K

Reward the inservice committee. .

Back to the drawing board to plan for the next activity using the
evaluation as a partial needs assessment.
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) ‘Sample :
Hampshire Regional/Union 66
PLANNING A WORKSHOP -+ - N

Chaoklist

.5

P

. Don't forget: .

¥

B

— Identify specific objcctives fox the workshop, three weeks before the workshop.
—__ Asg¢ess the: n\-bc: of staff who will be a:uading three weeks before the workshop.

Review the resourc 4 of possible pruonuu, three veeks before thc workshop.

———

(\-

Acrrange the xits, dats, and time q! the wo:kahop, tiree weeks before the workshop.

———

Pill out workshop prosontoxs agxeoment forms. Submit to the Coordinator of
Spocm Education for review and dizsemination, two wéaks befors the vork:nop

¥
s
;s

s e - Davelop.wirkshop.announcement: . who, what, when, where, foxr whom, 9bj_ectives e
for workshops, - . . e i T - e -

,"”_’M
- —_Submit the anmouncesent to the COO:dx.n:o:-ot-Spocﬁ’w— ducatioa for xaview and | l .
. d!.n-dnadon, tm‘dayc-bcforc"f}far date of tha workshop. . , -
’ Ry e tall i voxkshop presenter to s ahy necds or problcas. Remind tho ¢,
. pu;‘:nh:or of the date, time, and place of the workshop, two days before the ¢
' wor P ; ’

— Obtain nccossary )vhual aids, cquipmont, poncils, papox, chalk, slide
T projector, stc., xoquestsd by tha presanter, one day before the workshop.

On tha day of the workshop:

Set up the site.
Put a sign on the door.
Meet the presanter, and try to make him/her foocl comfortable.
Introduce tha prosontor.
- Enjoy the workshop. =
T pass out and collect tho Insorvice Activitios form.
Thank the workshop presenter. : °

On the day after the workshop:

<

L - 2 PR

o

.

Sand out a thank-you lattor to the prosenter,
Submit Insexvice Activities forms to the Coordinator of Special Education,

i

Exanple

‘
-
.
.
-
-
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a()U"‘r‘ HADLEY STAZY i TNV ELDPLETY N
116 Main Sczeet © Town iall ) N
. South Hadley, Massachusetis 01075 - E

June 9, 1670 ~ .

t\
. A
t

- Cocd torning! :

Tris is rour sachiet of materials {rom South Hadley Staff Develophent
for todar'c ucerhshon. -
Epclesed rou uill find: ’ i
s // e ,
1. Proeran evaluation ferms. Please take the lagt five mifutes b ..
¢I” reuv sessxon R to. _tave-your-group $i31 ther oute . Siall B
e —2-develodt “3nt verson vill coldect those Torms in the main offize N
area at the close of the workshop. (Tie forzs vill ee tatnalated, .,
and, if you crocse, railed to you.)
: . -
2. 2il) foy serwices. Please sign and raturn it to a cuazs
. devrloe™Int nersine Lalie sure your nane, oddress, and the e
Amotn: are correcte . ‘
3. Ca.zlo=. Ihe-conplets listing of courscs {or this workshon.
p——— & N - .
4, pausletter. Published this wees listing staff develonnment
P m—————— -
acTivailes. ’ :
17 o have any qmst*oxm today, or nedd srecial equijrent that has ro. L.
socr orovided, contast any staff developmernt norson. [Inese poople will te
in e arez in front or the main office throughout the rorning
I vou have wddntional cuestions, contact iar:- Recse at South Hadley ,
i Jchool - tel. 533 3¢h3. .
7. alnlf dovelonment lean sinceraly thanks you for helping us viti
OUr pProntratte
!
«= The Siaff Cevelonment Grou
4 Y

n

o




r—— nt Smniren et §

. Welcome,to the 1978 Amherst Staff Development Program! We are
delighted to have you a part of this venture. Oux Staff Development
Program i¢ based on the assessed needs of the staff. We would like to

share our findings with you. —— [ - —

oOur staff has stated that they learn best

3

when they ‘are actively involved.in solving real problems

in small groups and with a variety of activities

when‘Qhei are not "talked at" in a large group setting
N when learning builds on their strengths, not their q:;g_i:_gi.,ences—»-f“"’” .
. \ . M_MM “n
i N when they get feedback-and-sipport from others in applying and
; . ...—refining Tew \skins
. R —f‘_—’_‘_/"—"f N )
" when a shared decision-making process is used in determining
arrangements for learning events
. . ) when their needs for belonging and physical and emotional comfort
are met B
\ .
- when they are helped to uncover next steps N ' :
when self-initiated and self-directed learning approaches are ' )
respected. - .
-] *
) We hope this info{macipn will be useful to you as you prepare your '1 :
learning experiences as a_part of oux new approach to professional growth. -
“ ) The Staff Development Advisory Gro:p l
N < - - l
- N .
. \ l
» N
. R B
Kl N *
) ' l
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N * » , \\ il
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Iﬁs’eruice Prerequisite Form == Hampshive Educational Collaborative._ .
. . . ) *
> . — e The Inservice Committaee foxr'the Snecial Education Program at, the
. i Hampﬁhixe Educational.Collakorative worild like to request your participation
in our ‘Insexvice Trainang Program. Tue goal of our program is to increase
staff compatoncies in order to g:wide quality education to students with _
special needs.
' lour staff copsists of tcachers, specialists, and instructional aides.
. all of whom are dedicated to the pursuit of knowledge in order to increase
? . their skills in the field of special education. .
. . Q
) : A nceds assassmont has been comploted by our instructional staff. The Y
. following topic of intorest has been ideptified:
. Ny
' The cazgo:.popﬁ&’acion for this workshop will ba: .
A > -
There will be approximately participants. The workshop will be
held on ‘ , from to . '
I For furthor information plcase contact '
B (inscrvice represontative) at (telephone number at work) 4
l or - (telephone number at home) .
You arc reguested to provide tho following itcms: .
- (4
A resume including the names of individuals who arxe familiar with )
your previous workshop presentations, duc on . .
A dé‘scxiption of the workshop which includes:
a) a shezt narrative description of the workshop,
; bl goals and.objectives of the woxkshop.
. Matorials to be handed out av the workshop. If thoy arc to be
. duplicated by us, plcasc make suxs they arc in our hands by ' .
: l and that thore is a maximum of 3ix pages por paxticipant. =
. L3
A completed evaluation of the workshop presontation, guc on . )
A form for this is cncloscd.
l A roquest for any audiovisual cguipmonc you will nocd, due .
A workshop consultant agrcement form (cnclosed), due .
l ‘ A bil) foxr sorvices form (attached), due . ' .
.. Othex': . '
. — . .
“ . ! * Al ! N ‘
L} * 1 ‘.
W ‘ g .
s
. ! kY .
1 [
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~ [ I . _ SOUTH HADLEY STAFF DEVELOPMENT
> . 116 Main Street ®* Town Hall
South Hadley, Massachusetts 01075

r ) EVALUATION

Name

- BPuilding ) -
———Subject/Grade levol .

. T
We would appreciate your opinion of this workshop and the course THat yow-attendad. _ _

. Title of the workshop course you attended:
This workshop course was:

excellent guod fair o poor

Please check the statements below that you agree with.

“Jorkshon course Instructor
This course me* my necds. The instructor was ahle to

communicate his/aer idess.
This course s interesting but not
relevant to ma or my area. The instructor «as easily
understood. -

I +i11 be able to imolement the ideas

oresented in this course in my The instructer 2id not stray
clascroonm. from the topic he/she was
speaking on.

This course was what I expacted. .. u.l
‘ The instructor understood xy
This course covared materdal that needs. |
I already know and understand. -
The instructor held my
I ould recemmend this workshop attgxzicn.
course to sthers.
I «would recormend this sgeaker
This workshop could have teen for subsaquent workshops,
imrnroeved by . °

° The speaker could have
- ' N improved his pregram by

Y0

T ———e
o

,.
.
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—
AMHERST-PELHAM REGIOGNAL.SCHOOL DISTRICT

STAFF DEVELOPMENT COMMENT SHEET.__

~—

Program Title

Please check the appropriate space to identify your instructional level:

Flemaentary Junior High Senior High
L
Pleass respond to the stateménta below
by checking the appropriate column:

This program met my expectations

It will hzve value for me in the
classToom

The arrangements (preliminary infor-
mation, physical facilities, etc,)
wara satisfactory

The prog'x:am had adequate, clearly
identifiable goals

The resource people were approriate
fof meeting the program's goals

The program provided sufficient variety
to maintain my interest

1 would recomumend this program to a
colleague next year

What did you find most helgful in this program?

3

Lf thie program were offercd again, what cha~ges would you suggest?

e
o
(W4




.

Session Evaluation

‘1. .Please indicate your reaction to the aspects of the session
listed below by placing an "x* in the appropriate column.

YES NO  NOT

. SURE

a. was well balanced between theory and faft

The session

_b. provided new .information
) )
was too general for my purposes

was too complex ) NG
pzovidegg specific idcas

was valuable for practical application
\

-

g\s\\too theoretical

~ ———

s.oh-too elemeftary-a.level

was pertinent—to_my neleds and interests

.
2. What were the major strengths o is session?

3. wWhat were the major weaknesSes of this ssssion?

° *
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.

BARLY CHILDXOOD WORKSNOP PERDIACK

In~Searvice Titla:

Date: d

Your Job Titlae:

1. The clarity of the goale/end -«

objective for the prassatagion: 1 A ]
. (low) (high)
2. The usefulness of this in-service
for me 1is:
O . N 1 4 ]
{low) (high)
3. The otganizntisn of the presen-
tation wgl: 1 4 5
(low) (high)
oo &
4. !y knowladge of the meterisls/end
concapts presented prior to thie 1 4 5
assaion was: « {(low) Chigh)
S. The extaent this sesaion in-~ ¢
cressed my ¥novledge sbout the
materials end concepts presented b8 4 5 /
1e: . (1o%) (highY
6. My oversll reaction to this
eeseion is: b3 4 5
(low) (high)
7. Did the vorkshop hold your intersst? Yas No 4
- /
. Soms of the time _____ [

The strengths of this session ware: 7. Ths veskunasees of FS!- seseion

vare:t

.
-

e

ry

.
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5.

SCREENING MEZ

Hampshire A

—_ Holyoke/Ch

TING EVALUATION

(To be completed at 3:30)

Overall I would rate this meeting as:

Excellent

. Good o

Fair

Poor

Two {or more) things I learned from chis'workshop were:
A Y

Two {or more) recommendations I would rake for fusurs werrshops avre:

Specific items that I hoped would be discussed but wWere not are:

The best fealure was

The weakest feature ~as

RJ :1m
5/3/79
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1II. The intent of the "Burn Out” session was to help people become aware of what
the phenomenon of burn out is and begin to explore what it means personally
and within the context of the project. Did this happen for you?

w

Yas Ko

— —

-Commeants:

V. Do you use the "Lending Library" the Development Center makes available at
every meeting?

Yes No

— —

Do you want this to continue?

Yes No -~

— —

v. The afternoon session "Strategies for Take-Over: strategres for Survival, was
conducted (1) to help you become aware of and take advantage of local budget
cycles, and {2) to provide you with an overview of Federal and foundation
funding. Did the session meet these objectives for you?

local budget cycle Yes No ;

[P

Federal and foundation funding Yes ___No
Would you like to explors either of these areas in greater depth? If "yes”,
which area?
| Yes No

——— ——

e

1
i
Comments:

I Comments and/or suggestions for resources to be Y¥hcluded:

ERIC ‘

P A 7o provided by eRic .
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Lvaluat:ion Questionnalre

"Bialogues on Lnergy, Environment and Econowics"

worhshops

Pleasc assist us once again in detevmamang the quality and cffectiveness of
the forum. Your feedback is invaluable in providing necessary information
to\tic National Science Foundation on projects of this nature in the future,

Title of Workshop:

Phiysical Facilitics

1. The physical facilities (space, lighting, climate) of the meeting room
were:s

. excel lent very pood adequate less thun adequate poor
2. what improvemeats, 1f any, would you supgest for better physical facilities?

-

Presentation aad Content - - ’

3. Pleasc vate the following aspects of the workshop.

vory less than
cxcellent pood  adequate  adequate pooT

a. identificution of key eheryy , .
issues ™

b, identificacion of future >
energy options

<. the role of constaners and k
other represcitative, proups \ . \
1 chergy issucy

d. sociopolitical factors
affecting cnergy needs and
supplics

e. eneryy and environmental
impacts

£, encigy and ccoaomics

4. Yo what extént did you ubtusn new hnowledye und insight from the workshop? -
__to a lurge extent  _ to my satisfaction _ minimally ___not at sll
5. low relevant was the worl shop in meeting your personal needs? N
* __uxtremely _ of general iaterest arrelevant




‘ERIC

Aruitoxt provided by Eic:

B

Did the discussion/dialopuc sustain your interest and motivation?
generalily about 1/% of the time minimally

How did the workshop leader preseat, organize and summarize the resultant
information?

___very well ___adequately poorly

Werc you given the opportunity to purticipate and add your personal opinion
to the discussion? ‘ .

yes " __no
Your overall rating for the workshop is:

excellent very good average poor very poor
Additional comments:

14]
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1.

«..I care io the session totally in the dark about inservice (I was simply ¢

2.

El{lC 138

RO A .1 70 provided by ERiC

. SUMMARY OF EVALUATIONS
- Inservice Fagilitator Training Seasions

Greenfield, May 3, 1979

tlhat was the'nost helpful part of ‘.:i\is session?

..having repregsentatives from Granby here .to present and discuss their
successes and failures in setting up workshops for teachers. Their
particiyation in our small group assignment was quite beneficial. (3)

...uade me think about ways of approaching the developmeat of an inservice
workshop so that it will be effactive

«.otoday's session was active (although p.m. slowed up). That's great.

++.1 became more aware of the steps in establishing a needs assessuent and the
general concerns of estlblishing inservice programs

...force field analysis - listing specific strenpgths and weaknesses yithin our

school system, This procedure was informative and effective to me as an -
educator.

+o.very informative and smooth flowing
««.feel good about the people here; friendly atmosphers (3)
...feel good about the organization of the workshop (3)

...zy role and the related questions dealing with the inservice team have been
answered

not given any information about wmy assignment today). I nou have a positive
attitude touvard it and can see the potential in it for professiomal
improvenment. .

...variety in participants and method - sotie lecture, some group participaticr
is rood

«sotthen I was asked to serve on this cox:mit'ee I was given very little informa-
tion and didn't realize the importance of this task. After listening to the
speakers and carrying on discussions I'm a little overwhelmed, but interescted
in trying to set up a meaningful inservice'progran here in Creenfield The
manual provided will be nost helpful and I'm eager to read the information
for nore baciground.

«+othe york in force field analysis was very interesting (2)

«..the bridge-naking project and follow-up discussion of what is necessary to
implement a progranm (2)

.. felt very comfortable and very positive towards the presentation

...needs assesswvent;' writing questions

+.sclear and progressive presentation of materials and thoughts (2)
..good visuals, presentation of compiled materials for future reference

...cive- and-take discussion among participanta

.+.obvious enthusiasn generated by presenters "rubled off" on participants -
during lunch, much enthusiasa that we are on the right track

«..forns presented and explained should be valuable tools

...sharing my feelings with others about {nservice - misery loves conpany

+.ovariety of suggestions and approaches touched on in discussion and represented
in the handbook will motivate ideas in our own planning of inservice

¥hat was the least helpful part of this session?

+..everything presented relevant to the topic (2)
. .a88e88ing the goals of the Inservice Comnittee by making predictions of
pessimiatic, realistic and optimistic chances of obtaining those goals

\ \
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Sunpary of Evaluations - May 3, 1979 Page ‘2'

3.

c

...soue Of the materidl re: design of a needs assessuent was redundant to ©a ~
1've received such information in & graduate course

.. .discussion dealing with types of questions to put on a needs assessument
(closed, long, etc.),>advantsges vs. disadvantages

++.all of the séssion was helpful. llonest!!

.«.being asked to respond to things that I'm not quite ready to deal with
immediately .

«+.talking about problems and ways that they were ‘offset - seemed like too many
tifies they looked like the inservice team would solve problems

«+.felt T got to know only a few of the participants

..-.f1ipping through the notebook in unison -~ this conld be done at a later time

...most of the information on collecting data - was already familiar to we,
partly because the nature of my job requires me to andlyze and evaluate the
success of my services continually. Also, I wasn't interested in hearing
how other schiool systems f£111 in a force field to the degree that was given -
I would rather spend more time on doing our own. :

~

In what ways could the session have been better (suggestions, advice)? . ~

...an overhead projector to present the material. It's impossible to see
anything on neusprint ’

...by distributing the notebooks and making the agenda clearer beforehand

...0ore adcinistrators should be exposed to this informative program

.«.the rooa could have offered more flexibility

...more time to deal with the questions.

It seemcd we were aslied to respond

to very izportant ideas in a limited tire.

...The pace was a bit fast-and it was difficult to s

(2)

hift gears and sense that

we really would return to tasks. It is a bit difficult to grasp the whole

plan - to see the end.

. ..pecthaps some more dialogue in areas of trying to solve attitudinal problems

...zore of an explanation as to where this group would end up.

Possibly clear

to soce but not to all.
...naybe physical arrangements could be wodified co that participants could see

each other - get more involved with each other (2) :
...overview (brief) as to vhat our real tasks fo}lowing“this*ses;icm will be -

i

| B

A FuiText provided by Eric 1
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: Workshop Bibliography

, Inservice: Workshop Organization

slock, Arthuc. Mwrphy's Laws and Other Reasons Why Thirgs Go Wromg. Los . .
Angeles: Price/Stern/Sloun Publishers, Inc., 1979.

5 Principles of successful workshop management and why .they cap never WOrK.

Craig, Doxothy P. 'Hip Pocket Guide to Planning and Evaluction. Austin,
Texas: Learning Concepts, 1978.

. Interesting format for goal setting. Not new, but well put together. N

pavis, Larry Nolan, and McCallon, Earl. Plamning, Conducting, and' Zvaiuating
Workshops. Austin, Texas: Learning Concepts, 1974. (Later editiorn N
crédited only to Davis.) . \

5

By far the best book available. " Center section éspeciafly useful. s

Davis, Larry Nolan, and McCallon, Earl. Werkshop Staff Packet -- Planning,
Conducting, and Evaluating Workshops. Austin, Texas: Learning Concepts,
1974. .

The packet "is not’ as useful as the book. All foxms appear, in the kook.

Ferner, Jack D., Successful Time Management. New York: John Wesley, 1989.
A self-teaching guide with excellent sections on planning and task
assignment.

Gutdelines for the Development of a Comprehenstve Plan to Provide Irzinirg to
Personnel. Merrimack Education Center, Chelmsford, Mass.

. Formats taking the reader through the entire workshop process.

Hruska, M., and,Bunker, R.M. Inservice Fducation: Ome Approach. Title IV
Development Center, Hampshire Educational Collaborative, 1978.

e e An excellent-statement-of—its-philosophical-premises-combined-with S --
practical applicatiggsl %

Kirschenbaum, Howard, and Glaser, Barbara. Pfeveloping Suprort Groups. La
Jolla, California: University Asscoiates, 1978,

A good general review of the area.

Nadler, Leonard, and Nadler, Zeace. The Conference Book. Hduston: Gulf
Publishing Company, 1977.

! [og
It covers every aspect of conference planning briefly.
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Inservice: Crowp Techniques and Activities
. "

N

-
Ballard, Jim. Stop a Moment: A Group Leaderls Handbook of Energizing
Experiences. Amherst: Mandala, 1977.

A variesty of low risk, nonthreatening activities to energize a group.
Canfield, Jack, and Wells, Harold C. 100 Ways to Enhance Self Coyeept in
che Classrcom. Englewood Cliffs, New Jersey: Prentice-Hall, Inc., 1976.

Activities for classrooms and workshops.

—
Gordon, T., T.E.T., Téacher Effectiveness Training. McKay, 1977.

A handbook used in a T.E.T. course which is regularly given as part of
an inservice series. Its techniques dre equally useful to workshop teaching,
especially those in the section on problem solving.

Morris, Kenneth T., and Cinnamon, Kenneth M. 4 Handbook of Non-Verbal Group
Erxercises. Kansas City: CMA Publishing Company, 1975.

A companion book to Eandbook ‘of Verbal Group Exercigses. Surprisingly
judgmental and competitive. Some activities good, many inappropriate.
Morris, Kenneth T., and Cinnamon, Kenneth M. 4 Handbook of Veygzl Group

Exercigses. Kansas City: CMA Publishing Company, 1975.

Same comment as on non-verbal handbook.

orlick, Terry. The Cooperative Sports and Games Book: Challerge without
Competition. HNew York: Pantheon Books, 1978.

Activities for classroom, recess, physical education, or workshops.

Raudsepp, Eugene. Creative Growth Games. Harvest/HBJ, 1977.

A concise presentation of the process of creative problem solving plus
75 exercises, many of which can be used as energizing actitivities in adult

<

. |
.
-

\I

WOTK3NOpSS
Stanford, Gene. Developing Effective Classroom Groups. New York: Hart
publishing Company, Inc., 1977.

An excellent source cf group techniques with focus on change that occurs
during the life of a group. '

»
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T Commumcatlon Wlth The
School Commumty
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) Co‘fnmUnicat jon With The
School Community -

.

Objective: to develop and maintain communication.
between the team and the school community

bl

/

At our first workshops, we thought of communication as
having three parts: communication within the team;
communication th the staff and communication-with
decision-makers. We have since turned team
communication info Team Building Skills (Chapter 2) and
revised the communication with decision-makers as a
separate chapter on political survival (Chapter 8).
However, we realized that the three areas always will
be intertwined.

Q
Communication, by definitiom, is linked with other
events and.skills. The Team Building and Goal Setting
chapters (2 and 3)’ focused on communication within the
team. The Needs Assessment chapter (4) focused on
communication with the staff. The Resource Management
and ‘Workshop Management chapters (5 and 6) focused on
communication with staff and resource people. The
political Survival chapter (8) will focus on
communication again. Why then should there be another
chapter devoted to communication? Even more important,
why spend time teaching communication to teachers whose
major role is communication?

<

our only defense is that communication is importlnt and
that most crises faced by teams can be traced, at least
in part, to compunication breakdowns. We also have
found that teachers and administrators, who are sKilled
at communicating with their students, forget to use
their skills with each other.




T

OVERVIEW !

~ R

AN

. ACTIVITIES . g

This chapter inéludes a number of activities which cean
be used throughout the workshop to -enhance
communication $kills. It also lists some spec;flc
activities wh1 h we usually do at the second session to
emphasize the importanceé of communication technlques.

!

-~

Over the year r dlscu551ons have developed into a
Discussion Gulde, "Stratggles for ,Sucessful
Commun.ication,” ich is_included in this chapter.,
3 18 llSt gan be used in planning a presentatlon or

iscus or it could be. handed to participants (how
Horing)j . We also have included ‘a few examples of
communifation assignments completed by our teams. ~You
will want to llect a file of examples of good
communicatio o use in futuge workshops. It is our
hope that the tleams will,. at least, acknowledge the
1meft@ ce of dontinuous and effective communication,
and,’ak esty be efgettlve communicators.

!

i} 4 N
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We have a number of strategies‘we use to teach
communicati skllls, none ' are very time consuming. If
we have mee, we try to do these activities at the
second session. Certainly the homework has ito be'
assigned at the second or third se551on. Sometimes, we
have to wait until the mornlng of the third or fourth
session to have the discussion or presentatien. If the
discussion is planned for a later session, reviewing
the homework assignment is a good introduction.

1. We model good communication techniques in the
way we manage our workshops. We won't describe these
in detail in this chapter, but the "Strategies .for Good
Communication" which appears in this chapter lists most
of them. We try to have our handouts, our displays, our
letters to participants between sessions serve as
excellent examples of good communication. And When we
fail, as we sometimes ,do, we use whatevér errors we
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have made to draw'squestigbs from the group for

.improvemen.t.

[

>
2. We set up soggltyp;\gf presentation on
communication. This has always been most successful

" when we have had someone skilled in graphic arts on the
training team.. If you have sych'a staff member, or ’
participant, available, take dvantage of that person's

*skill to pyovide the group with a 20-minute

demonstration on good cpmmunic%fion,techniques.

\

\ .
3. We set up a display of team communication from
_ our files using bulletin boards .and some overhead
* transparericie$. “We use these to generate a list of
good communication techniques. -The list the igroup
deVelops is, as'always, typed and distributed. We have
provided a few examples here for/your use, but you will
‘want to include more. If you h't have such a file,
you tould hold a general disgdSsion. However, since
communication is partially™isual, you will find it
easier to use visual examples. = ]
| !
, 4. We assign .teams the task of designing one
éffective communication device. Over the years teams
have had their picture in the paper (the winner that
year) , designed a logo and talked the print shop irfto
making them stationery (another winner), written very
effective and attractive memos to the staff. This is a,
useful and pleasant activity and can produce a good ;
competition among tgams for the prize (stylus for ,
correcting dittos, protractor or graph papet for lining
up copy, thumb tacks for their new bulletin board, roll
of film). The examples in this chapter come from such
assignments. . . :

o
~ e

This assignment usually is given at the second or third
workshop. Sometimes it is given before the - .
presentation or discussion cain be scheduled. Be sure
to provide a quick overview of communication strategies
(taken from our Discussion Guide) if you give the “ .,
assignment before the group activity, '
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Discussion Guide: Strategies\for Successful
Communication |

. \

| -

V
—--Kncw what you are about as a team; 1f you haven't
taken the time to set goals, develop teamxorganlzatlon,
and design an overall plan, you may have a wee bit ‘o f
trouble communicating goals, membershlp and plan to
others. ’ \

\ 1

--Select the audiences with whom you must communicage
and begin as soon as possible. You might make each
person on the team responsible for a certain audlence.
These audiences would include the various
administrative levels, teachers (divided by schools, by
respons1b111t1es, by ages or sex or
smokers/non-smokers) , students, parents, community,
school committee, funding agency, media.

--Everything you do communicates: make your activities

work for you. Put the team logo (if you don't have

one, do that right now) on all communication. Prodf y
read everything that goes out. Have a little /
explanatory paragraph about the purpose of the team

which goes at the top of every page, or at,?@e botton,

or along the side. ‘ L

--Consider a staff newsletter: it takes time but it
may be worth it. (If this really is a direction you
choose, HEC has a small manual, "Producing a Small
Nonprofit Newsletter, Inservice Series #4" which you
car order from our office.).

--How can you use the communication systems already in
place? Take advantage of the admlnlstratlon
newsletter, faculty meetings, the- attendance bulletin,
department or grade 'level meetings, bulletin boards,
morning announcements, the faculty room, refrigerator
door, mailboxes

--Never rely on one form of communication. It lacks
class.

--Rimor has it that communication Ls two-way. What are
you doing to collect ideas? Are there tearoff
sections, time for questions as well as announcements,
team-initiated conversations about inservice,
suggestion boxes, parties or ot?pc informal gatherings

’
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to collect ideas? »

~=~Why not get some bulletin board space assigned to
your team and then use it creatively? Pictures of team
members and staff inservice activities are great. Make
sure the board is regularly updated and looks neat. A
dusty communication jmedium is the message.

——Find out how to get good articles in the newspaper °
and on the local tv/ and.radio. What do your local
stations want to report? (Always, Always, Always let
your superintendent know about such publicity before it
hits the streets.f It is unfair, and politically
disastrous, to ask him to support you if he does not
know what is going on.)

_—-1f Madison Avenue can do it, so can you. What are

you doing to maké your communication fun? Remember
Maslow's hierarchy? People want to feel secure, a
member of the group, accepted. Look over the materials
you are handing out: does it make the readers feel
that they are a member of a very select and special
group, that they are important, that their day is going
to be a little brighter because of inservice? Why not?
(If you are not familiar with Maslow's work, you will "
find more information in chapter 6,p.109.) Memorize
it, or put it on your wall, but check every

communication against it.)

--Make a Che&klist of information which should appear
on every communication. Make sure that each member of
the team hasithat list. (List might include: logo,
date, contact person with address and phone, date, time
and place flany meeting, source of funding, school
system name) | /

/ N
--The focus\pf aﬁy communication is the h
reader/listenerr Check each piece of communication for
what the reader’ is going to get out of the experience.
Play being the reader. Ask "How does this effect me?"
If you can'ﬁ answer, rewrite.

b
|
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PRAGCE

WANTEDR ¢.

Zducation specialists willing
to ceatribute tize to an established
in-nervice prosran. Substantial
psychic pas. Fesly to South Hadley
Staff{ Developneat, Fosier,

9. STAFE MEMBERS

HeAD LisT OF

MAY Il | WORRSHOP
WORKSHEP TEACHERS
RESULTS ‘

Conprized of 15 different csurses,
- — 16 teachiers (9 from within the
Worksnop orgsnization: systen, and 7 fron outsize) tae
wor%3iop receivad favorahle responses
Geod 136 from tha staffe
Fair 17?7

l : [anrenunte o 146 found the workshop very
a7 eiided -

beaeficitl and Lareficisl, wnile
fcund it not toneficial.

[May 11 wa ksnop wass \
3 Soutk Madley tenchers involved
Very Bemeficial 58 . were Rick Sirvint,Bill "michem, Joe
Seneficial 88 Pién, George Srith, Denais Otiiml,
Marie Appleby, Rick Corpenter,

N nefi 3
ot bensficlal < arbara Hekenzie and Helen ‘yzga.

Worssnop tu-iilleG teAChiag neeu: The overall cvaluation results
Yes 117 are contained in a box on this page.
Ilo 26 In addition, a nini-conrse
evaluaticn (a yellow poge) »as
Appreciate other Lovels, discipraaes: voluntarily used for 10 of the
courses at the workshop. It vas
Yes 98 . the firstotime this wan tried.

i 35 A surmary of the mini-course
results {S on page 3.

Would 1ike to take arocher course, dut
souldn't because of conflict: The mini{-course oval.ations

. wvere tabulatrd and mniled to the
Yes 19 teachers of the courses. The

No 55 overall evaluations are cn file

at lcsier Clewentary and are onen
for inspection to any staff neaber.

.
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STAFF DEVELOPMENT / PAGE
YEAR IN REVIEW

WORKSHOPS ‘ ,

Tour half—isy workenops \
ynre conducted with an .
aprroxiznate coat of 52,500, AFTER-SCHOOL COURSES
The workshop ses+ions
ware tamght by apzroximetaly Tv0 after-school courses

39 cutside consultants and were conducted.
45 South Hadley staff personnel,

Up to fourtcer tenchers
attended a cardhoard carperiry

NEA STUDY course of fered in the fall

Lact vesk SITA finally at Mosier Zlementsry.
-a LY t' }m' -
-toc:it:: :;f.'gfglan;und:d Nine teachers attended
handu;i-ti;.s study. : a ten -seek Teacher Zffectiveness

Training course, also at losier.
It will probebly get

fully unader way in the fall. EGIONAL
. Scuth Fadley participated
‘n 2 regional in-gervice gzrous

NEWSLETTERS that included grouzs {ron I-Eadie;.-,
. : inherst, and the Hangshirs
Six ncusletters were written. S ¢ neRLy
Four formel rerorts -vere preeented Educational Collaborative. . R IS
to thne School Cormittes. . -“““""'PUB‘EFC”AT—'_ON -
An article wis zresared
TITLE Iv-C about South Hadley Stafl Covelopment
The Title~IV C grant for for fall publicaticn in Xoleidoscops,
staff develorzent was written the State Ccpartment of Zzucasion-
in Canuary, hut was not funled, rublicetion.

‘—.—.-—~~~—~——-~~~~~——.—.—--———-X

U omats tor .STAFF DEVELOPMENT
TEAR AND SEND

I weuld like help settins up a yorkshon the last three teacher days, o o ewe D

I would like to h¢elp the needs as sessnent.. om0 00000 ¢ 0000000 0ceeld

I would like to aee the following in staff develo-’ent\ nexXt yedreesveesee Q0
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X
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l
{
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ERIC

Aruitoxt provided by Eic:

Ry

Dicliyal)l o

thile you were busy working in your classroom, some of [
us have been asked to attend in-service workshops offered /
by the Hampshire Collaborative. This is an effort to make .
future in-service days more than just sit-down sassions! /

PRESENTLY: /
Groundwork is being laid in deriving in-service needs ‘
of district and compiling resources in a variety of areas. / e

(¥ooplc now involved are: Bob Gazda, Principal of High School /
Don Gormley, High School Teacher v
Pete Curro, Middle School Teacher {
Lee Blair, Russell Elementary School
Teacher

Workshop dates: January 1l2th
January 26th , /

°  Pebruary 9th /

March 2nd . !

More information available by contacting above.

Tpehs ARE Wertome |

Wa could use them!

S
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77 WHO AND WHAT 27 -

Fl

An Inservice Planning Committee for the Greenfield School System
has been formed. This committee consists of staff representing all
levels within the school system. No pre-conceived programs have been
dnveloped. . Programs will be generated by and for the needs of the
Gieanfield staff; the Inservice Planning Committee cannot function as
“a ‘separate unit.

It is hoped that every staff member will particinate in planning
inservice programs. .The Inservice Planning Committee's ongoing program
will be: ) :

I, generated by faculty input,
v 2. drawn from faculty expertise (where and when appropriate},
3. flexible enough to meet the individual needs of the statf,

4. realistic and practical in its approach.

. Barbara Aiken, Special Education
Carolyn Dawson, Greenfield High School, Contact Person
Joyce Fuller, North Parish School, Contact Person
farbara Gamache, Greenfield Junior High School, Contact Person
: Dennis Kiernan, Special Education Administrator
Sara McCollum, Reading Specialist
Caria #Miller, Special Education
Barbarz Al lins ,Elemuntary Counselor
Marilyn Munn, Greenfield High School, Contact Person
Sheila O'Weil, Federal North, Contact Person
Sandra Purrington, Green River School, Contact Person
Barry Raymond, Special Education, Contact Person
Wike Schwartz, Greenfield Junior High School
Al Sommer, Principal, Green River, Davis and Newton Schoals
Jayne Upton, Conway Street School, Contact Psrson
Carol Westing, Greenfield Junior High School
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8. Political Survival

Objective: to develop and maintain political support

During the first series of workshops, this area was
incorporated into the developing and maintaining of
communication. However, participants felt that
political survival was so important that it should be
treated separately.

During last year's evaluation of our inservice program,
we phdned members of the teams to ask them to evaluate
the importante of each skill (and then to evaluate
their teams' abilities ifh each area). Every person who
was asked to evaluate pglitical survival began the
responte ywith a sigh. When pressed, team members
admitted that political sensitivity was important, but
that, somehow, it shouldn't be. 1In a perfect world,
teams would be able to organize themselves as a team,
set goals, do needs assessments, locate resources, plan
and evaluate activities, and communicate with their
school systems without caring about politics. Building
political contacts and mending political fences would
not be necessary.

Clearly,. inservice planning cannot be separated from
the power structure. Even if it were possible, it
might not be desirable. The improvement of instruction
through the planning of pr.fessional development
activities is a major issue for school systems and,
therefore, a concern for those in power., Inservice
activities can cause changes in instructional practice,
morale, or organization of the school. Those changes
affect. the administration, the students, their parents,
local “employers; the taxpayers... everyone. It is that
potential that makes inservice so exciting (and
controversial). . it is that same potential which makes
it essential that team members recognize and be skilled .

<




at their political role. Besides it can be fun. Some
of the team members would much rather be working on

anticipating political problems than on locating coffee
pots for workshops.

i
i

OVERVIEW

Although we mention political issues throughout the
workshop,xwe delay our major discussion until the final
session. In fact, the Force Field Analysis (Chapter 3)
worked on the first session, is an analysis of
political forces. Many of the issues discussed in
Workshop Management (Chapter 6) and especially
Communication (Chapter 7) are political in nature.

We have used two types of activities during this final
session: Person-in-the-middle and political analysis.
Also included at the end of the chapter are some
examples of political strategyies developed by some of
the teams during this final session. You will want to
start a file (is that remark bedinning-to sound
familiar?) so that you will have additional examples
for' your participants .

ACTIVITIES

1. Our favorite activity is Person-in-the-Middle, a
role playing activity which takes about an hour. It is
fun, very helpful to the team, and a good summary of
the pressures which the team will have -to meet. We
also have founé that teams remember it so.well that we
can use the experience as the basis of a discussion
with them a year later. \ .

The rules for Person-in-the-Middle are on pages
167-169. Team members may want to use this activity in
other task group or classroom settings. Be sure to
remind them to schedule enough time for the group to
process their feelings (a difficult scheduling task in
many schools with 40-minute periods). .

-
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2. Teams or crosSs-—team groups can be assigned the task
of analyzing one politically difficult issue. The
teams can use the force field analysis approach
described in Chapter 3, or the problem-solving approach
described in the Chapter 2. Included in this chapter

are examples of work done by two different teams as
they analyzed problems iqportant to them:

a. release time (by using a diagramatic
approach), . ‘
b.,coursé approvél (by-developing a series of
questions which might be asked),

c. lead time for school committee decisions
(by developing a time line), \

-

d. strategies for getting school committee
approval (by preparing a "survival packet® of
issues to consider).

If ‘you plan a political survival activity for the
final day, remember to get the charts, lists or
materials developed by the groups back to all
. participants in a mailing. (This could be the basis of
a newsletter article, if you are going to continue to
support the teams through. a communication network.)'

3. Long-range evaluation provides vital dato for effective,
politically acceptaoble program monagement. The materiols on eval-
vation in this chopter (pp 170 - 175) were prepared for us by

Skip McArthur, Dissemin/Action, Falls Church, Virginia. The teams
should use the materials as a base from which to develop o set of
questions designed to reflect the goals of their program. However,
the best way to emphasise the importance of long ronge evoluation

ond plonning is. to practice it yourself. Skip's moterials can be
odapted to the goals of your program to provide a simple, cost-
effective mgons of improving your own progrom, while simultaneously
reminding the teams of the importance of evaluation. /
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Course Approval Strategy and Tactics

I. lls it worth it? -

The best designed and most carefully planned course .still will

be examined carefully by the group in\cha;ge of course app:ovalz
(usually school committee, occasionally sdperintendent and/or

administrative council.) Before ‘submitting a course for approval,

a .

the team should discuss these questions:

1. Can we justify the course in terms of staff needs, school
goals, and Federal/state audxts!gtan:s? s

2. 1s the‘%ou:aq content substantial enough to justify teacher '
time and energy? -

“

3. 1s the course designed so that it models good teaching/
learning practices? -t

4. 1f academic credit can be offered, is the course substantial
enough to justify it¢ .

S. Does .the course dovetail with inszervice courses offered
in the past?

6. .Does the course help meet the goals which the teanm set last
£a11? (See Section C - if you haven't set priorities
yet, now is the time.)

7. How might the course be followed up? Till there be. support
for practicing skills learned in the course?

8. Does this course serve populations different from those served

by ‘other courses offered concurrently? Who.is left out,
individuals or jroups? 1Is it always the same people?

9, Are there enough potential instructors td give ps-a choice? /
Could an in-house person teach the course? ’
M |

10. Hov many teachers definitely will participate? ’ /
, 11. Will the cost be reasonable? What funding sources are
available to share the cost?

12. Herb Shepard!{s first rule of thumb is, "Stay alive." What,
are the potential dangers in supporting this course? |
What acre the potential advantages? '

.
o
t

I3: Is this course so good that you'd take it yourself?
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N u.['ﬁme line: Planning course approval . .

"*Once your team is satisfied that the course is worth it, you are
ready to seek a;proval. Find out your.syscem':; pi‘pcedure for course
appr.oval and proceed through the time schedule explained here. This plan
is a m;dif.i'cacion of a system called P.E.R.T. chartihg, which starts with

the final date and works backward in ltime.

(Some systems require only the superintendent’s okaygfot credit s
. N .
courses. If this is the case in your situation, skip i and 2.) .
. -~ A

~

A
Y, Find out from the superintendent, not the secretary, the date
of the appropriate school committee meeting. If you intend to
seck outside funding check funding guideldines_ for applicatimn
due date. Mark date of appropriate school committee meeting on

' calendar: Date A. - R .

g

2. Do the same for the school committee mailing date, usually a
week earlier: Date B.

i - 1 -

. P o .

3. Nake an appomcm:nc with the suoenntendenc about ten davs before
the mailing date, to discuss your handout (described on ‘page 17,
and strategy. Assume that some revisicns will be needed after-
ward. Block out cnough time on the calendar to, allow for
revisions, typing, duplxcaung, and another meenng with-the
superintendent if necessary. Mark on calendar revision ”
delivery date, Date C, and Deeting with superintendent, Date D.

.

. .
' l D. Vol B A l '

[ 3

4. Wake appointments with relevant administrators to discuss course
handout mdwxdually and, if appropriate, as a group. Mark
on calendar, Dat:es g, F,

H ~
l J
2 __ B n L 2 "
» ~- - g =<

5. 'Find out time needed to type and duphcat:e the handout,
Make sure the secretary understands the size of the job and t:he

. dates set for it, then mark the time block on the cdlendar, Date G. @
. .
N -
L. ‘ *
~G -3 ) 132 €— B A
] 7y .
v 3
. . A
\. . v,
-
N X -
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“ERIC
162 / . )
B o o . . . .




T = X . s . ,
l v
: 0
:l R * « N
’ 6. Schedule a team meeting to drast the final handout and assign
l responsibilic'\es for revisions, if any. Mark the date, Date H.
- N3
) ' . L s e = s o < B " |
' ' . N
N o /. Schedule meeting of the team to assign responsibilities for
g parts of the handout . This includes the job(s) of meeting
. T with groups you will want for support at the school commitctee
presentation. Mark this meeting date, Date I. -
| .
l ) H—— P8 5% B- A l
. | . . .
; ' 8+ Add other dates that will affect your planning: funding deadlines, v
X I school vacations, etc. \
) Yote: Double check dates of appoincm;cs and typing with
secretaries.
. l An example of a course approval tige line is on the next page. When
. your time line is prepared, duplicace it and give a copy to each team '
l i member. \ \ -
I ' *
)
.
AN
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Example of a course approval timeline

/
o

fdr handout

and meeting with
support

people

(cover letter ﬁlready
done,) Members

assigned responsibilities
for revisions

2 p.m. I
meeting with
.SPED director

(1) (1) - ) (G) ¢« (E,F)

Dec. 4th Dec. 1lth Wed., Jen. 3rd Wed., Jan 10th /&ed., Jan lith
(extra time '

3 p.m. 3 p.m. for vacation) 10 a.m. | 3:15 nom.

team meets team meets to draft goes/ to meeting with meeting with

to assign , draft course and typist H.S. prilncipal superintendent

responsibilities description handout l_EEEEES team |

MIA i Toxt Provided by ERIC
.

e -,

final draft to

typist and duplication

mailing goes out
to_school commitiee

| Tom

Convener: Lee Convener: Lee | Gail, ng__| /
‘Notes: Carol Notes: Carol
/ ‘ ‘
o /
C J
. /
‘ f
(L) (8) a) /
f
Fri., Jan I3th Jan.| 22nd Jan. 29th |
. !
] ' 12 goon p.m.

8 /
mittee meeting
/”
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[ III. The Survival Packet |

Who is responsiole for approving inservice courses in your system?
Whoever it is, when you approach the school committee or superintendent
or whatever official you are use to seeing for final course approval,
come prepared! N

v

Written Resources: Consider having the following materials in a

handout, to be distributed to school committee members or juperintendent
according to the time schedule just described. If the superintendent is
carrying the proposal to school qommiccee for you, the packets still

are imporcénc.

1. A cover letter describing the philosophy of the i;service program
and a brief history. of inservice in the system, including
credit policy if appropriate (this letter may be used again.)

2, A sctactement of needs met by the course(s) including dates and
results of needs assessments, non-~availability of the course
elsewhere, and te. ners' commitment to taking the course. .

3. A list of goals and objectives of the course, comprehensive
and also comprehensible to the general public: expectations of
teachers during ?nd after the course; coursge evaluation
procedure; (this could be written by the instructor.)

4. The name of the instructor, with vita (you might indicate how
rhe.instruccor was chosen, if appropriate.)

S. A breakdown of costs and sources of fundingé

Human Resources: People are very valuable in this process, although

packaging them for a school committes is challenging. If your superintendent
intends to present the inservice package alone, check wic? him/her to see
which of the people listed below, if any, he would find helpful. If you
are\carrying it to the school committee, make sure that zll of the people

listed here are well-prepared. For each, have a handout like the one

165




described above (tney won't read it.) Try to have met with each
supporter to guarantee that they all understand the proposal, i.e., can
repeat the specifics presented in the packet.

These human resources should be present when you submit the course(s)
to the school committee: \

i. Top-level administrators who usually parciéipate in school
comnicttee meetings. Be sure that they are’especially well-
informed. It is unfair (and politically disastrous) to ask them
to support a progran they do not understand fully.

2. 1Inservice team, as many well-informed members as possible.

3. Administrators responsible for supervision in the areas affected

. by the course (examples - curriculum coordinator, vice-principal

in charge of discipline.)

Those listed below this dotted line could be present, if appropriate.

4. 1Interested parent grouRs (study committees,.paxents of students
with ﬁarcicular interests or needs, P.T.A.,etc.) Students might
be included ~ check out the political implications cf including
then.

5. Representatives of sponsoring organizations.

6. Inservice coordinator, if youw belong to a collaborative or
other inservice network.

7. Teacher task forces whose needs will be met by the c~irses.

8. H.T.A. cepresentatives.

In order to lower a team's anxiety and sharpen their skills, the team
might schedule a dry run with the superintendent, asking him to play
devil's advocate and think up all possible questions. This is a valuable
wdy to interact with a sdperintendent, and .n -e probably is no one more

experienced in dealing with school committees.

El{leee
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Person-In-The-Middle

Q
I. Source: Workshop attended by Jack Hruska, UMass and Mark Reese, South
Hadley Middle School. We have watched both of them use this in workshops.

II. Goal: To stimulate discussion of the pressures involved in a role or
stuaCxon(bexng an inservice committee member, a teenager, social worker,
parent, teacher, superintendent, etc.).

II1. Befcre event: You will need to sketch out all the possible roles (about 6)
of the people pressuring the person-in-the-middle. Write a brief description
of each role on a card. Number each card: ,

Iv. Getting Started:

a. Ask for 7 volunteers. Explain that you want them to role play
conversations between an inservice team member (person-in-the-middle)
and people who are.annoyed or inconvenienced by the program.

b. Set the scene: pass out the handout (page ), exolaining to everyone
that this is the program the inservice team has planned and that, in
their roles, they are going to be asked to discuss their concerns with

the inservice team member..... If possible, place the inservice team
member 1n the middle of the circle so that s/he must turn to face each
new person. .

c. Explain to the p~i-t-m thac “you must face whoever is talking to you.
You cannot ignore anyone."

d. Hand out the role cards to the other players. Explain that when you
call the number on their card they should introduce themselves ("I am
a member of the school cormittee, I am concerned that....). They are
to converse with the p-i-t-m until you ask them to stop. Near the end
of the exercise, more than one person will be talking; that is as it
should be.

e. Call a number (randomly), give that player two minutes to converse with
the p-i-t~m. Ask that person to stop, call another number. After
going around the group once, with two m;nuces each, go arcund again,
with 30 seconds each. Then add voices, asking each one to continue
talking. (The entire exercise is impressive, but this is the dramatic

part.) \\

V. After the Eveiat: Plan time right then to discuss what people felt. The
p-i-t-m first, each person on the outside and observers. Focus on the
pressures and the emotions created, it will take a good 20 minutes. Logical
steps after that would be analyzing the proklenm (forc% field analysis)
looking at all possible solutions (brainstorming), looking at helping
strategies (some of the TET materials)} looking at supervision strategies
(Ken Bl#nchard's materials)2and goal setting.

o

Aruitoxt provided by Eic:
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VI,

Vvariations

a. Numbers: If you have more than 7 people 'you can: (1) run*more than

one group simultaneocusly (have to have trained facilitator with each
group), (2) add a few more roles (can get cumbersome), and {(3) have
others observe {(good if you are worried about stress, can run through it
twice with "How else could it be done?”" -~ need extra half hour) or,
(4) have people pair up on roles, this can be very effective, need
fairly comfortable group.

. Topics: We have geen this used where the person in the middle was

an adolescent and the others were people concerned about her/him.
These included mother, employer, boy friend, teacher, girl friend,
father, etc. The person in the middle could be a support teacher who
gets a lot of flack, a parent at a CET, anybody. Always try to select
someone for the‘p-x-t-m who does not have that role in real life.

More is learned, and it is less threatening. »

1 Gordon, T. Teacher Effectiveness Training, McKay, 1974.

Hersey and Blanchard. Management of Organizational Behavior,
Prentice~Hall, 1977.

o
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PREPARED FOR THE HEC IN-SERVICE FACILITATORS WORKSHOP .”

(The person?in-the-middle has planned this workshop)

4 PROPOSAL: STAFF DEVELOPMENT WORKSHOP

WHEN ¢

FULL DAY:
COST:

WHERE:
PARTICIPANTS:
SUBJECTS:

A REMINDER:

)

April 6, 19/8

All students will be released

$1,000

High Schkool «

All system teachers and administrators

Morning-- - .

"Every Teacher a Reading Teacher," Dr. Elvira Tuttle,
UMass, School of Education; author of I Never Learned

'Til I Was 45 and Why and Even Your Cats Can Read.

Afterncon--
"State Mandated Prqgrams,'
discussion featuring:

A three hour panel

Dr. Zeer Rocks (Moderator), State Department of
Education Mailing Room.

Freddie Fauntleroy, (Abused Child).

Sha%e Mahan, State Representative and cb-sponsor

Maude Fibble, veteran of 20 years teaching at.
Estes Kefauver Latin School.

This is a required in-service day. Attendance
will be taken.
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T.SEVICE FACILUPATOR TEAM MIOEL PROGRAM BVALCKIICN

¥ w
w

a2 rosponsibility of the Inservice Coordinator is to ronitor £he irp’ .t ol
tme Inservice Facilitator Team program and evaluate its effactivans %
ceordinator should evaluate (1) the initial fraining of the tzams aml (2) ‘h2
overation of the teams after training.

]

The primary purpose of program evaluation is to help the Coordinate
appropriate training, support, and consultation to the teoams. val
. training werkshop is useful in planning later workshons, and ess:nt i

she imsortance of evaluation. To shpport and consnlt with the t2arns aftzr in
' training, the Coordinator needs to be inform=d about how the progran is bring
jmplemented by the teams, what problems th:iy are cAp2riencing, and what wotivi
Lave been most successful.

r Lroside
1

akion of ~ach

33

1

tial in =i

* A second purpose of program evaluation is to make an informxd dacision woat
vhether to continue and expand the program in subseruent years. A third caroos? i3
to provide information to the developers of the IFI prograa, viz., the Fuushirs
Sducational Collaborative, to help them refine the model and rzvise the tri.ning
Tanual. :
myaliation can be formal or informal depending on local administracive ¢-oo s
and the aviience for the evaluation report. for example, more forml oroaoniires
i gat be used if the evaluation is intended to justify the progr:a fo th> 3200l
seard than if it is only for the use of the Coordinator in sup? wisivg Lrazca,
informl ovalnation. Evaluation quastions are identified together with w5 of
informalion for answ:ring tham. Evaluation forms are provided whish can b2 23 s

— is or aptad to meat local naeds.

INITLAL TRAINING OF TEAMS

msaluation Questions

whish of the eight competencies were addressed in the initial training wor<sheps?
what activities were used to develop the compatancies?
How successful and useful were the activities?

Sources of Information .

1. Fesdback Form corpleted by participants at =ach workshop s23s5ion. (302 aktathd
examie) )

5. fvaluation Form completed by Coordinator and training team. (52 3% W
axarple)

TEAM OPERATION

*

Evaluation Questions .

Are active team members rapresontative of the schools' staff?

EI{ILC 170 17
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Inservice Facilitator Teams - Projrxa Fvaluation page 2

n.w nuch and what types of inservice is each team responsible for?

what prodlems is each team having with internal organization and commnication?
low is each team ass2ssing the inservice necds of the staff?

tiow is cach team comnunicati ng with staff avout inservice opportunities?

what halp does each team need in locating resources? What resources can they shara
with other teams?

{s each team receiving adequate political support? 1f not, what action is the t2eam
Lixing?

W are the teams evaluating the workshops?

dow successful were the workshops and courses planned?

Are there training needs that the teams cannot meet?

Is the Advisory Council helping to resolve the teams' problems? -
is the Inservice Coordinator helpir{g to res;lee the teams' provlems?

Sources of Information

Information about these issues can be gatherad inforrally via the Advisory Council
meatings, meetings with individual teams, and phone conversations or more formally
via questionaires. The Coordinator should maintain sone sort of written recovd or
notes on a reqgular basis about the functioning of cach team in vegard to these
issues. FEven for an informal evaluation, written records or notas are imgortant in
identifying typical problems, following up on attenpts to solve problemns, and
planning program mxdifications. y
Records can be maintained fairly easily by starting a file for each team. Needs
assessment_forms and results, evaluation forms and results, copies of staff
commnications, and so forth can be filed. Notes from meetings, phone i
conversations, and other consultations about problems the team is expariencing can
be filed together with the action taken on each problem. The information in the
£iles can be used in writing periodic reports on the program.

In addition, it is useful to conduct an annual survey of team members. The survey
can be accomplished with written questionaire or a phone survey. Team members can
be asked to rate cheir team on each of the eight competencies and to make comments
about successes and needs in regard to each competency. Team members can also
comnent on the helpfulness of the Advisory Council and the Coordinator in resolving
problems. The attached Survey of Team Members can be usad as a mailsd questionaire
or a phone survey and can be adapted to local needs.. .
The chart on the following pages lists the evaluation questions together with
possible sources of answers.
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Evaluation Questions

Are active team members representative of
the schools' staff?

How much and what types of inservice is
each team responsible for?

What problems is each team having with
irternal organization and communication?

How is each team assessing the inservice
needs of the staff?

How is each team comminicating with staff
about inservice opportunities?

What help does each team need in locating
resources? What resources can they share
with other teams? '

s each team receiving adequate political
support? If not, what action is the team
taking?

lluw are the teams evaluating the workshops
they plan?

a

lnservice Facilitator Teams -- Program Evaluation page/‘3 .

EVALUATION — TEAM OPERATION - .

Information Sources

Maintain up-to-date roster of each team in file.

Maintain a list of workshops, courses, and other inservice
events planned by each team. File announcements of same.
. °

Information on problems can be obtained via meetings

plione conversations, and other consultations. Notes should
be maintained in each team file-about problems encountered .
and the action taken on each problem.’

Annual survey of team members. o

File the needs assesswents instrumants used by each team »
and the summaries of the results:; Annual survey of teams.

File copies of announcements, newsletters, etc.
Annual survey of team acumbers. P

File notes on problems encountered and actions taken.
Develop and use a screening sheet for teams to use in
sharing resources and“rating the value of resources tried.
(Sce booklet "Developing a Corputerized Resource, Retrieval

System.") Annual survey of team mambers. /
File notes on problems encountered and action taken.
Annual survey of team memvers. l“'s

File copies of evaluation instcuments used by teams and’
the sumnaries of results. Annual survey of teams.
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Inservice Facilitator Teams — Program Evaluation page 4

How successful were the workshops and _ File summaries of evaluations conducted bj teams.

courses planned? X (In addition, there are many possmlhtles for evaluat.mg‘
o - the effectiveness of the inservice act1v1t1es that

requlre additional resources and expertise.)

[ 4
—-. - Arecthiere training needs that the teams ’ Notes of meetings and other consultatlons.
cannot meet? what are the limitations? -
4 Is the Advisory Council helping to-resolve Notes of Mvisory Council meetings. Attendance at same. .
\ the teams' problems? Annual survey of team memoers.
Is the Inservice Coordinator helping\to : Notes of problems encountered by teams, action taken

resolve the teams' problems? by Coordinator, and cutcomes. annual survey of teams.
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EVALUATION FORM:

"HELPING TEACHERS BRCCHME INSERVICE FACILLTATORS"
/ )
The prlmar'y purpose of this form is to gather feedback from peoole who hawb vsad
rhemanoa - HERP ENG T EACHERS—BECCME~ENSERVICE FACERITATORS to T i SThso=50s 41
inservice planning teams. Your cooperation in providing this information will h~ip
Lo2 dcvolopers to improve and supplement future editions of the manual.

In addition, the process of coxrpletmg the form may be useful to you in plarning to
- train addltlonal teams.. . .

Directions ﬂ\
Complete the‘ identifying inEormatior{ at the bottom of this page.

Each page aldresses one of the «.lght competencies coverad in tha manual. *‘ EXTo
corpetency, identify the activities from the manual that you usad. Make a brie f
comamnts on the usefulness of wach activity and any changes yol would racenvad.
If you did rot address a-particular competency, simply write "none." \

At ‘the bottom of each page, plﬂas mention other activities you usad that ware
successful. If these activities are included in future editions, w2 will give you

credit.

.
f ]

Identifying Information { \ .

\ o hY
y
Nare , l

agency YE‘@

Addr=ss

Phone { )

*}
.
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Evaluatjon Form / HEIPING TEACHERS BECOME INSERVICE FACILITATORS —- page 2

!
Competency: Team Building 'f*
] 1
What activities from the manual were How useful was this activity?iWhat changes would you suggeét?
used to develop this competency? ) i ‘
| \ .

** Note: moke a separate page for each competency (analysis and goal 'setting, needs assessment, resource
management, workshop management, communication with school community, political survival,

inservice theory),

v




e o A s < 7 . - - - " s .
RI

~ B ~ - .

| »
. I .- E. .. . - O WS BN I N W e

. 9. Inservice Theory




¢

O. Inservice Theory

Objective: to articulate the theoretical basis for a .
successful inservice program.

This chapter is at the end of. the manual, not because
it is the least important, but because it offers an
opportunity to review the other 7 skill areas. As we
have stated in each chapter, part of the training in
any skill is some spec”fic activity, discussicn o:
assignment; the other aspect of the trd1n1ng is the
overall organization of the workshop series. Helping
the team to articulate a theory of inservice education
is an excellent example of these two aspects of
training. We do plan some specific activities to help
the team articulate their philosophy, but we also build
our philosophy into every aspect of the training
program. o

v

Over the years, our evaluations have indicated that the
most sucessful teams have spent the time to develop a
written statement of philosophy which they used in °
their planning and communication. It is hardly
surprising that t.ams that know why they are planning
projects are more effective than those teams that Just
want to "get something accomplished.'

OVERVIEW

This chapter will begin with a review of all the work
the training staff has already done in helping the )
teams develop a theoretical basis for their inservice "~

r B
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program. There are additional activities which can be-
used during the final session, or <can be slipped in to
earlier sessions if you prefer. Wwe think that
.articulating an inservice philosophy is too important
to be allowed to be boring. There is no reason why the
activities can't be fun, non-tkreatening and creative.
we have includél two examples of the brainstormed lists
that our teams have developed. Your teams will
probably add many more characteristics that we forgot.
We also have included a fairly extensive bibliography
since the next logical step for the teams, and the
training staff, is to keep informed about staff
development theory. .

ACTIVITIES

Although we put off formal consideration of philos@phy
to the final session, there are a number of activities
incorporating inservice theory in each of the preceding
days.

Day l: As you may remember our first activity (Chapter
3) was to brainstorm a list of descriptors of good and
bad inservice._ (Sometimes this is sent out in a letter
before the workshops; scwmetimes it is done during the
first few minutes of the first session.) The
descriptors which are ptlled from this list are, of
-course, the beginning of & philosophic statement. We
have included two examples in this chapter (pp.**-**)
to give you an idea of what the teams will generate.

The Force Field Analysis and Goal Setting )
exercises (Chapter 3) are, of course, exercises in
articulating philosophy. Some teams will spend time
discussing the theoretiacal framework of their goals
without any prompting from the training team. Most
teams will assume they are operating from a common
philosophic base until you ask them at the last session
to write it:-down. (There 'is no reason to assume that
the team shares the same educational philosophy.
However, we have found that team members are more
likely to agree on an educat.onal philosophy for adults
than they would ‘be if they#ere asked to develop one

3 ~ - . '
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for their students.) The concrete orientation of the
Force Field and Goal Setting exercises keep the team
moviny forward without getting bogged down in verbiage.

The assignment to develop a needs assessment
strategy also requires that the team think about their
assumptions about inservice. The types of questions
they ask and the method they use for asking them are
clear statements to the staff of what the team
believes. If the team hag not come to an agreement
about its own ohilosophy, the needs assessment will
either produce a mixed message (which will turn
everyone off), or will reflect the philosophy of the
sub-committee who wrote it (which will turn the rest of
the team off). * .

Day 2': The locating of appropriate resources (Chapter
5) , the team . building activities (Chapter 2) and
communication strategies' (Chapter 7) are excellent
examples of ways in which the structure of the training

workshops helps articulate our philosophy of inservice..

In the cross team task of listing resources, we rely on
the skills of the learners and provide a
non-threatening structured opportunity for the
participants to share information and develop respect
for each other. In helping the team practice good
team organizational skills (team roles, problem solving
techniques), we demonstrate our belief that the
learners need to practice new skills in a supportive
environment and that structured peer evaluation is a
power ful skill building tool. the task of developing a
communication instrument is a serious task that is fun
to do. As the teams compete for the best strategy,
some wonderfully creative idcas develop. One of the
most useful activities the team can do is to develop a
logo for itself. Good logos are visual statements of
the philosophy and purpose of the group.

Day 3: The process of learning workshop management is,
essentially, an exploration of adult learning. There
are a few of us who cling stubbornly to the belief that
adult learning processes are not different from child
learning processes, barring the very earl

developmental stages; and, in our more dépressed moods,
we sometimes wonder about those. However, it is much
less threatening to focus on adult learning behaviors
during this training series. If some of the
participants transfer the adult learning processes to




children there are a few of us who will be cheering.
One of the activities recommended for the team in |
Chapter 6 is to develop a consultants' packet. Part of
\ this packet is a statement of team philosophy. If the
team does not develop this during the third sessicn, it
would be a good activity for the fourth day.

Day 4: All the activities associated with political
survival (Chapter 8) involve inservice philosophy. The
person-in-the-middle finds himself or herself'defending
the team's activity by describing "what we were trying
to do." As soon as the other role players run out of
asteam on the personal inconveniences associated with
the day, they too are arguing philosophy,."what we
really need is...." BAll the political survival
strategies developed by teams start with some
assumptions about the purpose of the team.

Additional activities which can be planned to help the
teams articulate an inservice philosophy are:

1. Set up a display area where the teams can post the
completed Force Field Analaysis, Goals List, Logo,
Consultant Packet and Needs Assessment. It is
obviously important that these be attractively
presented (remember that communication skills are .
important.) You.will have to choose between offering
typing and duplicating services to the teams to help
them accomplish this task or having them do all the
production of their own. The advantage of the latter
is that they will have learned what resources are
available in their own system(s) to help them in the
future.

<

2. Have a lending library at each workshop. Spend a
few minutes each session giving a brief oral review of
a few of the most important books. Encourage
participants to borrow them by having them give the
reports, or rewarding them for reading them in some
way. There is an extensive bibliography at the end of
this chapter. o .

~
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3. As part of each session's evaluation, ,ask
participants to list briefly the components of their
inservice philosophy. By the fourth session, it should
be fairly easy for each team to write a statement.

.
.

_ 4., If you have not used the consensus-decision-making
. model, or even if you have, review the rules with the
teams then give them the task of developing a
philosophic statement using that approach: This would
be a good review of the entire problem-solving process
and a good final activity. Make sure the resulting
philsophies are not lost. Either collect the
statements for typing and distribution or, at least,
make copies of each statement for your own files. "If
you are going to work with the teams in the future,
.this will be a wonderful way to review their work with
.them later. If will also provide ideas for future
teams when they have to develop such statements.

5. Share the statement which the training team has
developed with the participants. (We assume that the
training team has such a statement. If you do not, you
lose one turn and will have to .live forever with the
knowledge that you failed to model the skills which you
were trying to teach thé inservice teams.) Ask them to
comment on it directly, or use it as part of the
evaluation process by listing the components of the
statement on the left-hand side and asking the
participants to describe how the training team has
demonstrated, or failed to demonstrate, each component
during the workshops. This a good activity for the
third session so that the results can be distributed
and discussed at the last session. 4
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HEC INSERVICE FACILITATOR'S WORKSHOP, SAMUARY 26, 1978
compiled by Vary Lou Cutier

Results of tiia, Pre-Workshop Quectionnaire

How does your team define inservice?

Inservice is a bridge between good teachers and good teaching, heloing
teachers become betler suited professionally and acadenicaily to ~eet tne
needs of all the children.

Staff improverent for better teaching regarding students. Activities which
address educational matters.

Activities aimed at increasing competencies for on-the-jc5 performanrce.
Prograns reeting the needs of teacsers in our syste?.

Learning experiencas designed to meet the expressed needs of teachers in the
district. .
Services provided in the school fremework for staff development.

Cealing with professicnal improvement and a wor=s of imoroving scnoot
efficiency. i

What are the best things that can haogen during an inservice activity?

fnthusiasm develcoed:
Higher teiener rorale.
Staff shares <nowledge.
Active invoiverént,

Mwarenass in particular areas developed.

Learn scrething adastable to one's situation.

Avareness of other programs within the district developed

Urav:s attention to the procass of education (introsgection).

Teachers gaining new knouledge and the means to ipplement. this kncwledge.

Learning takes place where needs are ret and rew intarests .re-ceveioped.
People enjoying inservice and going away sitisified wantiag rore inservice.

People motivated enough to develoo more effective teaching methods.
Teachers gaining specific 1deas, directions, and/or sourcas.

Useful inforrmation being taken by participaats suca as techniques, ficis,
¢ancepts, handouts, kits, etc. v

Sharing conmon problems, planning long range curriculum,

Concepts presented are translated from educational jargen into oseraticnal
procedures.

What are the wordét things that can happen during an inservice activity?

The ooposite of all the things listed in the previous question.
frusiration due tc »cor planning or inedequate programs.
No follow-up progracs.

¢
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Apathy.

Lack of motivation.

Complaining.

Slecping or clock watching.
tlegative feelings.

pivisicns created within the staff.

1

Boring waste of time where participants don't have the chance to take an
active part. @

Looking ridiculous in front of peers.

Getting information you already have.

Having intelligence insulted by poor presentations.

People’'s time and talents are wasted.

Resources and talents within the district are not realized or utilized.
Wihat-is offered—is not appropriate to the learners' needs or intarests.
"liaving inservice Just for the sake of having inservice."

Ny

Tell briefly 1f your team 1s just béginning. or has been established awhile,
and what kinds of activities the team has teen .involved- in.

Just beginning.....nead to assess needs. 5 teams.
Just beginning, have assessed needs. 1 tean o
Staff is reorganizing with new resbers. 1 team
Beginning team even thougn inservice nas been offared for 2 years, with
staff cavelogment tear fdentifying needs 2nd how tney will be met.
, Looking for available resources.

Wwhat is the most important thing that you hope to learn during thess worishops?
The kinds of programs which have ret with success.
Ways %o make our faculty more responsive to inservice.

How to organize and facilitate workshops that will meet the needs of our staff.
Resources, materials and people.

low to produce an effective program.
liow to make inservice more relevant.
* Now to heip teachers realize the value of inservice, that we are providing
sorething they can use. "
How to make inservick an active learning experience where teachers discover

F;-_m---u--’-?---ii

and create. .
How to create a model which will meka inservice attractive to tzachers.
How to develop enthusiasm and coopeative spirit.amcngst the staff,
How to evaluate the needs of the staff. §.
Ll
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INSERVICE: WHAT SHOULD IT BE?
foa

1. Visualize a good inservice program. that is (;oi:ng on in tha room?
How can you tell it is successful? ) ’
.« speople are alert, interested, ssking questions
...discmsion goea oa;_involved, two-way, high interaction,e excitement;

- " “Hioisy place . 3
+ooparticipants see real need, have staks in outcome B
v .. oeveryone enthusiastic, purposeful activity, positive attitudes &~

+c.participants are sharing informationm, utilizing each other as resources
.. .active participation and involvement (can be in the form of listening,
. speaking, writing, etc.) 4
++ogood feedback from participants
«o.positive feeling that a Iot is being offered-and that it is beneficial
.+.hands on, nake it, take it * .
~ . «opresenters prepared with information relevant to audience \
+oonot idealistic but useable information
.o .neauingful paterials are being studied, evaluated
.+.questions sre presented, worthwhile answers being formulated by the group
. .problem solving approach ——
+s.rooms divided into small working groups
...ooverent within and betwsen groups; doing rather than sitting
’ : .o owell planned
N «..inservice staff working, participating, observing, modeling
) ’ oo sworkshops - opportunity to learn nev classroon ideas by style of workshop
.+ oteacher oviented
...working toward a common goal
«oovariety of approaches, learning styles, individualized

_e.oresults 2Zan be translated into better programming for kids
..dnformation given is utilized, follow—up ultimately determines success
...compiling of useful information iuto a format that will facilitate
retrieval of information later {during sessions, note-taking, jotting down
of ideas)

2, Visuslize a poor inservice ptogrml that ia going on in tha room?
How can you tell it is not successful?

.o .people are correcting papers, knitting, not attending

«+.people talking at, not to, each other

.se8ilence, shqfflin , ymminp. restlessness

. +sclock watching, urgency to fet program over, leaving early

+esboredon, disintereated

...feeling that progrsm is inappropriate for their classroom, irrelevant
“ ...reluctance to partake in fiurther sessions

..onot asking for clarification

+..talliing about unralated issues

...disinterast written on the faces, the "lst's get it over with* look over

heads
+ s suUncocpaxative, sarger

..'p':oph sitting, soneona lecturing, atraight rows of chairs, inappropriate
facility

«+ .8xpensive paterials baiog focused on
+ +«bandouts which will never be read

: o 8¢ 189
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Inservica: What Should It Ba? Page 2

3.

«+.0n@ eXpert
«o .00 way of involvi®s participants

. i
What is the purpose of cn\murvicc program?

...present challenges and nev ideas to ba studied by teschers/

«..stimulate thinking, expose participants to new ideas,. :echniques, even new
goals

+s.increase knowledge of areas of competence; inform, guide, direct, broaden
horizons

+e.learn new techniques, new lppr;uches to- old problems, improve performance
...atrengthen Dresent skills
«..improve, upgrade competenciles of participants . e

PR

.s.learn about new resources, problen solve togethar, share ideas
«+oshare’ groups’ zi1lls

...meet needs of pazticipants
...peet identified needs, special nceds of participants

...ongoing progran to meet the needs of the~sthool community e e — '
«..create better learning environment for stiudents
«+odevelop meaningful programs for the classroon
+o.follow up with consulting progran

...addrasa problams in curriculum or related areas
...Tesult in better aducation for students

Other thoughts on inservice? Any characteristics it must have, oust not have? . -

...chance for everyone to exchange ideas, strategles
«..involve all lavels of school population/levels of expertise
« s oschool~based

«..participants involvad with content and each or.l\lr A/
...material fcr participants /
...variety of format or activities ’
«+o00 bull shit - quality level must be high

...Deaning for participants ’
+eorelevancy for system, to c(veryday situation “

+..design to neet needs of patticipcntn, not all people with one activity
«o.activity ordiented '

. +.sinvolve participants in plunnin;

...quality, not quantity, of iniervice dlyl the issue




ADDITIONS®' TO BIBLIOGRAPHY

L

Most of t?is b{bliography was prepared by Mason Bunker and Merrita
Hruska in i978. Books which have appeared since then include:

Beegle, Charles W. and Roy A. Edelfelt. Staff Development: Staff
Liberation. Washington, D. C.: Association for Supervision \
and Curriculum Development, 1977.

Variéty of articles on the design of inservice programs.
Lots of good ideas.
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Bunker, R. Mason and Merrita Hruska. "Developing a Network of
SecondaJy Teachers Through a Teacher Center', The Developer.

NaturaL;Staff Development Council, Vol. 1, Number 1.
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pillon-Peterson, Betty. Staff Developuent/QOrganizatgonal
Develogment. Washington, D. C.: Association for Supervision |
and Curriéulum Develgpment, 198 .
, .

Exgellent\review of role of organizational development
theory in the practice of inservice (Chapter 3). Also -
intriguing chupter on adult developmental stages which opens
up thougands of questions about meetipg staff needs (Chapter
2,. Chapters by Bruce Joyce excellent and bibliographies
good .
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Freire, Paulb. .Pedagogy of the Oppressed.' Seabury, 1970.

~
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Probably the most influential book‘ln educational
inlosoppy of the past 25 years. Slow réading.

.

L

o

. Hersey, Paul jand Kenneth H. Blanchard. Management‘pff e
Organizjatignal Behgvior. Englewood Cliffs, New Jersey:
Prentick-Hall, Inc., 1977. 2 :

\

First chapters not so interesting, rest’intriguing-inter-
esting way to look at inservice through management /leadership
lens. . , Lt . /
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Joyce, Brucei. '‘What Research Says About Inservice Education", /
(Casseltt tape). /
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Casual presentation-but worth all the "you knows" to
hear hisgnodel.of effective inservice programming.

-
————

Knowles, M. The Adult Learner: A Neglected Species. Houston, )
ra Texas, Gulf, 1978. A ,
o
Very good, although the chapter on adult ledrning in
Dillon~Peterson, by Richatd H. Bents and Kenneth R. Howey .
suggests a more innovative(approach. :

#' Quality,Practices in Inservice Education', Quality Practices
. Thsk Force of Natural Inservice Network, Indiana University,
80.

s 15 .
il

ve ! . .
%l Attractive and easy to use phamphlet Which is an‘excellent
~ sugjary of the characteristics of effective Inservice. Very
" inexpensive, can be ordered in quantity from N.I.NSchool
*  of Education, 2853 East Tenth\Styeet, Bloomington, Indiana,
41405, (812) 337-2/34. :

* Rubin, Louis, eé. *The In~service Ecucation of Teachef%?j Trends,

Processes, and Prescriptions. Boston: Allym and/Bacon, "
Inc., 19/8.

Rubin is well known-in inservice writing. Good review
with emphasis on the relationskip of resource to the class-
room. . .

—— .

Sergiovanni, T. J. Professional Sypervision for Professional
‘Teachers. ASCD, °1975.

2
Discusses the relatiopship between supervision and
inservice.

Strokes,fshéfi}‘ School~based Staff Support Teams: A Biueprint
for) Action. 1Indiana University, National Inservice Network,
1981 ’

" Although this Task Force report focuses on Special
Education-Scxvice Teams, the review of teacher-administrator
team potential'is very good. ‘

&

Verduin, John R., Jr., Harry G. Miller and Charles El Greer.

Austin, Texas: Learning Concepts,
!

Adults Teaching Adults.
1977.°




é&i
Useful as introduction or quick review. Most of concepts %3
familiar to teachers.

There has been a revolution in the world of information
retrieval. If you have access to a microcomputer which has

‘ accoustical coupling capabilities, or a computer terminal, or a
library with a computer termimal, you can use one of a number of

- electronic data base systems which will keep you up-to-date on
writings in inservice (indeed in anything). We use the Lockheed
Dialog Data Base System which has over 100 data bases, of which
one is ERIC. For those of us whose greatest moment was getting
unlimited access to the libraty stacks, this new electronic search

N process is a vap}ation on heaven.

Q
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Annotated Bibliography?

Processes and Practices for Staff Development

Brammer, Lawrence, M. The Helping Relationship Process and
Sskills, Prentice-Hall, Inc., Englewood Cliffs, New
Jersey, 1973.

The basic purpose of the book is to describe a helping
process and to provide a "road map" for - helpers as a
guide in thinking through some relevarnt principles,
skills,and research. Brammer's premise is that most:
human needs can be and have been met by non-specialist
people-helpers. ‘This volume provides them with a
framework in which helping functions can -be viewed.

Basic communication skKill improvement is emphasized

with the focus largely on the helper's task of developing
into a more aware and effective person.

Bunker, R. Mason. "Beyond Inservice ~ Toward Staff Renewal”,
monograph (1976). Journal of Teacher Education. Vol.23,
March, 1977, pp 31-34.

A close look at a staff rehewal program for junior
high school teachers and administrators is provided in
this monograph. The author uncovers a set of beliefs”
and assumptions about staff development, and then
describes activities and learning experiences which
were provided to be consistent with those beliefs.

The participants in these workshops are developing
their own curriculum for and with their children in
this urban school with the aid .of an inservice team
who are committed to helping this staff become self-
directive.

Combs, Arthur, W., Avila, D.S., and Purkey, W.W. Helping
Relationships, Boston: Allyn and Bacon, 197l.

Combs and his associates have long been examining
heal.thy human beings and effective human relations.
In this book, they provide a pnilosophical and psy-

* Bunker, R. Mason anéd Hruska, Merrita. "pProcesses and
Practices for Staff Development: An Annotated Bibli-
ography. In Touch. School of Education, Univ. of Mass.,

Vol. VII, No.2, Spring 1978, pp. )
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chological base for understanding and designing
helping relationships. This book is-an invaluable
aid to all helpers (parents, children,’ teachers,
administrators, inservice educators). The authors'
definition of learning as the discovery of personal
meaning and the con-commitant strategies suggested to
helpers have been extremely useful to teadhers and
administrators who are designing, implementing, and
evaluating inservice programs.

Combs, Arthur #.; Richards, Anne Cohen; and Richards, Fred.
Perceptual Psychology: A Humanistic Approach to the
Study of Persons. New York: Harper and Row, 1976.
(First printed in 1959 under the‘title Indiwvidual
Behavior: . A Perceptual Approach to Behavior.)

3

Fifteen years after the first statement of perceptual l
psychology by Donald Snygg and Arthur Combs activity
within the field (such as the refinement of old con-

. cepts and the development of new concepts) has made
necessary the extension and development of the per- l
ceptual approach to behavior. Two new understandings
which have influenced the updating of the earlier
works include: (1) Perceptual psychology is not just ‘ I
the study of the internal lives of persons or the
study of behavior; it is the study of persons anrd (2)
Perceptual psychology is both product and process of l :
the humanistic movement.

Edelfelt, R.A. and Johnson, Margo (Eds.). Rethinking
Inservice Education, Washington, DC: N.E.A., 1975.

The editors have collected articles on inservice
education from a wide range of practitioners including
teachers and administrators. From the writings came

a number of ideas and suggestions for rethinking

and renewing inservice education. A concise historical
perspective is provided. Issues and problems are
uncovered and challenging ideas and recommendations ar
made. ’ .

Bspecially useful to designers of insexvice programs
should be the nearly thirty recommendations which came
out of a two-and-a-half day workshop on Reconceptualizing
Inservice Education.

Henry, N.B. (Ed.).  Inservice Education for Teachers,

Supervisors, and Administrators, Fifty-sixtn Yegrbook }
oFf the National Society ror the Study of Education, 1957.

§
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I This book will be useful to those who need to know the
i history and development of inservice education in this
country up to 1956. Sections of the work Jdeal with )
various roles and programs which have developed through
the middle of this century. It provides a concise
record of what has been the condition of inservice
education, and suggests directions for the development
of programs in the future.

Hruska,’ Merrita. "Reconceptualizing Inservice Education:
A Teacher Designed Staff Development Program.”
Ed.D. dissertation, University of Massachusetts, 1977.

This recently completed doctoral dissertation presents
a conceptual framework and a design framework for a
comprehensive program of staff development. A
conceptual framework based on the research and experiences
of humanistic educators and psychologists is offered
to provide a scheme for changing inservice as it
exists traditionally. A process model---a secondary
staff development project---is presented to document
step-by-step practices consistent with the conceptual
framework. _By tracing the progress of this project
the study offers information to those wishing to
develop, implement, and/or evaluate changes in their
inservice teacher education programs.

<

IDEA Series é%

"A five year study of educatienal change and school
improvement was conducted by IDEA, .the Institute for
Development of Educational Activities, in Southern ‘Calif-
Sr¥hia. Eighteen school districts were formed into the
"League of Cooperating Schools" to help the schools"to
help themselves. The projected outcome was to help them
realize that their success was due to their own efforts
and abilities and not to outside expertise. This school
based effort to cope more productively with cextain pro-
blems in educational improvement is summarized in a series
of documentary films and extensively discussed in detail
in the following volumes:

Mary M. Bentzen and Associates, Changing Schools:
The Magic Feather Principle, N.Y.: McGraw=-Hill,
1974. .

Carmen M. Culver and Gary J. Hoban, éds., The Power
to Change: Issues for the Innovative Educator,
N.Y.: McGraw~Hill, 1973. ’
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John I. Goodlad, The Dynamics of Educational Change:
Toward Responsive Schools, N.Y.: - McGraw-Hill, 1975.

David A. Shiman, Carmen M. Culver, Ann Liebermann,
eds., Teachers.on Individualization: The Way We

Kenneth A. Tye, Jerrold M. Novotney, Schools in
Transition: The Practitioner as Change Agent,
N.Y.: McGraw-Hill, 4975. '

3

. Richard C. Williams, Charles C. Wall, W. Michael
Martin, Arthur Berchin, Effectinyg Organizational
Renewarl in Schools: A Social Systems Perspective,
N.Y.: McGraw-Hill, 1974.

<

Lawrence, Gordon. Patterns of Effective Inservice -
Education, Tallahassee, Florida: Florida Educational
Research and Development Program, 1974.

s

A comprehensive review of research in inseftvice -
education programs completed in.1974 for the Floirda
Department of Education. Ninety-seven studies of
inservice programs were analyzed according to .
fifteen variables. The procrams were also analyzed
according to seven dichotomous approaches to the
management of inservice activities. Some clear
patterns were identified that seem to reflect
trends in the field which show that differences in
materials, procedure{, designs and settings are
associated with difﬁérences in effectiveness.

Marshall, Sybil. Adventure in Creative Education, New York:
Pergamon Press, Inc., 1968, ~

©
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This delightful bogk describes Marshall's experience
in providing insexrvice education for a group of
teachers and administrators. In her attempt to
release their individual potential for being and
becoming, she provides them with learning experiences
which lead them to self-discovery and away from the
bind of the externally prescribed curriculum.

Through these inservice activities, these educators
become freer to develop curriculum with and for

their children.’

Milhollan, Frank and Forisha, Bill E. From Skinner to
Rogers: Contrasting Approaches to Education. Lincoln,
Nebraska: Professional Educators Publications, Inc., ¥
1972. '

\)‘ ‘94 © . 3
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The primary thrust of this book is the presentation

of two strongly divergent philosophical and psycho- .
logical ¥iewpoints of man. The writings of B.F.
Skinner and Carl R. Regers are selected as repre-
sentative of the two views. The explicit and implicit
philosophical assumptions which characterize each

view are presented as well as' the conditions of
learning compatible with each model and the educational
implications of each position. If readers evaluate
their own positions with regard to these contrasting
views, a sense.-of direction will be provided for
developing a framework to assist in organizing edu-
_cational principles and practices, ) Y

p

Rogetrs, Carl R. Freedom to Learn, Chas. E. Merrill
Publishing Co., Columbus, Ohio, .1968%.

Rogers relies upon the potentiality and wisdom of

the human 'being to bring about "desparately" needed
changes in education. The volume is divided into

five sections with the first two supplying practical’
suggestions for teachers for experimentation with,
classes. Section three provides some of the conceptual
W& basis for sich experimentation. The fourth part

~ explores the personal and philosophical basis and '
ramifications of the whole approach. Bringing

about self-directed change in an educational

- system and the beginnings of the implementations fo

a program ‘are emphasized in the final section. _ -&

Rubin. L.J. (Ed.). Improving Inservice Education, Boston:
Allyn and Bacon, 1371. . ‘

"phi's book offers an overview of the programs of
proftssional growth, and attempts (a) to provide an

_ ____understanding of the Organizational conditions which R
are pre-requisites for professional development; and - T
(b) to provide curriculum workers with a deeper
insight into the connections between a course of

study and the teacher who translates it into reality."
(in Edelfelt, 1975; p. 1l)

N .

Sarason, Seymour B. The Culture of the School and the
Problem of Change, Allyn and Bacon, Inc., Boston, 1971

Sarason chooses to examine the school culture via the
helping relationships.“ The recurring theme in this
book is - the more things change the more they remain
the same. The book is devoted in part to trying to’

195
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explain why this is so. Early chapters aigbuss the
difficulty in comprehending thé‘dispinguishing
characteristics of schools: in regard ‘to how they
change. An ecological way of describing schools
with an emphasis on the importance of viewing the
school culture without preconceptions and implicit
values is presented. A discussion of the.problems
of teachers and principals and their expected roles
js illustrated through a description of the Dewey

School at the University of Chicago. Real events -
and situatiofs are’ used to illustrate -ideas and
concepts. : ' ‘

Schumer, A.B. "An Educational Change Model: Preservice-

)

Inservice Continuum." Ed.D. dissertation, University
of Massachusetts, 1973.

The Integrated Day Program at the University of
Massachusetts is described as an exemplary model

of a preservice-inservice linked teacher education
approach. The study documents three years during
which the program was designed,.implemented, and
evaluations begun. The prodram is a collaborative
between University and public school people in which
shared decision-making is emphasized at all levels.
Both preservice teacher education and staff develop-
ment activities occur on campus and in the field.
All participants are involved in a move toward
developing more open, integrated ways of working with
one another and with children.

Welles, Linda. "an Approach to Inservice Growth for

reachers." Ed.D. dissertation, University of
Massachusetts, 1975. .

In this study, the Integrated Day Inservice Program
at the School of Education, uUniversity of Massachusetts,
'§§”Qe§cribed~as~an~exemplar.of a coullaboratively
planned and managed part-time inservice degree
program. The author has established a sét of
guidelines for effective inservice derived from

the literature on the helping professions, inservice,
staff development, and organizational development.
The case study provides a clear picture of ‘the aim,
activities, and experiences these inservice teachers
and University staff have planned cooperatively.

The aim of this program is toward staff .renewal and
self-direction.




Other Sources:

Avila, Donald L.; Combs, Arthur ‘W.; and .Purkey, William W.
The Helping Relationships Sourcebook. Boston:
Allyn and Bacon, Inc., 1975.

w

Beegle, Charles W. and Edelfelt, Roy A., eds., Staff ‘
Development: Staff Liberation. Washington, DC:
Association for Supervision and Curriculum Develop-
ment, 1977.

~ ’

~

Eiben, R. and Milliren, A. Educational Change: A )
Humanistic Approach. La Jolla, Caliiornia: Univer-
sity Associaties, 1976.

Lefrancois, Cuy R. Psychological Theories and Human >
Learning: Xongor's Report. Monterey, California:
Brooks—-Cole Publisning Co., 1972.

Maslow, Abraham. Toward a Psychologv of Being. New
York: Van Nostrand Reinnold, 1962.

Read, Donald A. and Simon, Sidney E., eds. Humanistic
Education Sourcebook. Englewood Cliifs, New
Jersey: Prentice-tall, Inc., 1975.

Skeele, Jennifer, ed. Kaleidoscope 19-- Inservice
Education. Boston, Massacnusetts: Massachusetis
Department of Education--3ureau of Curriculum .
Services, Fall 1977.
- s, y °
) Wann, T.W., ed. ' Behaviorism and Phenomenologv:
v Contrasting Bases rfor Modern Psvchology. Lhicago:

University of Chicago Press, 1964. -
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I #1 The NJEW ;. "Blue ‘qu,l{' cof Nutritio r\xi; Education

o S T o L N
B Devéloped. by Grahby and “Hadley teachers, nucrition
activities grades: 2~12. AlSo- atcompanying guide to

&2
4

. resources, The N.Q,w.~ka§ﬁbqw«ofx8§§qurces.BQGK; $10.00
. N - . \‘\ . v
1

#2 Developing Enérgy Edhcation‘Curficulum

’

Introducing efergy education in the curriculum.
Mlethods for organdizing inservice worksiops, locating
) T, . A N ; . : \ A \
resources, usiny dlternatlve energy models. %5400

M \

. : \
o 43 nutritioh and You in- a Month oT Two
v Hurdreds of ideas in elementary pptrdtion education
b curriculuia, developed by Sgutu-aadleyytgachers.‘J$lgwup

| - ! K B - .. .
. . . <
44 Producinyg a -Small Nonprofit wewsletter .

-

practical information on publishing newsle;uér$u~A
includiny. jyob responsibilities; graphics,“iayout,‘
: _budgeting -and printing. $5.00 . A

) o .
#5 Developiny & Computerized kesource Reti levai Bystui
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11
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filing —systems. _ $7:0U0
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#6 Helpiny Teachers Become. Inservice bacikitators

Training manual for inservice facilitator Leams’
including skills, tyaining activities, discussion
guides, llandouts and bibliographies. $1lZ.0v
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