
0

4

bOCUMENT '16SUME

Eli 227 362
;

CE 035 494
7

a .

AUTHOR. Warmbrod, Catharine P., Compo;-)Persavich, Jon J.,
17.omp.

'TITLE ostsecondary PrOgram Evaluation. ResearCh and
Development Series No. 222.

INSTJTUTTN . Ohio State Univ.; Columbus: National,Center for
. , Research ih Vocational Education. I'l

.
.,

PUB DATE Jun.81
NOTE 284p.p Sporlored by the Natiohal Postsecondary

Alliance.
: 4/AILABLE FROM National Center Publications, Box U, The Ohio State

University, 1960 Kenny Road, Columbus, OH 43210f
(RD222--$14.25)'.. .

PUB TYPE* Guides - Non-Classroom Use (055) .

EDRS PRICE
DESCRIPTORS

MF01/PC12 Plus Postage.
Administrator,Attitudes; Advisory Committees;
Annotated BibliographiesAttitude Measures;
Consultants; Cost Effectiveness; Data Ana4sis; Data
Collection; Employer Attitudes; *Evaluation\Criteria;
*Evaluation.Methods; Evaluation Needs; Evaluation
Utilization; .Evaluators; Followup Studies;
Guidelines; *InstrumentatiOn; Interyiews; Models;.
*Postsecondary Education; *Program Evaluation;
Program Implementationv Questionnaires; Reports;
Student -hittitudes; Surveys; Teacher Attitudes;
Technical Writing

ABSTRACT
Designed for. use by institutions at the postseCondary

level, this program evaluation seckage, contains instructions for
planning and imrilementing an evaluation program, instruments for
obtaining information from key sources, and procedures for their use.
Coyered in the individual chapters are the following topics: an
overvi.ew of evaluation materials, utilizationt; instrumentation-and
interviewing, consultative team evaluations, advisory committee
perceptions, administrative_and supervisory personnel perceptions,
instructor perceptions, currenk.student perception's, f011owup with

students and employers, cost analysis ei7aluation, and.preparing afid
reporting evaluation results. Each chapter that deaas with sources of
evaluation infOrmation includes subsections devoted to .goals and

objectives, procedures for administration, procedures for data
ahalysis, and model instrUments and documents. Appended to the

package is an annotated bibliography of-works dealing with
postsecondary program evaluation. (MN)

***********************************************************************
* Reproductiohs supplied byEDRS are tbe best that can be made

from the original document.
**;*********************.*****.***************************************ft*

,



(N1

RESEAROM AND DEVELOPMENT SERIES NO. 227'

POSTSECONDARY PRO0RAM EVALUATLON

Compiled apd Edited

by

Catharine P. Warmbrod

Jon J. Rersamick

0

,Thp National Centerfclr Rvearch in Vocational Education

The Ohio Staee University
' 1960 Kenny Read
Columbus, Ohio 43210

U S. DEPAITTNIENT OF EDUCATION
NATIONAL INSTITUTE OF EDUCATION

EDUCAT:tONAL RESOURCES INFORMATION

jTh,

CENTER IERICI

is document has been reproduced as
received from the person Of orgareaton
onginaung it
Minor changes have been made to improve
reproduction quaky ,

PoInts of wew or %alarm Stated in this docu

moot dO not CleCeaf:aftly represent official ME

Pcnrtion or poticy '

June 1981

,

,)

I

"PERMISSION TO REPRODUCE THIS
MATERIAL HAS'BEEN GRANTED BY

h./.+. I_A I

TO THE EDU TIONAL RESOURCES
INFORMATION CENTER (ERIC).'



J

or,

e

THE NAT ONAL CENTER MISSION STATEMENT

The National tenter
to increase the abilit
to solve educational
preparation, and pr

-Generating k

or, Research in Vocational Education's mission is .

of diverse agencies, institutions, arid organizations
problems relating to individual career planning,
ression. The Mitional Center fulfills its mission by:

owledge through research'

Developing a ucational programs an products

Evaluating i dividyal program needs nd outcomes

Providing i formationior national planning andpolicy

Installing e ucational programs and products .

-'Operatihg i formation systems end services

Conductin leadership development and training programs

0 7

3
en.



J.

FUNDING INFORMATION

PROJECT TITLE: Natiorial Rostesecondary A11i4nce Program
Evaluation Project

PROJECT NUMBER: 3641i

SOURCE OF CONTRACT:.

CONTRACTOR:

EXECUTIVE DIRECTOR: ,

DISCLAIMER:

7 DICRIMINATION
PROHIBITED

Seven Member Colleges of the.Natiopal
Postsecondary Alliance

.The National Center for Research ia-Vocational
EdOcation

Robert E. Taylor

-

The materials for this publication were prepared
for members of the National Postsecondary
Alliance. The publication was coMpiled pursuant
to an agreement with-:seven Alliance members.
The contrktor is encouraged to express freely
its judgment in professional and technical
matters. Points of view or opinions do not,
therefore, necessarily represent official
Wiance position or policy. .

4146.

Title VI of the Civil Rights Act of 1964 states:
No person in the United States shall, on the
grounds of race, color, or national origiri, be
excluded from participation in, be denied the
benefits of, or be sybjected to discrimination
under, any program or activity receiving federal
finance assistance." Title IX.of the Education
Amendments Of 1972 states: "'No person in the :

United States shall, on the basis.of sex, be
excluded from participation in, be denied -the
.benefits of, or be subjected to discrimination'
under any educational program or activity
receiving federal financial assistance."
Therefore, the National Center for.Research in

- Vocational Education, like every program or
activity receiving financial assistance from the
U.S. Department of Health, Education,_and
Welfare, must be operated in compliance with
these laws.



4

FOREWORD

TAW OF CONTENTS. '

Page

i v

EXECUTIVE SUMMARY

CHAPTER 1 INTRODUCTION

CHAPTER 2 THE EVALUATION MATERIALS: AN OVERVIEW 5

CHAPTER 3 UTILIZATION 7

CHAPTER 4 ' INSTRUMENTATION AND INTERVIEWING 13

CHAPTER 5 CONSULTATIVE TEAM EVALUATION 17

CHAPTER 6 ADVISORY COMMITTEE PERCEPTIONS 63,

CHAPTER r° AMINISTRATIVE AND SUPERVISORY PERSONNEL
PNCEPTIONS 73

CHAPTER 8 INST4CTOR PERCEPTIONS 89

CHAPTER 9- CURRENT STUDENT PERCEPTIONS 125

CHAPTER'10 FOLLOW-UP WI,TH STUDENTS AND EMPLOYERS 163

CHAPTER II COST ANALYSIS 'EVALUATION 217

CHAPIER'I2 PREPARING AND REPORTING EVALUATION RESULTS . . . t 227

REFERENCES 249

APPENDIX A 'ANNOTATED BIBLIOGRAPHY, POSTSECONDARy
PROGRAM EVALUATION 253

4

5



FOREWORD

This program evdluation,package tepresents an important scope of wOrk
undertaken by seven member colleges of the National postsecondary Alliance.
The evaluation'material herein has as its purpose program improvement. It

is des.igned for use by institutions at the postsecondary level. It provides
community and technical colleges with instructions for planning and
imp.lementing an evaluation program'within their institutioins, instruments
for obtaining information from key sources, and procedures for their use. ,A
final section deals with preparing and reporting evaluation results,.

The contrAbutions of the representatives of the seven participating
Allianoe colleges in,reviewing the material are greatly appreciated. These

persons are Dr. Joseph M. Keller, Brgvard Community College; Mr. David
Pipes, Caldwell Community College; Dr: Leon Jones, Midrgids Area Technical
College; Dr. Lillian Greathouse, School of Tdchnical Careers at Southern
Illinois University; Mrs. Mary Jolley; Trident Technical Coliege; and Dr.
Dee Martin, Utah Technical College in Provo.

Appi:eciation is also expressed to Catharine Warmbrod, Program Evaluation,
,Project Director;*Jon Persdvich, Graduate Research Associate; and Ann Nunez,
ResearCh Specialist who served -as a consulting editor. Final edit was done

by Brenda Sessley in the Field Services Division. 'Their contributions o
the project are reflected in this book.

Robert E. Taylor
,Executive DirectOr
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EXECUTIVE SUMMARY

This book was pfepared to present an evaluation package that can be
utilized to evaluate postsecondary occupational education programs at the
local level. These materials are designed to gather information from the
following' sources: consultative teams,- advisory committees, admiTistrative
and supervisory personnel, instrpctors, stiudents. and employers. 'Each

chapter that deal.s with these sources.of Anformation contains the following
subsections: Goals and Objectivesdefines potential outcomes of that
particular aspect of the evaluation process; Procedures for
'Administrationprovides a suggested step-by-step sequencing of.the tasks
leading to the accomylishment of the objective; Procedures for'Data
Analysispresents a suggeSted Method for organizing the information gained
into valuable data; Model Jnstruments and Documentscontains sample ,
instruments and documents that have been developed and field tested. Two

additional chapters, one deal-i-ngwith c6st analysis of occupational
education programs and another with preparing.and reporting evaluation
results, are also presented. >

S.
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CHAPTER, ONE

INTRODUCTION

1 ,

It

Evaluation of educationa1 programs is essential to determine their wOrth
and to.provide for their continued improvement and effectiveness. Although
postsecolidary tnstitutions gather much data to meet state and federal
evaluation requicements; there has been a need for an evaluation,system
designed for use'et the postsecondary institutional level.

To meet this need, seveh member colleges of theNational.Pgstsecondary
.Alliance sponsored a project to survey existing material and to select from
this the best ansi most appropriate material.for their use. This book
contains that material,, providing a system, implementation procedures,

.

instruments, and instructions. Users are encouraged to further adapt and

.modifythe materials to.their Tarticular institution.

The word evaluation has many different meanings depending upon the' need

it is designed to meet and whether the focus is formative or.summative,
process or product. The woriking definition used here is 'ag presented by

.Werilling (1980). He defines evaluation:as:

The collection of information and judgments to facilitate
planning, to aid in the improvement of programs, and.to meet

accountability demands.

Wentling_(l980) further identifies five outcomes of evaluation that are

significant to the postsecondary institution. They are planning, decision
making, professional development, program improvement, and accountability.

1. Planning

'Evaluative information that provides measures of resources,

limitations; and possibilities is es-sent-i-al ih gtablishi-ng
and assessing objectives and is useful in planning. Such data
can help instructors deterMine the worth of an existing scheme
or plan by revealing:its reasonableness and gbal,achievement
level.

2. DeciSion Making

Decisions, regardleSs of their magnitude, must be based on a
certain amount of information. Decisions regarding assignment
of personnel to programs; selection of students; program
changes, additions or deletions; and those regarding the.
selection of alternativeoproposals may all require some justifi-
cation. One manner of arriving at defensible decisions is

0
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to gather objective evidence that support the decided action. ,

Decisions based on intuition alone are often difficult to justify
lwhereas those based'on evaluative information,.are often more ,

defens-ible and justifiable to program staff, the administration,
and the underwriters of public,or private instrudtional programs.
'Evaluation information-not.only aids in decision making.but in
decision ,tustification.

(

: ProfessiAnal-Development ,
Evaluation can benefit instructional. or ancillary personnel.
A-comprehensiveevaluation'system that idtntifies del.

ficiencies and Strengths in personnel perlWrmance will be
helpful,in promottng desired behavioralAhanges. Many times
the evaluation'of facultY is conductedAtly to bestowtenure
aq promotions orto meet governing board mandates. However,
staff performance is probably the most important contributor
to the success of a program, and evaluation is invaluable to the
improvement of this critical element. Not only will evalua-
tion work'to upgrade evaluated staff,..bUt staff members willo are

involvd in bhe evaluation and ,its procedures will...gain a

measure of evaluative expertise to helothem plan and evaluate
their own activities.. In this respec,t, participation in evalua-
tiO is viewed as a professional development-activity.

,4. Programimprovenient

Evaluation-of programs will nearly always contribute to better
service for students, if the evaluation offers both
value judgments regarding what is happening Within the program
'and.consultative suggestions for program improvement. The
improvement of programs and offerings is themost,important
goal that evaluation can assume. To supply information for
planning and decision'making.and to assess the current program
the evaluation activities'should identify the,actionsi compo-
nents, or characteristics that prdiloted desired or undesired

outcomes..'ynce program deficiencies have been identified,.'
corrective action may be taken. Processes or,components that
have beeq found to.contribute to a program's success may be
adapted to ther programs or to other portions of_the same
program. '

5. Accountability

Both the private and public sectors' demand vidence that
current educational` programming outcoMes ar worth'their
investment. just as:Wall Street brokers as ss a return
on their investments, the taxpayers-and 'the tockhdlders
evaluate their inveStment.in.publit,and pri te education.,

2
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Educational accountabi 1 ity requires a presentation of pr ram

results (g.g.., placement of students in jobs, athievem nt
scores, incresed sales, moreefective management)' in rela-
tion to inCurred costs and pstablished objectives. From an

internal per'spective these 'atcountability megsures can aid

program managers and admini strators V 'he) ping to justify

their decisions regarding the expansion, deletion, or
revision' of exiSting programs. A well-conceived evaluation

program or system withth an education or training institution
helps ,meet this accountability requirement.

S.
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CHAPTER.TWO

THE EVALUATION RATERIALS: AN OVERVIEW

Web

The evalOation materials presented 1n this document are patterned after
andcontaiVSections taken directly from Project tEAP (Local Educational
Assessment'Prolgram) which was develOped at a postseCdndary institution, the

Athens Area Vocational-Technical Schppl. Project LEAP vs funded by the
Georgia Department oriducation, to provide institutions wtth'a mechatitm

for improving the educatibnal process for the,institutioA, the programs, and

the individuals involved.

0
The evaluation materials presented here are imtended to be:

"comprehensive"--encompassing perceptions from all

segments of the educational community;

"c'yclic"--allowing for continuous assessment of

( nedds and'continuous growth activities;

"valid"-=one that was based on the modification of proven

assessment instruments and techniques;_

o '"usable"--exportable and implementable by'current,

staff;

"use41"--meeting the accountability requirements of
federal, state:, and local demands--and providing
instltutions a mechanism for improving the educiona4
process for the institution, the programs, and the

individuals.

In using these evaluatioh materials, information may be gathered from

one- more of the following primary sources: consultative teams, advisory
commit ees, administrative and _supervisory 'personnel, stUdents and '.

erhployers, and instructors. Each primary 2ource is the focus of an

individual thapter within this document. These particular information-
gathering chapters are internally organized into the follpwing four

sections:

4
1. Goals and Objectives--defines potential outcomeS of that particular

aspect of the educational proceSs.

2. Procedures for Administration--provides a suggested step-by-4tep
sequencing of taqs leading to the accomplishment of the objectives.

4
3. Procedures for,Data Analysis--presents a suggested method for

organizing.the information into usable data.

5
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4. Model In.s.t.ctmlents and Do(Amients-IrIntdin (.:opies of instruments dnd
document4 that hdve been developed and fie4d tested. .

Additional chapters are given tcrukilization of the materials,
instrumentation and interviewing, cbst-analysis 6fa1udtion, and fina.11y
preparing and reporting evabtation reSults.

materials are designed to assist the locd1 institution in organizing
and'ileliveririg an evalndtion method thdt produces institutional, program,
and individual improvement in the educattondl process.. Lach i-nstitution is
encourqed to modify or adapt this material in ordei'.to meet its individual
needs./ ,

L
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CHAPTER THREE

UTILIZATIUN

Fatulty and Staff Involvement .

The following are key fac tors to the -success of the evaluation process:

1. The purpose of the evaluation must be eniphasized. This material

tois designed to allow all- staff to participate in activities,
that are of direct benefit to them.and their students. It dbes

not exist to evaluateteacher perfOrmance relative to job tenure

or promotion. . ^

2. Staff commitment fb using the model and their understanding of the
procedures and responsiblities involved in the total process are

necessary.

3. It'is essential that faculty be represented in all planning
committees related to the program. 'Faculty should participate in

the selection of external evaluators, imscheduling, in modifying
or developing instrumeilts, and; most,importantly, in tdentifyjng

needg.

Only by full partiCipation and open communication can,an evaluation,
prograM deVelop the idea-that Neu are doing this. The process of faculty

orientation and involvement cannot be overemphasized.

Some suggested avenues for faculty and staff orientation are as

Jollows:

o Through inservice meetings

o Through general faculty meetings

o Through diviSlonal or departmental meetings

o ThroUghlindividual Conferences,.;.

4

Local Needs

se,materials are designed to apply "to a broad-range of vocational-
technica jnstitutions. Prior to the implementation of any segment of this
Material, a faculty-administrative committee should review all components,
including ohjectiyes, procedures, sample documents, and 'instruments and

Should make appropriate modifications.

1 3
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"1 Local Organization and Ddtd Flow

Local personnel res;ionsibilities must be defined by each institution
when adipting ind implementing, this or other assessment-development
materials. The Data Fjow Chdr' depicts dssessment phdses (Sample Document
1).

In phase one, Needs Assessment; an individual, iderif.Ified as the
institutional rempwrit:Oye, should be assigned to coordinate the
assessment process for each data source. In a second functional phase, Data

-..AnalYsis and Synthesis,one person is assigned the responsibility of
i-eceiving, organizing, and maintaining data in a format that relates to an
indiv'idual or an tristrucional progr jui. A sedond perpn should be assigned
accordingly lor those. institutional needs that are identified.Jhe third
phase, Personnel, must e priority needs, deV'elop improvement plans,
Implement those plans, and eydluate the rgsults. Personnel consists of
instructional supervisors and t-heir.instructional staff or the institutionAl
director/designate and approprfatj! staff. .

!
Although institutional representatives are selected to implement each

information gatheriAg phase of the evaluation effort, an evaluation
coordinator should be selected to coordinate the comprehensive institutional
effort. -khis person would oversee the project and be available to the
institutional representatives for guidance. "The evaluation Coordinator's
responsibilities would include seeing that each activity is conducted at t'lle
appropriate time, that the flow of information is appropriate, and that
(activities 9re conducted in d manner'consistent with the Objectives of the
program. In essence, the, evaluation toof.dtpator would.have the
responsibility of assuring that the, total evaluation i properly conducted.

,

Component Utilization

The materials_presented in this document are designed so that selected
chapters may be used individually or in unison With the total system. Many
times, rather than conducting d comprehensive needs assessment, supervisors
or administrators identify specific operdtion4 needs or have "hunches"
regarding potential or existing problems they Wish to assess. Tn cases such'
as these, specific components of the assessment design can be selected to
verify or identify the same.

Logical sequencing dictates that certain components be used at certain
-times. For example, annual follow-up activities shodld be designed to occur
after graduation; stuaent perceptions shoull not be assessed during
students' first'week of attendance. The Car'endar of Events (Sample Document
2) provides a suggested sChedule- for implementation of ap evaluation
process.

, 1 4



Data Assimilation

It is imperative that the local institution derhe a spetific procedIke

forthe assimilation of data. All institutions constantly generate usable

data but.few have an otganized &ystem that allows data to be pulled tqgether

and used for planning or improvement practices.

Staff and.Program Development

Early in the.evaluation process it must be recognized that improVement

is the primary goal. One shOuld not let assessment become the primary goal.

Assessment is important, but only to isdenfify needed.improvethents.

Irriprdvement activities should be focused on those needs cOntained on

the appropriate Nee'ds Analysis P)19ftle. Both the improvement activities and

the evaluative.criteria used to judge successful completion of the

improvemerit activity -should be based on mutual agreement between the

individual responsible for the activi,ty and the immediate supervisor. The

Important point is that through a dooperative effort, the institution

improves, the program improves, the individual improves, and the students

benefit.

9
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PHASE I
I

Needs Assessment

A

DATA FLOW CHART

Sampre Document 1
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Community

(Follow-up
Data
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Data Analysis
and.
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PHASE III
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Instruction
(Individual and
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Director
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(Institutional Needs)
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74,

CALENDAR OF EVENTS
for Implementation of

EVALUATION

Sample Document 2

ACTIVITY Oct. Nov. Dec. Jan. Feb. Mar. Apr. May June July Aug. Sept.

1. Consultative Evaluation Teams X X .

2.
a

Student Perceptions
.

X
.

3. Instructor Perceptions
....,

X
.

4. Administrative and Super-
visory Perceptions . .

X
..

5. Accumulate Extant School
Data ,

,

1
,

,6. Cost Analysis -
.

,

7. Analyze and Synthesize' Data
-

7 X , X

i

,

8. Needs prioritized and
_objectives established

,.
.

X
.

.

.

9. Develop ImprOved Contracts , , X
_

. . .

10. Improvement Acti4ties Begin
.

,X X

11.
,

Follow-up Activities
. .

X . -X ' ,X

.

X X X X X X'
.

X

12. Evaluate Improvement
Activities -

.
X X

18
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CHAPTER FOUR

INSTRUMENTATION AND INTERVIEWING

/ Appearance and Design of Ingtruments

Wentling (1980) gives suggestions for developing and modifying
evaluation instruments. To attract and hold attention, instruments must be
visually appealing, readily understandable, and easily completed. Research
has shown that the following factors dffect the return rate of mailed
questionnaires:

,

I. Appearance of the instruments

a. Attractive des'ign and typing Of. instrument are important.
c

b. Good quality paper, preferably colored, should be used.

2. Design of the instruments

a. The instrument should be-brief and allow for easy completion.

b. The directions should be concise, complete, and placed close to the
items so that the respondent will not have to flip back and forth
through the questionnaire. Set off directions with heavy,
distinctive lettering..

c. Questions with similar types of respOnses should be grouped ,

together. 'For example, place questions with check-type responses
together and written comments together.

d. A deadline or desired return date should be given.

e. The mailing address for returning the instrument should appear in
plain sight.

f. A stamped, addressed return envelope should be included.

g. -Sufficient space should be provided for responding to each
question.

h. The follow-up letter should gned by someone held in high regard
by the respondent."

-1

1. When second notices are mailed, send an additional questionnaire.

'For aid in tallying, instruments should have a rating Eple if one
can be appropriately applied.

1 3
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k. The same rating scale should be u...ed with similar insteuments to
keep the results valid.and interpretable.

,

Principles of Interviewing

The following intervrewing'guldelines are cited in the "Locally Directed
EValuation-:-Illinois Office of Lducation" (Illinois Office of Education,
1976) and given aS suggestions when applicable.

Intrviewing is 'a basic assessment method. )An interview is not just a
conversation; it is, reher, a orefully thought out technique for finding
out from respondents how things are and how people feel and think. The
interview itself is not intended to change or influence the respondeirt. The

interviewer, theref6re, must be an understanding person, capable of accept-
ing what therespondent says without,judging or rejecting.

a. The respondent needs to see the interviewer, as Someone
who is not a threat to his/her immediate or-future
well-being, nor to Itis/her self-esteem.

b.. The respondent needs to see the evaluation itself as
not posing a threat.

c. The respondent needs to understand, eVen in a ltmited
'way, the imrpose Of-the evaluation, the reasoJ1 for
selection, and the riecessity for cooperation:

414.

d. The respOndent, needs tO see the interview situa_tion as
.._ . .

a pleasant way of spending-soilie time. .

e. The respondent needs to feel, after the interview is
completed, that it was a real opportunity for free
expression on a particular subject.

To meet these needs of-the respondefit, the interviewer musI be
conscious of the style and the content of the interview. The following are
suggested techniques that help to ensure ,a good interviewing relationship,
as well as to obtain an acCurate, unbiaS'ed 4nterview:-

a. Be-friendly and informal but at the same time,

professional.

b. Be a sympathetic, interested; and an attentive listener.
Be neutral with respect to the subjf!ct matter. Do not
express your own opinions .either-on the Subjects being
discussed by the resRondent or on the respondent's ideas
about those subjects.

V.



C. Be observant. Be alert to the respondent's manner of
expression and use of gestures.

d. Last, but not least, be at ease yourself, in the interview

situation. If you feel hesitant, embarrassed,.hurried, or
awkward, the respondent will soon sense this feeling and

behave accordingly.

/ ^
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CHAPPER FIVE

CONSULTATIVE TEAM-EVALUAT ON

A. A

This chap ter is divided into four sections and provides a methodology

for the evaluation of occupational program& b persons extegial to the

educational institutidn. The sections'are% als and Objectives, Procedures
!for Administration, Procedures for Data Analysis, and Listing of Sample

Documents. Implementation phases, previsit', visit and post visit are listed

under Procedures for Administration. Sample docuMents and instruments used

, in gathering the evaluative data are inclAded. ;

/.

Goals and Objectives

Goal :

.
To have occupation'al prograMs evaluated by appropriate persons external

to the educAtional institution.

'Objectives

The fdllowing.are objectives of consultative team evaluation:

1. To provtde data for valid program development activities

2. -cp identify needed curriculum improvements

3. To identify needed plariges or modifiiptions in physical.

facilities
4. To identify instructional equipment needs
5. To identify nee4 in the learning- resources area

6. To provide data relative to deCisions_in expenditure of ,

funds

7. To compare business and indUstrial standards with institutional
and occupational program standards .

8. Inform, inVol.ve, arid utilize expertise of representatives'
from-related business and industry

9. Inform business and industry about the institUtion and the

otcbpational,program-
10. Improve job placement opportunities for students
11. Identify future occupational trends

12. Identify an existence of sex bias
13. Identify unmet needs of disadvantaged,and handicapped

students

17



Procedures For Administra.tton
_

'Selecting the Institutional Representative

Prior to the csamencemerLt of any evaluation activities, the, institution
should desivnate an institutional representative to be-in charge of
administration of this component. It is recommended that the institutional
representative be an administrator or supervisor, be familiar with and
engaged in.the day-to-day 'operation ofthe occupational, programs and
-services, and be able to devote appropriate amounts of time to these

-0

.Determining the Composition of the-Team

To ensure-that the institution's instructional.program is current and in
keeping with the occupational needs of the community, representatives from
local business and industry are invited to participate in a consultative
team evaluation for each occupational program. Local representatives who
serve on a team should meet one or more qf the following criteria:

Familiarity with the philosophy, principles, and concepts
of occupational education
Current employment in the occuktional area
Service as an- advisory member at the local level
Knowiedge of the requirements of the occupations
for which training is being offered

I))

The following two groups of individuals are proposed as possibilities
for inclusion on an evaluation team:

I. ReqUired,Representation

a. Specialists or experts presently working in the occupational
field

b. Employers of graduates
c. Former Students or Graduates employed in the occupaticinal

field.

2. Recommended, But Not Required, Representation-

Educa ion and training professionals
Inte ested citizens not covered by other categories '

MeMbe s of the governing board, general advisory boards, and
craft advisory boards,

-(1.:Members of the local chamber of commerce

c.

The number of team'Members should be determined by the scope and focus
of the evaluation. The institutional representative, in conjunction with

,

tO

1100`
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the instructional craordinaeor of the program being evaluated, should Make at,

judgment as to thq.size of the teaM necessary to accoftlish the objectives '-""3'

of the stUdy. Some considerations on.the size of a team are number'of. .

faculty, number of stude'ritt,'and the amount of time to be devoted to the'

actual visit.
..,.1,. .

# It ts recommended that a ilew slate of team_members** selecied each time

the,institutioa undergoes a censultative team 'evaluation''This woukci avoid - 4.
undue imposition upon the time'and talents of any person and get new input

each time from different team members.
,..

Daermining the Scope-.of the Evaluation

4A

The scope of tfie,consultative team evaluation'will vary,with differentJ./_

institutjons. Some considerations when determining scope are (1) to keep

the range of activities within limits of mhat the teaM could be expected to

study, observe, and evaluate in the allotted time and (2) to ask the team.:e

only to 'study,Ipbserve, and evaluate areas in which the memberes tpuld have

expertise.

The following areas would be appropriate .for the consultativeiteam

evaluation:

of

1. Physical Facilities: To ifficlude such factors As space:7,

adequacy, organization, light, heat, ventilation,- noisflevel, ,Snd -

safety considerations

,

2. Instructional Program: To include course content t cow's&

sequencing, course emphasis, organization, relevaq,

departmentorientation programs
O 4

;:f

Equipment: .TO inclUde suqh factors°as appropti4tenes Ouantitil

and operational condition of the instructional equipment' within'the

respective program

4. Supplies: To include quality, quantity, and availability o

supplies essential for effective.instretion

5. Instructional Materials: o Thclude handoas, audiovisuals,

reference materials., and,other materials-needed for.effective

instruction

6.. Upgrade training: TO include the need for addition, deletion,-or

change of short-termupgrade courses currently offered by the

institution, either through on-camPus or extention serVices

1. Sex Bias and Racial Bias: To identify any existehce of sex or

racial bias in a- program

19
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Previsit hepitation

. -

The follewing dtllies are the responsibilAties of and shoul4 be conducted
!_14by the persons indicated Delow:\.

1.,4nstitutiqbal ReprdOiltbtive's tevisit Responsibilities

a. Helps familiarize titose involved in the evaluation process with
the procedures and concepts of the evaluationsand works toward
a-commitment from them. --

b. EmphaStnes to thoe into1vIiri the evaluation process that the
team members arelving their.time and expeitise to help the
institution and sbOuld be treated in a cordi 1 and cooperative
manner.

-c. Fami-liarizes himse dfierself with the various manuals, forms,
i6Strume41ts,--etcc;and is available for any explanation'to
those who-will be using these materials., -

?2'7,='4

4...05Aiihtaged'and Handice.pped: To Wentify any unmet-needs, of"
disadvantaged and handiNpped students

.4-'43%
Y0p,/

'"

d. Reviews with department chairperson and other local
personnel the instruments and documents and makes changes or
mdifications based uPon specific needs.

e. .Works witfLappropriate institutional'personnel in arranging the
date for the team visit. :

f. Mails each eam member a pac,ket ormaterials that includes:

nfirmatIon etter '(Sample Document L) with--
, .

reporting time, date. and destination,

o schedule;

o, pArking provisions,

- o- invitation,to'TunCh (if-appropriate);

(2) list of'duties for the,team members (Sample Document.2)--,--7----
%

(3) sample copy of the Consultative Team' EValuation Report
.(Sampl.e Document 3);

l(4) currcul
-

.

2 00
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(5), list of short-term courses taught on an annual basis

% related to the occupational program:

'2. Program ChairpeFS"an's Previsit Responsibilities
,

a. Submit to the institutional representative'a list-of-prospective

tuff members. The team members should have expertise in the

occupational area so that'tfieir review, assessment,'and recom-

mendations,will be meaningful to the program. The chairperson

contacts prospective team members.and requests their

participation On th'e consultative team.

b. Transmits t,o Oe institutional representative a copy of the

curriculum outline be sent to each team member prior to the

-visit.

c. InforMs students in a poSitive manner'of the schedule, date, and

purpose for the consultative team eValuation.

d. Alert students to the possibility of an intervieW.

e. Arranges meaningful learning experiences for students whtle they

are'a part of the'consultative team.

f. Verifies that requ:rred representation is included on the

cbnfirmed consultative evaluation team.

g. Transmits the names, addresses, and business affiliations of

those agreeing to serve as team members tolhe institutional

representative, .

3. Consultative Team's Previsit Responsibilities

a. 'Studies the curricillum outline of the program to be evaluated.

+h.

b. Compares the curriculum being taught with needs of business and

industry.

c. Examines the consultat,ive team evaluation formi that wilfibe

uSed as a guide during the actual team visit.

Visit Preparation

The amount of time designated for the visit depends upon the sigegof the

prograr_being evaluated. After the team's.observation and study,each team

member is asked to meet with the institutional representative. Thereafter

the team pembers may complete their consultative team evaluation 'reports

(Sample Document 3). Or if they desire, they may return for, more

observation and study of the program. This schedule will Nary-according to

tile.schedule of the team members.

,t2 I

s P7



.

The following activities should be the responsibility of and conducted
by the persons indicated:

1. InstitutiOnil Representative's Visit Responsibilities

a. Meets with the team members for a brief orintation prior to
entering the program area:

(1) Serves refreshments during a brief '56e-breaker" social,
if appropriate.

(.2) Supplies team membersmith appropria&materials (paper,
pen, name tag, report forms, etc.).

,

.(3) Familiarizes the team members with the schedule and
procedures for the visitation and reviews the evaluation
forms the team members will be completing.

(4) Encourages all team members to stay for their contribution
to the summary report that is compiled by the
institutional representative from.individual reports.

(5) %sks the team members to interview all inWuctors and
randomly selected students during the'course of the visit.

b.. Introduces all instructors andcpie team members before the team

begins its observations and inferviews.

c. Gives a brief tour of the departmental facilities to the team

members.

d. Monitors the pr'O'gress of ttie'evaluation team to determine,that
activities are proteeding as planned and Acts s a resource

person.

e. .Chairs the summary conference with the team as defined under

data analysis. Works with team members who have extenuating
circumstances concerning the visitation time and/or schedule.

f. Works with team members who Dave extenuating circumstances
concerning the yisitation time and/orschedule.

2. Instructors' Visit Responsibilities

a. Should be prepared to provide additional curriculum
materials.;-course objegtives,,lesson plans, audiovisual
instructional materlialt,.reference and resource materjaTs,

, supplies, and instractional handouts.

22
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b. Should be prepared to -answer questions concerning P4 y aspect of

the program, curriculum,
equipmpnt, physical faci T ities, and

learning resoufces
.__

3. Consultative Team!s Visit ResponstbilAties

a. Meets with,the institutional representative in.charge of

evaluation for orientation prior to entering the program area'.

Examines-the-programcurriculum
afid.objectives-to determine if

they are consitent with occupational needs.

c. 'Examines teaching material supplies, and equipment being used

in the program.

d: Makes an effort to contact all program facujty membets and as

.Many students as possible. .

e. Records comments and observations on the consultative team

evaluation report.

f. Meets with the institutional representative for tibe summary

conference,to discuss the visit, review and assess the

findings, clarify any ambiguous responses, make recOmmendations,

and stAbmit individual reports.

Postvisit Activities.

Institutional Represetitative's Duties.

a. Promptly sendi a thank you letter (signed by the director of the

institution) to each team member (Sample Document 4). The

institutional representative may desire to solicit the aid of

program staff, in accomplishing this.'
--

b. Prepare a writteR,response to each.team member indicating plans for

and progress toward implementation of the team'S recommendations

(Sample Document 5).

Procedures for Data Analysis

The.purpose ofthis,section is to organize the data gathered through the

team investigations into an understandable and uSable format.
,

e

Institutional Representatjve's Duties:.

1. Chairs the consultative team evaluation summary conference, serves

2 3
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as a liaison person, gathers all data and reports'from team members,
arid gets claritications and interpretatiors where needed.

2. Prepares a consultative team eValuation thank you letter (Sample-
' Document 4) after the team has left tHe premises.

3. Conducts an institutional summary conference'with all concerned.
-personnel, such as, director, program chairpersonscoordinators Of
student persofinel services, and instructors.

4.. Refers the accumulated data to the person designated to omplete the
"program needs profiles."

Data Utilization

The primary purposes of this total evaluation moel it (1) individual
improvement, (2) program improvement, and (3) institutional improvement. Ih

order for the data gained from the assessment-process to be meaningful, tbe
data must be used. IT IS EXTREMELY IMPORTANT THAT ALL CONCERNED PARTIES.BE
INFORMED OF THE RESULTS AND THE IMPLICATIONS FOR IMPROVEMENT.

Consultative Team Evaluation Flow Chart

, The Consultation Team Evaluatton Flow Chart on the following'page
summarizes the process used to accommodate the consultative team evaluation
within tlie institution.

Oa
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CONSULTATIVE TEAM EVALUATION FLOW CHART
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-
IASTING OF SAMPLE DOCUMENTS

Document Number Document-Name

1. Confirmation Letter

.2. Team Member Duties
,

3. Consultative Team Evaluation Report

4. Thank Yall Letter

5. Follow-up Letter and Progress Report

6. Consultatiiie Team Evaluatiiie Summary
Report -

7. Alternative Consultative- Team Program
Evaluation Instrolint

8. Assessment Profiles for the
Alternative Consultative Team
Evaluation Report

4

2 6 33
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CONFUMATION LETTER

Dear Mr./Ms.:

Sample DocuMent 1

Thank ;ou.for your positive response regarding the Consultative Team
Evaluation of the Program of.this
institution. Your services will contribute to the occupational preparation-
offered at"this school.

Enclosed is a packet of information concerning the role and duties of a
consultative team evaluation member and aTso a description of the program
you will be helping to evaluate. Please review this information prior to 'the
visit. /

As previously discussed;the meeting-is scheduled for
. Your intere§t in vocational education by agreeing to

serve as a team member is appreciated. Your participation and involvement
in all activities is encouraged. It is especially important that each team
member stay for the entire session and have his/her contributions included
in the summary report.

If you have .any questions after examining the materials; please telephone us

at . We are looking forward to working with you.

-JD/ije

Enclosures

NOTE: Parking provisions
letter.

Cordially,

John Doe
Institutional Representative,

and reporting destination should be part of .this

If an invitation to lunch is given, it should be a part of this
letter.

2 7
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Sample' Document .2

CONSULTATIVE TEAM MEMBER DUTIE-S

Consultative Team Evaluation

A programievaluation inVolves the visitation, observation, and-analysis
of an instructional program by a team of individuals with expertise in the

area and with the purpose of providing miggestions for improvement.

Duties of a Mani Member

Previsit Responsibilities
.N

1. Study the curriculum outline of the program to'be eyaluated.

2. Compare the curriculum being taught witll actual needs of business and

industry

3. Examine the consultative team evaluation forms that will be used'as a

guide during the actual team visit.

Consultative Team Evaluation Visit Responsibilities:

1. Meet with the institutiOnal representative in charge of evaluation for
orientation prior to entering the'program area.

2. Examine the program curriculuM and objectives to determine whether
or not that they are consistent with occupational needs.

3. Examine teaching materials, supplies, and equipment presently being used

.in the program.

4. Make an effort to contact all faculty members and as many students'as

possible.

Record comments and observations on the consultati-ve team evaluation

form that has been.provided.

6. Meet with the institutional representative for the summary conference to
discuss the visit, teviewand assess their findings, and make .

recommendations.

2 8



7. Submit individual conlintative team evaluation reports (Sample Document

3) to the institutional representative and clarify'any ambiguous

statements or responses.

2 9
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CONSULTATIVE' TEAM EVALUATION REPORT

Program: Date:

Team Member:

Business Affiliation:

Sample Document 3

The consultative team evaluation members examine and make recommendations in

the following areas:

I. Physical Facilities

2. Instructional Program.

3. Equipment

4 Supplies

5. Instructional Materials

6. Upgrade Training

Each,consultative team member should visit the area of the'program being
evaluated, observe the physical facilities, equipment, supplies, etc.,
interview all instructors and random students, examine program goals and
objectives, handouts, etc., and ask for any needed interpretations and

,c1,arificat.ions. While in the program area, the team member stould record
responses and observations on the consultative team evaluation report. The

recommendations may be written then or during the sumbary conference

session.



/ Page 2

Physical acilities--To have effective'instruction, the physical facilities .

must meet t,e needs of the programs'and students. Please rate the following:

\ Evaluation Scale: 1
\\\3 'points Excellent - Needs no improvement

2 points Adequate - Needs slight improvement

/ 1 point Inadequate - Needs definite'improvement
Ospoints Not Applicable- Doesnertapply

a/ 'The size of the c assroom(s)

b. The size of the labo atory area(s),

c. The lighting in the cl ssroOm(s)

d. The lighting in the labor7atory

,area(s)
A\

e. Gas supply, if needed fo
instructional operation

f. Water supply, if needed for
instructional oPetration

Electrical service availabl

h. The noise level of the depa tmet

.

i. The safety-coAditOtns in the
classroom(s)

j.. The safety conditions in the
laboratory area(s)

k. Housekeeping--neatness and
organization

1. Proper storage facili.ties

m. Walk'ing/working space avail ble
for free and unobstructed
movement in the area(s)

EXAMPLE:,

CHECK APPR PRIATE RESPONSE)
3,points 2 points 1 point *

i.

0 points

.

,

,

,
..

,

.
_

.

,

.

.

.

_

....,

.
.

.

.

(PLEASE IDENTIFY CL 5SROOM BY GIVING ROOM

;,)our /0? Itc, i l fioc aa(I ifional alectr1..ca7 otlets._

NUMBER.)

s-sssYssm,s
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I.

2. InstrUctithal. program

.

-J

.44

a. Are program goals and objectives clearly stited in
measurable terms? If no, identify those needing ?change.

Page 3

YES

-NO,. '

b. Are program goals and objeCtives consistent with "current

occppational;standards? I f no , identifthose nesding
change.

4 J.
_ . -a-

C. Are program goal s "gnd objectives in printed form? .

Comments:

0.

YES- I

NO

YES

NO

...7"-

d. Are written objectives for individual courses stated .

Measurable terms? If no, identify those needing'chenge.

V

f

' YES ,

NO

...P

e- Are provisions made to eliminate sex or racial bias in

this program? if no,« identify needed changes.

z

32
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1
j.,-Page 4

,

.-..

f: 'Are student learning experiencescensistent with ,

-
occupational practices and standards? If no; identify

, _
ttose.needing change.,

,

/

I. Are the occupational techniques being taught cOnsistent
with occupational oractices-find.Standards? If no,
identify those needing change.

h

YES

NO

Are provisions made within the program to work with
speciAl Ileeds'such as disadvantaged ind handicapped
stude,nts? If no, identify needed modifications; .

.

1 4
Aylpertt
d. Is the /êquipment'in this program"modern and current

according o the stiindards of business and industry?
. If no: identify that which is out of date.

N./

YES

Na

b. Is suffiLient) equipment-avail4le for student use? If no,
,identify:specific-equipment whePe-additival quantities
are neeçied for.sudent use.

4

3 3
# ,

YES.,

NO.
.

4 0
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c. Is the equipment in this program in proper operating
conditioh? If no, ibentify that cihich needs repair

as*

d. Is-an adequate preventivemaintenance plan used with the
. equipment in this program. If n.iolio suggest ways for

improvement.

P. , Is all the equipment in this program safe for'student
use? If no,,identify unsafe equipmedt.

Page 5'

YES

NO
7177-7,-

. YES

NO

f.. iiased on your observation, are students practicing proper
safety procedures. If no, 'identify improper safety

procedures.

IS eqyipment available,sufficient to meet new and emerging
trends in business and industry? If no, identify new
equiOneht needed. 1

34
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NO

YES

NO'
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4. Supplies

a: Are currently needed supplies on hand or readily-
. accessible? If no, identify those needed .

b.

Palge 6

YES

NO

Are supplies in sufficient quantity to meet student needs?.
If no, identify supplies wtiere-greater quantity needs to
be maintained?

C. is the quality of supplies consistent with those used in
the occupational setting? Ifflo, identify supplies where
the qual,ity is not consistent*with those used in the
occupational setting.

YES

No

YES

NO

d. Are supplies efficiently expended so,as, to minimize waste?
If no, please give suggestions for improhMent.

.

5. Instructional -Materials

Is ttiere sufficient quantity Of printed iostructiOnal
- materials (-Jucb-es supplemental read)ng lists, related

practice exercises,thandoUtsc etc.) available?. If no,
identify thoge needed.

15

YES

NO

YES

NO

42

.41

-



b. Are the printed materials up to.date? If no,:
'identify th'gselphat'are outdated._

, YES

NO

G. Is there a,5ufficiept quantiki of a,udiovisual
instructional materials available? If no,
identify those needed.

YES

NO

d. Are the audio-visuals up to date'? If no, iderltify
,thosi that need updatimg.

e.

YES

NO

1

What is the percentage of use of audioVisue
materials in this program area?

nbk

f. ,is there sdIficient quantity of reference materials
available for student use? If no, identify those
that are needed.,

(
r)

4

.

136
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YES

fin -.
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g. 'Is sex pr:racial bias eliminated in the instructional
materials used in this.programl. If no, identify
specific materials that are slanted toward a parti-

. .

cmlar sex or tace.

6. Upgrade Training

Are the the short-term courses which are being offered.
in .this program consistent with the needs of persons
currently woKing in the 'field? If no, identify coUrses

which should be added or deleted.

17 4 4

YES

NO

Page 8
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NO



a

b.

THANK YOU 'LETTER

Dear Mr. Smith:

Sample Document 4

Your contribiltion to the evaluation of the Anailie of
program) program at". (name of)

rwinstitution is greatly appreciated. The giving of your
time and talent to this4endeavor will be beneficial to both you and_this
institution since it will strengthen the school and, as a result, the
community,.

You will be advised of the plans for progress toward implementation of
the team recommendations. Only-through constant review cap an institution
continue to g.row. Growth Was the purpose of this evaluation. You have a
right to-be proud of your part in this.

Thank'you for your helot

Cordiaily,

John Doe
Institutional Director

JE/ije

3 8
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A
Sample Document 5

FOL.1../OW. UP LETT8.R

Dear Mr. Smith:

Much has happened.since the visitation forev-eination of the

(name of program) program at (name of
,

institution on (date)

was made. The progress toward implementation of the team's recommendations

is outlined on the attached form.

The team was.a vital part of this growth picture, and your contribution

is gre'atly appreciated. if you would like to discuss the implemeritation,of

the team's recommendations, please telephone us at .

We would appreciate hearing from you concerning-Ois.

Please feel free to visit the college whenever you have an opportunity.

Your suggeStions are always welcome. We will keep you informed of future

progress toward the implementa.tion of the team's recommendations.

a,
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Recommendations:

Resimnse:

,Recommendations:

Response:

Recommendations:

Response:

Recommendations:

Response:

Recommendations:

Response:

I.

Page 2

PROGRESS REPORT

EXAMpLE--The addition of a course on Human Relations

, EXAMPLE--This course was included in the curriculum
fall quarter.l977.

EXAMPLE--The addition of a memory typewriter

EXAMPLE--Funds have not been available. _The instructors
.

oare working on pre aring a proposal requestin
that money be all() ated.

(More space available as needed)

40,



V

Program:

Team Member:

CONSULTATIVE TEAM EVALUATION SUMMARY REPORT

Date:'

ample Document 6

Name tusiness Affiiiation

Instructions foraCompleting the Summary Report

In completing the evaluation team summary report, the
institutional representative will--

I. tally responses in each section:

2 enter the total number of "Yes" and "Nd" responses in
the appropriate -blanks for all sections after physical
facilities:

3: summarize commendations for items that are done well and
recommendations for the items needing improvement and
enter in approprfate spaces.

4 1
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Page 2

1 Physical Facilities--To have effective instruction, the physical
facilities must meet the needs of the program and students% Please rate
the following:

Evaluation'Scale
3 points Excel.lentNeeds no.improvement
2 points AdequateNeeds slight improvement
1 point InadequateNeeds definite improvement

'0 points Not ApplicableDoes not apply.

a. The size of the classroom(s).

b. The size of the laboratory area(s)

c. The lighting in the classroom(s)

The lighting in the laboratory area(s),

e. Gas supPly, if needed for instructional operation

f. Water supply, if negded for instructioffal
operation

g. Electrical service available
110

h. The noise level of the department

i. Safety ,Onditions in-the classroom(s) .

J. Safety conditions in the laboratory area(s)

k. Aousekeepingneatness and organizatiOn

1. Proper storage facilities ,

m. Walkinv/working space available for free
and unobstructed movement in the area(s)

Summarized Commendations:

TEAM AVERAGE
RESPONSE

Summarized Recommendations:

.e

4 2
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2. Instructional Program

a. Are pro'gram goals and objectives clearly S'tated in

measurable terms? II no, identify those needing

change.

Summarized Commendations: YES

NO

b.

d.

Page 3

Enter.total
number of
"Yes" & "No"

Responses

Summarized Recommendations:

Are program goals and objectives consistent with

occupational standards? If no, identify those needing

change.

Sumiarized Commendations: YES

NO

T

"

Summarized 'hecommenaations:

(07%

Are program.goais arid objectivè io printed forM?

Comments: YES

, .9

Are written objectives for indtvidual courses stated in

measprable terms?

ComMents: YES

-NO

a 1



e. Are provisions-made to eliminate sex or rcial bias
in this program? If no, identify needed changes:

Summarized Commendations;

Summarized Recommendations:

Roge 4

YES

NO

F. Are student learning experiences consistent with occupa-
-tional practices and standards?., If no, identify those
'needing change.

Summarized Commendations: YES

g.

Summarized Recommendations:

,

Are techniques being taught consistent with those used in
occupational practices? If no, identify those needing
change.

Summarized Commendations:

Summarized Recommendations:

44
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Page 5

h. Are provisions made within the program to work with .

_special needs such as disadvantaged and handicapped

students? If no, identify needed modifications.

Summarized Commendations: YES ,

NO
T

Summarized Recommendations:

3. Equipment

a. Is the equipment in this program modern and current

according to the standards of'business and industry.?

If no, identify that' which_As oyt of date.

Summarized CoMmendations: yEs

Summarized Recommendations:

4..

b. Is sufficient equipment available for student use? If

no, identify specific equipment where additional quantities

are needed for student use:

Summarized Commendations:

.Summarized _Recommendalions:

YES

NO



c. ks the equipment in this program in propdr'
dperating.condition? If .no, identify that which .

needs repair. .

Summarized Commendations: YES

'Page 6 ,

'Summarized Recommendations:

NO

d. _Is an adequate preventive maintenance plan used with i'he
equipment in this program. -If no, suggest-ways for im-.N
provement.

Summarized Commendations:. - YES

NO

Summarized Recommendations:

e. Is all the equipment in this program safe for student use.
, .

If no, jdentify unsafe.equipment.

Summarized Commendations: YES '

NO

Summarized Recommend tions:

4 6



'f. Based*on4-your obServation, are students practicing.

proper safety procedures? If no, identify improper

safety prpcedures.

Summarized,Commendations: YES

NO .

Alb

SummarizeOkRecommendqtions.:'

-7-

Is equipment available ufficient to_meet new and emerging

trends rn business and lnthistry? If no, identify new'

equipment needed.

Summarized Commendations-: YES

'NO .

-7
Summarized Recommendations: -

4,
Supplies ;

' a., Are currently needed supplAs,:on hand,oryeadily
.

, .

-accessible? 'If no, identify those needed.
_

lot,

i'ES

;

Summarized Commendations:

Summarlized Recommendations:

4 7
1 4



b. Ard su;plies pufficient quantity to meet student
needs? If no, identify supplies where greater
quantity ndeds to,be maintained.

Summarized Commendations:

Summarized Recommendations:

Page 8

YES

C. Is the quality of supplies consistent with those used
in the occupational setting? If no, identify supplies.
where the'syality is not consistent with those useA in

the occupational setting.

Summarized Commendations: YES

NO

Summarized:Recommendations:

d. Are supplies efficiently expended $0 as to minimize waste?

If no,-please give sugg'estions.for*mprovement.

-Summarfzed Commendations: YES

NO

Summarized Recommendations:

,s-

4 8
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5. Instructifinal Materials

. a.

-

a Page 9

Is there sufficient quantity of printed instructional

materials (such as supplemental reading lists, re-

lated practice exercises, handouts, etc.) available.

If no, identify those needed.

Summarized Commendations:

.re

Summarized Recommendations:

b. Are the printed materials up to date? If no, identify

those that are outdated.

Summarized Commendations:

Summarized Recommendations:

,

YES

NO

YES

NO

Is there a sufficient quantity of audio-visual

instructional materials available. If no,sidentify'

those needed.

Summarized Commendations: YES

Summarized Recommendations;

NO

49



d. Are the audio visuals up to date? If no, identify

those that need updating.

Summarized Commendations:

fr.

Summarized Recommendations:

YES

NO

V

k

e. What is the pertentage of use of audto-visual materials
in this program area?

f. Is there sufficient quantity of reference materials

available for student use? If-no, identify those

that are needed.

Summarized Commendations:

,Summarized Recommendations:

".1

g. Is sex or racial bias elim-inated in the instructional

materials used in this program.? If no, identify

specific materials that are slanted toward a partitular.

Sex or race.

Summarized Commendations:

Summarized Recommemdetions:-

5 0

YES

YES

NO



.-,

.Page 11

6. Upgrade Training
.-

Are the short-term courses which are being offered in

this program consistent with the needs of persons cur-

rently working in the fielp If no, identify courses

which should be added or deleted.

Summarized Commendations: YES

NO

...

. Summarized Recommendations:

4,-..../

,

SI
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'ALTERNATIVE CONSULTATIVE TEAM

IPROGRAM VALUATION INSTRUMENT

Sample Document 7

The following evaluative inttrument is taken from Olympia Technical

Community College of 6lympia, Washington (Bullpitt, 1980). It is presen

here as another alternative to consultative team evaluation of program

implementation. .

t

,

:

5 2

5.9

,e.

s

s



CONSULTATIVE TEAM.EVALUATION
'IMPLEMENTATION

DIRECTIONS FOR RXTING:
'EXCELLENT Nearly ideal, top 5 to 10%
GOOD Strong rating, top one-third ."

ADEQUATE Average, the middle third
BELOW EXPECTATIONS Fair, bottom one-third
POOR Seriously inadequate bottom 5 to 10%
NOT APPLICABLE Statement doesn't apply to program
'DON'T KNOW Unable to rate the statement

Program
Date

How would you rate the following:

I. GOALS
A. Goals and Objectives

1. Written general program goals are:
Understood and committed to by adminis-
trators, counselors, and instructors
Used as a basis for planning specific objec-
tives for programs and services.

. 2: College planning for programs includes:
Participation by administrators,
Participation by instructors, counselors and
other support personnel.

3. The College educational plan is used as a basis for:
Implementing specific programs.
Evaluating specific programs.

4. Written program objectives are:
On file for the program and stated in
measurable terms.
Used to evaluate the program.-

5. Written performance objectives are:
On file for courses and stated in measurable
terms:

. Available to students.
Used to keep students aware of progress.

Oz
13Ix

08 la 2 cu l 3 40

El.

0.000,0_0'00000000
o o o o o o o
CD 0 0 0 0 0 0
0.000000

0 El El o
o o o o o o
0E1E1000

B. Labor Market. and Community Needs
1. Data on labor market needs are:

Kept current for the program using a variety. 0 0
of sources

-7- Used in planning and evaluating the program.
2. Profession/industry standards are:

Used as a basis for planning and evaliating 0 0. 0
the program.
Used as a basis for planning and evaluating
course content and instructional approaChes.

53 60
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DiRECTIONS FOR RATING::
EXCELLENT Nearly ideal, top 5 to 10%
GOOD Strong rating, top one-third
ADEQUATE Average, the middle third
BELOW EXPECTATIONS Fair, bottom one-third
POOR Seriously inadequate bottom 5 to 10%
NOT APPLICABLE Statement doesn't apply to program
.DON'T KNOW Unable to rate the statement

PAGE TWO

How would you rate the following:

4 : ,1,11 7i 40 X-
3

0 0 a 1 2 3 5,D-ata-an_Communeeds for train- z
Ang, retraining and upgrading.job skills are:

Kept current for the program.
Used in planning and evaluating the program.

4. Data on job performance requirements and trends
are:

Kept current for the program.
Used to develop and evaluate the program.
Used to plan and evaluate course content.

II. PROCESSES
A. I nstruction

1. Instructional approaches are adapted to:
Recognize occupational objectives of stujdents
Meet individual needs of students.
Provide learning assistance for students with
special needs.
Provide hands.on, job related experiences.

2. Applicable support courses are:
Closely coordinated with the program.
Relevant and current to needs of the students.

B. Articulation is Maintained with:

4
Educational institutions offering occupational
prograrn (such as high schools, other
community and four-year colleges).
Community agencies involved with occupa-
tional education (such as CETA, DVR ).

C. Related Work Experience or Equivalent Cliniaal
Experiences Is:

Available at conventient locations to all
students, day and evening, enrolled in- the
program.
Coordinated with classroom instruction.
Coordinated with employer supervision.

D. Disadvantaged 7

1. Special services for disadvantaged students in
the program are:

Readily available.

0E300%000000000.0:
0000000000..000000000,00

00000E30D000000--'
000.0\000000000E3000000
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DIRECTIONS. FOR RAt I NG :
. EXCELLENT Nearly ideal, tOp 5 to 10%

GOO6 Strong rating:top one-third
ADEQUATE Average, the middle third
BELOW EXPECTATIONS Fair,.bottom one-third
POOR Seriously inadequate bottom 5 to 10%
NOT APPLICABLE .Statement doesn't apply to program
DONT KNOW Unable to rate the statement

PAGE THREE

. How would you 'rate the following:. t
o 1 08 1: 2 aul 3 4c 5t

Coordinated by oualified. staff. 0 0 0' 0 0 0 0
Coordinated witb-grfOgram instruction. 0 0 .0 0 0 0 0

2. Special services for handicapped students in the
program are:

Coordinated by qualified staff. . 0 0 0 0 0 0 0
Coordinated with program instruction 0 0 O. 0 0 0 0
Plannedato include modification and adapta- 0 0 0 0 0 0 0
tion of facilities and equipment where
needed.

3. Special services for the reentry student or dis-
placed homemaker are:

Readily available. 0 0 0 0 0 0 0
Available to assist with tbe transition/ *ID 0 0 0 0 0 0
adjustment to the college scene.
Coordinated by qualified staff. 0 0 0 0 0 0 .0
Cooidinated with program instruction. 0 0 0 0 0 0 0

4. Additional seryices for 9tudehts with special needs
are evaluated through':
--* Monitoring the progress of the students. 0 . 0 0 0 0 0 0

Assessing program/services accomplishments 0 0 0 0 0 0 0
in relation to planned objectives.
Follow up studies to determine employment 0 0 0 0 0 0 O.
success of these students.

E. Emphasis on Overcoming Sex Bias, Discrimination
and StereotyPing is Given to:

- Program enrollMents, recruitment and 0 0 0 0 0 .

admission policies.
Course and program content and teaching 0,0 0 0 0 0 O.
methods.
Selection of curricular materials. 0 op0000.
Job development,and placement. 0 0 0 l=1 0 0 0
Student counseling and guidance. 0 '0 0 0 0 0 0

P. Counseling, Advising. '
1. Counselind and guidance services are:

A0ailable and accessible for all* students 1 d o o o 0 o
in "the programday or night.
Available at satellite and outreach centers. 0 0 0 0 0 ci

a

8.
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.DIRECTIONS. FOR RATING:
EXCELLENT Nearly ideal, top 5 to 19%
GOOD- - Strong rating, top one-third
ADEQUATE Average, the middle third
BELOW EXPECTATIONS Fair, bottom one-third
POOR Seriously inadequate bottom 5 to 10%,
NOT APPLICABLE .Statement doesn't apply tprogram
DON'T KNOW Unable to rate the statement

How would you rate the following:

Keyed to student career and program interests
and needs.

fnontraditional job
opportunities for both axes.
Provided by a qualified, knowledgeable staff.
Use a variety of resources that are relevant
to student needs.

2. Program includes economic instruction which
helps the student:

Understand employee` responsibilities and
rights.
Evaluate job opportunities in relation to
salary, benefits and conditions of employ-
ment.
Understand the principles-of business
operation and cost of'doing business.

3. Program includes consumer 'education which
helps students:

Manage time and money.
Become a wise shopper.
Manage the combined responsibilities of a
job and a home.
Conserve energy and other natural resources,

r G. Placement Services
1. Placement of students:

Is a planned, coordinated service..
Identified employment opportunities for
students in the program.
Helps students in the program with market-
able skills find employment.

2. Program completers and leavers desiring employ-
ment are:

Prepared,to apply for a job.
Treated fairly and equally.
Placed within a reasonable period of time in
a job for which trained or closely related.

5 6
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o
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DIRECTIONS FOR RATING:
EXCELLENT NearlY ideal, top.5 to 10%
GOOD Strong rating, top one-third
ADEQUATE Average, the middle third
BELOW EXPECTATIONS Fair, bottom onerthird
POOR Seriously inadequate bottom 5.to 10%
NOT APPLICABLE Statement doesn't apply to program
DON'T KNOW Unable to rate the statement

How wduld you rate the follOwing:

3. ,Success and failure of. progr'am Comp !eters and

Assessed through periodic follow up studies.
Made available to instructors, .counselors
and advisory committee members.
Used to modify the program and related
courses.
Are current and relevant for the program.

H. Admissions
1. Students and potential students desiring enroll-

ment in the program are:
Identified through recruitment activities.
Counseled on employment opportunities.
Treated equitably in enrollment seledtion.
Not impeded by unrealistic prerequisites or
costs.
Able to attend classes at acceSsible locations
and convenient times.

2. Promotion ofoccupational educatioh:
Informed die public, legislators, news media,
boards, business, community. of program
goals and needs.

Interprets the importance of ocepational
preparation as an option for students,
Gains community support and contributions.

III. RESOURCES
A. Administration

1. The administrative structure provides for direc-
tion and coordination of the program through: -

Assignment of qualified administrative
personnel.
Delineation of responsibility, authority and
accountability.
Assignment of time for supervisors and/or_
administrators to provide Jor planning" and
evaluation.

2. Administrators and/or supervisors resPonsible
for directing and coordinating are:

Skilled in management techniques.

leavers are:

5 7
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-DIRECRONS FOR RATING:
EXCELLENT Nearly ideal, top 5 to 10%

'GOOD Strong rating, toP one-third
ADEQUATE Average, the middle third
BELOW EXPECTATIONS Fair, bottom one:third
POOR Seriously inadequate bottom 5 to 10%

. NOT-APPLICABLE Statement doesn't apply. to program

PAGE SIX

DON'T KNOWUnable to rate the-statement 0
j.

I 3
.

..-Hawlidou Id yOu rate the following:
. *0_ 8 gk

OZ a 12 2 ;14 3<4C7 s

B.

7 Committed to and knowledgeable about
occupational education.

Instruction

El . 0 L.7 El El 0

1. The number of instructors is adequate fOr
teachers to:

Meet individual student needs. 0 0 El 0 0 0 0
Provide liaison with advisory committees. 0 0 0 0 0 0 0
Assist with student advisement, placement
and follow up.

0, 0 0 0 0 0 0

Maintain ongoing contacts with employers
and potential employers.

0 0 0 0 0 0 0

2. The instructional staff, full and part time, is

qualified by:
Two or more years of relevant employement 0 0 0 0 0 0 0
.appropriate to the job assignment.
lnservice training and/or experience appropri-
ate to the teaching assignment.

0 0 0 0 0 0 0

Teaching competence as evidenced ay peer,
student and/or administrative judgment.

0 0 0 0 0 0 n.

3. The college erceburages and supports inservice

opportunities through:
Allocating funds for instructor participation. El 0 0 0 0 0
Making time available for instructor partici-
pation.

0 El 0 0 0 El 0

Assessing inservice growth in teaching 000000
evaluation.

.
4. Support staff are utilized in the program to

provide:
Office and clerical assistante. El o .0 o El o
Classroom help to students. 000000 O

C.

Instructional asritance for teachers.
Equipment and Facilities

0 0 0 0 0 0 0

1. Equipment used on campus or off camput for the
program is:

Representative of that,ded in jobs for which
the students are being trained.

0 0 o 0 0 o,

Safe, functional and welOaintained. 0 0 0 0 0 0 , 0
In sufficient supply to serve the needs D' Ei El 0 0 D El



C.IIRECTiONS FOR, OTING:
EXCELLENT Nearly ideal, top'5 to',10%

600D Strong rating, top one-third
ADEQUATE Average, the middle third

BE LOW,EXPECTATIONS Fair, bottom one-third

POOR Seriously inadequate bottonv5 to 10%
NOT APP LI CAB LE Statement doer't apply to program
DON'T KNOW Unable to rate the statement

Him would you rate the following:

2. Instructional facili,tio (excluding equipment)-
used for the Program:

Are functional for the program.
Are flexible and adaptable to changing
instructional approaches and special student

requirements.
Meet safety standards.
Are functional for adyising students.

3. Scheduling of facilities and equipment for the
program:

. Is planned for optimum use.
Supports quality instruction.

4. Instructional materials are:
Sufficient in quantity.
Current and rethvant to the program.
Varied.
Available and accessible to students.
Selected to avoid sex bias, stereotyping
and discrimination..

5. Library resources provided to support the pro-
gram are:

Sufficient in quantity.
Current, varied and relevant.to the program.
Available and accessible to the students.
Selected to avoid sex bias, stereotyping and
discrimination.

D. Advisory Committees
Are representative of ,the program for
which training is provided.
Provide input on course content, piogram
modification, instructional materials and
equipment, Student employability and
placement.

ane

Meet at least annually.
Extend the program into the community.

5 9
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DIRECTIONS FOR RATING:
EXCELLENT Nearly ideal, top 5 to 10%
GOOD Strong rating, top one-third
ADEQUATE Average, the middle third
BE LOW,EXPECTATIONS Fair, bottom one-third
POOR Seriously inadequate bottom 5 to 10%
NOT APPLICABLE. Statement dossn't apply to program
DONT KNOW Unable to ratetatemeht

How would you rate the following:*

E. Budget
The operational budget for the program

Is planned with instructor input.
Is adequate for achieving program objec-
tives.
Makes effectivebse of outside funding.
Is based on program priorities.

2. The capital outlay budget for the program:
'Is planned with instructor input.
Supports program objectives adequately.
Supports sc duled equipment replacement
and rep' .
Provides for program facilities refurbishing
and modification.

r

60

PAGE EIGHT

I g
7.: ...

OZ

..
IOa

1
M. 21,1 31CD000000CI000000

0000-000o DO
o"-od.00Eio
O o.o0o Do0,00000.0

dot

,



Ascess'Ment Profiles4tor the Altern tive
Consultative Team Evaluation Re ort

4

.)Sample DocuMent 8

V .

Assessment values for each criterion-and standard should be consistent with
definitions provided below. Both quality and quantity of past performance
should be considered when assessing each standard. Assessment values st2ou1d
be considered when asSessing each stakridard. Assessment values should be de-
termined based upon the conditions of\ the program at the time of the
evaluation.

Definitions of assessment values are as follows:

Excellent: Indicates .that more than adequate time, attention,
and resources have been assigned for conditions or operations
o excel. (top 5 to 10%)

4 . Good: Indicates that some additional time, attention, and re-
sources are needed to ensure that conditions or operations
exCel. . ( top one-third.)

3 '-- Adequate: Indicates that additiOnal time, attention, and re-
sources are'needed for eonditioas or operations define0 by
the standard to he functioning well. (middlethird),

,.

2 = Below Expectation: Indicates'a great deal moreqime, attentions,
and resources are neededefor conditions or operations de-
fined by tne,s ndard to be adequate.and funotioning at an
acceptable ley . ( bottom one-third,)

1111 4.
1

1 . Poor: Indicates lhat the need is critical-for additional time,.
attention, and resources to be assigned for conditions or
operations defirrodly the standard Co be adequate and

. ! function at.an'acceptable level. (batten 5 to 10%)
.

0 - Not Applicable: Indi-cates that the Standard is not applicable
given the aims and objectives of the program.

0 --Don.:t Know: Indicates. that. ihe evaluator cannot make an ade-
quate judgment of the statement.

Qualitative values (.1.re,placed upon evaluative criterjd by assijned numerical
wiantities, 0, 1, ?, 3, 1., to each standard and-averaging,them for each
criterinmeasurement. -- ,

\
/

Each assessment value- indicates the degree to whtch'time, effort, and ,

rc'sources have been devoted to.meeting a, criterion. This yalue is computed
in the same Way for each criterion in each section.

. ,

The method f computation can best he explained by the following examplet:

61
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'

.

k

ATHOWA-- When no checkmarks appear in he N/A or DOri't Know columns:

Criterion: Ad itionaliSupport Needed

Criterion a -

b

c

d -

Page 2

,

N/A

0 .

Don
i

t

Know

0
.

,Poor
,

i

BelOw
Expec-
tatipns

2

Accept-
able

3

Good

4

Excellent

5

,

X
.

,

X .

_

,

c- ---.

.

__.

.

__ __:-

1. Multiply the nUmber of checks percolumn by the number at the top of

the column 'and total.

1 x 1 1

Add 1 x 2 =-2
2 x03 = 6'
1 x 4

Total 13. RecOrd the total in the space provided.

2: Divide this total by the given denominator and record the quotient in
the spaCe pno*ided for determining the criterion assessment value:

Divide Total 13 . 2.6 (Assessment Value)

,

METHOD B - When check marks appear--in/the N/A or Don't Know

12. Same as in_METHOO A (Step 1) above.

2.. Count number of 'check marks in the N/A or Don't Know columns.

3. Deduct this huMber from the given denomi2tor.

4: DiVide the tOtal as computed,in METHOD A above by t.he corrected
denominator and,tecord the quotient in the space provided for

assessment valeuegv

Divide Total ' =

s.Corrected Denominator

4t

6 2
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CHAPTER. SIX

ADVISORY COMMITTECPERCEUIONS-

This chapter provides "a methodology for tne evalyation Of occupational_

,programs by an advisory committee. ,

Goal and Objectives
4.00

Goal

'To record advisory cOmmittee members perceptions of occupational

program(s).

Objectives

The o46ectives of this chapter are to solicit advisory council committee

members "perceptions in order to:

1P--Gather data for valid program development activities.

2. Identify needed curriculum improvements.

.3. Identify adequacy and relevance of equipment and facilities in

relation to the work world.

4. Identify instructional needs:

S. Compare business and industrial stafidards with institutional and

occupational program standards. 04

6. Identify efforts to provide plScement assistance to students.

7. Identify future occupational trende.------.

8. Identify any existence of sex bias.

9. Identify uanet needs of disadvantaged and handicapped'students.

Procedures For Administration
,

The institution should designate an instit tional representative to be

)
in charge of the administration of this coniporle/it. It is recommended that

, this individual he a department chairperson an be able o devote.

6 3
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S.

appropria4 amounts of time to the evaluation process.

Institutional,Representative's Responsibilities:

1. Familiarizes those involved with the survey with the procedures and
concepts of the process and works toward a commitment from them.

Develops famili5rity with.the various manuals, forms, instruments,
etc., and acts.as a resource person to those who will be usingthe
materia4s.

V

3. Mails to each member of the advisohy committee a packet of materials

that includes--
'

a% an introductory letter ..(Sample Document 1);

b: a stamped self-addressed envelope;

c. a copy ofthe advisory committee program evaluation form.
(Sample Document 2). .

4: Reviews returned evalliation forms with appropriate faculty, and
takes the necessary action acdording to institutional policy to
Implement needed program changes. See assessment profiles for
advisory cOmmittee evaluation fohm (Sample Document 3).

5. Informs advisorY cbmmittee members of the,resuits'of the survey and
indicates tentative.action plan (can be done,through the mail or at

a meeting.of the whole committee).

IndividiJal Advisory Committee MemCer Responsbi1ities
. r- 0

..,,.

1. Records comments and observations-On the advisory committee
Evaluation Form that has been provided. .

. ,. -

2. Meets with institutional reWresentative to h'pview the evalvtion

forms.

,
3. Works with institutional representatives to help implement any

changes in the:pr'ogram as,identified.

Protedures for Date Ahalysis
, ..

The primary purposes of'this eyaluation Model is
...

1
, .

1. individual improvement, .

., .

2. programjthprovement;...

6 4
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3. institutional improvement.
-

In order for the data gained from the assessment process in-this document to"'

be meaningful, it must be used. It is:extremely important that all

individuals be informed of the results and the-impli.cations for improvement..

Listing of Sample Documents

.This chapter includes a sample OttiMenf for_recording the perceptions.of

advisory committee members and ,information on storing-thet-e- responses?

This particular instrument has been adapted from Olympia Technical College

in Olympi-a, Washington.

Document Number Document Name

1 Introduc.tory Letter

4 Advisory Committee Evaluation Form

3 ,Assessment Rrofiles for Advisory
Committee Evaluation Form

.6 5
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Dear

n

INTRODUCTORY I:ETTER

Sample DdCument

We are_in_the_process of evaluating our occupational pr:ogram to .learn what
should be done 65 ificiRYTtmren moreeffective

Your views as an advisory committee member, are very important to us. It

would be appreciated if-you would take a few minutes to complete the
A'ttached form and returDsit to.us in the envelope provided:

t a future meeting of your advisory cemmitiee we will tell you about tN4k.

results of the evaluatidn prdcess.

Thank you for ysur cooperaltion. .

Sincerely,

John Doe
Department Chairpersob

db

Enclosures

7

nt

6 6
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ADVISORY COMMITTEE EVALUATION FORM-

Program
Date

Sample Document 2

DIRECTIONS FOR RATING:
EXCELLENT Nearly ideal, top 5 to 10%

GOOD . Strong rating, top one-third

ADEQUATE Average, the middle third

BELOW EXPECTATIONS Fair, bottom one-third

POOR Seriously inadequate bottom 5 to 10% #

NOT APPLICABLE Statement doesn't apply to program

DON'T KNOW Unable to rate the statement 1
2
le I 1

How would you rate the followinp 4 .c bp If 1 i 1
0. Qs 1.. 2 ww 3a 40 5w,_

1. Student preparation for seeking employment (such as

completion of application, presentation of self, interview

process.'

2. Student stechnical preparation for entry-level employ-

ment (skills and knowledge).

3.. Student preparation concerning work habits, attitude

and work quality.
4. Success of students trained by' the college in your

field as compared with employees who have not had

such training:
5. College efforts to collect information about on-the-

job success and failure of former students.

6. College response'to labor.force and employment training

needs for your field from the community.

7. College provision for training -arid upgrading currently

employed personnelln your field.

8. College response to changing technology and procedures ,

in your field.
9. College response to emerging employment training

opportunities in your field.
10. Adequacy and- relevancy of equipment and facilities

to the on-the-job situation,
,11 Availability of related Work experienCe (or clinical

experience) for students training for-employment in

your field.
12. Instructor coordination and supervision of wor'k

. experience students.
13. College response to recommendations for program

modification.
14. College efforts to overcome sex stereotyping and

discrimination in your employmerrt area, .

15. College efforts to provide placement assistance to

students in your field. .
16. College efforts to met the needs of disadvantaged

aria handicapped students.
67
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Page

ADVISORY COMMiTTEE PERCEPTIONS iklvisory Committee Program

How long havewou been a member of
this committee?
How often does this committee
meet?

Please answer the questions below.
Wse back of page and extra sheets if necessary.)

1. In what ways has your advisory committee helped to improve the instructional program in
your field (such as assisting staff on curriculum development or revision, arranging field trips,
identifying work experience and employment opportunities)?

2. What are the prif icipal strengths of the program?

3. What are the principal needs for improvement in the program?

4. Have you participated in college sponsored workshops or other activities designed to alert the
community to the problems of sex discrirnination in the laborforce?
YES NO

5. During the past year has your organization hired students from programs of your insitution?
YES NO
If yes, how many do you estimate where hired?
If no, please indicate why not.

6. D s your organization plan to hire any students from the program in the next year?
NO

yes, please estimate how many:

6 8
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,SaMple Document 3

ASSESSMENT PROFILES FOR .ADVISORY:60MMITTEE :

EVALUATION FORM

-

, Assessment 'values for each criterion and standa"rifshould be consistent-

with definitions proOded below. -Both quality and quantity of past
performance should be considered:When.assesSing each 'standard. Asses.sment.'

values, should be determined based upon the conditions of the program at the

time,of the:evaluation.

Definitioni'of assessment values are as follows: .

A.
5.= Ucel1ent: ,Indicates-that- more than ade4bate time, attention, and

resources' have been-assignO-for-conditions or-operations-to excel.-

(top 5 to 10%)_

4 = Good: Indickes that some additional tiMe, attention, and reSdurces
are needed to ensure that conditions'Or operations excel.. (Top

one-third)

= Adequate: Indicates'that additional time, attention.and resources
are needed for conditions oe operations defined by the standard to
be functioning well. (middle third)

.'
2 = Below Expectations: Indicates a great deal more time, attention,

andresources are needed for conditions or operations defined by the
standard to be adequate and funCtioning at an acceptable level.
(Bottom ode-third)

1 = Poor: Indiates that the need is critical for additional
attentionl and resources to be assi.gned.for conditions or operations
defined by the standard to be adequate and'function at an'acceptable
level. (bottom 5 to 10%)

0 = Not Applicable: .,Indicates thatr.the stdandard is not applicable given

the aims and objectives of the program._

0 = Don't Know: Indicates, that the emaltator cannot make an adeqbate
judgment of the statement.

Quantitative yalues are placed upon evaluative criteria by assigned
numeriL'al qbantities, 0, 1, 2, 3, 4, to each-standard and averaging them for

each criterion measurement.
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Each assessment value indicates the degree to which time, effort and

resources have been devoted to meeting a criterion. This value is computed

in the same way for each criterion in each section.

The method of computation can best-be explained by the following examples:

METHOD A - When no check marks appear in the N/A or Don't Know columns:

Criterion: Additional Support Needed

Criterion - 1

- 2

- 3

- 4

- 5

N/A Don't
Know

0

Poor

1

Below
Expec-
tations

2

Accept-
able

3

Good

4

Excellent

5

.

1

A.

X

x.

1. Multiply the number of checks per column by the number at the top

of the column and total.

Add

Total

1 x 1 = 1

1 x 2 2

2 x" 3 = 6

1 x 4 = 4 .

TI Record the total in the space provided.'

2. Divide this total by the given denominator and record the quotient

in the space provided for determining the criterion 'assessment

value:

Divide Total 13 2.6 (Assessment Value)

5

7 0
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METHOD B When check marks appear in the N/A or .Don't Know columns:

1. Same as in METHOD A (Step 1) preceding.

2. Count number of theck marks in the N/A or Don't.Know columns.

3. Deduct this number from the given denominator.

4. Divide the total as computed in METHOD A above by the corrected
denominator and record the quotient in the space provided for
assessment values.

Divide Total

Corrected Denominator

Assessment values derived by METHOD A and/or B are then transferred to the.
assessment value profile chart.

(Assessment Value)

71
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CHAPTER SEVEN

ADMINISTRATIVE AND SUPERVISORY PERSONNEL PERCEPTIONS

This chapter outlines a methodology for assessing administrative and

supervisory personnel's perceptions of occupational programs and personnel.

The purpose_of this process is to identify programmatic and personnel

strengths and weaknesses so that appropriate improvement.activities may be

miitlated. The process is conducted as a needs assessment and should not be

treated or considered a personnel evaluation. .

Goal and Objectives

Goal

The goal of this chapter is to record administrative and supervisory

staff's perceptions of occupational programs and personnel.

ObjectiVes

The ohiectives of this chapter are to solicit administrative and

supervisory perceptions in helping to do the following:

I. Prov.ide for staff development actiVities designed to fulfill

identified needs,

2. Identify needed occupational program improvements in arees such_as

curriculuffl, resource materials, physical facilities, and equipment.

3. Identify expressed needs of the instructors, programs, and the

department ch4irpersons, and to provide for effeCtive fulfillment of

identified needs.

Identify any institution-wide needs not previously identified in

other components of the miluation process.

Determinia the Scope of Administrative Perceptions

[his chapter provides for identification of the strengths and weaknesses

of the following:

s Inctructor,,

Occupational programs

Department Chairpersons

13



The general evaluation process outlined in this chapter_records the
department chairpersons perceptions of instructors and of occupational
programs. In additiOn the supervisorY personnel's Perceptions of the
department chairpersons aft solicited. This evaluation process may'and
should be adjusted to accommodate differing institutional administnative
structures.

Assigning Responsibilities to Institutional Personnel

- The following actiVities aee the responsibilitIes of and should be
conducted by the following institutional persOnnel:

1. Institutional Representative

a. Encourages understanding, acceptance, and cooperation of all '
personnel involved with ,the assessment._ L

b. Appoints a faculty-administrative cothmittee to review, adapt, and
modify Instruments-to fit individual needs. Involvement of more
personnel will promote understanding, cooperation, and acceptance.

c. Maintains master copies of all eValuation forms for administrative
and supervisory, personnel.
. .

,d. Duplicates sufficient quantities of forms for use with

aqministrative personnel. 4

Makes administrative perception fprms available to appropriate
supervisory personnel at a predetermined time._ Refers to the flow
chart in this chapter (Figure 1) for a suggested.time-table for
implementation of this evaluation model.

e.

2. Departthent Chairperson

a. Approaches instructor needs assessment in a positive Inannee;
emphasizes the importance for individual, program, and'instructional
growth; and attempts to establish an atmosphere of mutual trust and

respect for a meaningful process. .

b. Identifies strengths and weaknesses of instructors under his/her
administration in the areas of teacher effectiveness and
occupational competency (Sample Document 1)

c. Makes appointment with instructors for an individual conference to ,

discuss ratings.

74 8 0



A

d. Records identified instructor needs on a individual needs analysis

. profile.

e._ Identifies strengths and, weaknesses of the occupational programs

under his/her administration. These needs are identified by a.

scheduredovisit in the program areas and by discussions with

instructors (Sample Document 2).

. Conducts a conference with all program staff to discuss identified

needs and remediation of them.

3. ' Diredtor of Designate

a. Approaches needs assessment in a positive manner; empHasizes the
importance of-evaluation for individual, program, and institutional

growth; and attempts tq.establish an atmosphere of mutual trust and

respect to promote 'understanding, cooperation, and acceptance.

b. Identifies.strengths and weaknesses in perfora4te of the Department

Chairperson (Sample Documentr3).

c. Makes appointment for individual conference with the department
chairperson to discuss identified strengths and weaknesses of

his/fier performance.

Procedures for Data Analysis

. The needs iderltified through this assessment process are fon improvement

purposes only and should not be related to tenure, promotion, and contract---T

renewal.

/-

Data Utilizatidn .

.
,

The -primar'i Ptirk-SeS2af this material_is to promote (1) individual

improvemeht, (2) program improvement, and (3) -institutlartal improvement. _In 41"

order for the data gained from theavocess in this ch4pter ta be meanihgful,

the data must be utilized. It is extremely important that'all concerned

parties be infarmed of the resu.lts and the implications for improvement.

76 ,
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ADMINISTRATIVE AND SUPERVISORY PERCEPTIONS

FLOWCHART .

FIGURE 2

2 3
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Listing of Sample Documents

Document-Number

"

Document Name .

Supervisory Perceptions of'
Instructor , .

,
4.

-

Supervisory Perceptions of
Program ..

-0

supervisory Perceptions of
Department Chairperson

4



SUPERVISORY PERCEPTIONSOF INSTRUCTOR

Sample Document 1

Narutof Irtruiptiir

Date

The following questionnaire was designes1 as an inNument to help the Department Chairperson
identify strengths and weaknesses of the inStructor. The'competencies listed are based on nationally
recognized teacher competencies.

The comments and ratings made on this form are strictly1 help identify needs so thal appropnate
activities in staff development may be geared to the fulfillment of those needs.

Rating Scale

3 NEEDS VERY LITTLE IMPROVEMENT
2 - NEEDS SOME IMPROVEMENT
1 - NEEDS TO IMPROVE
0 - NOT APPLICABLE

A. Personal Qualllications

1. There shOuld be.effective interaction between the instruc
Ator and.other professional,staff. How do you" rate the
, instructor's interaction With those listed below?

a. Other instructors,

b.. Department Chairperson

c. Associate\?irector for Instruction.

d. Associate Director fo tudent Personnel Services

e. DireCtoi-

f. Medta Speciafist

g. Coordinator of Special f\l'pefs'Program

h. Registrap

1. Secrearial Staff- '
'Pre-Tech Staff.

2. An instructor shobld exert continuous effort towar.d.
----rirnPrdved performance. Rath this instruct& on the iarns

beloW.

0

A

3 2 1' 0

U. 0
EJ 0 0 0
Li , p

a. Eterit to which inentareffort is applied tO perform- . n El IJ
ante.

"- /8 ,
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PAGE TWO -=

2 t 0

b. Extent to which mental-effort is applied to perform- 0 0 0

*" cJ 0 o o
ance., .

1

c. Extent to which departmental responsibilities are
- ...\ assigned.

3. In order to promote instructional,continuity, instructors cz,

should be in-attendance on a regular basis. Haw would you
rate this instructor? Extent-to Which his/her attendance
affects the continuity of instructiOn. ,

B. Teaching Skills
1 There should be effective communication%between *the ( 0 0 0 CJ

instructor and student. Flow would you eate triis instruc-
I. tor in thefollowing areas of communication?..

I a. He/she makes students aware of their progress. 0 0, la 0
,,,
i- ..

b. He/she explains what is right or wrong abbut assign- 0 0 0 0
ments or work.' \ ,. ,

He/she recognim and adjus,ts teaching methods to dif 0 0 0 0
ferent levels.of student achievement in class. .,

C.

.
,

2. The instructor who applies variety to teaching methots.
° uses many techrilitues tb assist learning. F1'ate_this instruc-

tor'as to use of the following:
.

. ..

t a. Guest gpeakers 0 0 O. 0
CD000
0 0 0 0

b. Special class activities

c. F ield?trips

cf. Audiovisuals

e. Printedliandouts

3, Students' knowledge.of their progress is of utmost import-
ance in a learning situation. How would you rate this
indructdr in the following areas? . .

.
a. Ftis/her,grad,ing procedures are tlearle/ described!'

.a. , . .
....

,
.b. He/she cledrly indicates what material tvsts will cover.

, dt-

c Student tests are.graded within-a reasonable time. - '
'', 4. /) .

d. He/she reviews tes, t resulA with his/her students.
,

ft

#
a

'6,

85
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PAGE THREE

4.. Classes shoulchlgin and end at 6 scheduled time and the
instructor shbul be present and available to assist.
students. How would you rate this instructor in the follow-
ingsareaS? ,

,

as

.
3 2 1 0. .

. .

a. His/her c s and laboratories begin at the scheduled, Cil o ii btime

b. His/her students are.dismissed at the scheduled time.

c. He/she is pre t when classes are in session.

d. He/she uses his/her planning time effectively.

e. He/she uses his/her planning time effedtively.

5. Subject matter must be presented in an organized manner.
How would you rate this instructor in the folloWing areas?

a. Subject matter is presented tn an order which helps
students understand.

He/shestays on subject or related material. Does not
cwaste class time on unrelated material.

c. His/her assignments are clear and easily'understood.

04. He/she gives enough time for completion of assign-
ments.

e. He/she is well prepared to conduct classes/laboikories
eadh day.

fl He/she has a daily lesson plan and uses it.'

g. He/she reevaluates and/or revises course syllabi when
o approprate.
dr,

i ,

t.
6. The instructor should Er fair when working with students.

How would you rate this instructo,r in the following areas?

1

flr
El LTI LI

1.1 0 fl C:3

1- .1 0 0 Ei.

(.11 El El Li

0 0 LI

0 0 0 0

0 0 0 0

a. He/she giyes the grades earned. 12] Et 0 0
b. He/she gives individuals a fair share of hit/her time. 0 El

c. He/she mees class assignments-which apply equaliV 0 0 0 El
to all persons.

d. He/she posts and meets.6ffice hours. 4 4

Human relations are of extreme importance to the success.
of Vie program,. Please rate jte following concerning the
human relations betyveen. Cis instructor and hiWher,
students.

'a. H4she is considerate and tofeIant of students
opinions.

" 80
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PAGE FOUR

3 2 1 0

b: He/she gives persona attention to his/her students 0 R. 0 0
Aen needed.

c. He/she is courreous toward students. 0 0 0
d. He/she displays self-control toward students.

e. He/she gives criticism in a courteous and .helpful 0 0 0
manner,

He/she encourages students to ask questions. 0 0 0 0
g. He/she responds to student questions in a considerate , 0 0 o

and courteous manner.

'A. His/her relationship with his/her students, is not influ 0 0 0 0
enced because they are male or female. .

His/her relationshipwith his/her students is not influ- 0 0 0
enced by his/her particulstr, r

j His/her relationship withhis/her student's, is not influ- D 0 0
enced because,of students' age.-

8. An-efficient instructor urocessesspaper work promptly and 0 0 0
accurately. How do you rate this instructar? He/she sub-
/mits required paper work and reports that are prompt
and accurate,

9. All staff, including, instructors, should assist in job place-
ment efforts. How do you rate this instructor?

a. He/she a§sists the students in his/her program in
finding jobs for which they are trained.

0 E J O 0

b. He/she assists the job placement coordinator and other 0 0 0
staff in the job placement effort.

10. Instructors should maintain a positiVt relationship with
related buisiness and industry How do you rate this 4

instructor in this area?'
..

a. He/she has business and/or industrial representatives.
visit his/her program.

. .

b. He/she %/tits busine .and/or industries that relate
to his/her instructio al program.

11.. Please indicate below any areas in which assistance needs
to beprovided to this instructor.

4111
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Program

Date

.4

I.
Sample DocuMent 2

SUPERVISORY PEkCEPTIONS.

PROGRAM

This program evaluation is based on the standards of the Souther)) Association
of Colleges end Schools. The evaluation is to be done by the Department

Chairperson during a formally scheduled,visit. It is the responsibility of
the chairperson to verify the evidence available to support the standard and
render a judgement as to whether.or not the standard has been met.

Please respond "yes: or "no" to each item. All standards not met are to be

explained on the 'Fast page, along with any comments or suggestions for

improvements. The coordinator is to provide the department with a copy of

the evaluation.

PROGRAM

1. There is a coPy,of.the school catalog present in the
department, available for use by faculty and students,
which contains the philosophy and purpose of the institution.
The goals, objectiveg, and description of .the occupational

program.

The program clearly reflects the philosophy and purpose of the

institution and the needs of the students.

-3: Admiions reguiremerils are re.isonable in relation to expecta-

tions- of student success.

There is evidence of semi-annual advisory committee meetings.

5. 'The department comprehends and participates-in a system of
evaluation which leads to- the.up-dating and/or improvemwit of
the individual instructor and the occuOational program. '

.J.,

6. The instructional program is organized to provide the knowledge

end skills development that are essential for succT>in the, -

occupation. . , .
.

. . .
.

7. Within the classrooms, shops, and laboratorieS, there is

evidence Oat instrIx ition has been properly organized and s

being idiplemented -through mylti-media approaches.

1 .

8. Teaching methods end 0-0cedures make nrovisions for indillidual

differences and, needs.
,

8g,



Supervisory Perceptions Proaram Pane 2

9. To ensure skill proficiency, sufficient oractice is provided
with appropriate and suitable equipment similar to that
currently accepted in business and industry.

STAFF

10. Job orientation, work habits and attitudes are interwoven
iato th'e instructional program to assure job compatibility.

11. Activities which include health emphasis, job safety, and fire
prevention are an integral part of instruction.

12. Records showing the progress of the individual student are
maintained and made a part of hi.s/her permanent file.

.13. There is a system of ey'aTUating student achievemen-

14. There is demonstrated a continuous effort to determine the
effectiveness, reliability, and validity of the methods of

evaluation.

15. Lesson plAnc, have been developed and are utilized.

16. There is evidence of liaison between each instructor and tbe
respective business or; industry..

PdYSICAt_ FACILIJIES,

17. Existing facilities include adequate space and utilities in
classrooms, laboratories-, and shop areas which Provide for

safe and orderly instruction.

18. (here is acIequate light, heat,.and ventilation ip all areas of

the facility with particular attention to conditions which
might adversely.affect healtH and safety. .

EQUIPMENT. AND. SUPPL TTS

19. Proper equipment and adequate instructional and non-instructional
supplies are made available to subpart the instructional programs
offered by the institution.

aro

20. Fguipment selected represents the grade and type used by business
and industry.

21. The department has a system of supply 40hd equipment inventory
which includes instructional and non-instructional items.

83
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Supervisory Perceptions Program Pde 3

22. All instructtonal equipment and supplies meet appropriate
.safety standards.

23. First aid supplies are readily available:

LEARNIk RESOURCE CENTER

24. There is a learning resource center provided by the department.

25. The learning resource center(s) includes sufficient materials
to facilitate a multimedia approach to instruction.

26. The equipment and material are appropriate to the needs of the
programs served.

0

27. Materials include such items as abdio-visual aids and
equipment; reference books; industrial and technical
vanuals; and trade, technical, and professional periodicals.

28. A current inventory is Taintained and updated bi-annually.

29. A plan exists for annually evaluating the effectiveness of
the learning resource center(s).

PLACEMENT AND FOLLOW-UP .

.30. There is evidence in the department that a follow-up proaram
is conducted annually; which collects, records, and maintains
employment information over a five-year .period is vn operation.

(Such as the annual follow-up report of the placement office.)

DESCRIBE ANY STANDARDS NOT MET AND ADD ANY COMMENTS OR SUGGESTIONS.BELft

,

84
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Sample Document 3

SUPERVISORY PERCEPTIONS
Department Chairperson

Person to be rated

IN UCTIONS: Pleae rate the person named abage on each of the items
listed below. Be frank and honestno one wilrhave any way of knowing
how you pervely answered these questions.

.
PleasR reid each question 0 = NO OPIhION OR DON'T KNOW
carefully. Then circle the 1- . NEVER
number that matches- I-he 2 = SELDOM

.. ..._,
response closest to your 3 = SOMETIMES
view. Use the ratin'g scale 4 = USpALLY
to the right. 6... 9 . ALWAYS

. ...

Circle one number for each item.

1. Demonstrates brdaa Knowledge and .

thorough understAnding of hishher
administrative area.

2. Understands the important details.
of his/her staff's work.

3. Shows interest and enthusiasm in .

his/her work.
,

4. Expresses his/her thoughts cleSr1y
.,and effectively:

5. Sets clearly defined geals and .

objectives for himseTfiiherself
and h4s/her staff:

6. Pleins carefully dnd anEicipates.
po5.sib1e problems,:

his/her own plans and
exhibits the persistence
necessArV to accomplish:goats
and obs*tives.

8. Is well arilanized

85

NO

OPINION NEV SEL SOM USU ALW .

0 1 2. 3 4 5

Q. 1 4 5

0 1 2. 3 4 5

,

0 1 2 3 4 5

0 1 2 3 4 5

A

0 1 2 3 4 5

0 1 2 34 5

0 1 2 3 4

k.
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ADMINISTRATOR EVALUATION QUESTIONNAIRE .PAGF. 2

Circle one number for each item.

9. Effectively manages the efforts .

of those who work fer him/her so
that his/her organization operates
at peak efficiency.

10. Mates thoughtful, well reasoned
decisions.

11. Works hard

, 12. Makes sure that important work .

2gets done on time.

13. Adjusts quickljt.to chariges in

Plans orprocedures.

14. Performs well under Pressure . .

15. Controls his/her emotions even . .

when things are not qoing right.

16. Effectively evaluates programs,
yactices, and personnel.

, e

Is willina to try new aoproaches r .

or methods.

18. Clearly defines and explains what
he/she expects of staff members.

19. Hires
...

the most capable people he/.
shc,, can get. _

20. Supports those whollork for him/her.

4 '21. Is'conscious of the problems that .

exist at your level.

,

22. Encourages staff memebers to raise .

questions Snd express their

opinions.
.

. .

'23: Considers viewpoints that differ

from his/her own.

86

SEL SOM USU ALW

NO'

OPINION NEV

0 1 2 3 4 , 5

0 1 2 3. 4

0 1 2 3 4 5

0 1 2 DI 4 5

0 1 2 3 4 5

r,

0 1 2 3 4 5

0 1 2 3':, ..4 5

0 I 2 3 4 5

._ .

0 1 2 3 4 5

0 1 2 3 4 5

0 1 2 3 4 5

0 1 '-'2 3 4 5

0 1 2 3-N 4 5

0 1 ..2 3 4 5

0 1 2 3 4 "-5

(92

.



ADMINISTRATOR EVALUATION QUESTIONNAIRE

Circle one number for each item. NO

OPINION NEV SEL SOM USU ALW

24. Encourages staff membek to . . .; 0 1 2 3 4 5

develop innovAive solutions to
problems. .

25. Crute's a feelina of unity and 0 1 2 3 '4 5

' enthusiasm among those he/She
na.; contact with.

26. N, ourteous and oonsiderate . 0 1 2 3 4 5

27. Is n:inest and dependable in I 2 3 4

his/her dealings with staff
members.

,28. Treats all staff members fairly . 0 I 2 3 '4 5

dad imparLially.

2q. Compliments.and thanks staff 0 1 2, 3 4 5

members appropriately and -

sincerely. /
:

30. Rgcbgnizes and rewarlaff . 0 1 2 3 4 5

memberse.!.achievements. .

31. !;upports the College's poligies; 0 1 2 3 4 5

..procedures, and philosophy.

32. Ooe., a good job of nromoting 0 1 2 3 4 5

tne College's public *image.

PAGE 3
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CHAPTER EIGHT

-iNSTRUCTOR PERCEOtI0181

r

This chapter provides.a methodology to assess instructor's perc ptions
of the following:

Self,(InstructOrs)

Program

Student Personnel and Support Services

Department Chairperson

The self-assessment in§truments for instructors .4sist in the
construCtion in a self-review of their teachingleffectiveness and mast ;To f

occupational competencies. Examples of competency .listings for three
programs are included\as sample documents.

Procedures for administration and data utilization, instructor
perception forms, and other sample docuMents are included. One copy of each
tlf the instructor perception questionnaires could serve as a tally
instrument and composite report for te'acher responses.

Goal and Objectives
4-

/

Goal

,.

To record instructors perceptions orthe program, student'pepsonnel and
support services, department chairperson, and their, own individual .

performance.

Objectives

The objectives of this chapter are to solicit instructor perceptions in
h Iping to do the following:

1. Provide for /alid staffAtelopment activities designed to fulfill

,

seIf7identified needs.
. I

2.

6"-- I
Identify needed occupa.tional program iTprovements, in areas such as
curriculdm, resource materials, physical Tacilities, and equipment.10

9 4
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o,

3. Identify strengths, and meaktiesses of student personnel and Support
,services as- related to individual instructor and prOgraT'neeas.

4. Identify strengths and weaknesses of the department chairperson,as
,related to individual instructor, program, and instituttanal- needs.

Procedures for Administration '

Selec1t nstitutional Re resentatiVe

Prior to the commencement of any evaluation activit-tes, the inStitutian
should-designate an institutional representativeto be incharge,of
administration of this evaluative component. It is recommended that the
institutional representative be ao.administrator or supervisor, be familtar
wia and_engaged in the_ day-ta-day operation of the occupational programs
and services, and be able to devote appropriate amounts of time to Ahese

responsibilities.

Identify Components of Instructor Perceptions'

Ins tructor perception components are the-folldwing;

1. -Self (instructor)

2. 'Occupitional Program'
,

Student,Personnel and SupRort Servites-

4. Department'Chairperson'

Assign Responsibilities of.Institutional PersOnnel

1. InstitutiOnal Representative

a. Selects a faculty-admitiistrative committee to review and modify

instrainents.
4

b. Maintains maSter copies of,assessment forms,

c. Duplicates sufficient quantities of forms for e with all

instructors.

d. DistribUtes all assessment fOrms*to instructors at appropriate

times. Refer to the Row Chart in this chapter for imple-
mentation-of this evaluative process.: The.forms should be
accompaniedby a memo (SaMple Document 1) explaining theirneed

;

'
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for' dnd importance of this'information. The memo stiould

designate a deadline return date and the name of the persOnAb

whom the completed forms should be.returned.

2. Department Chairperson' ,r

a. Orients instructors in a positive.manndr to this assessment
process in order to gain their acceptance and cooperation.

b. Receives the instrUctor's completed self-and pr:ogram assessment

forms.

c. Holds conferences with tndiviudal instructors, reviews and
discusses self-assessment. /

.

d. Meets with program instructors, as a group b discuss the

program eval-uation.

es Records identified instructor' needs on, Individual NeedS-

Analysis Profiles and program needs on Program Needs Analysis

-e Profiles.
.

3. Instructor

a. Coppletes 'assessment forms for self, program, student persondel

'and support services, and department chairperson. Return 7

completed formsjo appropriate persons as Andicated on the memo
,attaChed to the forms at,the time of issuance.

' 4

b. Participates in ari individual' canference with department
chairperson,reg rding self-needs..

,
, ,

, c. Participates in a group confe'rence with department ChairperSbn
and all stdff of the Occupati3Onal program to discuss prograM
needs. .,

144

4. D3rector or Director's Desi4nate

.al 'Receives assessment formsfrom instructors for:de ,irtment
chairperson, student personnel andesupport servic

b, Holds conference with appropriate personnel concerning
identified needs.

c. Records identified needs dOpppropriate needs analysis profiles.
. . ,

91
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Explain.Instruments

1, Self-AssesSment

Each instructor is asked to rite himself/herself (Sample 6ocument
2). This assessment,form identifies competencies related to
individual instructor effectieness and occupationallompetency.

inst,ructors should review competencies pevelopgd for their
respective oceupationallfield, assess their Mastery of these
-competencies, and make recommendations for gelf-improvement (Sample
Document 3)..

2. Program Ev'aluation

Using data obtained from advisory boaed members and .

self7perceivedyeaknesses and strength§, each instructor evaluates*
components of the occupational program in wilich'he/she-teaches.
(Sample Document 4):(

mot

3. Student Personnel and SuPport Services

The instructors,give their perceptions of the student personnel and
, support.services to identify.strengths and weaknesset as related to
their individual needs and support of the total prograth (Sample
.Document 5). Th.is chapter in4ludes sample instructor perception
questionnaires for Student -Personnel and Suplaort Services that
include AdpiSsions,and Counseling, Registrar, Job.Placement and
Foll,ow-pp,.Media Services*, InstruCtional 'Materials Center, and
Pre-rech... Institutions With other -services must develop instruments

to meet the needs.of tha institution. The sample instrument§ may
-\ 'need to be modified to meet local existing conditions. -

4. Depa'rtment Chairperson
^m^

Instructors give their perceptions of the strengths and weaknesse__--r
of their departMent chairperson (Sample DoCument 6).* These-

- perceptions praide data to the supervisory staff and the
administration upon whfch decisions- for need:fulfillment and
Aromement-aclivities can b,based. tile instruments (Sample
DOcuments% 2, 3, 4, 5, & 6) were desi-Ined to eet the needs of one
institution. Qther institutions may need to develop additional
instruments for assessment of supervisory personnel.

r

_
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PrOcedures for Data Anagysis

Tally Instructions

InstrunDr perceptiOns concerning the program, student'persdnnel, 'and'
support services, ond department chairperson should be tallied for.
presentation of a ,"total" picture to.the appropriate persons. One copy of
each of the instructor perception questionnaires could serve as a tally

' instrument and composite reliort for responses.

Supervisory and student personnel and support services personnel shouip
be apprised of aggregate responses. Written comments should be typed
verbatim with no identifying remarks. Many tally techniqpes)could be
utilized in collecting and presenting this informattion. Hand tallying has
served to be An adequate method.

Record on'Needs" Analysis Proftles

Identified neeaS are recorded on the appropriate needs apalj/sis profiles
by the institulional personnel designated under 'Assi9.ning Responsibilities

'to' Institutional Personnel" in this cnapter.-

4
4

Data Utilization
V.

'The primary purposes of thesg evaluatIon materia)s is to provide for (1)
individual imprpvement, (2) protam improvement, and13) institutional

/improvement. In order for the data gained from the process in this document
lo be meaningful, the dqta must be utilized. It is_extremely important that
all concerned parties_be_informed of the re-SUlts and the implications for
iaiproement

Flow ChantInstructor Perceptions
4

The flow chart on the following page identifies the process of getting
the instructor perceptions and.analyzing the data.

93
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4

4

Number'of Documetit

4

LISTING OF SAMPLE DOCUMENTS

Name of Document

-Example Memo

Instructor Perceptions Questionnaire

Self-Assessment

3 Self-Improvement Activities

5

6

, *

Instructor Perceptions Questionnaire
Program Evaluation

Instructor Perceptions Questionnaire
Student Personnel and Support Services

Instructor Perceptions Questionnaire
Department Chairperson

Alternative Instrument for Gathering
Data from Instructors

1 0:t
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SAOLE.MEMO

Sample Document 1

TO: All.Faculty
FROM:

DATE:

SUBJECT: Instructor Perceptions

The following forms are designed to give you an oppoIrtuni.ty to
express your needs and perceptions as they relate to yourself and
the administrativesupervisory, and support services provided to
you. ,Your ratings and constructive comments will help provide
better administration, supervision, and supporl that will assist
you as you seek to do yfour job.

4.

Your name is required only on this cover sheet for return
identification purposes and on those.forms that relate to you. It

is not required that you sign the Other forms. Leave blank any
item not,applicable to you. Please turn these forms in to me by

. Upon receipt, all forms will be

separated to ensure confidentiality of your ratings of other
persons:

I.

.96
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. Instructor

INSTRUCTOR PERCEPTION QUESTIONNAIRE
SELF-ASSESSMENT

Sample Document 2

Date

Program

The following questionnaire is designed as a self-rating instrument to help you evaluate your
effectiveness as a teacher. The cormetencies listed were developed by p faculty-administrative
corrimittee and are based on nationally recognized teacher competencies.

The comments and ratings you make on this form are strictly to help you identify your needs as
a teacher, so that aparopriate activities id staff develipment may be focused on those needs. None
of the responses in this document will be used in your 'annual personnel evaluation for contract
renewal. Please give this information your careful consideration.

.Rating Scale

3 NEEDS VERY LITTLE IMPROVEMENT
2 NEEDS SOME IMPROVEMENT
1 NEEDS TO IMPROVE
0 NOT APPLICAB LE

A. Personal-Qualifications

1. There should be effective interaction between the instruCtor
and other professional staff. How Would you rate your inter-
acti9n with those listed belofv?

a. Otherinstructors

b. Ydur Department Chairperson

c. Associate Director for Student Personnel

d. Associate Director for Student Personnel

e. Director

f. Media Specialist

g. Coordinator of Special Needs Program

h. Registrar

I. Secretarial Staff

Developmental Studies

,

97
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0 0 0
0

0

0 0 0

ti000
4 0 0 0
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z

2. An instructor shotild exermontinuous effort toVvard im- I
proved 'performance. Rate yourself on the items Wow.

a. Extent to which mental effort is applied to per-
formance.

b. Extent to which physical effort is applied to
performance.

3. In order to promote instructional continuity, instructors
stiould be in attendance on a regular basis. How would
you rate yourself?

Extent to which my attendance affects the continuity of
instruction,

PAGE TWO

3 ? 1 00 0 0
LJ 0 0 (

,Da. I, make students aware of their progress. , 0 ILI LI 0
b: I explain what is right or wrong about assignments 0 Li L:J

orivork. /

c. I assign learning activities to' improve my students 0 CD LD
performance.

B. Teaching Skills .

1. There should be effective communication between the
instructor and student! How would you rate yourself
in the following areas of communication?

- a. I make students aware of their progress.

b. I explain what is right or wrong about assignments
or work.

c. I assign learning activities,to impr6ve my students
performance.

2.. The instructor who applies variety to teaching Methods
uses many techniques to assist learning.

Rate yourself as to the use of:

0 [ D 0
'0 0 0

0

a. Guest'speakers

b. Special lass activities.

t. Field trips

11111 0

d. Audiovisuals 0 0 0
e, Printed handouts' 0 Er 0

3. Siudents' knowledge of their progress is of utmost
importance in a learning situation. How-would you rate
yourself in the following areas?

a. My graaing procedures ve clearly described. 0 ET 0
98
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b. I clearly indicate what material tests will cover.

c. Student tests are graded within a reasonable time.

d. I review test results with my students. wt

4. Classes should begin and end at a scheduled time and
the instructor should be present and available to assist
students. How would you rate yourself in the f011ow-
ing areas?

a. My classes and laboratories begin at the schedule cr
(

b. My students are dismissed at the scheduled time.

c. I am present wheri classes are in session.
-

d. I am available tc:Aassist students whcn classes/
laboratories are in session.

e. I umy piatviing time effectively.

5. Subject matter must:be presented in an organized
manner. How would you rate yourself in the following
area's?

a. Subject matter is presented in an order which helps
students understand.

-

b. I stay on subject orrelated.material- and do-not waste
class trme on unrelated rroteriaL

c. My assignments are clear and 'easily understood.

d. I give enough time

e. I am well prepared
e.aCh day.

/
for comp lesion of -assignments.

to conduct classes/laboratories

f. I have a daily.,lesson plan and_use

6. The instructor should be fair when working with
students. Howoould you rate yourself in the following
areas?.

.
a. I give the grades earned.

b. I give individuals a fair share of my time.

c. I make class assignments which apply equally to all
persons.

7. Human relations are of extreme importance to the
success of the prOgram. Please rate the following concern-
ing the human relations between yoU and your students.

a. I am considerate and tolerant of students' opinions.
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b. I give personal attention to mY students whn needed.

1

c. I am cotfrteous toward students.

d. I disPy self-control tovard sttlents.

e. I give criticism in a courteous and helpful manner.

f. I encourage students tOask questions.

g. I respond to student questions irra considerate nd
courteous manner.

h. I feel that my felationship with my studehts i not
influenced by his/her particular race.

I. I feel thatmy relationship with students is n
influenced because they are male or female.

j. I feel that my relationship with my stude ts is not
influenced because of his/her age.

8. An efficient instructOr processes paper wor
and accurately. How do you rate yourself?-
I submit required paper work and reports
and accurate.

promptly

at areprompt

9.. All st'aff, including instruciors, should a ist in job place-
ment Worts. How do you rate yourself

a. I assist the students in my progratn in finding jobs
for-which-they are-trained. , * _

b. I assist the job placement coord nator and other staff
in the job'placement effort. /

10. Instructors should maintain a p sitive relationship with
related business and industry: 1)ow do you rate yourself
in this area?

. .

a.' I have business and/or indUstrial representatives visit
myyrogram.

b. I visit business and/?i industries that relate to my
instructional program.

11. What changes couldfie instituted that would help you
improve? ,

12. What additiopial resources could be provided-to assist you
in your work?

/
460.
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. -C. Occupational Knowledges and Skills

PAGE EWE

r
Identify belo

i
w those occupational knowledges and skiffs that you 4,el you need togrengthen

or improve upon. Also, list any new skills or techniques emerging in your occupational area
with which you need to become familiar. In identifying these needs, it would be helpful for
you'to review the skill demands of your curri ulum, or cOmpetency listtngs, such as VTECS,
or NOBELS. (Business Education), or 'other uch lists. Please list in priority order.

1 .
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fa'

Instructor

PrOram

Sample,Document 3

SELF-IMPROVEMENT ACTIVITIES

Year

Directi,onst Please list all staff development improvement activities- in
,which You partitipated this past year, for example, courses, workshops,
,conferences, local and state Staff development activities. This j.nformatfon

will provide a record.of what you hav,e done and provide data for planning of

your future staff development activities

4

Improvement Activity

r-

102 :
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Approximate, Date ,

. 1 0-8

414
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Program:

INSTRdCTOR PERCEPTION QUESTIONNAIRE

PROGRAM EVALUATION

Instructor .

Sample Document 4

4
In the appropriate space below identify any needs by ,specific,items of your
instructional program that could be addressed through acquisition,- modification,

1pr staff development.

I. Curriculum Needs=-(tinit modifitations, additions, deletionsr

4

Ow,

Instructional Equipment Need§-:(41ew okcupational or audiovisual
equipment-or Student or offite furniture needed),,,

'III. 'reartinq Resource Needs-:(Audioviltals,-bookS, organizational
systems, etc..)

4.r+

r

Th

103 ,
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Instructor Perception Questionnaire Program'Exa,luatiOn Page 2

4

IV. Ph sical Facility Needs--(Modifications of classroom or
lab space)

4

V. Instructional Supply nee--(Major expenditures to'individualized

instruction:or other supply needs not covered by regular budget) 1

VI. Other Program Needs

104
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Sample DocuAent 5

INSTRUCTOR. PERCEPTIONS QUESTIONNAIRE
STUDENT PERSONNEL AND SUPPORT SERVICES

31

Rating Scale 4

3 NEEDS VERY LITTLE IMPROVEMENT
2 NEEDS SOME IMPROVEMENT
1 - NEEDS TO IMPROVE
0 NOT APPLICABLE

A. Admissions and Counselin'

1. Is thoroughly familiar Lth school policy and procedure.

2. Applies policies and prcedures equally to all personnel
and programs.

3. Is familiar with the curticulum goals and objectives of
your program.

f
4. Provides accurate information to students and prospective

students about your program.

5. Is available on a regUlar basis to you for couniel and assist-
ance rwarding student problems.

6. Is effective in assisting you with problem situations.

7. Provides appropt'te feedback to you, after counseling
with student

8. Utilizes effective interpersonal comTunication skills.

B. Registrar

9. Maintains.a student record system that provides for
effective work with the students.

10. Provides an orderly student registration sytem.

11. Provides an effective system for receiving and processing
student quarterly grades.

12. Provides an effective system or reporting student attendance.

13. Provides positive assistance to students in need of financial
aid.

14. Utilizes effective interpersonal communication skills.

C. Job P lacement and Follow-up

15. Effectively communicates the services offered through
the job placement and fallow-up office.

44
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-% PAGE TWO

3 1 0

16. Effectively assists yoi, in the placement and follow-up 0 D 0 0
of students.

17. Provides feedback to.you about results of placement 0 . U [:3 0
effort.

.

18. Uti)izes effective interpersonal cornmunication skills.

D. Media SeMces

19. Pro C./ides d full rang* of,media services to assist the
instructor,

20. Is available to assist and consult vq1.1 you on your media
needs.

21. Maintains an adequate inventory of media equipment for
instructor use.

22. Provides effective assistance when requested.

0 0 0 .

.)t.

0 0 0
23. Provides adequate space and equipment for instructors to 0 '3 Li .1 1-3

produce-media materials.

24. Utilizes effective interpersonal communication skills.

E. Instructional Materials Cehter.

25. Typesproduces, and coltates teacher tists and other
instructianal materials efficiently.

26. Schedules work and produces within requested time limit.

27. PrOduces work of good quality.

28. Assists instructors in reproducing materiels.

29. Utilizes effective interper'sonal communication skills.

F. Developmental Studies.,

30. Has effectively communicated the services available to
you arid to students.

31. Students who have completed delielopmental studies
generally have the same basic skills as other students.

32. Readily accepts your referrals of students for special help.

33, Provides meaningful help to.students whb are referred.

----34:13fovides assistance to help you work with disadvantaded
or handicapped' students in your program.

. 35. Utilizes effective interpersonal communication skills.

36. Please make any constructive comments that would
improve these services to better meet your needs apd the
needs of the-evadents.

106
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INSTRUCTOR PERCEPTION QUESTIONNAIRE.
'OF DEPARTMENT CHAIRPERSON

Aaiing Scale

3 NEEDS VERY LITTLE IMPROVEMENT .
4 NEEDS SOME IMPROVEMENT
5 NEEDS TO IMPROVE

Name of Coordinator

Date

Sample Document 6

'The Department Chairperson

A. Generic and Support Considerations

1. Is thoroughly familiar with school policies and procedures.

2.' Applies school policy and procedures.edually to all.,

3. Provides, the teacher with assistance in acquiring necessary
materials, supplies, and equipment.

4. Is available an a regularbasis to assist instructors.

0 0-, O. 0
0 0 '0 0
0 0 0 0.

of 5. Demonstrates an ability to work through problem situations.

6. Provides leaderShip by example. 0
7. Is dedicated to making your instructional program as efficient 0

as possible.

8. Demonstrates inter ersonal skills that result in productivity by:

a. Seekingdback and information. F-151 0* 0. 0 0

D

EJ:

0 0

b. Diagnosing individual and group problems. 0 0 0, 0
/---

c. ResolVing conflicts.
.

"d. Utilizes effective interpersonal communication skills, 0 ft", , .
-e. Controls his/her emotions when,things are not going well. 0 0 0 0
f. Encouragespuestions and Considers viewpoints that differ 0 0 -0

from his/her own.

9. DemonStrates decision making skills by:

a. Seeking related information from a variety of sources.

107
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PAGE TWO

2 1

b. Consulting with those whom the decision affects. 0 0 0
c. Identifying alternative strategies and consequences. 0 0 0
d. Selecting and implementing a strategy,. -- 0 0 13

10. Observes program operption and individual instructors on a
regular basis so as tp be in position to offer appropriate
assistance.

LD EJ

B. Curriculum and Instruction.

11. Is familiar with the objectives and curriculum of your
program.

0 E El

12. Continuously emphasizes curriculum development and
instructional improvement.

0000
13. Assists instructional personnel in:

a. Writing goals and objectives. 0 0
b. Selecting content. CD 0 LI

c. Selecting strategies. 0
d. Selecting student evaluation methods and procedures. 0 0 0

14. Assists instructional personnel in developing strategies
and skills in classroom management.

CD 0 0

15. Provides leadership and assisonce in the improvement
of teaching techniques emploVed by individual instructors.

0 E.

C. Professional Growth

16. Works with the instructors to develop appropriate staff
development plans'that are designed lo meet thae
identified needs..,

:

17.. Participates in formal evaluptions that identify the needs
of Individual instructors and their programs.

18. Makes individuals aware of the resulisof evaluation and
needs assessments conducted.

19. Seeks and utilizes suggestions from staff for-improvement.

20. Please indicate bdiow any constructive suggestions that will
,

assist your department chairperson to improve his/her
assistance to you.

4 IS1 ,4

108

4

I.

114

ri
LD

0

0

o E J E
-o o D.J

.44./

,



ALTERNATIVE INSTRUMENT

The following instrument is taken from Olympia Technical Community
College in Olympia, Washington, (Bullpitt, 1980) and provides an alternative
methodology for gathering data from instructors.

..440
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FACULTY APPRAISAL OF
PROGRAM

DIRECTIONS FOR RATING:
EXCELLENT Nearly ideal, top 5 to 10%
GOOD Strong rating, top one-third
ADEQUATE Average, the middlelhird
BELOW EXPECTATIONS Fair, bottom one-third
POOR Seriously inadequate bottom 5 to 10%
NOT APPLICABLE Statement doesn't apply to program
DON'T KNOW Unable to ratelhe statement

How would you rate the following:

I. GOALS
A. Goals and Objectives

1. Written general program goals are:
Understood and committed to by adminis- 0 0 D 0 0 ci
trators, counselors and instrUctors.

2. College planning for programs includes:
Participation by administrators. 0 0 F3 0 Li El
Participation by instructors, counselors and r7.-.J El 0 Li 0 0 -0
-other support personnel.

3. The College educational plan is used as a b4sis
for:

Implementing specific pr6grams. Li Li 0 0 0 El 0
Evaluating specific programs. 0 D 0 0 0 0 0

4. Written program objectilies are:
On file for the program and stated^in 0 D CJ 0 0 0 0

,
measurable terms.

--. Used to evaluate the program. 1:1 D 0 0 D 0
, 5. Written performance objectives are:

On file for courses and stated in measurable D 0 D D 0 0 0
terms.
Available io students. 411 0 0 0 0 0 0

7, Used to keep students aware of progress. 0' D D 0 0 0 0
B. Labor Market and CommunitY Needs

1. Data orOabor market needs are:
Kept current for the program using a variety .0 0 0 D 0 0 0
of sources.
Used in planning and evaluating the program. D 0 0 cl Li - O.

2. Profession/industry standards are:
Used as a basis for planning and evaluating the copoo ri
program.
Used as a basis for planning and evaluating 0 0 0 0 0 LI 0-
course content and instructional'approaches.

Data on community population needs for train -
ing, retraining and upgrading job skills are .

Kept current for the Program. j 0 '0 0 0 0 0 0
Used in planning and evaluating the rogram.
Used in-slcheduling and locajting the program. 0 0 0 El 0 0 0

Data on joii performance 'requirements and
trends are:

Kept current for the Program. ci D El. D 0. 0
- Used to develop and evaluate the program. 0 D D 0 EJ
- Used -to plan and evalUate course content. 0 0 0 0 El D 0

Sample Document 7

Program

Date

t.t
o z

I g
la i 1 E

c 8 If g 1 !I0 0
OP 10. 2eltri 3 4S sig

110

116



DIRECTIONS FOR RATING:
EXCELLENT Nearly ideal, tot!. 5 to 10%
GOOD Strong rating, top one-third
ADEQUATE 7 Average, the middle third
BE LOW E XPECTATIONS Fair, bottom one-third
POOR Seriously inadequate bottom 5 to 10%
NOT APPLICABLE Statement doesn't apply to program
DON'T KNOW Unable th rate the statement

IAG TwQ

1
How would you rate the f011owi.ng:' x , .17

,,. 11 g 1 a
-

11. PROCESSES *.:1 8 , §ioz -00 1 cs. 2 Alt A 40 5 ici

A. Instruction .
s

1. Instructional approaches are adapted to:
Recognize occupational objectives of \
students. .

Meet individual needs of students. . 0 E3 E3 0 0 E3 E3i Provide learning assistance for, students 0 in Ei Ei Ei Ei ED

with special needs.
Provide hands on, lob related experiences. o opooDo

2. Applicable support courses are: .

-- Closely coordinated with the program. CD 0 ED 0 ED 0 0
Relevant and current to needs of the itudent. 00O0000

B. Articulation is Maintained with;
Educational institutionrofferirig occupational 0 ..CI --JO pop', .

programs (such as high schools, other com-
munity and four-year colleges).
Community agencies involved-with occupa- 0 ' fie o o o o o
tional education,(suth as CETA,.DVR).

C. Related Work Experience or.Equivalent Clinical
Experience Is:

Available at convenient locations tO all
students, day KO evening, enrolled in the
program.
Coordinated with classroom instruction. 0000000

---- Coordinated with employer supervision. 0 0 0 0 0 0; 0
D. Disadvantaged . .

1. Special servicessfor ,disadvan.taged students in
the prograrri are:

CoOrdinatead by qualified slaff. . 0 MI .0 0 0 0 '0,
Coordinited with program instruction. .

2. Special services for hindicapped students in the

0

program are:
Readily available.
Coordinated by'qualified staff.
Coordinated with program instruction. 00E3'0E30E3
Planned to irfclude modification and 00000.00
adaptation of facilities and equipment where
needed. .

3.- 'Special services for the reentry student r dis-
placed homemaker are:

Readily available. 0 ca 0
il

CD

Avaable to assist with the transition./\ 0E1
adjustment to the c011ege scene,

100000
Coordinated by qualified staff. O. CD CD CD CD ID, 0,
Coordinated with program instruction. 0 0 CD 0 0



DIRECTIONS:FOR RAYING: .-

EXCELLtNT Nearly ideal, top 5-to 10%
GOOD Strong rating, toP one-third
ADEQUATE Average, the middle third
BELOW EXPECTATIONS Fair, bottom one-third
POOR Seriously inadequate bottom 5 to 10%
NOT APPLICABLE Statement doesn't appJy to program
DON'T KNOW Unable to rate the statement ,

How would you rate the foHowing:

4. Additional services for students. with special needs
are evaluated through:. -

..,
Monitoring the progress of the students.

-7 Assessing program/services accomplishments
in relation to planned objectives. .

Follow up studies to determine employinent
success of these students.

PAGE THREE

0,

0 2
c J. 2 II 38 51c)

I
LI 0 0
0 0 0
F.:.J 0 0

. .
-0 0 El 00 0 0 0
0 EJ 0 0 ,

E. Emphasis on Overcoming Sex Bias, Discrimination and ......

Stereotyping is Given to:
Program enrollments, recruitment and admis-. 0 El I3 0 0 0 0 i
sion policies.
Course, and program content and teaching ... 0-- Cl El 0 E.T, 0 0
methods'.

-7 Selection of curricular materials. El 0 0 0 121 . O. 0
Job development and placement. -L1 0 0 -0 0 0
Student counseling and guidance. 0 0 0 0 El 0 0
Staff recruitment, selection and promotion. o 0 -00 o Do

F. Counseling, Advising ,

1. counseling and'guidance services are:
L Available and accessible for all students in the 0 El 0 0

programday or night. \ ----

IN

Keyed to student career and program interests 0 0 0 ' 0 0 0 El
and needs.
Informiu students of nontraditional job oppor- CJ 0 0 0 0 0 0

. 'tunities for both sexes.
Provided by) qualified, knowledgeable staff. 0 0 0 0 0: 0 0
Use a variety of resources that are relevant to ED 0 El 0 0 El 0

'student needs.
. .si /

- 2. Prog-ram includes economic instruction which helps - , . -
0

the student: 4,

. Understand employee responsibilities and rights. 0 0 0 0 0 0 0-
Evaluate job opportunities in relation to salary, 0 0 0 0 00.Ei,
benefits and conditions of employment.
Understand the principles of business opera-f, -0 ,0 0 0 0 0 El.
tion and cost of doing buiiness. 0.4'-

. 3. Program includes consumer education which helps .7

students:
Manage time and moneY 0 0 .0 '0 0 0 0<,

, Become a wise Shopper. El ED El 0 El El 0
-: Conduct personal business transactions. 0 0 * 0 El 0 0 0

, Manage the combined responsibilities of a job 0 0 0 0 0 0 0
and a home. 11

Conserve energy and other natural resources. 0 0 0 0 0 0 El



-DIRECTIONS FOR RATING:
EXCELLENT -,Nearly'ideal, top 5 to 10%
GOOD - Strong rating, top One-third
ADEQUATE - Average, the middle third
BELOW EXPECTATIONS - Fair, bottom one-third .
POOR Seriously inadequate bottom 5 to 10%
NOT APPLICABLE - Statement doesn't apply tb program
DONT KNOW- Unable to rate the statement

How would you rate theefollowing:

G. Placement Services
1. Placement of students: .

Is a planned, coordinated seevice.
Identifies employment opportunities for
students in the program. ,

- Helps students in the Program with'market-
able skills find employment.

2. Program completers and leavers desiring em
employment are:

Prepared to apply for a job.
Treated fairly and equally.

- Placed within,a reasonable period of timein
ajob for which trained or closely related.

3. Success and failure of program completers'and
leaver:s are:

.

PAGE FOUrzi.

2
, 7

0 Z 08 2 u'IU ".4° 51U

0000
En En En En In -0'0000040-

00000,0`0

- Assessed through periodic follow up studies. 0- .Made available tb instructors,.counselors
and advisory committee Members.
Used to modify the prograin and 4lated /0
courses,

,0A re current and relevant for the program. 04H. Admissions .

1. Students and potential students desiring en'rop-
ment in the program are:

' Identified throuBlyecruitment activities.
Counseled on employment opportunities.
Treated equiiably in enrollment selection.

- not impeded by unrealistic prerequisites or -
costs.
Able to attend classes at accessible locatiOns
and conventient times.

. 2. Promotion of occuPational education:
I riformed the public, legislatoi.s, news media,
boards, and business community of program
goals and needs. .

Interprets the importance of' occupational
preparation as an option for students.
Gains community support and contributions.

RESOURCES
A. 'Administration

1. The administrative structure provides for direc-
tion and coordination of the program through:

Assignment of qualified administrative
personnel.

1 1 3
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PAGE FIVE

DIRECTIONS FOR RATING: --
EXCELLENT Nearly ideal, tap 5 to 10%

.'
,-,

GOOD Strong ratinp, top orie-third. . ,..

ADEQUATE Average, the middle third
BE .OW EXpECTTIONS Fair, bottom one-third
POOR Seriously inadequate bottom 5 to 10% A

NOT APPLICABLE Statement doesn't Ipply to program .I

DONT KNOW Unable to rate the statement

. 4.1
.1.1 i 3 . 1

How would you rate the following: .az o'ci .1 1. 2 AZ 34 4 0 5 Ire

Delineation of responsibility, authority and
accauntability.
Assignment of time for supervisors and/or
administrators to provide for planning -and
evaluation.

2. Administrators and/or supervisors responsible
for directing and coordinating are:

Sk'illed in management techniques. -

Committed to aod knowledgeable about
occupational education.

B. Instruction
1. The number of instructors' is adequate for

teachers to:
Meet individual student peeds.
Provide liaison with advisory committees.
Assist witb student achievement, placement

tipnd follow up.
-ivyaintain ongoing contacts with employers

- and potential employers.
2. The instructional staff, full and part time, is

0. qualified by:
Two or more years of relevant employment
appropriate to the job assignment.
Inservice training and/or experience appro-
priate to the teaching assignment.
Teaching copetence as evidenced by peer,
student and/or administrative judgment.

3. The college ehcouasand supports inservice

opportunities th ugh:
' Allocating f nds fOr instructor participation.

Making time. vailable for instructor partici-
pation. .

Assessing inservice growth in teaching evalu-

ation.
4. Support staff ire utilized in the program to

provide. .

Office and clerical assistance.'
7 Classroom help to students

.Instructional assistance for teachers.

114
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DIRECTIONS FOR RATING:
6,XCE LLENT Nearly'ideal, Op t o 10%
GOOD Strong rating, top one-third
ADEQUATE Average, tmiddle third
BELOWEXPECTATIONS Fair, bottom one-third
POOR Seriously inapecruale ticIttom.5 to 10%
NOT APPLICABLE Statefnent dOesn't apply to prograin
DON'T KNOW Unable to rate the statement

PAGE S1

v-
3V.

How would you rate the following:- %h. P

. C. Equipment and Facilities o 8 1 43.8 31- 4 :83 5
:(

1. Equipment lived on campus or off campus fo,r
the programfis:

-Representative of that used in jobs for Which EJ E f:1 EJ
th-e students are being trained.'
Safe, functional and,well maintained. 0 0 0-0 0 0 0
In sufficient supply to serve the needs bf the, 0 0 0 0 0 00
studennts in theprogram.

2. Insb-uctional. facilities (excluding equipment)
used for the-program:

Are functional for the program.
Meet the needs of-the students.
Are flexible,and adaptable to changing
instru6fronal approaches and special student
requirements.
Meet safety standards.
Are fungional for/advising students.

3. Scheduling of facilitieS and equipment for the
program:

Is planned for optimum use.
Supportsquality instruction.

4. 'Instructional materials are:
Sufficient in quantity.
Current and relejvant,to the program. 0

Varied. '

Available and accessible to students.
Selected to avoid sex.bias, stereotypiiig and
discrimination..

5.. Library resources provided to support the pro-
gram are:

Sufficient in quantity.
Current, varied and relev.ant to the program.
Available and accessible to the students.
Selected to avbid sex bias:stereotyping and
discrimination. .

D. Advisory Committees
Are representative of the program 'for which
training is provided.
Provide input' on course content, program
modification, instructional materials and
equipment, student employability and
placement.
Meet at least annually.
Extend the program into the community.

1 1 5, 121
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i-s .4,
lgIRECTIONOPOR fl NG:
B*CELL.ENTit- NeirlVideal,.top 5,0 10%

P; GOOD is-- Sttong rating, top oneed
ADEQUATE Avgragep,the mid e third
BELOW EXPECTOONS Fair:bottom one-third
POOR Serious laadequate bOttorn" 5 to 10%
iSIOI.APPLICAB LE Statemeiit doesn't aPbfy to program
D'ON'T KNOW Unable tb rate the stateinent

a

klow would VI te the-fol
' 441"

Gr

7
'E. Budg#

1. T Operational budget for the progr
Is *rifled wiknstructor input.
Is ai.liquate Wachieving prograib obIP
tives.

-ats

Makes effective use of outskip funding.
Is based on program priorities.

2. The capital- ou:ttay budget for the program-
Is planned With instructor
Supports program objectiv_eitcleqUately.
Supports-program bbjectives,adequately.
Supports scheduled equipment replacement
and repair.
Provides for program facilities.

*urn,

"
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ASSESSMENT POFILES

Pag.e 8

Assessment value's g'each criterion and standard SbatiTd be consistent

-with defnitions provided below. Both qUality and quantity of past

performance should be considered when asessing each standard. As'sessment

values should b.e determined based upon the-conditians Of tfle program at the

time of:the evaluation: Definitions of assessment values.are as follows:
*

5 = Excellent: . Indicates that more than'adequate time, attention, and
resources have been assigned for conditions or operations to excel_ .

(Top 5 to 1(T)

4.= Good: Indicates that some additio041 time; attention and resources
are needed to ensure that conditions or operations excel. (top

one-third)

43 Adequate: Indicates that additional time, attention and resources
are needed for conditions or operations defined by the standard to
be functioning well., (middle third)

4 = Below Expectations: Indicates a great deal more iime, attention,
and resources are needed for condittons or operations defined by the'.

sta:ndard to be aequate and flinctioning_at an acceptable leVel.
(bottom one-third).

5 = Poor: Indicates thaethe need is critical for additional time,
attention,-and restiurces to be*assigned for conditions or operations
defined by the standard to be adequate and function at anAcceptible
level. ,(bottom 5 to 10%)

0 = Not Applicable: Indicates that the standard is not applicable given

the aimS and objectives of the program.

0 Uon't Know:, Indicates that the evaluatow,cannot:make an adequate

judgment of the statement. ,

,Quantitative values are plated upon evaluative criteria by assigned.

, numer)cal quantities, 0, 1, 2, 3, '4, to each standard and averaging them for
each criterion measurement. ,

Each assessment value indicates the degree to which time,-effor,t, and
'resources have beeh devoted to meeting a criterion. This' value is.computed

in,he s'ame way for each.criterion_in each section.

The method of computation can best be explained by the folloWing
example7

1 1 7-

1 2.3
/



-METHOU A - When' no checarks appear in the N/A or Don't Know columns:

Criterion:
, .

Additional Support Needed:"

Cri teriOn a -

b -

C

d -

e -

4.

t- hor
Know

Betow---TArtept=
Expec- able
tations

0 1 2

X

3

page '9

GoodEcuient

X

5

1. Multiply the.number of checks per coluMn by the number at,the top of the column

and total.
1 x.1 = 1

Add 1 x-2 = 2
2 x 3 = 6
1 x 4 = 4*

Total 173- -Record the totaJ in the space provided.

2. Zivide this total by the given denoMillator and recor& the quotient in the

space provided for determintrig the criterion assessment value:

Divide, Total 13 = 2.6 (Assessment Value)
5

MEMOD B - When-check mark'i appear in.the N/A or Don't Know columns:

1. Same as in METHOD A (Step'1) above.

2. Count number of check,marks ih the N/A or Don't Know columns.

3. Deduct this number from ihe given denominator.

4. Diyide the total,as computed in METHOD A above by the corrected denominator

and record the quotient in the 'space proviTted for assesSment yalues.

Dvide Total (Assessment Value)

'Corrected Denominator
,

Asses.sment values derived by METHOD A and/or B are then transferred to the assessment

'*.value profile chart.

J
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ELEMENTS

I. GOALS
A. Goals and Objectives

Total . . .

11,

B. Labor Market and Community Needs " f

Total . . . = Assessment Value

10---

ASSESSMENT PROFILE

Fagulty

PP\GE

= Assessment Value

II. PROCESSES
A. Instruction

- Total . . . , =:Asses9ment Value

1

2,

B. Articulation is Maintained With:

Total . . : s = Assessment Value

2-

C. Related Work Experience or Equivalent
Clinical Experience
Total . . . '=-AS--sessment Value_

e 2

D. Disadvantapd ,

Total.. . = ASsessiiient Value
2

E. Emphasis on Overcoming Sex Bias, Dis-
crithination, and Stereotyping IS.

'Given Jo:,

Total . . . = Assessment'Value

P. _Counseling, Advising
, Total . . = Assescment'Valde

3

G. Placement Services
7 Total . .

, ID.

H. .Admissions
Total . .

.
,

= Assessment Nalue

Assessment Value

K 1'19

(

4

4 ,

a

'Page 10

EVALUATION SCORE

,

0 . 1 . 2 . 3

Model Range

. 4 . 5

i

0 .

,

1 . 2 . 3 . 4 .

0 . ,1 . . 3 . 4

%

.

,0

...

. 2 . 3 . 4 . 5
,

2 3 . '4 . 5

0' . I.' .

,'..

2 . 3 . 4 . 5

1

0 .

.

1 . 2 . 3 . 4

-

. 5

0 . 1 .

r

2 . . . 5

0 . i. 2 '. . 4: . 5

..

0 , . 1 . 2 . 3 . 4 .

125, , .f



Assessment Profile
Faculty

Page 11

ELEMENTS PAGE. EVALUATION SCORE

-

III. RESOURCES
A. Administration

Total . . . = Assessment Value
4

B. Instruction
. .

-.Assessment Value .
5 . 0 I .

C. Equlpment and Facilities

Total . . . = Assessment Value

D. Advisor-y Committees

Total . . . .= ksessment Value
4

E. Budget
Total . .

= Assessment Value

8 7 0 I 2 3 4 5

120
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ELEMENTS

ASSESSMENT PROFILE

Faculty

PAGE

I. 'GOALS
WritTen general program goals are:

Total . . . = Assessment Value

College planning for programs includes:

Total . . .
= Assessment Value

The Cotlege educational plan
Total . . . = Assessment Value

Written program objectives are:

Total . . . = Assessment Value

Written performance objectives are:
Total . . . = Assessment,Value

Data on labor market needs are:
Total . . . = Assessment Value

Profession/industry rstandands are:

Total . = AssessMent Value

,Data on community population needs are:
Total . . . Nssessment Value

Data on job performance requirements are:''

Total . . . - Assessment Value

II. PROCESSES
approaches.are adapted to:

Total . . . -:,Fissessment Value

ApptiCable support courses are:

. Total . . . 7 Assessment Value

Articuration is maintained with:
Total . . . = Assessment Value

2

Related work experience or equivatent is:
Tta]. . . . - Assessment Value

121
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1

1

1

1

2

2

Page 12

EVALUATION SCORE

0 . . 2 . 3

Model Range

. 4 .

0 - . 1 . 2 . 3 . 4 . 5

0 . 1 , 2 . 3 . 4 ..

0 . 1 . 2 . 3

,

. 4 . 5

0 . 1 . 2 . 3 . 4 . 5

0 . 1 . 2 . 3 . 4 . 5

A

0 . 1 . 2 . '3 . 4 , .

0 . 1 . 2 . 3 . 4 11 5

.

0 . 1 . 2 . 3

,

. 4 .'

.

5

0 . 1 . 2 . 3 . 4 .

0 . .1 . 2. 3 . 4 , .. 5

0 1 . 2 . .3 . 4, . 5

0 . 1 . 2 . 3 . 4 . 5

127



Assessment Profile
Faculty

ELERENTS

1

fr

r

Page 13

PAGE EVALUATION SCORE

,
Special services for disadvantaged students

Total . = Assessment Value ,

0 3 2

Special services for handicapped students
Total . . . =Assessment Value

2

Special services for reentry'student
Total . . ,= Assessment Value

4

Additional services,for students with
Total . . . = AsseSsment Value

3

Emphasis on overcoming sex bias, etc.
To41 . . . = Assessment Value

6

Counseling and guidance services are
Total . . . = Assessment Value

Program inCludes economic instruction
Total . . . = Assessment Value

3

/Program includes consOmer education
'Total . = Assessmdnt Value

Placement of students
Total . . . = Assessment Value

3

Program completers and leavers
Total . . . = Assessment Value

3

SUccess and failure of program completers
Total . . . ='Assessment Value

Students and potential students desiring
enrollment in.the prdgram
Total . . . = Assessment Value

Promotion of occupational education
Total.. . . = Assessment Value

Y--

III. RESOURCES'
' The admini.strative struciure provides,for

4 Total . . = Assessnient Value

0.5

'

3

122

2

3

3

3

3

3

4

4

4

4

4

-

, 1 -. 2 : 3

Modef Range
,

. 4 . 5

. , 2 . 3_1_. 4 . 5

o . 1 . 2 . 3 . 4 . 5

0 . 1 . 2 . 3 . 4 . 5

0 . 1 . 2 . 3 . 4 . 5.

. 4 . 50 . 1 . 2 . 3

0 . 1 -. 2 . 3 . 4 . 5

0 . 1 . 2 . 3 . 4 . 5

0 . 1 . 2 . 3 . 4 . . 5

. 2 . '3 .' 4 . 5

0. . 1 . 2 . 3

%

. 4 ./ 5

.

0 . 1 . 2 . 3

.-

.

o . 1 . 2 . 3 . 4 . :5

0. . 1 . 2 .. 3' . 4 . 5
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Assessment Profile
Faculty

ELEMENTS

Page 14

PAGE EVALUATION SCORE

Administraiors ind/dr supervisors respon-
sible for directing and coordinating
Total . . . = AssesSment Value

5

The number of instructors is adequate
Total . . = Assessment Value

The instructional staff is qualified by:
Total . . . = Assessment Value

71
The collegvencourages and supports

inservice
Total , . = Assessment Value

Support staff are utilized to provide
Total . . . = Assessment Value

3 -

Nuipment used on'campu or off campus
is:

Total . . = Assessment Value

Instructional facilities used for the
program
Total . = Assessment Value

-5

Scheduling of facilities and equipment
Total . . . AssesSmdnt Value

Instructional materials are:
Total . . . - Assessment Value

Library resources to support the program
Total . : . 7 Assessment Value

Advisory committees
Total . . . - Assessment Value

The operational budget for the program:
To4a1, . . . -= Assessment Value

4
The capital outlay,budget for the program:
crotal . . . - Assessment Value

5

5

5 ,

6

6

6

7

0 .

,

1 . 2 . 3

rodel Range

.

. 4 . -5

, 0 . 1 . 2 . -3 . 5

0 . , 1 2 . 3 . 4 . 5.

0 . 1 . 2 . 3 . 4 . 5

o .

P

1 . 2 . 3 . 4 .

t

5

0 . 1 ... 2 . 3 .. 4

-.---

.

0 . 1 . 2 . ,3 . 4

.

.

.

5

0 . 1 . 2. . 3 . 4 --.

,

5 "

O . 1 . 2 . 3 . 4 . .

0 . 1 . 2 . . 4

.

. 5

OL.2 . 3 . 4 .
. 1 . 21 . 3 . 4 .

..

5

0 . 2 . 3 . 4 .



CHAPTER NINE

CURRENT STUDENT PERCEPTIONS

This chapter provides a methodology for gathering stUdents' perceptions
of their instructors, their program of study, and the.institutional support
services. The course-of activities- will follow a sequence similar to that
outlined'in the Student Perceptions Flow Chart. Two instruments are used to
gathere.information:

The first instrument is Student Perception Questionnaire--Instructor
(Sample Document 3) with accompanying directions for administration (Sample
Document 1); directions'for students (Sample Document 2); rating sheet
(Sample Document 4); and tally fohmat (Sample Document 5).

The second instrument is Student Perception Questionnaire--Program and
Ancillary Services (Sample Document 8) including directions for
administration (Sample Document 6); directions for4students (Sample Document
7); rating shee.t (Sampl-eDocument 9); and tally %mat (Sample Document'10).

Both instruments use a five point rating for xecording responses to
given statements; and both instruments provide an additional page for
written comments. The data are gathered during school time by persons other
than the instructor. In most instances one class period (50 minutes) has;
been found to'be sufficient for administering-the. instruments.

Goals and Objectives.

Goals 1.

1. To have current students give their perceptions of the strengths and
weaknesses of their occupational program and the institution

.

ancillary services. .

2. To have students give their perceptions of the effectiveness of
their instructors in the program in which they are currently
enrolled.

Objectives

The objectives of this chapter ar>il\follows!

.1.. Provide data for staff, program,iand institutional improvement.

2: Identify curriculum needs.

125
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.3. Identify needed changes or moaifications in physical facilities.,

4. Identify instructional equipment needs.

5: Identify needs in learning resources.

6. Provide data from which decisions can be made relative to
program objectives.

7. Determine:if 64udents ar2 informed of program objectives.

8: Identify student perceptions of strengths and weaknesses in the
instructional program.

9. "Determine if handout materials, audiovisuals, and resource
materials support the objectiVses of,the program.

10. Determine whetker that the ancillary services (book store, student
personnel, cafeteria, etc.) adequately prOvide for the needs of
students.

11. Identify any unmet needs of disadvantaged students that are within
the purview of the instructor or,program design.

12. Identify any sexual or racial bias in the instructional program or
in student personnel services.

Procedures for Administratio

Select the Institutional Representative

Prior to the commencement of any evaluation activities, the institution
should designate an institutional representative to-be in charge of
administration of this component. It is recommended _that this institutional
represenative be an administrator or supervisor, be familiar with and
engdged in the day-to-day operation of the occupational programs and
services, and be able to devote appropriate amounts of time to these
responsibilities.

Identify and Categorize Areas
Surveyed by the Student Questionnaire

Each institution must consider its information needs when developing or
modifying survey instruments. The instruments require an internal
organization to provide usable assessment data. The student questionnaires

126
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presented here assess a variety of areas and are organized-as shown:

"Student'Perception Questionnaire--Instrucior" (Sample Document-3) ,

,-Methods of Instruction Questions 1 - 4

--Instructor Effectiveness Questilons 5 - 7.

--Additional ComMents Question 8
- ,

"Student Perception Questtonnaire--PrOgram and AnCillatv Services"
(Sample Document 8)

-.-Curriculum Questions 1 - 5

--Learning Resources-Questions 6 - 7

--Physical Facilitites Questions 8 9

--Ancillary Services Questions 10 - 14'

--School Maintenance Question 15

--Additional Comments Question 16

_Prepare for Administration

Planning is essential to a well-conducted survey of student perceptions.
Standardization of procedures ensures the least amount of confusion and a
more positive orientation to the effort. In preparation for the current
student survey, the following'activities should be the responsibiilty of arid
be conducted by the designated institutional personnel.

1. Institutional Representative

a. Helps amiliarize those involved in the evaluation process with
the principles and concepts of the evaluation and works toward a
commitment from them.

b. Familiarize himself/herself with the various manuals, forms,
instruments, etc., and is an available resource to those who
will be using these material.s. .

c. Reviews with, department chairpersbn and other appropriate
personnel(instructors, etc.) the student questionnaires and
modifies the instruments according to local needs.

1 27
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d. ,Works with appropriate institutional personnel (instructors,
,

department chairperson), in irranging the time most appropriate
for conducting the survey, enSuring that as many students as
poSsible will be available to complete the questionnaires.

e. Assumes the reSponsibtlity.for training additional institutional
personnel to aid in the administration of the student perception
questionnaires, if additional aides are needed.

f. Consults with program instructors to anticipate the number*of
student questionnaires needed.

-

Obtains identifiCation numbers for the program and all
instructors involved. The test adminiStrator takes.appropriate
identification numbers to each session for proper placement on
the rating sheets.

,1

h. Surveys each department independently.

i; Delivers completed rating sheets tp-computer station fOr
data processing or provides for hand tallying and recording of.
results. Provides for typing of written responses.

j. Forwards accumulated data Ito the department chairperson for
review with appropriate personnel.

2. Department Chairperson

a. Works with the institutional representative, instructors,
and other appropriate personnel in arranging the time for
administration of the questionnaire. Assists with
administration of the questionnaires when requested.

b. Promotes a positive attitude toward the evaluation effort.

c. Meets individually with each instrUctor to relay the
results of the student questionnaires..

d. Conducts summary conference with all program instructors to
discuss student perceptions of program.

e. As a result of the summary cenference, records all

identified individual and program needs'.

f. peveiops with the instructor an appropriate methodology to meet
the needs that may have been identified.
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Instructor

4- Advises students that the survey will tie administered on the
scheduled date, emphasizes the importance of their responses,
and helps create a recepttve and positive attitude toward the
questionnaire.

b. Ari-anges lesson plans.for lelst interruption.

c. Arranges for 0,Wri absence from the classroom during the

administration of the questionnaire.

List Materials Needed

- -Sufficient number of student questionnaires

--Sufficient number of rating sheets

. A
--Directions for administering instruments

--Extra pens (pencils)

- -Large envelope for student rating sheets

Review General Guidelines for Administration of Student

Questionnaire

The following guidelines must be gi'ien full considerAtion in
administertng the questionnaire:

1. Any and All actions or statements by the administrator of
the questionnaires may Anfluence the students' responses.

2. The.administrator must express a positive attitude toward
the survey while in the presence of the Students and
emphasize the iMport.ance of factual responses.

3. All-directions must be clear and concise to secure the full
cooperation of the students in gathering the needed data.

4. It' is suggested that every effort be,made to survey each
student in the occupational program. However, if the
population is too large to survey each student, it is
recommended, that a representative sample bedrawn.,

5. Instructors should not be preSent during administration of the
questionnaire.
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1.

6. Each student (firnt complete A Student Perception
QuestionnaireInstructor" for each instructor.

Follow Specific Rrocedures for Administration of the Instruments

The institutional represebtative or aide is to administer the student
perception questionnaire as follows:

1: Explain briefly t1e student perception questionnaires and
the intended use of the data.

2. ASsi&e students of the tonfidentiality arid importance of
their reqlonses.

3. Encourage students to respond to all items in.spite Of the
difficulty some ftem5 may present.

4

4
4.. Write the program:num6er and each instructor's position

.number on.the board. Explain that for confidentiality
instructor and program numbers are used instead cif names.

5. Ask studehts to mark only on the rating sheets. The survey
instruments are reusable if kept clean.

x.4,44

/

6. Ask students to read the directions silently while the administrator
reads them aloud.

Procedures for Data Analysis

The purpose of this section is to provide suggestions for synthesizing
he data collected through the student perception questionnaires into an
nderstandable and usable format.

The rating sheets are designed for computer orapand tallying. If
coal uter,facilities are used, a program may be developed.to process the
data .If hand tallying is used, refer to instructions located on hand tally
forms.

Th written cOmments recorded by the respondents should be typed .

verbat m. No ,i4entifying information is to be recorded. The utmost
confide tiality must be-observed by the serson(s) workinlgyith these

.questio naires.

1 3 0

,r
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Analyz\ng Data
,

The following list provides suggested step for data an:flysis.

Individ,pal institutions may needgto adapt or modify the steps tomeet their-
, _ -

needs. .

--Tally instruments

--Ty0t verbatim.th written comments

-7Deliver rating sheets to computer station for process-ing or

--Provide for hand'tallying, an recording.of'results
k L

--Forward accumulated data to department chairperurrir with
_appropriate personnel.

Using the Data
4*

The primary purposes of this total evaluation model is-fdt- individual,
program, and institutional improvement. In order for the/Tata gained from
the'process in this document to be Meaningful, thpdate ust be used. It.is

extremdly important that all con icerned parties be nformed o'f,the results

and the implications for iMprovement.

I ,

Student Perceptions Flow Chart 4

1 :The flow chart on the following page porbvys 'thesproce
student perceptions, analping the,data, a04 using the informatiOn.:.

-.:-...

e

/ )".' .
: 6 ...,,, OilliY'%

l'o/' ,:,,,,,, i :.'-''.
e .P41 , -. ! 4.4 . .; '

eke

*
. 4.

;

e, 4.

.

e

-11

411%

131

A

4t

ofr 4

4



Appoint

Institutional

Representative

. Qi rector

6

Orient

Students

to

Survey

TiTi-Fuctors

10A

Forward Data to

Departmemt

Chairperson

Ins'titutional Rep.

10B

STUDENT PERCEPTIONS FLOW CHART

Departmental

FacultY

Orientation

Institutional Rep.

7

-Condutt

Surveys

nstitutiona

Forward Data to

Director.

or

. Designate
Institutional Rep.

9i0,-

11A

Summary

ConferenCe

with

Instructors

Department Chairperson.

118

Summary
Conference

witW
Support Service

Supervisor'S

irector,or Designate

3

Establish

Date and

Time for

Data

CoilectiOn

Ihstitutional Re0.
Instructors

-8

Tally '

Responses

4

Train

Additional

Dat,

Collectors

if

Necessary
Institutional,

9

Rep.

Type '

Written

Responses

Wp. Institutional
or Data Process. Dept.

Rep.

5

Obtain .

Identification

Numbers for

Program and

Instructors

Institutional Rep.

-12A

Devetop,

to meet those

Needs which may have

Been Identified

'Department ChairperSon

12B

..Record

Information
on

Institutional '

Profile

.Support Services Super.



1- v.

4.isting of Sample Documents

Document Number Document Name

. .

1 Student Perception QuestionnOre--.
Insfructor (Directions for .

Administration)

2 Student Perception Questionnaire--

Instructor (Directions for Students)

4

5

6

7

10

11

Student Percept-fon Questionnaire-,-

Instructor

Student Perception Questionnaire--
Ins;ructor-(Rating S6et)

Student Perception Questionnaire--
Instructor (Tally Format)

Student Perception Questionnaire--
Program and Ancillary Services
(Directions for'Administratibn)

Student Perception Questionnaire--
Program and Ancillary Services
(Directions for Students)

Student Perception Questinnaire--
Program and Ancillary Services

Stddent Perceptions Questionnaire--
Program and Ancillary'Services (Rating
Sheet)

.Student Perceptions Questionnaire--
Program and Ancillary'Services
(Tally Format)

Alternative Instrument
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STUDENT PER6EPTION QUESTIONNAIRE--INSTRUCTOR

( Di Pr(5 ti p /lebninis t ration )

Sample Document l

rv4AD 'This questionnaire is designed to give you an opportunity
to express your views concerning the effectiveness of your
instructor(s) and the type instruction-you are receiving.
The purpose in asking for your perceptions is to assist
the school and'your program in making needed improvements.
Therefore, you are asked to read the questions carefully
and answer them as honestly as you can.

_AA P You have been given a "Student Questionnaire:-Instroctor"
Rating 5heet on which to mark your responses Now turn
to this Rating Sheet. (hrun,., hold up ":;t4icnt
Notructoe It:ng :!hept 4nd vhook to that all 3tu.lonts
ham th, o)Pwo doolown )

SAY At this-time, enter Instructor Position Number (one sheet
for each instructor you hav0, Department Number,.(Point
to identifying numbers on b6ard) and.the Quarter it1 wh.ich
you are currently enrolled in the appropriate blanks at
the top of the rating sheet.. (.5to7, a17ow enter.inc
information.) ft

SAY Turn back to the cover sheet and resume reading silently
while I read aloud.

he Evaluatidn'Scale ranges from numbersO through 5,
with five (5) being the highest rating and one (1) the
lowest. Circle the number you feel to be your best response
to each question. If you believe the question does not
apply, or ybu have insufficient information torespond,
please-circle "0" . Attached is a page for any written
comments you wish to make.

WAD All information is CONFIDENTIAL. You do not have to.
s

sigwypur name unless you wish to do so.

R/'Ir1 Please remember: Do not mark on the_questionnaire. Write
only on the rating .sheet provided.,

qEAD You are to mark only one'answer to each question. If you
mark more than one respone, ypur response will not be
used: If you wish to change a particular response, please
completely remove the undesired response and.circle the most
appropriate answer.

.1 3/4
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SAY

READ

S47

*511101

Let's complete the example'. 'Page 2

Evaluation Scale

5 -- Almost Always
4 -- Often
3 -- SOinetimes

2 -- Seldom .

1 -- Almost Neater .

'0 -- Not Applicable

EXAMPtE: "I have received the grades I,have earned."

Uiing the preceding evaluation scale, circle the number
that most accurately reflects your feelihgs.

5 4 2 1 0

Do you have any'Questions? Please start completing the

questionnaire. If you have any questions', raise your

hand.

Monitor the room to see that students are proceeding

correctZy. Gboe personal assistance to students who

ask for,help or appear,to be having difficult

completing the Prms in the group situation.

As students complete he qyestionnaires, collect
questionnaires, rat%ng shects: pencils, etc. Pla6
'the rating shets in confidential envelope.

135 141 .
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Sample Document 2 '

STUDENT PERCEPTION'QUESTIONNAIREINSTRaTOR-
(Direttions for Student)

This questionnaire is designed to give you an opportunfty to express your
views concerning the effectiveness of your instructor(s) and thelpe
instruction you are receiving. The purpose in asking for your per6ptions
is to assist the school and your program in making needed improvemehts.
Therefore, you'are asked to i..ead the questions.carefully and answer,them as,
honestly as you can.

You have been given a "Student Questionnaire--Instructor" Rating Sheet on
which to mark your responses. 'Now turn to this Rating Sheet. At thi,, time,.

enter instructor position numl,,er, department numbt,r, and tke quarter in
which you are Currently enrolled in the appropriate blanks at.fhe top of the
ratinj sheet. The Evaluation Scale ranges from numbers 0 through 5, with,
five (5) being the highe§t rating and one (1) the lowest. Circle the nuMber
you feel to be your best response to each.question. If you believe the
question does not apply, or you have insufficient information to respond,
please circle "0". Attached is a page for any written comments you wish to
make.

All information is CONFIDENTIAL. You do not have to sign your name unless
pit., wish to do so.

Please remember: Do not mark on the questionnaire. Write only on the rating
sheet provided.

You are to mark only one answer to each question. If you mark mor'..e than one

response, your responu will not be used. If you wish to change a particular.
response, please coMpletely remove the undesired response and circle the most
appropriate ansver.

_

Evaluation Scale

5 -- Almost Always
4 -- Often
3 -- Sometimes
2 -- Seldom
1 -- Almost Never

Not'Applicable

Exavle: I have received the gradLn T have carned. UsjngN_the preceding

Evaluation Scale, circle the 'number that most accurately refTects your
feelings.'

5 4 3 2 1 0
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Sample Pocument 3

-

STUDENT RERCEPTION QUESTIONNAIRE

INSTRUCTOR

1 There should be effective communication between the instructOr and'
student. How would you rate your instructor in the following areas
of communication? i

-a. The instructor makes me aware of my progress.

.b. The instructor explains what is right or wrong about
assignments or work.

c. Th'e.instructor assigns learning activities to improve my
performance.

2. The instructor who applies variety to teaching methods uses many
types of materials to assist learning. Rate your instructor as to

'the use of:

a. Guest speakers

b. tpecial class activities

c. Field trips'

d. Audiovisuals

e. Printed handouts

3. Knowleidge of your progress is of utmost importance in a learning
situation. How would you,rate your instructor in the following
areas?

4.

Grading,procedures are clearly described.

a. Instructor clearly indicates what material tests'will cover.

b Tests are graded within a reasonable time.

t. I am given an opportunity to review my test results with my
instructor.

,CIa§ses should begin-and end at a scheduled time and the instructor
should be present and available to assist students. How would you
rate your tnstructor in the following areas?

137
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a. Classes and laboratoriei begin at the scheduled time.

b. Students are dismissed at the scheduled time.

C. Instructor is present when classes are in session.

d. Instructor is available to assist when classes/laboratories
are in session.

5. SubjeCt matter Must be presented in an organized, manner. How would
you rate your instructor in the following areas? ts,

a. Subjrt matter is oresented.in an order that helps me
understand it.

b. Insteuctor stays on subject or related material and does
not waste class time on unrelated material.

Directions for assignments are clear and easily understood.

d. Assignments made by my instructor are relevant to the subject
matter.

e. I have enough time for completion of assignments.

f. The instructor is well prspared to conduct classes/laboratories
each day.

C.

6. The instructor should be fair when working with students. How would
you rate your instructor in the following areas?

a. I have received the grades I earned.

. b. I receive a fair share of the instructor'S time.

c. The instructor makes class assignments that apply equally to
all permns.

.Page 2

7. Human relations are of extreme importance to the success of the program.
Please rate the following concerning the human relations between you
and your instructor:'

a. My instructor is considerate'and tolerant of my opinions.
A

b. My instructor'gives me Personal attention when.needed.

cz, My instructor is courteods.

.d. My instructor displays .self-control .

e. MYinstructor gives me criticism in a courteous and helpful manner.

138
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f. 'My instructor encourages me to ask questions.

g. The instructor ,responds to my questions in'a considerate and
rourteous_Aann*._

h. I feel that my relationship with my instructor is not
influence.d because I am male or female.

i. . I feel thaI my relationship with my instructor is not
influenced because of my particular race.

j. I feel that my relationship with my instructor is not
influenced because of my age.

*

8. Use this page to explain a particular response or comment upon any
subject not covered by the questionnaire.

COMMENTS:

^

,

.z
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Sample Documeint 4

STUDENT PERCEPTION QUESTIONNAIREINSTRUCTOR

RATING SHEET

DATE: QUARTER IN WHICH YOU ARE CURRRENTLY
ENROLLED:

PROGRAM NO. 1 2 3 4

INSTRUCTOR NO.

RATING SCALE

Almost
Always

5 6 7 8

t 1 0

4 3 2 Almost. Not
Often Sometimes Seldom Never Appl i cabl d

1. (a) 5 4 3 2 1 0
(b) 5 4 3 2 1 0

(c) 5 4 3 2 1 0 ,

.

2. (a) 5 4 3 2' 1 0
(b) 5 4 3 2 , 1 0

(c) 5 4 3 2 1 0

(d) 5 4 3 2 1 0'

(e) 5 4 3 2, 1 0

3. (a) 5 4. 3, 2 1, .0 .

(b) 5--. 4 3 2 1. 0

(c)

(d)

5

,5

4

4

3

3

2
2,

1

1

o
o

4. (a) 5 4 - 3 2 1 Q
(b) . 5 t.r 4 ,, 3 2 1 0

(ic) -5 4 '3 2 1 '0

(d) 5 4 .:3 2 1 0

0,

5. (a) 5 4 3 2 , 1

(b) 5 4 . . 3 , , 2 1

-1(c) 5 , 4 3 ..4 2 0

(d) 5 4 3- 2 1

(e) 5 , 4 34- 2 ,1

(f) 5
_
4,- /, , 2 , 1

j. 4

,
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,Student Perbeption QuestionnaireRating Sheet Page 2

Page 2

5

Almost
Always

,r---

4

, Often

3

Sometimes

2

Seldom

1

Almost
Never

- 0

Not
Applicable

6. (a) 5 4 3 2 1 0

(b)' 5 4 3 2. 1 0

, (c) 5 '4 3 2 1 0

(d) 5 4_ 3 2 1, 0

,

7 (a) 5 4 3 2 1 0

(b) 5 4 3 2 1 0

(c) 5 4 3 2 1 4* .0

(d) 5 4 3 2 1 0

(e) 5 4 3 2 1 0
v

(f) 5 4 3 2 1 0

(g) 5 4 3 2. 1 0

(h) 5 4 3 2 1 0

(i) 5 4 3 2 4 0

(j) 5 4 3 2 1 0

ort.

141_1
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STUDENT-TERCEPTION QUESTIONNAIREINSTRUCTOR 01
0

SUGGESTED TALLY FORMAT a
.1 ...dr

To -

A /
EACH QUESTION NEEDS A BLOCK FOR'INDICATING RESPONSES. ADD YOUR RE'SPONSES IN EACH SECTION TO GET AN OVERALC (1)

PICTURE OF STUDENT PERCEPTIONS. TALLY SHEETS FOR EACH SECTION COULD- BE DEVELOPED MUCH LIKE THOSE BELOW.

Method of InstrUction

2.

a.

b.

C.

a.

b.

d.

P.

5 1 .

7
0

Almost 4 , 3 2 Almost Not

Always Often Sometimes Seldom Never Applicable
*. Mean

Jotals Response

.1

149
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Sample Document 6,

StUDENT PERCEPTkION QUESTIONNIRE7DROGRAM AND-ANCILLARY SERVICES

(Directions for;Administ atibn)

.

. v .

REA; This questionnaire jg designed to give you an opportunity
to express your .0.4ws concerning the effectiveness cif the

. occupatten0 program in which you areenrolled and the I
ancillarY sertices of the inStitution. The'purpose fl'

e
askiny for your perceptias is to assist.your,progriM A...,,,.

and the sthool in meeting the needs of stude . 'There= t

fore you are asked to read the questions care and 1

. ,

answer them as honestly as you
. . * .

RE40 You have teen given a "Student QuestionnaireProgram
and Ancillary Services" rating sheet on Which to circle,'

,

your responses. Vow turn to this rating Sheet. (Pause;
hold uv appropri.lte Rating Sheet and check to see that
a:L students huve.the correct document.)

4 SAY At this time, enter the date, prograq number, (Point to
qumber oe goard) and quarter in,whicilyOd are enrolled
in the dppropriate blank on top of he rating. Sheet.-
(StopAllow time for entering informationl)

aEtiD- The evalultion scare ranges from numbers 0 through 5
with five (5) being the highest rating and,one (1) -the
lowest. Circle the number you feel to be your(best
respelpse to each questton. If you believe the question,

-does not apply, or you have'insufficient informatiortto
respond, please circle "0". Aftached is also a page for
any written comments you wit to make.

READ ,Please remember: Do not mark on the Iuestionnaire.
Write only on the rating sheet provided.

7111:Alr You are to mark only Onz,answer to each qu Aion. If
you mark more than one response, your resporte wil
be used. If you wish tO change a particular response,
please completely remove the undesired response and
circle the most.appropriete 'answer.

* 14
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--s\c Page 2

Evaluation Scale

5 -- Almost Always
4 -- Often
3 -- Sometimes
2 -- SeltEQm

I -- Almost Never
-- Nat Applicable

SAY Let's complete-the,examples.

READ

,

EXAMPZES

The temperature is adequate in the classroom.
(Circle the, answer that most accurately reflects your
feelings.)

5 4 3 2. 1 0

4

READ Some questions have a "yes" or "no" answer. Circle

the response you wish to make.

READ I received an introductory orientation of my program
when I enrolled_ (Circle the answer that most accurately

reflects your feelings.

400,00.ftwow
4

- Yes No

SAY Do you have any queStions? Please.start cbmpleting

the questionnaire. If you have alquestions, please
raise your hand-.

DO Mbnitor the"room to sed that students are proceeding

correctly.

DO As student4s complete he questionnaires, collect the
sealed envelopes containing their redponses: Collect

the.Tiestionnaires,, pens, and other materials.

144
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Sample Document 7 ,

STUDENT PERCEPTION QUESTIONNAIREPROGRAM AND ANCILLARY SERVICES
(Directions for. Student)

This questionnaire is ddsigned to give you an opportunity to exPress your
views concerning.t6 effectiveness of tile occupational program in which you
are enroljed and the support services of the institution. The purpose in
asking for your perceptions is to assist your program and,the school in
meeting the needs of students. Therefore you are asked to read the questions
carefu3ly and answer them as honestly as you can.

You have been given a "Student Perception QuestionnaireProgram and Ancillary
Seri/ices" Rating Sheet on which to circle your responses. Now turn to this
Rating Sheet..

At this time, enter the date, program number, and quarter in which you are
enrolled in'the appropriate blank on top of the rating sheet.

The evaluation scale ranges from numbers 0 through 5, with five (5) being the
hjghest rating and one (1) the lowest. Circle the'number you *feel to be your
best response to each question. If you believe the question does not apply, .
or you have insufficient fnformation to respohd, please circle "0". Attached
is also.a page'for any 'written comments you wiSh to make.

Please re ember: Do not mark on the-questionnaire. Write only on the rating
sheet pr vided.

You ar to mark only one answer to each question: If yoU mark more,than one
respo se, your reponse will pot be used. If you wish to change a particular
response, please completely remove the undesired response and circle the most
appropriate answer.

Evaluation Scale

5 -- Almost Always
4 -- Often
3 -- Sometimes
2 -.,: Seldom

I -- Almost Nevdr
0 -- Not Applicable

145,
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Page 2

EXAAPLES

The heat is adequate in the classroom. (Circle the number that most
accurately reflects your feelings.)

-5 4 3 2 1 0

Some questions have a "yes" or "no° answer. Circle the resp9nse you wish to
make.-

I received an introduutory orientati,on of my program ohen T enrolled.
(Circle the- answer that most a-ccurately reflects your feelings.)

Yes

1 4,6

No

153
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Sample Docmment 8

.11JDENT PERCEPTION QUESTIONNAIRE

Program and Ancillary Services

/
/

,

..

-

I. The student objectives of a course or instructional program tell what the

student will know or be able to do upon completion of a lesson-, course,

or an entire program. How do you rate the following?

a. I have been informed of the objectives for each course and/or the
4 4

entire program. J

b. Objectives are in a written format are clear and easily understood.

c. The objectiyes are written without regard to any particular race.

,

.d. The objectives ,are written without regard to any particular sex.

e. The instruction I receive supports the objectivesspecified.

2. Printed hand-out materials are important learning tools. How would you

rate the following?
._

a. Printed hand-outs are used as a learning,tool fn this course.

i). Printed hand-outs support the objectives of the lesson..

. C. Printed hand-outs are written in a manner that is easily:understood.

d. Printed hand-outs are of good quality.

e. .Printed hand-outs are developed.so that they apPly to both male and

female students.

f. Printed hand-outs are developed so that they apply to all students

regardless of race. ,

3. Lab projects and exercises should be selected and 'arranged to stimulate .

the student to think, and apply what they have learned. How do you rate

the following?

a.

b.

Laboratory projects and exercises are used in this course. s.*

,

Time requirements for completion of laboratory projects and eXercises

are clear and complete.

c. 'I am able to successfully perform laboratory projects or exercises

using the skill and knowledge that I have gained from'my studies.

v
*

147 ,
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Student Perception Questionnaire Page 2
Program and4oicillary Services

1

3. d. Directions for laboratory projects and exercises are clear and complete.

e. Adequate supplies are available to support laboratory projects and
exercises.

f. A sufficient quantity of equipment is available to support the
laboratory projects and exercises.

T. Equipment...is in proper working order.

h. I feel that lab exercises are designed so that they appty to all
students,regardless of race.

1. I feel that lab exercises are designed so that they apply to both
male and female students.-

4. An up-to-date training program teaches relevant and current practices as
they exist in business and industry. How do you rate the following:

a. Occupational practices taught in your program are up to date.

b. Equipment used in your program is up to date.

5. A well-organized departmental orientation helps new students'feel
comfortable and begins preparing them for their chosen career field.
Did your orientation conducted by your instructors include the following?

a. Printed copy of 5chool policies.

b. Printed copy of departmental rules and regulations.

, c. Introduction to departhental instructor,(s).

d. Overview of all courses,in the curriculum-

e. Information regarding potential job opportunities in your field.

f, 'Tour of the dePartment.' .

g. Identification of the program objectives.

h. Applicability to both male and female students.

i. Applicability to all races of students.

,

Identified other school personnel who ould assist me with such
things as financial aid, t4gist7tibn, and other kinds of probleMs.

148
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, Student Perception Questionnaire Page 3
Program and Ancillary Services

6. Audiovisuals are an important Jearning tool when used where they assist,
learning. How do you rate the following?

a. Audiovisuals-,are used as a learning tool in thi's course.

b. Audiovisuals support the,student objectives.

c. Pictures are clear and easily understood.

d. The voice is clear and holds my interest.

9
e. The methods used in the visuals are Consistent with those taught in

the course.

. Audiovisuals are readily for my individual use.

g. Audiovisual equipment is in proper working order.
(

h. I have been given instruction in the use of audiovisual equipment.

1. , I feel that audiovisuals are developed so ihat they apply to both
male and female students.

j. I feel that audlovisuals are developed so that they apply to all
students regardless of race.

7. Reference books and'other materials are important learning tools. How
do,you rate the following?

a. A variety of reference materials is available for the program of
study in which I am enrolled.

b. 'A sufficient amount of reference books and materials is available.

c. Reference materials are easily accessible to students.

d. Reference materials are written in an understandable manner.

e. Textbooks used in the program appear to be up-to-date.

f. ''Reference materials appear to be up-to-date.

6.

4151110
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Student Perception Questionnaire
Program and Ancillary Services

Page 4

8. A good learning environment requires a quiet area for study. How do you
rate the following?

a. A quiet study area is available foir my use._

b. There are a minimum of distractions'in the study area to allow con-
centration on the subject matter.

c. The study area is organized in a manner that helps me to concentrate
on subject matter.

9. Physical facilities should be designed and arranged to contribute to the
'achievement of the program's purpose. How do you rate the physical
facilities in your program? If any response to the following questions
is No, please identify the room number and explain the need on the
"CorTiMents" page.

a. All classrooMs have adequate space.

The shops or laboratory areas have adequate space.b.

C. All classroom4ave adequate light.

d. The shop or laboratory area ips adequate light.

e. All classrooms have adequate temperature control:

f. The shop-or laboratory has adequate temperature control.

g. The shop or laboratory area has adequate ventilation.

h. The classroom has adequate ventilation.

4 i. Classroom arrangement contributes to safe performance.

j. Shop or laboratory arrangement contributes to safe performance.

k. Adequate provisions are made for handicapped students with special
needs.

10. Please respond to the following statements concerning the sChoOl bookstore.

a. Bookstore is open at convenienetimes.

b. The bookstore contains an adequate supply of the materials I need.

c. I was treated courteously while conducting business with bookstore
personnel.
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Student Perception Questionnaire Page 5
Program and Ancillary Services

11. Please respond to the following statements concerning itudent personnel
services offered to you atyour school.

a. The admissions office provided me with adequate information about
various training programs-available prior to my enrollment in the
program.

b. I received an introductory orientation of the program and school
from the admissions office when I enrolled.

C. I was treater-c-ourteously and fairly during the admissions procedure.

d. I received information about various financial aid programs available
through the school.

e. I was,informed about job placement services available at My school.

f. The student personnel services are administered equally to male and
.female students.

g. The student personnel services are administered equally to all
students regardless of race.

h. I received a student handbook that Contains the.policies, rules, and
regulations by which I am to abide.

I. I am 'aware that counseling services are available in the Student
Personnel Office.

12. Please respond to the following statements concerning the school cafeter'ia.

a. 'The prices' charged fqr the food are reasonable.

b. The food served is of high quality.

_c. A good variety of food is served in the cafeteria.

d. A high standard of cleanliness prevails in thecafeteria.

e. The serving line moves as rapidly as possible.

f. The cafeteria personnel are friendly and courteous.

. please respond to the following statements concerning registration :

a. Registration is Conducted in an organized manner.

b. The titre required for registration is reasonable.

c. Individual'assistance is given if needed.

-1 51
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Studgnt Perception Questionnaire
Program and.Ancillary Services,

Page 6

14. Please respond to the following statements concerning the Veterans
Administration Program:

a. .The Veterans Administration representative is available for assistance
with problems.

b.. The Veterans Administration representative is courteous.

c. Problems are handled as.quicklY and efficiently as posiible.

15. Please respond to the following statements concerning the institution.

a. The appearance of.the building is'attractive.

b. The halls have adequate walking space.

c. The restrooms are clean.

d. Adequate restroom supplies are available.

e. Adequate lounges are provided for students.

f. Entrances to the building are maintained in an attractive condition.

g. The school has adequate provisions for handicapped students to enter
buildings.

16. Use.the page attached to your rating sheet to explain a particular
response or comment upon any subject not covered by the questionnaire.
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Sample Document 9

STUDENT PERCEPTION QUESTIONNAIREPROGRAM AND ANCILLARY SERVICES

CATE:

'RATING

QUARTER

SHEET

IN WHICH. YOU ARE CURRENTLY
ENROLLED:

PROGRAM NO. 1 2 3 4

INSTRUCTOR NO. 5 6 7 8

RATING SCALE:

Almost.
Always

A
Often
,

3

Sometimes
2

Seldom
Almost
Never

Not .

Applicable

1. (a) 5 4 3 2 1 0

(b) 5 4 3 2 1 0

(c) 5 4 3 2 0.

(d) 5 4 3 2 1 0

(e) 5 4 3 2 I 0

2. (a) 5 4 3 2 1 0

(b) 5 4 3 2 1 0

(c) 5 gf 3 2 1 0

(d) 5 4 3 2 1 0

(e) 5 4 3 2 1 0

(f) 5 4 .3 2 1 -0

3. (a) 5 4 3 2 1 0

(b) 5 4 3 2 1 0

(c) 5 4 3 2 1 0

(d) 5 4 , 3 2 1 0

(e) 5 4 3 2 1 0

(f)
, 5

4 3 2 1 0

(9) ,5 4 3 2 1 0

(h) 5 4 3 .2 1 0

(i ) 5 4. 3 2 1 0

,

4. (a) 5 4 3 . 2 1 0

(b) 5 4 3 2 1 0

5. (a) Yes No
(b) Yes . No
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S&udent Perception QuestionnaireProoram and Ancillary Servites Page 2
Page 2

. 5 1 0

Almost , 4 3 2 Almost Not
Always Often Sometimes Seldom Never Applicable

,

.

5. (c) Yes No
_

(d) Yes *No

(e) Yes No
...(f)

. No ..

(9)

.Yes

Yes No

'(h) Yes No

(i) .Yes No

(i) Yes No .

(k) Yes No

(b)

(c)
(d)

(e)

(f)
(g)

(h)

(i)

(j)

(k)

5

5
5

5

5

5

5

5

5

7: (a) 5

(b) 5

(c) 5

(d) 5 .

. (e) 5

(f) 5

-8. (a), 5

(b) 5

(c) 5

9. (a)___ 5

(b) 5

(c) . 5 .

(d), 5

(e) 5

(f) 5

(g) 5.

(h) 5

(i) 5
(j) 5

(k) 5

4 3 2

4 3 2

4 3 2

4 3 2

4 3 2

4 3 2

4 3 2

4 3 2

4 3 2

4 3 2

4 1 3 2

1.

1

1

1

1

1

1 -o

4 3 2 1 a
4 3 2 1 a
4 3 a 1 0

4 3 '2
1.

0

4 3 2 1 0

4 3 2 1

..

4 3 2 1 0
4 3 2 1 0

4 3 2
-1

0
..

4

4

4

4

4

4

4

4.

A4

4

2

3 2

3 2

3 2

3 2
3 2

3 2

3 2

3 2

3 2.

3 2

154

.- 16i.



Student Perception Questionnaire--Program and Ancillary Services
Page 3

5

Almost
Always

4

Often

3

Sometimes

2

Seldom

10. (a) 5 4 3 2

(b) 5 4 3 2

(c) 5 4 3 2

11. (a) 5 4 3 2

(b) 5 4 3- 2

(c) 5
,...

4 3 2

Cd1 5 4 3

(e) 5 4 3 2

(f)
(g)

5

5

4

4

3

3

2,

2

(h) 5 4 3 2

(0 5 4 3 2

12. (a) 5 4 3 2

(b) 5 4 3 2

(c) 5 4 3 2

(d) 5 4 3- 2

(e)- 5 4 , 3 2

(f) 5 4 3 2

- (g) 5 .4 3 2

(h) 5 4 3 ' 2

(i) 5 4 3 2

'13. (a) 5 4 3 ° 2

(b) 5 4 3 2

(c) 5 ' 4 3 2

14. (a) 5 4 3 2

(b) 5 4 3 2

(c) 5 , 4 ., 3 2

15. (a) 5 4 3 2

(b)- 5 4 3 2

'(c) 5 4 3 2

(d) 5 4 3 2

(e) 5 4 3 2

(f) 5 4 3 2

(g) '5 4 3 2
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.- -f
0

/-N,81most Not

Never Applicable

1 0

1 0

1 0

1

1

1

1

1

1

1

1

1 0

1 0

1 0

1 0

1 0

1 0

1 0

1 0'
1 ,0

1 0

1 0

1 0

f
1 0

1 0 .

1 0

1 0

1 0

1 . 0

1 0

1 0

1 0

1 0



Student Perception Questionn4aireProgram and Ancillary Services
Page 4

COMMENTS:
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STUDENT PERCEPTION QUESTIONNAlx
.PROGRAM.AND ANCI).LARY SERVICES

SUGGESfED TALLY:FORMAT

EACH QUESTION NEEDS A BLOCK FOR INDICATING illgONSES. ADD YOUR RESPONSES IN EACH SECTION TO GET AN OVERALLPICTURE OF STUDENT PERCEPTIONS. TALLY SHEETS FOR EACH SECTION COULD BE DEVELOPED MUCH LIKE THOSE BELOW.

Curriculum

2. ,

5
I 0

- %Almost 4 3 2c Almost Not MeanAlways Often . SoMetimes Seldom Never Applicable Totals Response

a.

b.

d.-

a.

.b.

164
165

41,
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ALTERNATIVE INSTRUMENT

TheJollowing instrument has been adopted from the California Community
College Occupational Program Evaluatton System (COPES) by Olympia Technical

Commtinity College in 'Washington.
,

1- 6
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STUDENT PERCEPTIONS OF OCCUPATIONAL PRGRAM College

Title of this course

Your college is studying its occupational education programs to learn how to make them better for present and future students.
We are very interested in student veiws. Only students who are majoring in an occupational program (for example, registered
nursing, automotive technology, secretarial science and similar pragrams) should complete thrs form. You need not sign the form
but we do peed to know the name of your college and the occupational -course you are taking.

1N5TRVCTIONS: After each item below check YES, if in your. experience it ii most often the case or NO, if it is rarely or never
so. Then, rate the item as follows: EXCELLENT means nearly ideal, top 5 to 10%, GOOD is a strong rating, top one-third;
'ACCEPTABLE is average, the middle third- E LOW EXPECTATIONS is only fair, bottom one-third, POOR is seriously inadequate,
bottom 5 to 10%. 1

CHECK ONE RATING

I . 3
i v,p if i

4- I itYES NO a. A lis
I

< 0

.. K...7 8 1 -2\ 3. 4. . 5 .

1.
4

2.

3.

.

4.

Courses in your occupational program are:
4 Available and conventiently located

Based on realistic prerequisites
Based omfair selection procedures.

Written course objectives: .

Areavailable to students
... Describe what you will learn in this course ,

Are used by the instructor to keep you aware of your class
progress

Provide practical application experience as a part of instruction

Teaching methods, procedures and couhe content:
Meet your occupational needs, interests, and objectives .

Provide practical application experience as part of
instruction.

p

.Related courses (such ai English, mathematics, science are:
. Coordinated with occupational ifistruction

Current and meaningful ti you .
-

000

000
O.

00

0
CI

ElED
0

000
0

0*0

0
CI

D

00
C)

. 0

. '00

D
D

. [J0

0
O.0
0

00

0
EJ

.
0ElElEl0

000
0

00

El
El

0
0

000
0

00

ID
El

me

0

000
0

00

0
0
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cHECONg,

YES NO

RATING

a

7 8 1 2 3 4 5
5. Work experience (or clinicel experience in your

occupational program is:
Readily available at convenient locations
Readily available to both day and evening students
Coordinated with classroom instruction
Coordinated with employer supervision

a 0a o oa 00o o a
6. 'EconOmic instruction provided in your program has

helped you:
Understand your responsibilities and rights as an

employee
0 0

Evaluate job opportimities in relation to salary,
benefits, conditions Of employment

0 0
Understand thee principles of business operation

and the cost of doing business
0 0

7. Consumer education instruction provided in your pro-
- gram has helped you:

Learn to manage time and mdney
. c" Become a wise shopper

Coriduct personal business transac tions
Manage the responsibilities of a job and home
Conserve energy and other natural,resources

8. Counseling and guidance services:
Meet your needs and interests
Help you plan your program
Help you make career decisions and choices
Are prevideny knowledgeable, interested staff
Inform you of nontradtional occupational

opportunities for both sexes

9. Job success ,informatipn on former students in your
occupational program:

Is provided to help you make career dedisions
indicates how many job opportunities there are

in your occupation1 6 't.)

0,

0
0

0
0
D
0

a o oo aa a ao o oa o o

00 0

0 0
0 0
0 0

0 0
0 'O-0
0

00 0
0

0 0

0 00 00 00 0

0
0
0 0

0 0
0 0
0 0

.o00
El
r,D

8

8

D-o

0 00 00 00 00
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,
Identifies where these job opportunities are

located
Tells about job advancement opportunities
Explains why former students succeeded or failed

on the job

10. Placement services:
Help you find employment opportunhies,
Are fair and equal for all students
,Prepare you to apply for a job

.

11. Special services (such as financial aid, tutorial, child
care) are:

Av. Available to meet ybur needs and interests
Staffed with knowledgeable and interested

personnel .

12. Odcupational teadhers and aides:
_

Know the subject matteç and industry require-
ments

Are available to Oovide help when you need it
,

Provide instruction so it is interesting and under-
. standable / '

13. Facilities and equipment for your occupational courses
are:

Safe, functiona and well-maintained
In sufficient qu ntity t6 avoid long delays in use
Current and repret,entative of industry
Available on an equal basis for men and women

/
14. Instructional materials (e.g., textbooks, reference

books) for your occupational courses are:
Ayailable and conventiently located for use' as ,

needed
Currept and meaningful to the subject
Fair and objective and not biased toward

"traditional" sex roles

CHECK ONE

YES NO

8

0 0
r--)0 l---1

1--1
,___I 0

0 E3

0 0

0

0 0

0 E

0 0

0 0
0
El E

1 7 i 0 -

RATING

w

g a
8 2 a 3
o.
a

ct Lii .i'

0 0 0 0 . 0 . 0

3
0

1 2 3 4 5

:_E 0 0 0 0 00000E10

1x-
..

, 8

0*00:000000 0 0 0 0 0

0 0

0 0 0

,

0 0 0
,

0
0 0 0000E100
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CHAPTER TEN

FOLLOW-UP WITH STUDENTS AND EMPLOYERS

This chapter provides a methodology for gathering data from former

students and their employers concerning job placement and occupational

readiness for employment. Five instruments are presented for collecting,

information. Administrative dates range from immediately after the

student's.separation to a five-year follow-up:

Goal, and Objectives

Goal

The.goal of the student ftllow-40 is to measure the.effectiveness of the

occupational programs and the institution as perceived by former students

and employers' of former students.

Objectives .

The 'objectives of the student follow-up are as follows:

1. Provide for valid Staff development activities

2. Identify needed program improvements such as curriculum, resource

materials, and equipment

3.' Determine community employment needs and trends

4. Determine.the adequacy of ancillary services suéh as guidance,

counseling and placement

5. Determine realistic job tasks to be performed by former students

6. Determine job placement statistics--reasons for and number of

students employed and unemployed, number employed part-time, and

number employed in or out of the.occupational ield for which they

-were prepared

7. Determine job retention rates, career mobility, and salaries of

students who did epter the occupational field

8. Involve business and industrial employers and workers tn,the

planninT.and operation of the,occupational program

9. Identify reasons for'early withdrawals from occupationaj programs.

1 6 3
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10. Identify streagths and weaknesses of the performance of graduates
as compared with those tralned on the job

11. Determine number of students who plan to continUe their formal
education and in what areas.of :study ,

12. Establish a statistical data base for student.follow-up information
that will allow for coMparative analysis

13. Provide a data base for comparing student training costs from year
to year, from program to programand for making budgetary-plans
and allocations.

Procedures for Administration

Selecting the Institutional kepresentative

7

Prior to the commencement of any evaluation activities, the institution
should designate an institional representative to be in charge of
administration of this component. It is recommended that this institutional
representative be an administrator or supervisor, be familiar with and
engaged in the day-to-day operation of the occupational programs and
services,, and be able to devote appropriate amounts of time to these

responsibilities.
_

If the institution has a job placement specialist, this person will be

Involved in the student follow-up activities. The institutional
representative must work closely with the job placement specialist in
organizing and conducting this aspect of the total evaluation.

Launching the Follow-up

A good starting point might be to assess what has been done in recent
years regarding student follow-up within your institution. Review what

other schools have done. Review the sample documents contained in this
document, and collect other instruments that might be adapted'to the needs
of your institution.

Involvin9 Staff and Faculty

Experience has shown that total staff and faculty invOlvement in a
follow-up survey is most effective. It is suggested that near the beginning

Of the follow-up process an orientation meeting be held to get acceptance.of
and commitment to the follow-up. Also, launching follow-up programs in an

open and receptive atmosphere will .help to dispel misconceptions, avoid

pitfalls, and ensure a successful program. During the orientation meeting

16,4
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it is important to spotlight successes- and to help eSth person see the
potential benefit of their efforts.

Identifying Components,of a Follow-Up Study -

Federal, state, and/or local legiSlatiqn will dictate matiX approachet to
a follow-up study'. Therefore, it is suggested that legislative a'as
concerning follow-Up be reviewed to ensure tompliance with specified
requirements. However, before a follow-up program can be conducted;
decisions must be made concerning the following:

Preparing for the Follow-up 001111......1.

1. Determine what you went from a follow-up study. Determine your'-
-objectives.

2. Select, modify', and adapt instruments to fit individual school
-needs. Appoint a-faculty-administrattve committee to review
instruments and make recommendations

3. Adapt cover letters to meet specific needs..

4. Determine how each instrument vili be administered--mail-, teTepliOne,

or personal visit.,

5.- Determine what method of duplication will be used. Determine

quantities needed.

6. Determine,the scope'of the survey, (if this has not alreadx been
dete-rmined.

Do you want to follow-up students who graduated during the last,.
year, the latt threegyears, or the last five years?

%

: Will a random sample suffice, or do you plan total cciverage? If

rAndom sampling techniques are Used,"determine,method.

7. Prepare tentative schedules for conducting-the follow-up.

8. Designate individual responsibilities, if total staff and faculty
involvement is to be used:

names,,addresses, and telephone numbers of those to be
Surveyed (including employers). This could be a total staff effort
Or one person could be designated to Collect and Organize the data.
The school records office should be used in tiiis task.

65
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10; Select and prepare dn appropriate 'coding system for recording

information.
A

Conducting the Follow-up

1. Conduct survey--mail instruments, make telephone calls,or personal
visits.

2. Tally responses as returned questionnaires arrive. (Refer to tally

'instruments and composite reports.)

3. Make schedule for follow-up request,to non respondents,- Two weeks
after the requested return date a sedond-attempt should be made to

obtain a response. This can be accompllshed by mailing a reminder
letter (Sample Document 2) along with another instrument or by
telephoning those who have not completed.

4. Mail second instruments to non respondents or egin interviewing.

Procedures for Data Analysi

Tally Instructions

Once a satsifactory portion of instrument-responses has been received,

the results are ready for posting on the'"Tally Instruments and Composite
Reports." The responses may be tallied manually or a computer could be

utilized for.summarization.

1. If a small surveS, is being conducted, involving less than one ,

hundred individuals, a hand tally of the results is probably the

most efPidient means of summarization.
V'S

2. However, if a much larger survey is being conducted, you may_wish to

use a computer to summarize your results. Of course, the
availability of a computer or other data processing facilities
will influence this decision.

3. After the responses have been tallied, the 'totals provide a
composite report.

Composite Report

The totals of the tally instruments comprise-the composite reports.
These composite statistics could be tra9sferred to a duplicated copy of the
original survey instrument if the tally instruments and composite repOrts

appear to be crowded or cluttered,

/16.



The "Tally Instruments
classifications of data:

andComposite RepOrts" include two

Data.collected from follow-up instruments .

Institutional extant data (Former St dent Program

Evaluation)
,

The extant data should be available in the permanent school reCorcip,
placement office, departmental offices, instructors, and from other sUurces

thit maintain school records. 'The follow-up data will be-collected as the

. responses are recorded. .The "Tally Instrument-and Composite Reports" must

preserve the.anonymity of individual responses and only show group data.

The data needed bY different institutIons will vary: However, the .

following examples are types of information that Ttght be included in the

composite report: 4
. -

Follow-Up Report (From-to Date) .

Extant Data: ,
Total Enrollment

Cqmpletions
Returning Next Quarter
Withdrawals

Data collected frbm Follow-up study:,

CoMpletions
Continuing Education
Employed in the field .

Employed in unrelated field
Unemployed .

Ditered military service
Unknown
Employed in service area
Salary information
Students and Employer perteptions

training.prognams
udents and,Employers visited.

Elnpioyer and Student comments and

of occupational

recommendations

Re'sponsibilities of Institutional personnel

1. It is stiggested that the inStitutional representative finalize the
data into understandable information, duplicate, and distribute-
copies of sumffaries to program instructional staff. Response
summaries can be presented.in the form of tallies, percentages,
histograms, or averages. The method most applicable to presenting
and interpreting the specific data should be utilized. The report

167
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4

should begin wiih a statement of how the-data here 'collected and for
-what purposes.

2. The institutional representaLive forwards the indepth daia to the
proper aehrtment chai'person and the support sgrvices, supervisor.

e
. , . .

Summary conferences are conducted betweefl the departmeAt chairperson
and the program staff to review aril discuss the program data
gathered. ,Also, the suppet serices supervisor holds a summary,
conference to reflew the institutional data gathered.

ft #

4. 'The department chairperson records those ideritified prOgram needs
-on the program needs analYsis profiles, and the support services
supervisor records those identified institutional needs on the

, institutional needgynalysis profiles.

, .

Data Uti 1 i zation

,The primary purposes of this total evaluation model is for individual,
program, and institutional improvement. In order for the data gained from
the.process in this manual to be meaningful, it must be utilited. It is

A
extremely important that a1l Concerned parfies be informed of the results
'and the implicati6ns for,impNvemeritc The Student Folldw-Up Flow Chart-on
he fdllowing p#ge provides an overview cf the process covered in this

chapter. ,

9.0
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STUDENT FOLLOW-UP

1 2

Flow Chart

3
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Listing of Sample Documents'

Number of DoRmept ,Document.Title

1

2

3

A

.5

- 6.

8

9

,

Sample Cover Letter to Accompany Student
Follow-U0 Forms as Follows:e-Early
Leavers, Proljram Completers, and Former

Students

Sample Cover Letter to Accompany Second.
Attempts for Follow-Up Forms.as Follows:
Early Leavers, Program Cdmpleters, and

Former Students

Sample Cover Letter to Accompany Follow-Up....

jorm: Former Student Program Evaluation,
Three-and/or Five-Year Follow:Up

Sample Cover Letter to,Accompany Follow-Up

Forms: Former Student Program Evaluation
Three-and/or, Five-Year Yollow-Up

Student Follow-Up: Early Leavers Form

Student Follow-Up Tally lastrument and

Composite RePort: Early Leavers Form

Student Follow-Up: Program Completers Form

Student Folquw-Up: Tal)y Instrument and.

Composite Report
Program Completers Form

'Student Follow-Up: Former Student Program

Evaluation

10 StOdent Follow-Up: Tally Instrument and

Composite Report Pormer,Student Program
EValuation

12

13

.61

Student Follow-Up: Employer's Evaluation of

Former Student

Student FolloW-Up:, Tally Instrument and

Composite Report ..

Emplbyer's Lvaluation of Former Student

Student Follow-Up:, Three-and/or Five-Year

fo11ow-Up

4
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14 Student Follow-Up: Tally Instrumenc and
Composite Report
Three-and/or Five-Year Follow-Up

15 Additional Methodology for GatherA Data
Related to Employer Perceptions

I -
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Sample Document 1

SAMPLE COVER tET.TER TO ACCOMPANY STUDENT FOLLOW:UP

FORMS AS.FOLLOWS: EARLY LEAVERS, PROGRAM
. COMPLETERS, AND FORMER STUDENTS

Dear Miss Doe:

You, as a former student of (Num of Insti
are one of our most yaluable sources for suggestions on how to improve

our occupational programs. Please help us,to better serve students

and the community by completing 4nd returning the enclosed form by

(Return Oltc) : A stamped, addressed envelope is

enclosed for your_convenience.

If you desire to.,sign your name, a place is provided. 'If you wish for

your responses to be anonymous, do not complete the ndille and address

section of the'form. All information you supply will be held in con-

' fidence, and your name will never be associated with any respon-se.

Your coperatidn in this improvement effort will .be appreciated.

Cordially,

John H. Smith
Job Placement Specialist

JHS:ije

Encldsure

f

1 7 2

.0.11
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Sample Document 2

SAMPLE COVER LETTER TO ACCOMPANY SECOND ATTEMPTS, FOR

FOLLOW-UP FORMS AS FOLLOWS: EARLY AVERS,
PROGRAM COMPLETERS, AND FORMER STUDENTS

Dear Mr. Smi.th:

HELP! We need your evaluation of the . (Name of Program)

occupatiooal training program at aame of Yristitutioni
Without your perceptions, as a former student,--the 1b1:1:ow-up-information

will'not be.complete. We have been waiting to'hear from you':

In. case you did not, receive our first letter, this second copy of the

follow-up form is being sent so you will have.the opportunity to let

us know how you feel about the training you received.

Won't you as an alumnus of (Name of Inetitueion)
help us improve the otcupational trainiffig for future students. Please

mail your completed evaluation form,today. A stamped, addressed envelope'

is enclosed for your convenience. Let us assUre you that all Tesponses

will be held in Strict confidence.
, .

Your, cooper:ation is needed dnd will be appreciated.
-

Cordially,
#

John H. Smith
Job Placement Specialist

JHS:ije

;Enclosure

1Y)
4
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Sample Docum4t 3

SAMPLE CQVER LETTER TO ACCOMPANY FOLLOW-UP PORM EMPLOYER'S
EVALUAlfON.OF FORMER STUDENTS

IP.

Dear Mr,. Doe:

Your help is requested! We are currently conducting,a study to evaluate the
effectiveness of the (Nawe of Program)

progrdm offered to (NaPalc of lnetitution) students. As-

an employer of fo(mer students, your. Oinions are valuable.

A short evaluation form.is enclosed, which can beecompleted in a very few
minutes. .Will you please take a'few minutes to complete Wis form' and help
us in our efforts to better serve studerliA And the community.. No employer,
employee, or supervisor will be identified in the results of this study, and
all respodkes will be kept ih complete confidence.

Your.answers will help us to identlfythe strengths and weaknesses of our_
'present.qcCupational training programs. You wfll be making a valuable
contribution to the improvement of the training of future Students. Please
complete aild return the forms by (ficturn Pate) . A stamped, .

addressed envelope is enclosed for,your, convenience.

YoUr".coOperation will be appreciated....

Cdrdially,

John H. Smith
Job Plaqement,SpecialFst

JHS/ije

EriclOsur.e

,.
174
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SaMple Document 4

SAMPLE LETTER TO ACCOMPAN.Y FOLLOW-UP FORM: FORMER STUDENT

/ PROGRAM EVAtUATION THREE-AND/OR FIVE-YEAR FOLLOW-UP

-4,

Dear Miss Jones;

"There is no substitute for experience" is a well:known cliche. Your

exparience on the job could be very valuable in helping to improve and

updatethe occupational offerings at (Name of Institution)

Your insight into current'occupational training programs offered at

(Ncene of Instttution), are

requested.

As an alumnas of this institution, please take a few minute's and complete

-.,and return the enclosed forM. Your responses are needed by (Return Date)

-A staNedand Addressed envelope is enclosed for your convenience.

Al.r.informition you supply will,be held'in confidence, and your name will

Hever be assodiated wi,th any response. If you desire to sign your name, a

plac'e proyided. If you wish-for your response to remain.anonymous, do

not c-omplete the name and address section of'%he form.

Your cooperation in this improvement will be appreciated.

Cordially,
\Let

John H. Smith
Job Movement Specialist 4

"JHS/me

Enc 1 osure

, t. 17' 186



Sample Document 5

,

STUDENT FOLLOW-UP:

EARLY,LEAVERS FORM

This tprm requests the following information from students who,left the
. do

progr7M before Completion:and their status is unknown.

a: Reason for discontinuing studies,

b. Present status and.employment informatiOn

c. Suggestions for improVing *ogram and institutional seryices

d. Future plans

It js tuggested that this instrument be mailed to each studea's last known
address immediately, upon'his/her wit,hdrawal-from school.

.A cofer letter (Sample Docoment 2) acCompanies this instrutpent:

1 i6

187
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STUDENT FOLLOW-UP

EARLY LEAVERS FORM

YOUR RESPONSES TO THESE QUESTIONS WILL BE TREATED AS CONFIDENTIAL INFORMATION.

'YOUR ANSWER'S WILL.ONLY BE PART OF A.COMPOSITE REPORT IN WHICH INDIVIDUAL

,REPLIES ARE NOT IDENTIFIED. YOU MAY LEAVE BLANK ,ANY QUESTIONS YOU.DESIRE NOT

TO ANSWER.

Name

Address

PrOgram

Please check the reason for discontinuing your studies at this institution

prior to completing the prescribed course of study!

Employment
Home/family needs

MilItary
Financial
My course of study was not suited tO my-interests,

My course of study was not what I'd hoped it would be.

Other, (speoify)

Check yodr pilesent employment status:-

Part Time ./Full Time JOnemployed

3. If unemployed or employe part time,jplease check the reason why:

Part.time employm rrt is all I desire.

'4 do not want a job. .

- I'm in the military service
,I'm in school.
rhave not been able to get a job,

I do not have enough, training.

I aislike the work.for which I was trained.

I can't earn enough money' to make it Worth working,

Other, (specify).

Employer -7
EmOloyer's address '

Position title ,

Nature of work

Is your job relqted to the:instruction you received at this institution?

- Yes . No

Who heTped you get your job? .

Parent State Employment Bureau

Friend Private Employment Agency

Instructor Other (specify) .

Job Placement

1 7 7.. 188
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Student Follow:up .

5. Suggestions for improiing instructional/occupational training.

Page 2

6: Suggestias for uoproving student services (Admissions, Job Pla ement,
Counseling, etc.)

7, Do you plan to continue your formal education?

Yes .

If yes, in what area?

.

J

118

No r

4.*
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Sample Document 6

Si-UDENT FOLLOW-UP TALLY INSTRUMENT AND.COMPOSITE REPORT

- :EARLY LEAVERS FORM

,

The Early Leavers Form was mailed to former -students and returned
by ',, a -percent.response.

Program Year

I. Reason for discontinuing studies at this institution prior to completing
the.prescribed course.

'
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2. Employment Status,-

Part-time r:u 1:1 -time

9

Total

4

_Unempioyed

Totaj
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1 90
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Total.

3, , Reasons for part-time and unemployment:
,

Part-time,

is all .

,desired

Do not
want a
job

In

tiilitarj,

' Service

In

School
:..

Not ab,le

to get
a. jc15 -

-

Not
enough
training

tislike
/the

work

. .

Can't
qarn
enough

` Other
(specify

on sheet')

,

..4

.

.

lb

,

.

.

.

,

.,

.

.

. . ,

...
.

.

.

.

. . . ' .

. Is the job related :to occupational instruction'received?

YES,.

5: Area of Emplor4
. .

. N.,.
'Service,Area

<,

NO

Total.

(taken from employer's 'address)

,0'eographic Locations

in the State Ln State

Tot,z7. Total I

To ta:

Out of State

192

to
co



-

Student follow -Up Tal

Early LeaVers Form

6. Who helped former

19 Instrument and Composite Report

student gef job?

Page 3
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7. Former students who plan'tb.continue their formal education:

T6tal

In what areas:

Suggestions for improving instftctional/occupational training:

181
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Student FollowUp tally Instrument and Composite'Report
'Early Leaveri Form

Suggestioris for improving services:

T

182

194
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Sample Document 7

STUDENT FOLLOW-UP:

.14*PROGRAM COMPLETERS FORM

This form is mailed each quarter tosstudents who completed (were placed on a
job) the previolis quarter.

The purpose of.this follow-up is tb gather information concerning the job
salary, and entry-level tasks of the occupational field. The student's
perceptions of the instructional program and ancillary services are gathered
abOut a year4after job placement--after the student has had sufficient
experience to make valid suggestions concerning his/her readineSs for
employment.

Similar information is requested from students of each program. However,
the forms/request the following'specific information pertaining to the 4-program

a. Present status and employment information, including
salary

b. Student perceptions,concerning the'schobl including
recommendations for improving the program and in-
stitution

c. Futtre plans

A cover letter accompanies this, instrument (Sample Document 1).4

183

195
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STUDENT FOLLOW-UP

Program Completers Form

YOUR RESPONSES TO THESE QUESTIONS WILL BE TREATED AS CONFIDENTIAL INFORMATION.
YOUR ANSWERS WILL ONLY BE PART OF A COMPOSITE.REPORT IN WHICH INDIVIDUAL REPLIES
ARE NOT IDENTIFIED. YOU MAY LEAVE BLANK ANY QUESTIONS YOU DESIRE NO11 TO ANSWER.

Name

Address

Program
1. Please,check your present employment status:

Full-time part-time Unemployed
If unemployed or employed part-tihe, please check the reason why:

4 Part-time employment is all I desire,

I'm in the military service.

I'm in school.
I have not been able to get a job.
I do not have enough trainihg.
I dislike the work for Which I was trained.
I do not want a job.

I can't earn enough money to make it worth wtrking.
Other, (specify)

2. Employer
Employer's address

How long have you been on your present job?
1 - 2 months ___ 3 - 4 months-

2 - 3 Months . 4 - 5 Months
more than 6 months

3. Is your job related to the training you received.at this institution?
t

Yes
.

No .
.

4. APproximate weekly salary, before deductions?
Under $100 1176 to $200
$101 tO$125 $201 to $250 ,

$126 to $150 1251 or more.

$151 to $175

If you were employed prior to attending this institution, what was your
approximate wedkly salary, before deductions?

Under $100 $176 to $200

$101 to $125' $201 to $250_ .

$151 to $175 $251 or more

5. As a whole, how do you feel about your experience at-this institution?
'Like it:very Much
Like it pretty well
Neither like nor dislike it
Dislike it More than like it
Dislike it very much

184
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Student Follow-Up Program Completers Form Page 2 .

6. Please make any comment that you feel would aid Us in imProving the

school or the program you took.

7. Suggestions for impi3Oving student services (Admissions, Job Placement,
Counseling, etc.) at this institution.

4

,4

8. Do you plan to continue your formal education?
Yes No

If -yes, in -what-occupational-area?

4

.197



STUDENT FOLLOW-UP: TALLY INSTRUMENT AND'COMPOSITE REPORT

198

PrOgram COMpleters Form

PROGRAM (EXAMPLE) business E:Iucation _. YEAR 177

The Program-Completers Form was mailed to ' 23

a 5f percent'response.

1. ,Present employment statusi

former students and returned by

2.

3.

Packatime Full-time'

,

Location of employment:

Area Your institution

4

1

,Service

1

Tdtal.

Reasons' for unemployment' and part-time employment:

__Your State .'

H.

.3

12 3

Unemployed

Out of State

1

1

I

f..0*

Part-time
is all I

desire

Do not
want a
job

In In

Military School
Serrice -.

.

.

.

,

,

Not able
to.get a
lob -

-Not
enough
training

.

.

.

Dislike
'the

work

.

.

Can't
earn
enough

.

-
Other
("specify

on sheet)
-1

.
.

.

---1
.1 1

,

,

.

.
,

11

0

s.
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Student Follow-Up Tally Instrument and Composite Report

Program Completers Form

4". Length of time on present 3ob:

Page 2
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-TOtal

r.
Student Follow-Up Tally Instrument and coMposite Report

Program Completers Form

7. Feelings abOut this institution

A

Page 3'

,

Liked it
very mpch

-

Liked it
pretty well

Neidier
liked nor
aisliked

Disliked
more than
liked .

Disliked
it very
guch

. .

.

.

.

,

,

,

.

.

,

.

0

,

, .

-7-

.

.

.

8. Formetrudents who plan to continue their formal education:

Total

4

9. Stiggestions for improvement:

In what areas:

Real Estate

MopG training on tel(phone t,m4Iniques rWeded.

A quiet study area rieeaed.

av
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' STUDENT FOLLOW-UP

FORMER STUDENT PROGRAM EVALUATION

AI Sample Do&iment 9 .

^

It is suggested that the information requested on this form be obtained by .

an on-site visit by a school representative, the job placement and follow-up
specialist, or institutional representative. If,a personal visit is not
possible, the form is designed for gathering the information by mail or
telephone. This information is gathered one year after the student was
eiplAyed. The student has had time to gain experierice on the job and review
the instructional program in light'of employmeq needs. The instrument
gathers data,concerning the following,:

a. Present status and employment information,

b. Studeneperceptions and recommendations concerning
the occupational training program including equip:.
ment and resource materials

't c. InstruCtional methods
/.

The/cover letter shown (Sample Document 1) is
ingtrument is mailed.

e

e't4.

r-

'11

intended forluse only if the
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STUDENT FqLLOW-IJP:'

FORMER STUDENT PROGRAM EVALUATION

YOUR RESP:ONSES TO THESEAUESTIONS WILL BE TREATED AS
CONFIDENTIAL INFORMATION. YOUR ANSWERS WILL,ONLY BE
A PART OF A COMPOSITE REPORT iN WHICH INDIVIDUAL REPLIES

BUSINESS*tOUCATION ARE NOT IDENTIFIED. YOU MAY LEAVE BLANK ANY QUESTIONS YOU
DESIRE NOT TO ANSWER.

Name . *

Address

Program

1. Plea9e indicate your present status.
Employed ,' . Unemployed (If unemployed, skip to

number 7)

2. Employer

Employer's address

3. Job Title*

Job Duties

" cc.

Is your job related to your occupational.training at the institution?

Yes No
7 .

'5: Length of time On the. job%

1 3 months 10 - 12 months

6 Months over 12 months*.

7 - 9 months

6. Have you received-any promotions'sin'cegoing to work?

7. Please rate each area of training you had.

Need Further °
Students Rating of Tralning

Training

Typewriting

Shorthand

Filing

Office (rocedures

Business Math

Duplicating Procedures

Verbal Commumftation

Wr4ierlisCommuniration
Skills

Accounting .

TelephOne Techni,ques

Business Machines

Human Relations

Yes . No Excellent Good Fair. Poor

Th

190#
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Student Follow-Up Former Student Program Evaluation

. .

8. In general, how much help was your occupational training in the
following areas:

'

Knowing how to,use tools and
equipment

Knowing what one'does in this
kind of job

Usihg'time and energy productively.

find-ing'needed job related
information

Being able to talk to the
supervisof- about job. problems. .

Getting along With the customer,
being patient and so on

-Getting along with Other workers

Interviewing for a job

Handling new or unpleasant
situations

Applying for,a job

,Page 2 ,

MUCH> kIME, LITTLE NONE

9. ITlease mark the following instructional methods in terms of how you
learn the best..

Lecture

Individualized instruction

Group activities

- Project activities
4

_Demonstrations

Homework

Programmed texts

Reading

LIE DON'T

KNOW

10. Nas the equipment used in.your.training conststent with what
you have used on the job?

Yes No(Please explain "No" answers on comments section)

11. Please rate the resource materials-(books, audioyisualsc related magazines,
etc.), available to you as a student in yodr oacupational training program.

:Excellent , Good Fair Poor .

(Vieise explain "FaTr" mria "Poor" ratings under comments section.)

12. Comments and suggestiont.for'improvement:
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Sample Documentt10

STUDENT FOLLOW-UP TALLY INSTRUMENT AND COMPOSITE REPORT

Former Student Program Elluapon

'The Former Student Program Evaluation Tom was mailed to - former
students'and,returned by , a percent response.

Program Year

Employed,

i Total Total

2. IS the job related to the occupaXional instrution received?

*

Yes

Total

3. Location of employment:

Service Area

Total

Your

Institution

Total

Total

Your State

Total

192 2 0 5

Out of State

Yota71

0



Student Follow-Up Tally Instrument and Composite Report .

Former Student Program Evaluation %
Page 2
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5. Pormer.5tudents receiving promotions since going to work:

Total

6. Instructional methods in terms of how the students learn the best:
, . .

.

Jecture .

LIKE , ' ._DISLIKE DON'T.KNOW

TotaZ 1---:

,

..,

Total ] TotaZ

f

Individualized instruction
_

,TotaZ
.

.,. ,

k

Total
.

TotaZ
----..

I

f-7-

flroup activities :

. ,

-Total

,

TotalTotal j

,

, Project activities 0
_

TotalTotal To,tal t

,

Demonstrations Total

.

.

TotalTotal -

Homework .

1

TotalTotaZTotaZ -

. .

Programmed texts

.

Total

_

TotaZ I ,TotalTotal . ,

] '.

s

.

Reading 'Total- . Total
r7--
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2 0 7

7. Students rating pf triining at your institution.

Typewriting

Shorthand

Filing

Office Procedurev

Business Math /

Duplicating Procedures.

Verbal-Communication Skills .

Written Communication Skills:"

AccouRting

Télephoce Techniques

Business'Machynes

Human Relations

Need-Further Training Students. Rating of raining ,

Yes No Excellent Good Fair Poor

Total 1----"rotaZ fl TotaZ r--- ctal Totai 17- Total
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8. In general, how much help was occupational training in thefollowing areas:

MUCH-
(EXAMPLE)

knowing how to use tools
and equipment

Know what one does
kind of job

Using time and energy
productivel.cf'

Finding needed job related
informativ

Being able to talk to the
supervisor about

',Total
job probleMs

.r1

in this

Getting along with the
customer, being patient
and so on Total

Getting along with other
workers Total

Interviewing for the
job Total

Handling neW or unpleasant
situations

. Total

Applying for a job

Total

SOME LITTLE NONE

.,
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A Student Follow-Up Tally Instrument and Composite Report
Former Student Program Evaluatidn

- Rage 5

9. Was the equipment.used in the training program consistent with what
former student uses on the job?

Total

,
Total

10. Former Students rating of resource materials used in occupational

training program.

Total TOtal

.*

Total

11. Comments and suggestions for improvements.

-

A.0

,196

1.1

Total



..
Student Follow-Up Ta4ly rnstrument and Composite Report

1
Former Student Program Evaluatilm. .

PrOgram Extant Data

Program

Total Enrollment

,Completions

Returning next.quarter

Withdrawals

Number

Year

Page

Percentate

,,

The extaat data shown above Are factors to be included in,cost analysis.
The following formulas for computing cost Per placement and cost per

student are given as examples:
e

*Cost per Student *Cost per Placement

*COST FACTORS *COST .FACTORS

**TOTAL ENROLLMENT *t*STUDENTS PLACED IN FIELD

,

*The following cost factors were used by the developer institution:

--Total salaries for instructors
--101 Equipment (15 pergent of total cost to
be depreciated over a 7-year period)-( -

,-100 percent ofleaSe equipment and maintenance
. .

--Supply expenditures

-"Total Enrollment includes completions, returning next quarter, and

withdrawals.

***Students placed in field is.the total taken from question 2 of this

composite report.

. 197
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Sample DocuMent 11

STUDENT FOLLOW-UP

EMPLOYER'S EVALUATION OF FORMER STUDENTS

The information requested on this form is obtained after the fdrmer student
has had time to get familiar with the job and the employer has had time to
observe and evAluate the employee's performance. The institution gets this
data approximately six months to one year after the former student is
employed.

It is suggested that this information be obtained by anon-site visit 'by the

job placement sucialist or the institutional, representative. However, if
such a visit is not possible, the information could be obtainedby mail or
telephone.

The instrument collects the following data':

a. Employer or busi9ess information

b. Performance rating's in specific skill areas as well

as those in the effective domain

c. Comparison of a former student's performance with
,that of an employee' Who was trained on the job or
was trained in another program .

d: SuggeSttons for improvements in occupational
training program.

The cqyer leiter shown,(Sample Document 3) s intended for use only if the

instrument is mailed. .
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21 3

4



f

. STUDENT FOC-COW-UP_

Employer Evalu.ition of Eormer Student's

YOUR RESPONSES TO THESE QUESTIONS WILL BE TREATED AS CONFIDENTIAL INFORMATION.

YOUR ANSWERS WILL ONLY BE PART OF A COMPOSITE REPORT IN WHICH INDIVIDUAL

REPLIES ARE NOT IDENTIFIED:' Y011 MAY LEAVE BLANK ANY QUESTIONS YOU DESIRE NOT

TO ANSWER.

Employee

Emplby67'

Employer's addr'ess

Employer's telephone

- Name of Supervisor

Jot; Duties performed-by employee

1. Length (4 time employee has been on the Ipb:'

, 6-8 months . 12-14 months

9-11 months 15-18 months_
2% Please rate vach of the general traits of the employee listed below.

over 18 months

'i General trait Excelle. nt Good Fair Poor

fiTTEGRITY: Trustworthiness, honesty,

and loyalty

.

DEPENDABILITY: Promptness and

reliability in attendance

RESPONSIBILITY: Willingness with

which work is accepted and performed

INITIATIVE: Ability to plan and

direct own work
,

JUDGMENT: Ability to make sound

decisions .

..

.

COOPERATION: Ability to work in

harmony with others
,

LWERSHIP: Qual* ies of under-
standing people a d directing others

ATTITUDES TOWARD RK: Degree of

enthusiasm with which one performs

work * .

EMOTIONAL STABILITY: Poise and self-

control . . ,

COURTESY AND FRIENDLINESS: Shows

genuine consideration and kinddess

toward others

v..

,

,
-.--

PERSONAL APPEARANCE: Neatness

cleanliness, appropriate dress,

and grooming .

199
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Student Follow -Up Employer. Evaluation of:Former Students :age 2

3. Please dheck "Yes",or "No" ,on need for additional trafning and rate
employee's Performance in each skilled category.

---.

;Example: Business Efitication

.

Needs
Additional
. Training

-Employee's
each

Performance
skilled

Good

/

area

,I Fair

in"

,..
,

. .

Typewrfting

YES NO
-Exc el-

lcni:
Po

,
,

Shdrthand
--

.
.

-

-

...

Filing .

Office Pr9cedures . -
7

J 1-
Business Mith

o,--

Duplicating Procedures
. .

Verbal Communication Skills . .

Written Communication Skills .

Accounting
. ,

,

Telephone Techniques
g
.4.

'Business Machines .
. .

,

Human Relationi . ,

Overall Rating of Skills ..,

_.4.4.
-,.

4. Please compare the performance of thqemployee wt,th the
an,employee who was trained on the job. 44

Performance of employee trained at this. institution.
Superior
Better
Covarable to but no better Can
Pooer

ormgince, of ,

5. Suggestions for impalvements in or updating of this partipilar
occupational training program:
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Sample Document 12.

1

STUMT FOLLOW-UP TALLY INSTRUMENT AND COMPOSITE REPORT

, /

. Employer EvaluatiOn of Formgr dents
10

0*
4., k

,

J Program 4
ti Buness Education

I. Is jObgi:elated to oecbpational training at

(TOcen'fronkpob dutiv).
--*?

4' 7y -

't k"
rEs N :

41:

L

-1

TOtal

Year

thii institution?

Length of-time employee has been.on present job.

CL

TotaZ

-.- ...L..

CO
I

'73

o.0
.})
C0 ...
e

<.. 1

. I
cr.,

o -
.0
+J
C
0E .

o
VI .0
t.1 +J .

r CN 0
r--, E

o
CO ..0
r"i +J

I C.
1-r3 0r-, E

S...

lart0
> Ts10

o ,

..0
+J
C0
E

-

971

...,..,..

V

..,=-

;....g".A

a

.

.

A.

.

.

. ....

.

lk..

r

.

.

4.

t .
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3. Please rate each of the qeneral traits of the employee listed bela::

^ - General trait Excellent Gbod , Fair Poor

INTEGRITY: trustworthiness,
honestyAnd loyalty'-'?

(EXAMPLE)

Tote/

.

Total

,

Total Total

.

DEPENDAILITY: Promptness and'

'reliability in attendance

_ __
.

_

.

-

.

RESPONSIBILITY: Willingness
with'which work is accepted and
per f ormed _

. -
.

.

1----

INITIATIVE: Ability to plan and
disrect own work

-

.

,

.

,

.

.

....

JUDGAENT: Ability to make sound

decisions

.

, .

,

.

COOPERATION: Ability to work in

harmony with others . .
.

.

-

.

LEADERSHIP: Qualities- of under-

standing people and directing ,

Others
. -

.

I-

,

. .

. -
1

ATTITUDES TOWARD WORK: Degree

of enthusiasm with which one
performs work

.

.

,

.

. r

1

I

EMOTIONAL STABILIh : Poise and

self-control*

,

.

. (

.1"---

..

COURTESY AND FRIENDLINESS: SHows

a geniune consideration and
, kindness toward others

,

. .

. ,
. r 1

PERSONAL APPEARANCE: Neatness,
cleanliness, appropriate dress

and grooming .,

,

,

-

.
.

r---
I

,

.

I

f -
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mp oyees Performance in Skilled Area:

.
SKILLS

. Needs Additional

-Tr inin

,

Students Rating of Training

Yes No
.

E.<éllent Good . fair Poor'

Typewri ti ng
,

,

(,7XAMPLE

Tot 1- Toral Total TotaZ TotalI Total I I

,

. Shorthand r
,

.

Filing
F---

.

Office Procedure's ,

.
.

,

.,

,

Business Ma/h
_

_

.

Duplicating Procedures

Verbal Communieation Skills

,

Written Communication Skills

,

.

.

,

,

I

.

.

1.._2

Accounti-mg
,

.
1

_
,

.

.

,

.

.

Telephone Techniques

,

I

.

.

,

,

,

Business Machines e .

I

.
,

,

,

Human Relations
.

I 1
.,

Overall Rating of Skills

1---, 1.-7FT 1---
,
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Student Fol l ow -Up Tal 1 y -Instrument TaTfd -compos te-xeport

Employer Evaluation of Former Students -

--.--Page 4

, -

5. Comparison of performance of the institution trained employee with

on-the-job trained employee:
,--,

Superior

Total

VP

Com arable to but no better than

-.....J

Total

,

Better
.

Poorer
04

_

ITotal

o

I Total

6. Suggestions for improvements in or updating of this partitular

occupational training program:
,

-

41,

r

z

1

/

.,
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STUDENT FOLLOW-UP:

THREE-AND/OR FIVE-YEAR FOLLOW-UP

Sample Document 11

0

This form was designed to gather infoogion from program completers who
have.been employed in the occupationdl field. It is intended to gather
occupational training needs and salary rather than assess the institution's
fraining program.

It is suggested that this instrument be Irei.led once each three years for
a three-year follow-up and once each five years for'a five-year follow-up.
An appropriate cover letter (SAmple Document 4) should 'accompany the follow-

up form. This instrument collects the following folloii-up data:

a

a. 6reer patterns and present employment information

b. Occupational trends and salaries

.c. Reasons for out-of-field employment '

0,

205.
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STODEN1 FOLLOW-UP

THREE AND/OR FIVE YEARS

YOUR RE PONSES TO.THESE QUESTIONS WILL BE, TREATED AS CONFIDENTIAL INFORMATION. .

YOUkA WERS WILL ONLY BE PART OF A COMPOSHE'REPORT IN WHICH INDIVIDUAL REPLIES

ARE OT IDENTIFIED., YOU MAY LEAVE BLANK ANY QUESTION THAT YOU DESIRE NOT TO

.ANSWER.

Name .

Address

Program

1. Are you employed at the same place you began working after completing this

institution?
Yes No

If no, how mariy times hav you changed jobs'?

4 -.- 3 5

2 . 4 more than 5

If you have changed jobs, indicate reasons for doing so.

Better pay
Better benefits
More advancement opportunities
Nearer to home
Personality conflicts
Employer did not live up to promises'

Fired
Better working conditions.

Other (Specify)

2.. Have you received any promotions?
Yes No

BEGINNING PRESENT

$75 to $100 Under $75

$101'to $125 $75 to $100

$126'to.$150 $101 to $125

$151 to $175. $126 to $150

$176 to $200 $151 to $175

$201 to $250 $176 to $200

$251 or more $201 to $250

4. Present job title

$251 or more

Job Duties
Are you employed on a job related to the training you had at this

institution?
No

If no, please check reason.
The training was not a good.chpiice. I didn't know enough about my

interests and abilities.
I didn't know enough about the kinds of occupations in which I

might get a job.
I didn't knbw what the job %gat really like.

Few jobs avoidable in this field.
Iqieeded more training and couldn't get it.

I couldn't earn enough mohey.

Other (Specify)
\
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Student Follow-up Three and/or Five Years Page 2

How do you feel about your job?
It's awful.
Not what I'd hoped td have.
It's OK.

I like it.
I like it very much.

6. Have.the job requirements changed for the occupat4on you were tralned for
at this.bistitution.

Yes No

Please make recommendations concerning requtrements of your job and'
trends that would affect the occupational curriculum and training
program.

7. Other Comments:

207

24

S.



STUDENT FOLLOW7UP TALLY_1NSTRUMENT AND *COMPO'SITE REPORT

Three and/or.Five Years

The "Three and/or Five Years"'instrument Was mailed to former
students and returned by , a' percent response.

Program (EXAMPLE) 'Business Education Year

1. Is former student employed at the same place he/she began working .3f:ter
tompleting this i.mtitution?

Yes

Total Total

If no, how many times has form6 student charted jobs?

Total
4

If former student changed jobs, eeasons for doing so:

Total

S . .

W
4-)
4-' >1W 0
ci3 C.

0
4-)

S . . ,--
W (4-
4-)W
4..) C
W W
co co

N
I all

W ,...
U 1 4-0
C 4-) S. ..--OCOC
> W C. 3

77 E 0:44
ez C)

-

S . .

W
5.-W
10 E
W 0z =

1

f-- -)
0 U
C ...-
0 r-
0.) 14-
S-- 4-1 C
W 0
a. (...)

S.. 77
W 4-) 4-) W>) 0 0 0
0 C .0 r-

P.-- 3 E
0.1:1 0
E ,-... 0 S.-

UJ 77 77 O.

N

77
W
S..

.1.--

U..

C0
Cn..--

S.. C 4-)
W .4-. r-
4) -V 77
4-) S. C',---

W 0 0
co u
'

,- 0
WI r- r- W

_C4-)XC(tSc) L.0 0 D.
.......

-

.

.
. , .

,
,

.

.

.

_
-

2. Has former student i'eceived any promot'ons?

Yes

Total

208

No

Total

225
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Student Follow-up Tally Instrument and Composite 14eport

Three and/br Five Years

3. Beginning salary range:.
0-

Page 2

unaer
$75

.,$ 75
to

'$100

$101
to

$125

$126

to

$1513

$151

to

$175

$176
'-io

$200

\$201
,.to

$250

.$250

or
more

.

.

.

.

,

,

-

lo

.

.

.

:

.

Present salary range:

under

$75

$ 75
to

$100

. $101
to

$125

$126

to

'150

$151

to

$175

$176
to

$200

,

$201
to

$250

$250
or ,

more

.

.

.

.

,

,

.

.

,

.

,

,

.

.

,

.

.

.

.
.

,

.

4. Is former student employed on a job related to the training he/she had
at this institution?

,YES 4

Total

NO

209

226

Total



Student Eollowup Tally Instrument_and_Composite Report Page 3
Three and/oe Five Years

5. Reason former student is not working on a job related to the training
he/she had at this:institution.

The training was not a good choice.

Total
-

Former student didn't know enough about the ,kinds of
occupations in which he/she might get a job.

Former studentAidn't know what the job was really like.

'Few jobs available in this field.

Former student needed more training and couldn't get it.

Former student couldn't earn enough money:

Other (Specify)

6. Feelings about the job: s"'..*

Itts

awful

Not what
I'd hoped
to have

It's OK

,

I.like it

I like

it very
much

.

.

.

.

J

.

.

..
.

.

.

,

.

.
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Student Follow-up Tall); Inst'rument'and CoMp6site Report Page 4

Three landfor Five Years
-

7. Have the.job regutrements changed for the Occupatidn the student was

trained for this institution?

1

YES .0.
Total .

(-

J
8. Other.comments and recommendations:

NO
Total

r

..

r

_-....."......

t

o

e

2 1 1

0

- 228
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Sample Document 15

ADDITIONAL METHODOLOGY_ FOR GATHERING
bATA RELATED TO EMPLOYER.PERCEPTIOg

The followi instrument from Trident Technical
Collese in 6outh CarOlina provides an additioffal

-methodology for gathering information related to
emplOyer perceptions.

'Co
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fRIDENIECHNICAL.COLLEGE

EMPLOYEk FOLLOW-UP tilIVEY

1

1

The purpose ofthis,suevey is to evaluate the effectiveness-of-thi.s.
institution?s,instructional programs by finding out how well' our recent

graduates are performing on the job. Only the employers oi-,supervisors

of geaduates whose jobs'are closely or,directly related to the program

_they completed shguld be interviewed. :Try. to talk with the person who

- is.most familiaKwith the-§raduate's woz, ' Assure the employers or

supervisors that their answers will, betated confidentially and never

linked to them or to th graduate.

Graduate Information

Lra_duate's name

'Proiram graduate completed in 1978-79

!GradUate's Sob titlop

piployer InfOrmation

,Name Of company, agency, etc.

Street'eddreSs

City 'and-state ---4,

.Telephone number

'Type of business or agency

Name of graduate's immediate superyttoo"

;

Inteeview 1i.nformation. 2# .

of./person actually interviewed
.

,

r
....

. . ,

:Position of-Person interviewed

Date

N

Cinterview

of interviewer

(

4's

7

Tifie

. 213
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CIRCLE ONLY ONE NUMBER.FOR EACH QUESTION. Page 2

1. gelationship of person pterviewed to graduate':

1 EMPLOYER
2 SUPERVISOR
3 OTHER (please spe 'fy)

2. How-long has (graduate) worked for you (this coMpany, this agency, etc.).

1 0 TO 6 MONTHS
2 \7 TO 12 MONTHS
3 -13 TO 24 MONTHS
4 MORE THAN TWO YEARS/

Wfiat are hts/her basic job duties?

q.. What s the minimum level of education you require for this type job?

1 LESS THAN HIGH SCHOOL DIPLOMA
2 HIGH SCHOOL DIpLOMA .

3 ONE-YEAR OCCUPATIONAL PROGRAM CERTIFICATE OR DIPLOMA
4 TWO YEARS OF COLLEGE--NO DEGREE
5 TWO-YEAR ASSOCIATE DEGREE

FOUR OR MORE YEARS OF COLLEGE
7 , . OTHER (plea'se specify)

When (graduate) first started working for you, what do you feel werehis/
her, greatest strengths?

6. What' do you feel were his/her 4reatest weaknesses?
. _

7. Do you feel that the training (graduate) received at this institution
adequately prepared him/her for this-job?

1 NO .

2 YES

A.

* 2 1 4

4

,



,'CIRCLES,INCY ONE NUMBER FOR EACH QUESTION. Page,3

Technical Compared with your other workers who have similar jobs.,'

how would you rate this employee in each of the following

areas? (Please circle one number for each item.):

,

I NOT .BELOW ABOUT A86E
APpLICABLE AVG AVG

.

AVG :

t
8.. JobJrelated knowledge

,

. 9. fibility to operate job-related
_.

tools, instruments, and equipment.

10. Other job-re'lated technical skills

114 Organizational skills .

12. Comtnunication skills . . .

13, Math skills

14.- Overall quality of work

15. Quantity of work accomplished. .

16.. Safety habits

17. Care of equipMent
.

0 . 1 2
. -3 .

0 . 1 .. 2 3

0 1 2 ....3

0 1 2 , 3

0 1 . 2 3

0 .1 2 3

0 1,, 2 3-

0 ---) J 2 3/

,

0 1 2 3

0 1 2 3 '.

.Personal Skills. Again compared with, your other workers who have similar jobs,

how would you rate this employee in each of the following

ares? (Please circle one nuMber'for each item.)

NOT BELOW ABOUT ABOVE

APPLICABLE AVG AVG AVG

18. Attendance 0 1 , 2
. 3

19. Punctuality 0 . 1 2 3

20. Attitude toward job. :-.. 0 : 1-* 2 , 3^

21". Ability to.follow-In.structions-. 0 ., 1 ? 3
. ,

22. Ability to work without supervision 0 1 -2 3'

:23. Willingness.to learnWnrimprove . 0 1 2 3

24. Ability toworkwell Under pessure 0 '' 1. ,. 2 .3

25. Cooperation with fellow workers 0' 1 . 2 3,

26. Cooperation wtthmanagemebt . . . 0' .1 . 2 3-

27, -Persona) appearance, dress . .. . . f 0 -1 2 , 3

215
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.,

CIRCLE ONLY ONE NUMBER FOR' EACH QUESTION. .

i

:

Page -4

.-,

28. Compared to your other employees who have similar jobs, how would you
,.. .i-ate (graduate's) overall on-the-job performance?\

1 IN THE LOWEST QUARTER

. 2 IN THE BOTTOM HALF, BUT NOT IN THE LOWEST QUARTER -

3 IN THE TOP HALFBUT.NOT IN THE HIGHEST QUARTER ,

4 IN THE HIGHEST QUARTER

Ak

29. If you had an opening, would you hire another graduate from this
institution for this type job?

I NO ,

2 NOT SURE
3 , IES, WITH CAREFUL SCREENING
4 YES, WITHOUT RESERVATION

30. Why not?
7

1

. 31. ,Would you recommend our graduates to other employers?

I ' NO .

2 NOT SURE
,

3 YES, WITH CAREFUL SCREENING

. 4 YES, WITHOUT RESERVATION

Why not? '

,

33. Finally, what do you think are the most important things we could do to

-,._
iMprove the (graduate's)- program?

,

,

,

,
/

An,

I
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CHAPTER ELEVEN

COST ANALYSIS EVALUATION

Although the fundamental purpose of evaluation is to make deciiions
concerning continuation, modification, or termination of occupational
programs, you max wish to establish more specific criteria for conducting a.
cost analysis study. Wentling (1980) provides the following reasons for

conducting a cost analysis in education.

To Justify Resource Allo'cation Decisions

When administrators or program managerS develop the budget,
they will want to know which programs provide the most
benefits for the least cost. Moredver, allocations are
more likely to be made to the,program for which costs and
benefits have been identified than for the program for which
no costs or benefits lave been projected. Just as investors
usually rely on information concerning historical performance
of stocks and potential of companies, controllers of educAtion
and training,programs rely on historical performance of
programs.

To Promote Better Uttlization'of Facilities .

Although costs for most programs are heaviest tn the area of
staff, factlities can constitute a cOnsiderable expense. In

some cases, it will be found that the sharing, of faciliities,
reduces the nominal costs fortWo programs, and available
facilities can be stretched to accommodate new programs at
little extra cost. The savings possible from the sharing of
expenses will show up in a carefully executed.cost analysis
evaluation.

To Determine Optimum Staff or Human Resource Assignments

Since staff-costs constitute d sizeable portion of the Ordgram
budget, achieving utilization of qualified staff thembers is an
important undertaking. For many courses it may b.e true that
the employment of paraprofessionals or instructional assistants
will reduce these costs. For example, should'it be found.that
d program in health occupations requires only a half-time
professional and can accommodate a half-time assistant, this
program would be preferred to an altennative program that
requires the full-time services of a professional.

/ 217
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to Determine Optimum Load for a Particular Program

tlany times costs for a program are excessiVe for one class size .

and perfectly reasona§le for another. In some.cases an increase
in class size will cdtl for an additional staff member or an

'assistant, thus dramatically increasing,the-cost per pupil or.
instruction hour for thd program. Other times it will be.
advisable to increase,the student load.or to combine classes to
lower the cost per student. Expenses per individmal student may
make it inadvisable to continue a program that has a limited_
number of enrollees.

To Decrease Costs of High-cost/Low-incidence Programs

Should it be discovered that a program that Serves few
students incurs,disproportionate expenditures, these costs
may be reduced by seeking alternatives.- fhe school may wish
to extend an invitation to other schooh to share the facilities,
benefits, and costs of the program, to theAgnefit of both
schools. Alternatively, it may be advisagFto offer an exten-
sion course in lieu of the existing program. At any rate, dis-
covering suct high-costPow-incidence programs may lead to the
discovery of more sditable alternatives.

To Determine the Advisability of Financing the
Development of a New Program

Although in some cases initial costs for impleuienting a program
may appear prohibitiy , cost analysis evaluation may support the

Iliimplementation of a p ticular program by identifying long-term
'savings that will unde write the initial investment. In other

cases, cost analysis evaluation may-show that implementing a new
program is inadvisable, that the costs of implementing a new
program, piloting the program, and developtng materials will not
prove worthwhile in the long run..

To Compare Alternative Prurams
).=.

Often an institution or training agency will have to choose
between two alternative programs, both of which look very
similar on the surface. .Cost effectiveness analysis will .

uncover methods for discriminating between these programs and
making intelligent choices. Decisions of more limited scope,
regarding the .choice Of competing instructional materials,
equipment, and techniques, can also be facilitated by cost
analysis.
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To provide Fiscal' AccountabilitY

It.is nearlybalways to the advantage of the'program in
question to keep accurate records.of the-benefits that
have been related to costs. Accountabilitymill make the
defense of a program possible in.the face of enlightened

criticism.

Cost Determination

Determining costs f educational programs is not a simpl'ematter. There

are several methodologies that can be utilized to break down program costs.
One useful way is to make a distinction between program deVelopment and
program operation expenses. Examples of program development and operation

costs are provided by Wentling (1980).

Program Development Costs '

Printing
Ancillary media costs

Programming costs
Design costs
Packaging costs
Evaluation costs
Implementation costs

Program Operation Costs'

Instructor
Buifding costs
Administrative costs
Materials and supplies cost
Insurance costs
Maintenance costs

Program operation costs are variable and relate to the number of
stuPents that-one instructor can manage, or classroom space; and so on.
Program_development costs should be calculated first, to determine the cost

of a program on the relative costs of two programs (Wentling 1980).

Program Development Costs '

;

Went1ing,(l980) 'provides the f011owing guidelines for ae--
defermination of program:development costs.

Program development costs are most commonly computed for
a new course or program. ,The types of'costs are extremely"
.difficult to antidpate. Dependent upon yoUr program's

2 1 9
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idiosyncracies, these will be yours alone to identify and

to assess.

Following is a breakdown of program development expenses
that may-be included in the cost calculation. '

4

Authoring Expense

Authoring expenses are feespaid to an individual for the
development of instructional' materials.- If am individual
external to the educational or training institution is
utilized as an author, the fee may be an hourly, daily, or

contracted ,fee. On the other hand, if an internal staff
member is given released time.for authoring, the percentage
of his salary proportipnate to his released time should be

calculated.

Pi)Ot Learners' Reimbursement

Often, a sample group will be asked to- react to specific
characteristits'of new material, such as ,its clarity or

.0ganization, prior to its final revision. If instruction

is to'be piloted, it may be necessary to pay those learners .

who will test the material. This cost will vary considerably

depending on the availability and age of the audience. In

some cases', volunteers or captive classes can be utilized at

no cost.

Content Advisor Honorarium

Many program development'activities involve an expert content

'advisor from a university or industrial firm. The time end

effort required to complete the task will determine the fee

to be paid. lZually, experts will work at a daily rate or

for.a contracted fee for completing the job.

Material Costs

Material costs are those costs for supplementer); instructiOnal

devices such as slides, tapes, games, or simulation devices.

Layout/Design Costs

These cofts are a function of graphic layout and design work.

They may be related-to printed matter or may include visual
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aides such as overhead-transparencies, slides, and posters.
The preparation'of figures or diagrams to be ibcluded in work-
books or instructor guides are commonly reCognized as belong-
ing to this category.

.

Typing,or Typesetting-Costs

The preparation of matertal or copy td be reproduced will
involve typing or typesetting costs. Typing, whether done
by a regularly employed typist or by an additional person, it
usually figured at an hourly rate.

Reproduction Costs

Expenses that are incurred as a function of printing, binding,
slide duplication,.tape duplication, and the like are included
in this category. Items that are relevant to Costs include
quality and color of paper, packaging, cover stock, number of
pages, slides, illustrations, total number of products to be
published, type of printing used, and so on.

jkdmini'strative Costs

Costs related to the planning, organizing, and monitoring of
developmental activity from its proposal to completion are
considered to 'be administrative costs. Usually, a percentage
of salary or a daily rate is charged against development for
these tosts.

Evaluation Costs

Costs incurred in the,evaluation of the developmental
,activities and the resulting product are charged.to'this
category. Ev*luation costs include staff'time, external
expert-fees (for review) and similar.expenses. The cost

categories presented above are related to the developmental
activity of an instructional'product. Additional develop-
mental costs might include staff time for cost anAlysis and
planning meetings, travel costs for visits to existing
programs, and expenses for conferences with.experts.

A
These costs may not apply tO every program, and some
programs may involve additional developmental expenses that
have not been covered here.

2 2 1
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Program Operation Costs

Program operation costs vary from one academic year to the hext. To

determine the cost of a completed program,,evaluators should examine their

records of expenditures. The folTowing example is provided by Wentling

(19$0) to help breakdown program -costs.

Program Operation Per Per Per Per

Expense Student Course Program Organization

Instructor costs x x x

Building costs x x

Administrative costs x x

Materials od
supplies costs x x x x

Insurance costs
x

Maintenance costs
x

Depreciation costs x -x

If projecting the costs of reinstating a program, the evaluator will

want to know the following:-

1. What costs are computed on the basis of the number of 'students

enrolled?

2. how many students will.be,enrolled?

3. What cOtts are computed 'cm the basis of the number,of sections

offered?

4. How many sections will be offered?

5. What costs are coMputed on the basis of the number of courses

offered?

6. How many courses Will be offered?

7. What costs are computed on the basis of the number of programs

offered?

8. How many programs will be offered?

9. What cofts will be allocated to programs, courses, sections, and

students?

10. Is it necessary to compute allocated costs?
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Instructor Costs

Instructor costs-may be determined per individual student, .

per course, or per program. Per course or per program costS
may be subdiyideCand computed per student in each course or
program.

Material and Supply Costs

Materials and tipplies are reel-rring costs, expended each

year by students and staff on a per student er per course,
per year basis. A preliminary estimate of supplies for a
proposed program can be made by a pilot test of that kogram.
For a program that has been in existence for some time, 'it
is best to calculate average yearly costs over a period of
time, then calculate the average yearly cost per student.
This cost may be assigned to the projected number of students
for the following year, or it may be assigned to a course
rather than to individual students.

Building and Maintenance Costs

It is fortunate for the cost analyst.that it is seldom
/

necessary to compute building and maintenance costs tn the
comparative analysis of programs. These costs are normally
alloCated across disciplinary lines and the total cost per
institution is normally unchanged.regardless of the program
that is eimplemented.

In fact, the unnecessary computation ,,of building costs may
lead to misrepresentation of the actual benefits of a program.

Administfative Costs A

Administrative coses are those costs that are incurred in ,

the coordination, supervjsion,;imonitoring, and evaluation
of the program or prOgrams of the education or training
institution. These costs are utually fixed bp-salary; and
it is often difficult to.assign differential amounts to
individual programs. Thus, it is corpon practice to divide
total administrative costs by the number bf programs. If a
particular annual emphasis iS onon Program, it may be
necessary,to allocate an increaseVadministration cost.to
that program for the year. This allocation, in most instances,
will'represent an estimate.
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Limitations of Cost Analysis Evaluation

. Johnson and Dietrich (i971): for example, recognize the following

problems characteristic of cost identification:

1. Costs are infrequently linear. Many program and instructional

expenses are fixed over narrow ranges whereas athers are dependent

upon enrollment, material costs, and other factors.

2. Cost'records and data are inadequate. For: the majori.ty of

argantzations, expense categories are not in sufficient detail to

afford accurate cost.accounting.

3. Relevant costs are unavailable. The concept of opportunity costs is

important in considering how resources are utilized.

4. Cost data on projects are unreliable. 7he methods of collecting on
'various instructional and program functions are'as varied as the

definitions of those functions.-

This chapter was presented as a guide to aid evaluators in their task of

evaluating, program costs. In addition to this material the following

references may prove helpful in this task.
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CHAPTLR TWELVE'

PREPARING AND REPORTING" EVALUATION USULTS*:

I

I

p The evaluation components for most state a d local' education agencies'

include: (1) program planning and opeNtiona1 processes, (2) student
achievement,.(3) studentiemployment success, and (4) requirements fore :'

sAtial populations. Procedures for collecting and processing the data have

I

improved substantially since specifid evaluation requirements were defined.
in the federal Vocational Education Act of 1963; especially

,
with increased', .(

use of maliagement information systems (MIS). The.computerkzed MIS in some

1

atate and local education agencies provide numerous computer printouts,

.-- revealing statistics on program enrollments, student achievement, and
student enployment success. AoweVer, some of this valuable information,
once it has been pnpcessed and reported, is never used again.

t
Evaluators, meanwhile, accuse decision makers.of ignoring the datand

information. Decision,makers_Complain beeause the data and information are
voluminous, riot specific, and difficult to read and understand. It follows

that evaluators need to 'assess their performance in the area of preparing,.

and reporting evaluation results. .

This chapter provides a detailed"discussion on those factors considered
to be critical for the prepai-ation of the evaluation 'report.

. /

LI

Specifically, this chapter describes types of evalUative data 'and
presents specific recomthendations for preparing reports, packaging
information, and disseminating evaluation findings in order to increase

/

utilization, The focus is iiii one evaluation component, student employment

success. Emphasis is given to those data relating to product 6aluation.
Checklist 1 asks readers to identify those strategies they emOloy for N!

utilization purposes.A,
Data Andidysis

1

.

Data analYsis, commonly defined, is the tabulation, organitation, and
sammarization of the raw information collected during the eValuatiOn. The

analysis hould'relAte data to the evalUation questions of,the study, shape
it into some usable form:and determine through the use pf anlappropriate

. statistical model or "practical/nonmathematical modeT" if the findings are
significant or dye to chance variation.

*Ste hen J. Franchalcand Michael H. Kean. Evaluation Handbook: duidelinesn
a .Practices for the Utilzation of Evaluation Results. The National

,C nter for Research in -VocatiOnl Education, The Ohlo State University, ,

Columbus, Ohio. 1981 p.45.
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..4,
A'

Based'on the evaluation goals as they rerke to the -..decisitinzMajdng,
structure and 'decision Makers, plans should have been made to tesf specific. ,

hypothdses or 'ilswer specific quettions, and coljecttheldatla.needed. ;
Fittlneillantitative data to',a statistical mddel direct the evaluators'-

attention to certain asliedfs of the data and suggests nfe'rences that may be

made. This,modet should be Cade eXplicit and its use should be justified by
its relationship to the deCision-making structure, evaluation goal's, and

nature of,Oata-collected. The analysis may be invalid IT--
;

-,//' 1. rejationships are not-recognized in the choice of analytical

Methods models-(qu titative, 6alitative);

. ,

, 2. data g at:ton 1 vels are not appropriate;

ir 3. assumpt.ions for empl ing analytical meOods or.models are

not S'attsfied.

Data_and Informatibn Presentation

It is important to note the distinction between data and infoi-Mation:

: Information comes from data, which are logic'al'
presentations of measurements, observations, and
computationt. -Logical is here defined as orderly,
intelligible, objective,'and capable of,form)1g.accurate
relatipnshIps based on,principl rules.of.reason.

(Mercef and.Koester 108,13. 8 1.
f.)

Not all data contain information cap le of being assigned.a useful mwaning.

/

.
. .

Assigning meaning td data consists of taking the information resui 9

from the data analysis process and subjecting it to ekpert scrufin: . uch

,
an examination should explain the meaning of the displayed info t in .

terms that are comprehensible.to'decision makers and other i rmation. 4

users: These,assigned meanings are useful for accountabilit , policymaking,

and program.impfovement,

For example, the interpretatioh.of analyzed data on student e .yment

success cati best be performed by the professional staf, fhe evaluators, or-

*data analyst'. However, top levels must feel comttable-Viith the fAcethat,
these individual organizations at either the state or local levefS are

acquainted with vocational programs, are credible and *coMpetant eva.tuators
familiar with probleMs'facing the managers, ind have a deep'concen' for the

,target audiences they, are serving. Equally important to this process_is the

Ineed for the evaluator .or data analyst to view these data,aS fntegi-al4
elements of a comprehensive management information system (MIS).

/
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MoreOver, these data need to/be considered as'only one element of

v_

,

. .

:

t.' :

., . information contained in a MIS. For example, a preliminary step in

organizing the data, interpretation,and presentation function of the MIS is

1
-.deciding what client format is agpropriate. This .could take the 'form of a

cross-t:Aboiation such,as prograerea by function (i.e.,-personnil

'development, teacher inservice, riculumCdevelopment, and so forth), ity a

combination of4greas and functio , or by any other grouping that .

facilitates the eeds of a specific education agency-=State (SEA) or local

'1. (LEA).

State-and local education agenc.iis Aay present employment'success in'a

variety of forms, dependtng upon the target users; such as the following:,

(1) the general public, 12) educationplanhers, (3) educational ,

administrators, (4) board of education members,' and (51 program advisory
,

,,committees., ,

Each of these audierices'has different needs. The general public does

not usually require- a detailed report. kone-to-three page.report

highlighfing the retults:of the assessment of the former.Studente

satisfdction with their traihing and job may be sufficient. Educational

administrators and the advisory council for vocational education may be

interested only in a one-page executIve sOmmary andA list of concluSions

and recommendations. In contrast, educational planners, classroopi

V instructors, and placement personnel may need, a detailed "technical" report

to enable them to recommend or develop specific strategies for program

changes.. State administrators,and planners-may want to review final rieports

.Prepared-for federal officials.
I .

Thesinterpretation of,..the evaluatiOn data in the oral-and written

reports is important. Careful.altention is required to ensure that the

evaluation reportS a.re not407SlaTing. Mapy'users,will judge the entire4

-study effort on the basii of.the final. report., If it is not clear and-

complete or does not reflect all of the findings and limitations-of the

evaluation, the information may be ignored ormisused: There is no

guarantee that evalbation results will not be M1sus4i4 However, full and

'open disclbsure can help to ensure that findings are not misUnderstood. In

sum,-the evaluation report shoru1dbe suffiCientTy clear to the audience in

its desCription of goals, procedures, and findings about what.was done; why

it was doneLand.what was liarned.

.Reporttng Recommendations
,

koOmmon mtstake ih reportjng,on the assessment of former vocational ,

students' emblument succeSs is to distribute the same report to all

EvafUators musilidentify the audiences to whom the report is

intended to serve and' for what purpose--accountability, decision making, or

program improvement. It is,nof uncommon for an LEA or an SEA to distribute

hundreds of final report "copies of fifty or More pages4 This practice is

not only,costljbut also"of questionable "value. The ieneral public needs

,. c 6

:
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straightforward summarYITOrmation, not technical "trAfia" or sheer Miss..

The 'administrOor who has neither the time nor the technical expertise to
review the entire contents to recommend policy action or determine program
decisions, may never rtad it. Only the eduCational planner, classroom/
laboratory instructor, counselor/placement personnel may need to know all

the detailed information. Thus, an important consideration in the
strategies for presentation and utilization is the _length of the report. In

a study to determine appropriate.reporting formats for educational-decision

makers', Brickell:states:. 4

l'op officials and management, staff-were more likely to
ask foreshdrt reports; program and project specialists
were more likely tO request medium or long reports in their

areas'ef specialization (p. 99.).

As a rule of thumb, short reports average one page, three minutes reading

time; medium reports, ten pages, fifteen minutes; and long reports, one
hundred pages, sixty minutes (Brickell 1974, p. 99).

The alternative reports on student employment success must be weighed in

terms of the targeted reading.audience. At the state level, arl three

reports--short, medium, and long--should be prepared. If the state conducts

the assessment Abf student employment success of forhler students or d sample

ofthe'total population, it seems advisable that it also prepare-statistical'

reports for each of the LEAs. At the local level, the detailed report and

the,executive summary should be minimum requirements.

Graphic Prevntations

G aphic presentations are an extremely useful and efficient medium for

the esentation of quantitative data in a manner that facilitates the

tom rison of values, trends, and relationships. Graphic displays have

qua ities. and values lacking in a narrative presentation:

1. They :are more effettive in creating interest and catching
the attention of the reader.

2. They provide visual relationships that are more clearly
grasped and more easq1y remembered.

.3. They are more time efficient, since the essential Meaning
of large masses f statistical data can be assimiTated.at a,

glance. -

4. They provide a more'comprehensive Octure of the problem,
making for a more complete,and better balanced understanding,,0

5; They gtimulate Jnd facilitate analytical thinking and
investigation, which brings out hidden facts and relationships.'

.
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I.

Graphic presentations may take any of the following forms:

11 Rectilinear coordinate charts--The. most frequently used of this type

is the simple, arithmetic, line chart. A number of useful variations-

'exist; the cumulative curve chart, staircase curve chart,

simple-surface _dr tilhouette chart, staircase surface chart,

'
multiple-surface or Nnd.chart, and the 100 percent stir-face ,chart.

2. _aar and column charts-2TheIijor use of these forms is to facilitate

the visual comparison-of the magnitude of coordinate items or parts

of a total. The bars in A bar chart are arranged vertically .in a

.column. 13asically, there areat least eight types of bar charts:

the simple bar chart, the bar-and-symbol chart, the subdivided-bar

,chart, the subdivided 100 percent bar chart, the grouped-bar chart,

.the paired-bar chart, the deviation-bar chatt, and the sliding-bar

chart

There are also eight ba c types of column charts: simple column

charts, connected=col n-Charts, grouped-column charts,

subdivided-column charts, net-deviation column charts,
gross-deviation column chartt, floating,column charts,

gross-deviation column charts, floating-colUmn charts, and range

charts.

3. SemilOgarithmic or ratio charts--This type of chart is,especially

suitable for showing oroportional and perceneage relationships. It

'is a good method for portraying rates of qange in a graphic way.

This ty'e of chart not only correctly represents relative changes,

but also indicates Asblute amounts At the same time. The vertical

axis is ruled logarithmically, andthe .horizontal axis, -

arithmetically.' The continued narrowing of the-spacings of the

scale divisions on the veftical axis Is characteristic of..

.logarithmic ruling.. Oh the other hand, the equal intervals on-the

horizontal axis are indicative of arithmetic ruling., This chart is

also sometimes referred.to as a ratio chart because of the

propoaional relationships that it portrays.

4. Frequency graphs and related charts--There are three basic-types of

simple frequency.gi:aphsz frequency polygon, histogram, and smoothed

frequency curve. ThecuMulative-frequency gr.* or ogive is well

suited, to the follOwing(purposes:. (a), to determine and show the

humber of proportion of cases above or below a given value, and (b)

to compare two or more frequency distributions.

Probability graphs arebas ed on the normal frequency curve. This

inethod provides a test for proportfonal asymmetry as well as

demonstrating comparisons between empirical and theoretical

distributions and prediCtion.
A
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5. Miscellaneoui graphic forms--The pie chart may be used to show'

component relations. The various segments of a circle represent

component parts of the total. The trilindar chart simultaneously
portrays three variables in the, form of elements of a single

function of activity. It is always a 100 percent chart, since the

sum of the three values indicated is equal to 100 percent.

Trilinear chatts are especially useful in portraying operating,
production, or other costs expressed by a threefold breakdown.

The scatter diagrai (scattergram) and other types of correlation

charts show in graphic form the degree and type of relationship or

covariation between two series of data. In statistical terms, the,/

relationship between two or more variables is described as

correlation. The fan, chart portrays change for two different

periods either by percentages or index numbersA As many as ten or

fifteen items may be shown, depending on the range and scatter of

values.

e

Ranking or rating charts place emphasis on.the position of certain

items or categories. This position is usually based on magnitude or

frequency. Therefore, emphasis is placed on rank-order position,

rather than on the values themselves.

The most effective way of showing spatial relationships is the map.

Maps are often helpful locating problems, testing hypotheses,

analyzing data, and discovering hidden facts and relationships. The

following.basic types of maps may be useful in portraying

statistical data: (a) cross hatched or shaded maps, (b) spot or
point-symbol maps, (c) isoline maps, (d) maps with one or more types

of graphs superimposed, and (e), a combination,of two more of

the preceding types.

Pictorial graphs and charts may be used with popular repOrts which

are prepared for nontechnical -use. They add interest for the reader

who may not be otherwise motivated to look at the item. Charts

drawn in projection have limited use in vocational information

packaging, largely because of.the complexity irivolved in designing

three-dimensional pictorial graphic forms that are distortion-free.

This is a very brief outline of some graphic forms that vocational

education evaluators may consider for reporting evaluation results. The

reader is referred to figures 1 through 7 for selected ideas for developing

graphic displays. A more detailed description about each specific type with

numerous examples may be found by consulting the'following references:

AT & T. Making the Most- of Charts: An ABC of Graphic

Presentation. Washington, D.C.: NavylPublications'and

Printing Service, November 1970.
1
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Schmid, C.T., and Schmid, S.E. Handbook-of Graphic Presentation.

New York: ,John Wiley and Sons, Inc., .1974..

Starr, H. et al. Selecting, Analyzing, and Displaying Planning

Information. Columbus, OH: The National Center for Research
in Vocational Education, The Ohio State University-1979.

A thorough discussion of technical strategies and techniques to aid
evaluators in communicating their evaluation results is found in the
publication, A Communication Handbook for 'Researchers and Evaluators by

Holley et al. (1979).

Prepaning the Content and Information Packaging

Lnformation about vocational programs is generally prepared for one of

three types of functions: (1) public information/relations, (2)
administrative decision making, and (3) program decision making. Each

requires a different strategy for content development and style of

packag' Under normal circumstances, it is not advisable to photocopy the"

C 0171 er-generated printouts for distribution. The three types of functions
or which information.is prepared and packaged are treated separately in the

following discussion.

Public Information/Rena-ions

This function is one of keeping the general public informed about the

needs and achievements:of vocational education. The information must be

packaged in as simple-and efficient a way as possible. Very elementary

visual displays such as charts and graphs are highly recommended.

Whether graphic or tabular techniques are used, three
factors underlie satisfactory display of quantitative

data: simplicity, clarity', and effectiveness. The

graphic and tabular forms of data display must be easily
read and understood, and must be presented in a manner
which will facilitate ease of comprehension and-retention.
These purposes require consideration of: (a) the natuee
of the data; (b) the pUrpose of the display; (c) the medium
for presenting the data; and (d) the audiences to whom the
data 'are presented. One or all of these factors may be
pertinent to any situation where data are presented or
displayed (Starr et al. 1979, p. 61).

When the visual display is.complete, it should be examined critically in
light of the following questions:

1. Does'it convey the intended message?
2. Does it display the relationship clearly?
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3. Can it be displayed differently?

. 4. Does it have eye appeal?

Although these are basic requirements, more often than not indiiduals who

package information fail to address them and thus run the high risk of

failinj to communicate effectively to the intended audience.

Adminfstrative Decision Making

Contrary to popular belief, decision makers are generally not voraCious

report readers. Many simply do not have the time to do extensive reading

and analysis. Because decision makers tend to be oriented more toward oral

communication, it would obviously be a waste of time and effort to Provide

them with extensive_sets of unsynthesized data, expecting them to do their

own analysis of outcomes relating to problems,they aeeArying to solve.

Decision-making information offered to managers shoulebe synthesized and

packaged into a very practical, usable, "palatable" form. Charts and tables

of data need to be clear and oncise for immediate understanding.

A great deal of responsibijity rests on the evaluat n_or data analyst

who must.interpret and package the information for di emination.

Program Decision Making

Clients involved in program development at either the state or local

level should receive the detailed report and the executive summary. The

data and processed information may also be prepared for individual

institutions and agencies.

Care must be taken to-maintain confidentiality of data and information.

Schools should of course receive all information and data for the LEA and

region as a whole. In sharing such detailed data/information from

individual schools with other schools,, consideration must be given to the

federal legiSlation requirements for the tonfidentiality and protection of

individual rights.

raw

Factors io Consider in Increasing the Use of Information

The development of working relationships, both withinthe organization

and among members of different organizations, is extremely important. One

important internal working relationship is the linking of evaluation

information with people involved in planning, programming, operations, and

compliance. Here, the development of a-conceptual framework is extremely

important. This involves the development of tactics, strategies, and

procedures.

A fundamental question for school improvement is, how does change take
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place. One can pose.it that it takes place.in part throUgh the use of

ekisting systeus. Nnother way is through a reordering of priorities.

Who-are the key actors in thiS change or use process? Linkers and

change agents are among those most conimonly defined as such. Many linkers

and .change agents already exist in schools; e.g., teachers and curricultim

coordinators. The problem is that those individuals do not visualize their

potential for the role. The challenge then is to adjust their fOcus on

problems concerned with change or evaluation use--for example, allocating

resources, developing conniunication skills, and implementing diagnostic

procedures.

The importance of having clients participate in the-design of an

evaluation plan cannot be overstated. Meaningful collaboration--working,

within an existing network or developing new networks--is essential.

Effective linking of developers, users, and evaluators begins witn an

awarenes of what information systens do exist, either formally 'or

informally. SerioUs considerations should also be given to using

cost-effective comunications technology, such as the electronic newsletter.

User-Oriented Mode,

Another suggestion for increasing the use of evaluation data and

information is to follow a oriented mode rather than-a product oriented

mode. Again, plans should ffer efficient service at a reasonable cost. A

number of strategies-are available for the evaluator. With reOrd tO

efficiency in a people oriented mode, the telephone as a medium for delivery

.can increase the probability of utilization. Another important strategy is

to-make initial contact.dnd serve people with enthusiasm. Also, one must

take into consideration the differences that exist among local school need's,-

state education agency needs, and individual needs. In all cases, the

information should be made available in a'timely manner. The development of

a network of coordinators can be a most cost-efficient method for
transmiiting evaludtion data and information., An ombudsperson, can serve.as

a key to this network, concept. This reduces the number of direct contact

points for the evaluator, and allows for the network to serve as a

multiplier in dissemination. Other modes of communication that the

evaluator can and should use are the news media, conferences, newsletters,

and meetings with college and inservice classes.

Lffective dissemination and use of evaluation results seldom, if ever,

occur by accident. They must be pldnned. Hull and McCaslin (1977) offer
thirty implementation techniques that represent tools that can be used to

influence people toward implementing innovations. A number of those

techniques can be considered by the vocational-education evaluator...for

erIndncing the use of evaluation results. For example, an evaluator should

Pstablish an evaluation utilization council composed of teachers, program-
&
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supervisors, teacher educators, Oarents, students, employers, and state

education officials. This council can serve as a sounding board to review
.and advise on the packaging and dissemination of the evaluation results.
There needs to be effective delivery of usable information, and a
significant effort must be made by the evaluator in focusing on the

attitudes of potential users. Checklist 6 presents ideas for organizing the-4-

evaluation council.

Strategies and procedures for fhe use of evaluation must be targeted on

.the user groups. The evaluator needs. to describe the potential use of

evaluation retults to individuals and groups. Specifically, the decision
setting(s) and decision type(s) of client groups such a's students, teachers,

administrators., and legislators must be analyzed inatVidually or

collectively. The analysis should focus on their use requirements in regard
to program planning and operational processes, student achievement, and

student empldyment success. In sum, a number of factors or conditions exist

that Contribute to-tre" utilization of evaluation results. But it is the

, preparation and reporting--as one might say, the "summative activity"--which

Often determine whether or not utilization occurs.

Scenarios of Evaluation Utilization

There are innumerable variables associated with the decision-making

process which affect the complex nature of vocational education change. The

utili2ation of evaluation results for effective change is merely one segment

of the total process of change, but should mever be underestimated as a

critical component.

The following scenarios depict instancs where evaluation results were

employed in the decision making process. Im each scenario an evaluator is

speaking. These examples were adapted from Weiss 1977, Patton et al., 1978,
Alkin, Daillak,,and White 1979, and Franchak and Spirer 1978.

Scenario 1

Annual vocational education graduates' e4loyer surveys in a large

school district revealed that graduates lack essential employability skills.

A closer look indicated that some students did not know how to properly fill

out an employment application, how to conduct themselves in a job interview,

or how to keep a job once they found one.

The vocational education director, other administrators, and occupa-
tional specialists met and formulated a plan to better prepare students for

entering the job market. In several large high schools, a separate course

on "employability skills" is now offered at the ninth or tenth grade level.

Furthermore, every high school, regardless of size, has instituted a unit of

employability skills in certain academic and all vocational clatses. These
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tIlLtKLIST 1

STRATEGIES FOR. IMPROVING THE

UTILIZATION OF EVALUATION RESULTS

Identifying key decision niakers

Ellablishing utilization goals and objectives

_Creating,a follow-up and follow-through
utilzation plan

Providing technical assistabce

Monitoring activities to-affect use

3 7
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FIGURE 1

(thiee-Dimensional Bar Ch /Ft)
TOTAL ENROLLMENTS BY PROGRAM, 19-119

1200 11.50 1147

,
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1 2

Vocational Program Code:

t
,

1 Plastics Technician
2 Horticulture Production
3 Livestock Management
4 Fashion Retailing
5 Insurance
6 Marketing
7 Accounting

'

,

2 38
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8 Quaniity Food Preparation
9 Auto Mechanics

10 Practical Nursing
11 Data Processing (keypunch)
12 Cosmetology
13 Interior Design
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FIGURE 2

Line Graph) ,
10TH-12Th GRADE. ENROLLMENTS BY PROGRAM, 19-119
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- FIGURE 3

(Bar or Column Chart)
MONTHLY SALARY OF EMPLOYED VOCATIONAL PROGRAM GRADUATES
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FIGURE 4

(Bar Chart)

19- GRADUATE
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FIGURE 5

(Column Chart) ,
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FIGURE 6

(Bar ChartShading)
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FIGURE

(ThrDiniensioeal Bar Desi
STUDENT ENROLLMENT BY PROGR BY COURSE

V

Emotir...11
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AA degree program 70% ,
Diploma iSrograrn 15%

Recertificatior; 5%

Adult hobby and
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Job advancement 5%

Regular studonts
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cHECKpST

Factors and Onchtionsthat bontrib
to the Utiliiatiorof Evalu,ation Ret

F actors and Conditions

Rating of Importance

1

Ater is; Some4tat Not too Not Don't
Important Important Important Important Know

At AU

-

1 Prespecification of goalcand objectives 1 2

2. Identific.ation ot decision makeres 2 -

3 Understandinj of thp dectsiOn rmiking
communication, ant innovation processes 1 2

4 Identification of informational require
ments relevant,to decision making

.
1 2

, .

'5 Evaluation; report provides i kiar .,
drrectioo for -future planning 1 2

11. .

6. Evaluation results suppor t_the decision

4'
makers' ideology 1

_

i -7 Evaluation results spggest tittle or no
change 1 2-

,

8. E.valuator assumes- actiee role in
promoting utilization 1- 2

9, Presende of a-formalized evaluation
System

or

1

10. Standardized tests matching objective 1 '2

1 1, USC of reliable and valid instruMents 1 2

Evaluation results which support an
organization's continued existence
(results not at variance with organi-
zational goals) 2

13 Evaluators are inteinal to the >

organization 2

14. Evaluators are external to the
or ganization

15 ,Involyernent of evaluators early in ,

devetoQment pf program or protect 1 2 ,

16 Place of evaluation capability 514 the
organizational structure 1 2

17 Responsibility for evaluation at a
, level apiiropriate to the dectsron

makers which evaluation is to assisj 1/4\ 1 2
4

18 Use of cfassical experimental reseal ch
designs.in evaluating pfograms 1 3 2

3

- .,3

3

4
1

4

.
1

,

5

5

5

3 4 5

3 -4 '', . 5

3,

-. 3 4 5

:4 5

5

4 f 5

4

- 1
4

44.
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Checklist,2 (continued)
4

Rating of Imbortance

. .

Factom and Conditions
Very

Important
SomeWBat
Important

Not too
Important

19. Developiog evaluation reports
according ta the function or
role of the Individual or groups

20. Involving the program staff or
persons being evaluated in the
desilln of the evaluation study

21. Exten;ive use of graphics in
development of the evaluation
report

1*

1

1

1.

'

2

, 2

2
Att

..."

2

,

;

.

3
. ,

3

3

3

,

144

Not Don't
Impoitant Know

At All

4. 5

4 '5

.

... Alf
4 5

..,
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'FIGURE 8

Factors to Con iider in Preparing an Evaluation Report .

II` Include the survey instruments in all reports and presentations, if possible.

2 Set up local reports baseti dpon local requirements, but also include information required by state and federal
mandates that relates to local programs receiving state and federal support. ,

3 Break down and analyze data as much as possible, but not all information art analyses.need be presented
to everyone.

.

4. Make tabular summaries in the shortest possible form. Or al presentations are best with this type of
information, Follow survey form design when making presentation, question 1, 2, 3, and so forth.

5 Prepare and present a copy of the report to each member of the audience during oral 'presentations, if
aclical Be sure tu present data in the form and content applicable to the particular audience.

6. Sum'marged reports are usually the best formet for presentation to most groups, however, more definitive
information is required in certain instances.

7_ The comments section of a survey instrument is very importaot. This area many tunes reveals needs and
shortcomings, especially if a particular comment is repeated several times.

8. Scan the comments section for the most frequently mentioned items, and make summaries for inclusion.in
'reports and presentations Refrain from using actual names (teachers, administrators, etc.) given in comMents.

9 -Do not attempt to includc survey information from a student surveyed in the wrong curriculumarea. For
example, students are sometimes included in vocational surveys that may have only taken one vocational
cdurse,-and are in fact pursuing college i7r--epscours'es. Their inolUsion in a vocational survey biases the
information and increases response error

10. Data.tabulation and analysis methods must be appropriate, or nonuse trrtte data is assured:.
or.

11. Break out district data.on a per school or program per campus basis. Most administrators are interested in
information about their institution and their_glTduates Compalhschools to county bata, or program to
"program data, but avoid institution to institution corpparisons..

12. Break out data by program, where applicable. This format is very meaningful for vocational reports and
presegtations. It gains teacher support f,or the activity.

13. Compare ahd present data on courses and programs, not teachers. Many students react to questions about
courses or programs by the nature of their relationship with a teacher, which biases the data.

14 Keep any sophisticated statistics in a separate section for those who wish to review them, but dottot present
statistic throughout a report Rates uf use will go &irk, especially in audiences with little or no background
inIresearch methodology

.

15. Percentages, graphs, and charts are information display methods to which most populations can best relate.

16 The main use of follow up iiifurrnation as it currently exiit's is to distilay general indications of the condition
of an institutiOn, district, and so forth. Include an abstract of each report that summarizes these findings
and gives a brief description of the information gathering analysis techniques.

17. Make sure reports appear neat, are printed on gpod qualit)paper, and are in readable form.

c,
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101

unit'S are taught depending upon the situation. The program has met with
favorable comment& frOm employers and students, and recent survey data have
tended to su6stantiate the changes.

.

Scenario 2

tmployer .surveys from a small community college revealed,that some
graduates of business programs were failing to meetsthe minimum typing
performance standards required in certain occupations. The head of the
"business department checked all typin;g Prvir-ankand noted that procedures
for,testing typing,speed and accuracy werenot consistent with those used in
business and industry. Because the word-per-minute rates were somewhat
higher in the employers' tests than in the classroom tests; some'students
consequently failed to meet the minimum performance itandards demanded in'
cerbain job,

41

Consultations were held between the business staff members and
individuals from goliernment, business, and industrY to develop guidelines
and procedures for teaching and testing typing skills to matcH\qose qften.
required on the job. Subsequent follow-up surveys have revealed a sharp
drop iia adverse comments pertaining to inadequate yping skills.

Scenario 3 `,

The evaluation.study served two,purposes. One was that it resolved a
lot of doubts, confusions and misunderstandings that our state advisory
committee for vocational education had, and second, gave me additional
knowledge to support facts that I already knew, and, as I say, broadened the
scope more than I realized.

Summary

In §ummary, interpretation and packaging-drdatt-and informatiOn on
student satisfaction with their trainlpg and job requires strict-attent-ion_
to the needs and characteristics .ofthb audiences for which the information
wi14 be prepared._ Figure-8 identtifies general factors to be observed in
organizing and'formatting a repoet, and considerations ilor,Ae graphic
display of data. Jilt reader is encouraged td review the'summary checklist ,

. (number 3) For strategies and techniques :fbr improving the utilization of
evaluation results.

't

1-
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CHLCKLIST 3

SUMMARY OF S.TRATEGIES AND TECAIQUES FOR
IMPROVING THE UTILIZATION OF EVALUATION RESULTS

..

Have you considered the need to 'do the following:

Identify the cPients of the evaluation
. .

2. Stress the importance or vitality of.the program

3. Encourage active client particjpation in
implementation of the evaluation

.4. Guarantee the technical purity of the evalation

5. 'Use a variety of repoOking and presentation formats

6.. Plan the sequenoe anddetermine the frequency of

dissemination
-

7. Kgy the results to the t)ming of dec.isions

8% Include an assessment of those objectives important"

to client's

9:. Brief decision Makers in-advance of the reledse of

the evaluation information

10. Deal with areas of resistance

11. Use an ombudsperson

12. Adopt an entrepreneurial ,role

13. ,Use an evaluation audit

_

14. 'Establ-5h-the-oreden tials of the evaluator
_

-1. Be aware of key power brokers. in the program--

Yes " No

16. Work with media representatives

17. Present the evaluation as an integral part of -a\

management support system
r"

18.. Be concerned with the political impact of positiye

results

2 4 7
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Have you considered the need to do the following:

19. 6 concerned with the fiscal possibilities of the
findings

-20. Broadly distribute the findings

21: Be brief in presenting evaluation results

22. Emphasize the non-technical asPects

23. Key the-language of the evaluation report to
the audience

24. Establish the credibility of the findings by using
an external reviewer

25. Compare the evaluation with similar reports

26: Be alert to special problems inherent in the .

agency or program's en0-ronment7--

-4*
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Bullpitt, Dorna. ProuLain Evaluation Process. Olympia, Washington: Olympia
Technical Caununity College, 1980.

i comprehensive program evaluation system involving faculty,
administrators, advisory committee members, former students, and student
employers. The system is somewhat complex but provides for a-luantitative
analysis and assessment profile.

Community College Occupational Programs Evaluation System.' California:
Chancelor's Office, The California Community Colleges, 1978.

COPES is an acronym for Community College Occupational Programs
Evaluation System. COPES' function is to help a college assess what is in
relation to what is desireable in occupational education by providing
efficient procedures and Instruments for studying all aspects of
occupational education. ,Piofessior4i1 assistance in applying the system.
Along with SAM (Student AccountabilitY.Model), COPES: is)part of the
statewide community colltige occupational education program evaluation and
reporting system sponsored by the Chancellor's. Office, California Community
Colleges. The following se'ven'Forms are utilized iikthis syStem:

Form 1 COLLEGE SELF-APPRAISAL OF OCCUPATTNAL ED/ATION PROGRAMS AND
SERVICES, completed by the presideht or his designate and signed
by the president, Represents the college 'official position.
Consis/s of Part A-Basic Factual Information, Part

B-Quantitative 'and Qualitative ratings of progr-am standards and'
appended forms:

Form 1 - College Self-Appraisal of Consumer and
. Homemaking EduCation Program/Services. '

Form 1,- College Self-Appraisal of Program.to Achieve
Sex Equity

Form 1 - College Self-Appraisal of Programs/
Services for Special Populations: Dis-
advantaged, bisplaced Homemaker,
Handica pped; Limited/Non-English
Speaking.

Fdrin 2 FACULTY APPRAISAL OF SPECIFIC OCCUPATIONAL,PROGRAM,
completed by full-time occupa/ional instructors.
Concensus ratings for each USOE Code 6.digit program.

Form 3 - ADMINISTRATOR AND COUNSELOR APPRAISAL OF OCCUPATIONAL
IDNITION, completed by admiaistratorS.and counselors
selected by the-college for self-study participatioh.

255 -
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Form 4 - PART-TIMt FACULTY PERCEPTIONS OF OCCUPATIONAL
EDUCATION, completed by part-time occupational
instructors.

Form 5 - STUDENT PERCEPTIONS OF OCCUPATIONAL EDUCATION,
completed by students enrolled in occupational courses,
may be separated into SAM (Student Accountability

Model) B and C students..

Form 6 - ADVISORY COMMITTEE PERCEPTIONS OF OCCUPATIONAL
EDUCATION, completed by occupational program advisory
committee 'members.

Form 7 SUMMARY PROFILE BY SITE visir TEAM, completed by
validation team, includes Quantitative and Qualitative
ratings of program standards and appended forms.
Disadvantaged, Displaced Homemaker, Handicapped,
Limited/Non-English.Speaking.

Copa, George H., and Kleven, Bruce A. Job Select4on Patterns: Linkage

Between Vocational Education Programs and the Labor Market.

Minnesota Research Coordinating Unit.for Vocational Education,
Department of Vocational'and Technical Education, University of

Minnesota, 1977.

The purpose of this study was tci, develop and test a conceRt of defining

the linkage between vocational education programs and tne41abor market.

Definition of this linkage is an impOrtant factor in planning vocational
education programs to ensure gainful employment opportunities for program

leavers. Specifically the objectives were as follows:

1. Describe the pattern of jobs selected by graduates

2. Assess the stability between years of the pattern of
jobs selected by graduates

3. Describe the pattern of geographic location of jobs
selected by 9raduates

A. Assess the stability between years of'the patterns of
geographic locations of jobs selected by graduates

5. Assess the longitudinal stability of the patterns of jobs

selected by graduates

.
With these objectives achieved, managers and teachers of vocational

education can put labor market demand information in a more valid ,

perspective when planning and eialvating vocational education programs.

Instrument provided.

, Darcy, Robert L. Vocational Education Outcomes: Perspective for'Education.

Research and Development Series, no.. 163. Columbus: The National
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Center for Research ID Vocatio6 Jc.1 ion, The Ohio State University,'

-

This document deals with the theory and practice of vocattonal education

outcane evaluation. The Purpose of the publication is to aid in answering

the:following questions: (1) What particular outcomes are appropriate for

-use as criteria to evaluale vocational education programs and (2) What

procedures can be utilized tq. evaluate vocational programs in terms of the,se

outComes?
L.

Easom, Kenneth C.; Hulsey, Zludy-J..Taylor, Judy L., and Wilson, James W.

Local Educational Assessment ProgAam.. Athens Area Vocational-Technical

Sdhool. Georgia.Departdent of Educatibn, 1978.

The Local Educational Assessment Progeam (LEAP), was developed for a

specific purpose: To develop a mkchanism'for Vocal institutions that 'would

provide for institutional, program;.and individual improvement in the

educational process. Project LtAR s subdivided into seven guides that have

been developed to assist vocatiopai-tect9nical institutions in conducting a,

systeMized approach to local evaldatiopf

With the exception of Guide 1, Introductory; and Guide 7, Institutional,

Program and Staff Development; each guide:contains four sections: (1) GOALS

.AND OBJECTIVES; (2) PROCEDURES FOR ADMINISTROION; (3) PROCEDURES FOR DATA

'ANALY$45; AND (4) MODEL INSIUMENTS AND DaUMENTS.

The first--section, GOALS AND OBJECTIVES, defines potential outcomes of'

the particular%aspect of local evaluation. The second section, PROCEDURES

FOR ADMINISTRATIQN, provides a suggested step-by-step sequencing of tasks

leading 'to-tlie aecompliShment of the objectives. The third section

PROCEDURES4OR DATA ANALYSIS, presents a suggested method for organizing the

information gailied into usable data. . The fourth section, MODEL INSTRUMENTS'

AND DOCUMENTS, contains copies of4instruments and documents that were

developed and field:tested as part-of.ths.pro.teot.

.A brief description of the seven guidgs included in this model,is as

follows:

Guide 1, IntroductoryThe' Introductory Guide provides a system

overview that includes a rationale, acknowledgements, and design

components. Also included are suggestions for implementation

and uti1zatvan la the local setting.

Talide 2, 6onsultative Team Evaluation--The Consultative Team

Evaluation Guide provides a procedure for conducting a needs

assgssment by a team of experts from related business and

industry. The LEAP Matrix in this introductory guide depicts

Re factors and indicators assessed by the consultative team

evaluation and also includes the derivation of the sample

257
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instruments used in the assessment:process. The ,guide con-
tains sample documents,and instruments that may be used as
a basis for this type-externai assessment.

,

Guide 3, Student Percept,ions--The Student Perceptions Guide
presents a suggested methodology with sample documents-, for
conducting a Needs Assessment with in-school studentS. The
matrix in this tntroductory quide,depicts the .f.attors and
indicators assessed by the students and also includes the .

derivation of the sample instruments used in the assessment
process.

Guide 4, Instructor Perceptions--T4e Instructor Perceptions
Guide presents a suggested-methodology, with sample documents; ,

for conducting a needs assessment with institutional instructors.
-The matrix in this Introductory Gulde depicts the factors and
indicators assessed by the instructor and also includes the
derivation of the sample instruments used in the assessment
process.

Guide 5, Administrative and Supervisory Perceptions--The

Administrative Perceptions Guide presents a suggested
methodolo'gy, with sample documents for conducting a needs
assessment with the administrative and supervisory staff.
The matrix in this Introductory Guide depicts the factors and
indicators assessed by the administrative and supervisory
staff and also includes the derivation of the sample instru-
ments used in the assessment process.

tuide 6, Follow-Op and Cost Analysis Guide--The Follow-up and
Cost Ufectivenes Guide provides a suggested procedure, with
sample documents, for conducting a needs assessment from the
external sources of former students. Allis guide also suggests
various uses of extant enrollment and Wiacement data that should
be available within the local institution. Also included is a
cost-effectiveness copputational method that may be used for
relative comparison of institutional programs. ,The matrix in
this IntroductoMy Guidefdepicts the factors and indicators
assessed .by these sources and also includes the deriCtation of
instrpments used in the assessment process.

Guide 7, tnStitutional, Program, and Staff Development--The
Institdtional, Program, and Staff Development Guide provides
suggested methOd to organize and implement improvement.
activities designed to fulfill those.institutional, individual,
and program needs identified through the needs assessment
process.

258

2to



Franchaki Stephen J., Kean, Michd'el H. [valuation Handbook: Guidelines and

Practices ftr the Uttlizati,on of Evaluation Results, Columbus: The

National Center for Research in Vocational Education, The Ohio State .

,University, 1981. d

The.primary purpose of this handl000k is to help state and local
vocational education personnel responsible for evaluation increase the

utilzation of,evaluation results. Section 2 reviews federal, state, %and

-local requireiiieht for vocational ethii.cation evaluation. Section 3

highlights theories and processes of communication, decision making, and
innovatAon thdt influence utilization of evalution results. Section 4

identifies relevant problemS and discusses a variety of approaches
recommended to prbmote utilization, such as identifying an audience,
tdrgeting a report, dealing with areas of resistance, and establishing

_credibility. The findl section further examines reporting dissemination
strategies and presents four scenarios illustrating situations in which
utilization has occurred.

4

Franchak-, Stephen J., and SmiTey, Larry 1:-.--tvalattng-Han-pook:- Guidelines

and Practices for MedsUring Employer Satisfaction wit0Training and Job
Performance of Former Vocdtional Students.

The purpose of this document is to identify exemplary strategies and
procedures to help guide the design and implementation of studies for
assessing employer satisfdction with former vocational education student's

training and job performance. Specifically, the handbook provides ideas for
initiating such an assessment or for improving upon current practice. In

addition, it focuses on problems and issues related to this type,of

evaluation 'activity. This assessment of employer satisfactioltfalls under
the category of prograM evaluation or impact evaluation.

Gray, Kenney E.; Abram, Marie; and McKinney; floyd. Vocational Education

Measures: Instruments to Survey Former Students and Their Employers:
,ColumbLis: .The National Center for Research in Vocational Education, The

0hio State Uni'versity, 1978.

This handbook of vocational education measures was developed to Provide
a useful resource of Instruments and supporting information to individuals

who are responsible tor .developing and conducting evaluations of vocational

education. This document contains an assortment of instruments currently in
use or available for use in selected state vocational education agencies,'
secondary and postsecondary schools or business and industry. The purpose

of this publication is two-fold; it is designed to help practitioners
deterMine their needs and select an instrument.that is appropriate to meet
those needs; further, it can assist the practitioner in meeting the
evaluation requirements of federal legislation. -
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Harris, Zelma., and Erog, Dawn: Identification, Description and Evaluatfon

of Vocational Education Programs at Metropolitan Community Colleges in

Kansas City, Missouri. Kansas City: ',The Metropolitan CommunttY

Colleges A inistratfve;Center,'1978.

This document describes a vocational education curriculum evalUation

model. The model is based upon the iollowing criteria:

1. Program's relationship to job-markept prof'lle

2. Program's level of occupational community support .

3. Program's success in meetiRg vocational aspirations of pagt

and present students
4. Program's success in terms of student performance

5. Program's cost effectiveness
6. Program's success in meeting the needs of handicapped 1

and disadvantaged students
7. Program's success in demonstrating sex fairness

Data were primarily analYzed through the a plicatiOn of descriptive

statistics, to produce a profile constructed so as to provide adMinistrators

and other interesled persohnel an evaluative overview.Of a prawm's

strengths and weaknesses on each of the criterion measures. An-Autstanding

feature of the model is the inclusion of a Procedures on "how to" Manual,

which allows for ease in rep.lication. Instruments are'included

Koch, James V. A Benefit Cost Analysis of Vocational-Occupational Traning

at Selected Illinois Junior CollTs. State'of Illinois Advisory Coulicil

on Vocational Education, 1973.

Contained in this report are the results of a benefit-cost analysis of

occupational-vocational training offered at five selected-junior colleges in

Illinois. THe analysis compares-the economic benefits of such training.

Both the view of the private indiyidual 'and the view of society are taken.

McCaslin, L. N.; Grosg, Charles J.; and Walker, Jerry P. Career Education

Measures: A Compendium of Evaluation Instruments. Columbus: The

National Center for Research in Vocational Educat'ion, The Ohio State

University, 1981.

handbook is designed to proyide descriptions of an assortmenl of

measurement instruments currently being used to assess careereducation

objectives. Specifically, it includes a discussion of the pd.-poses;

qualities, target populations and availability of each instrument. More

importantly, it is hoped that the handbook will aid the appropriate

individuals to conduct evaluations that will result inmoreeffective career

education projects.
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McKinney, Floyd 1., mannebach, Alfred d., and Neel, C.O. Central Kentucky

Yo*ational Education Evaluation Report Final' Report. Bureau of

Vocational Education, Kentucky Department of Education, 1972.
0

Thi.s document sumaarizes the ac.tivities carried out Centllal
.

Kentucky Vocational Education Evaluation ProjeCt. Bec use this was a pilot

project, special attention should.be.given to the conclusions reached and

the recommendations, offered. Instrueents are provided.

Marsom, Arthur A.; Weiner, Anthur, E.; and Sorensen, Robert P. et al. Cost

Benefit Model Development- Madison: Wisconsin Board of Vocational,

Technical and Adult Education, 1977.

The Inajd Ourpose of this study was to "refine a cost benefit model that

was previously deVeloped, and to evaluate the benefits and the dosts of

full-time Nocational-tecbni,cal programs. Along with refining,a mbdel for
fUll-time programs a cost benefit model was developed for availlable,

noncrediradult educatioh.

The two cost benefit models were developed,,refined, and tested on a

sample of nine fu)l-time vocational-technical programs and on.sixty-t,hree

adult education courses. The programs and courses chosen reflect,a_cross-

sect/4 orm oost of the structional areas found.in vocational-technical

educ tion., The result$ cif this study-show that the benefits of a

vdcational-Itechnical education outweigh the costs.,

As a reAuit of the nirle test programs and the sixty-three test.cou
.it can be conculed that vocational-technical 'education at either of th
three participating sChools is d profitale investment for,both society and

.for the individual student. It cam alsd*be concluded that usable%cost

benefit,models, have been developed to analyze vocational-technical peograms

and courses. Continued use and refinement of the theSe models is ,

eficouraged: AP

,
.. ., . .

- N2Isker, Lel,,and L. "St es foy- Evaluation of Rostsecoriaary Occupational

Program."s 'llio Seco nnual PennWyania Conferente on Postsecondary
e--1(

, -

cupational Education, Angelo E. Gillie: editor University Park?.

Pennsylvania Center for the Study of'Higher Education, Pennsylvania!
. H

State University,".19/1.

1

This article reviews the approaches, techniques, fSroblems, and issues .

-,.. associated withthe evaluStion of postsecondary occupational education
programs. Include's-a presentatton of both the process'and prOuct '.

' .aporooches to evaluation with,emphasis on gcials and measurements,of, howyell

they*hav,e 'wen met. ..
. 4 - , .

s

. .

'
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Harcis, Zelma., iind Eros, Dawn. Identification, Description and Evaluation
of Vocational Education Programs at Metropolitan Community,Colleges in
Kansas City, Missouri. Kansas City: Thg Metropolitan Community
Colleges Administrative Center, 1978.

Thirdociient describes a voCational education curriculum evaluation
model. The model is based upon the follOwing criteria:

.

1. Program's relationship to:job maOret profile
2. Program's level of occupational ,community sup rt
3..Program's success in meeting vocational sp. ations of past

and-present -students

4. Program's success in terms of student performance
5. Program's cost effectivenesS

6. Program's success in meeting the needs of handicapped
and disadvantaged students .

7 Program's success in demonstrating sex fairness

Data were primarily anal§zed throughlthe application of descriptive
statistics, to produce a profile construkted so d to provide administrator
and other interested personnel an evaluative overview of 4 program's
strengths and.weaknesses on each of the criterion measures. An optstariding
feature of the model is the inclusion of a Procedures on "how to" Manual,
which aqows for ea in replication. .Inseruilients are included%

Koch, Jame!: V. A Benefit Cost Analysis of.Vocational-Occupational Training
at Selected'Illihois Junfor Colleges. State of Illinois Advisory Council
on VocationalEducation, 1973.

,

Cdntained.in this report are the reiults of a benefit-cost analysisjof
'occu,Pational-vocational training offered at filie selected juniorcolleges in
Illinois. The analysis compares the economic benefits of *such training.

, -Both the view of the privatg individual and the vew of society are taken.

\\,

McCasltn, L. N.; GroSs, C har J.; and Walker, Jerry.P. Career Education
Measures: A Compendium of valuation Instruments. Columbus: The
National Center for,Research in Vocational Edbcation, The Ohio State
Untversity, 1981. - ,*

\\ -
.

,

'This handbook is designed to provide description& ok an assortment of
measurement' instruments curreptly-teing used to.assess career education
objectives.* Specifically; ft includes discussion of the purposes,
qualities, target pippulations and availability of each instrultent.. More
importantly, it is hoped that'tlie hahdbook wiJ1 aid the appropriate

' individuals to tonduct evaluations that will result in More effective career1 1
educat-ion projects.
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McKinhey, Floyd U., Mdnnebach, Alfr( J.; and Neel, C.O. Central Kentucky

Vocational Edocat'on LvaluatiOn- port Final Report. Bureau of

Vocational Ed on, Kentucky Deparfmerat of,Education, 1972.

This document summarizes the agivities carried out by the Centrak

Kentucky Vocational Education Evalualion Project. Because this was a 0.4ot

project, spec'ial attentiOn should be given to the conclusions reached,and

therecommendations offered. Ilstruments are provided.

Marson, Arthur A.;. Weiner, Arthur, E.; and Sorensen, Robert-.F. et al. tost

Benefit Model Development. Madison: -Wisconsin Board of Vocational,

Technical and Adhlt Education,

.,'

The major purpose of this study waPLs to refine a cost benefit model-that

was previously deleloped% and to'evaluate,the benefits :and the costs of

full-time vocAtiona12technica1 programs, Along with refining a model for

full-time programs a cost beneft.t model was developed for availablet

ncincredit adult education.

The two cost benefit models were d6ve1oped- refined, and tested on a
sample'of nine full-time ocational-technical programs and on sixty-three

adult education courses. The programs and ourses chosen reflect a crOss-

-section of most of the instructional areas found-in vocational,-technical

education. The results orl!` this study show that the benefits of a

vocational-technical education outweigh the costs..

As a result of the-bine test programs the s4xty-three test courses,

it can be concluded that,vOcaticinal-techniCal educatibn at dither of the
three partidipating'schools is a profitablv inv'estment for" both society Snd

-for the individual student. It d.an-also be concluded that usable cost

and courses: 'Continued use and refinement of the these models is
benefit models have-been4developed to analyze vTional-technical programs

encouraged:-

(Medsic.er, Leland L. "Strategies for Evaluation of Postsecondary Occupational

Programs." The Second Annual:Pennsylvania-Conference on Postsecondary
Occupational Educatibn, Angelo C. Giflie, editor University Pgrk:
Pennsylvania Center for theStudy of Higher Education, Reflnsylvania

State University, 1971.
. .f

. e
. .

This article reviews the approaches, technitides, problems, and issues
associated'with'the.evaluation of postsecondary *occupational education

prograllis: Includes a presentation of both tile process and product
approaches to evaluation mith evphansph goals and measurementsW how well
Oey have been met.. . . .

.
.. ...
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Moore, Gwendolyn B.; Rubestein, Sherry A.; Gorth, , William P.-,.and Schuler,

Peter E. onne ticut,Health Occupations Followlup Study. Connecticut

, State Depart t of Edbcation, Division of'Vocational Education, 1977. 0

This"document reviews a program specific type of evaluatiOn syste.m. The

Connecticut Health 'Occupations Follow-up StudY, jnitiated in 1977, was a,

.study,of graduates,frfor health organizations programs in 1967 and 1972. The

study vds undertakelishby-Nationa1 Evaluation Systems, Inc., under contract to

the Connecticut State Department of Education. The study focused on

information provided by the graduates, including; additional training they
have received, past and current employment information, levels oT job

Satisfaction, perceptions drthe quality of health occupations training and

school information. The data are intended to provide decision makers with
the information they need to revise curricula, review placement services,
counsel current students on the tyiles of:work done by graduaes, as well as

many other factors.that will ulfjmately strengthen health occupation

programs at the secondary and postSecondary.level in Connecticut.

Instruments are proOded.

r c..
Morrts, William, and Gold, Ben K. Student 'A:Ccountability Model: -Operations

Manual. Chancellor's Office, California Communi.ty Col)eges, 1978.

The'purpose of this document is to outline procedureS to gather

information from and about students after they.leave college. This data is

considered important when e4luating present programs 'and planning for the

future. The itudent Accountability Model (SAM) is utilized with the

Community College dccupational Programs Evalation SysteW(COpES) as part of

the statewide community college occupationab education pro9ram evaluation

and reporting system sponsored by-the Chancellor's..Office, California :

Cogimunity College. The following forms are utilized in this system:

1. Student In-tlass Questionnaire

The purpose of this questionnaire iE three-fold:
(1) to provide necessary.information for funding
purposes; (2) to provide the college i-nformation
to help_better meet student needs,-agd (3) to be
of 'assistance to the student in careOr planning.

2. Student Follow-up Questionnaire
0 4

This form is designed tp gather data related to.
0

the student of employment status and

students' perc ions of training program.

26/,
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Moore, lmendolyn R., P,,hvtistein, sherry AGorth,. William P.; and Schuler, j

Peter L. connectitut Health Occupations Follow-up Study. Connecticut

State Department of Education, Division of Vocational Education, 1977.

ThiS document reviews a program specific type of evaluation system. The

Connecticdt Health Occupations Follow-up Study, initiated in 1977, wais, a

study of graduates from health organizations programs in 1967 and li12., The

study was undertaken by National Evaluation Systems, Inc., under contract to

the conneCticut State Department of Education. The study focused bn

information provided by the graduates, including; additional trilning they

have received, past.and current emploYment information, levels'of job

satisfactiOn, perceptions of the quality of health occupations training and

school information. The data are intended to provlde decision makers with

information they ne'ed to revise curricula, review placement services,

counsel currq,t students on the types of work*clone'by.graduates, as well as

othe/ factors that will ultimately strengthen health occupatiOn

progratls at the secondary and postsecondary level in Connecticut.

Instruments are provided.

Morris, 4;i11iam, and Gold, Ben K. S'tudent Accountability Model: erations

Manual. Chancellor's Office, California Community Colleges, l97.

The purpose of this document is -to outline procedures.to gather

information from and about stu.dents after they leave college. This data is

cohsidered important when evaluating present programs and planning for the

future. The Student Accountability Model (SAM) is utilize e

Community College 9cCupational Programs Evaluation Syst (COPES) ,a part of

the statewide community.college occupational education ogram evaluation

and reporting systam sponsored by the Chancellor's Office, California

Community College. The following forms are utilized in th s system:

1. Student In-qasS questionnaire

The purpose of this questionnaire isthree-fOld:
(1) to provide necessary informa0on for funding
purposes; (2) to provide the college information

to help better meet student needs, and (3) to be

of assistance to the 'student in caree:planning.

Student Follow-up Questionnaire

This tiorm is de igned to gather Oata related to
the student in jterins of employment status and
students' perc ptions of thaiping program.
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3). Employer Follow-Up Questionnaire

This form is designed to gather- data related to
'the students program not the forMer student.
As well as potential needs of the employer.

Muirheid, Donald F., and Cronin, Joseph M. Dissemination and Use of
Materials to Facilitate Locally Directed Evaluation of Community College

Agricultural Occupations Programs. Springfield: Illinois Department

of Add1t, Vocational and Technical Education, 1979.

This evaluation guide is designed to assist local community college
instructors, admintstrators, and other persons in the evaluation of their

agricultural occupations prOgram. The first of three sections' provides an

introduction and discusses (1) 'how standards benefit students, colleges, and

the community; (2) how to prepare for a review of the local program; (3) how

to conduct the review; and. (4) how to develop a plan for upgrading the local

program. Section 2 contains ah example showing how to use the standards

checkList for reviewing local programs. This section also provides lists of

standards.approVed by -Illinois community college instructors in agriculUre.

The final section includes the following field test reports: horticulture

program--Joliet Juni,* College; agricultural supply program--Illinois
Central College; agricultural mechanics programLake Land College; and

agricultural production program--Lewis and Clark College. Instruments are

provided.

Paul, Krishan K. A Manual fOr ConduCting Follow-up SurveyS of Former

Vocational Students. Research and Development Series, no. 106.

Columbus: The Center for Vocational Education,.The Ohio State.

University, 1975.

The follow-up procedures presented in this document are designed to

facilitate-the collection, analysis, and reporting of information on the

post-schooling experiences of graduates and dropouts from vocational

. programs.. Of Terticular interest is information on jobs obtained and their

relationship to training programs, and the income, geographic mobility, and

the satisfaction-of former students.

Pault,er, Albert J. Evaluation.Hints for Vocational Teachers. Chicago:.

American.Technical Society, 1977,

This document ii designed beginning and experienced teachers in both

public and .private vocational education programs. Its basic tenet is thk

local,vocational education prgrams can be eVeluated in terms (6 r prócesS,or

product. Propessfefers to the instructibrial program; curriculum,
facilities.; Actual teaching, as wen as the 2ommunity resources., and

involvement expended.- Productjlefer,to the7gradpatesed perhaps even-to

the dropouts of aveducationarprogram. z AP evaluation, therefore, centers

on process, orAproduct, or on a caftibiriation of both. Sample forms for-data

collection and tabulation are provided.

*O.
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Ponce, Oiseo R., Iranchalc, 'Aephen J.; Billings, Robert S. K. and O'Reilly,
Patrick A. Guidelines and Procedures: Measuring the Training
Satisfaction and Job Satisfaction of Former Vocational Students.
Columbus: The National-Center for Research in Vocational Education, The
Ohio State Udiversity, 1981.

This document has eight chapters. Chapter 1 explainS the rationale,
development and oryanizatipn of the handbook. The next chapter is composed
of tWeCommissioned concept papers dealing with the staee-of-the art,
problems, and issues of measuring training and job satisfaction. The
succeeding three chapters, 4 through 6, explain the following alternative
data collection methodologies: mailed questionnaines, interviews, and some
qualitative methods. Chapter 7, Data Analysis and Interpretations., exposes
the redder to some.descriptive and inferential statistics that are -

dporopriate in analyzing and interpreting data on training and job
sdtMaction. The findl chapter, explains some,strategieG for data
presentation and utilization.

Professional Review Program for Faculty. Triton ,College, River Grove,
Illinois.

The purpose of the professional review process outlined in,this document
is primarily formative, designed to maintain teaching effectiveness and to

.

promote instructional unprovement. It'consists of the following components:

1. Instructor Self-Evaluation
2. Student Evaluation
3: Peer Evaluation
4. Department Chairperson/Coordinbtor Evaluation
5. Administration Evaluation`- ,

The comprehensive nature of the evaluation program is based on the
belief that several components used together, each of which examines a
different aspect of teaching or views the teaching/learning process from a
different perspective, is preferable to the use of tny single component.
fnstruments are provided tor each of the five areas described above.

Robertson, Marvin J. fkicilities Evaluation in Vocational an Technical
Education. Columbus: ERIC Clearinghouse for Vocational cnd Technical'
Education, The Center for Vocational and Technical Education, The Ohio
State University, 1973.

The purpose of this publication- is to present information relative to
the evaluation of 'facilities for vocational and technical education
programs. Selected.revieWs.of material relevant to facility evaluation are
ihcluded. Much of the literature cited, relates to original planning of
facilities or to evalurgion of educational facilities in general. .

_
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Spirer, Janet E. The Cast Study Method: Guidelines, Practices and
ApolicationS for Vocational Education Evaluation. Columbus: National
Center forResearch in Vocational Education, The Ohio State.University,
1980.

Vermont Vocational .Edutation Programs Qual,ity Assessment System.
Montpelier, Vermont: 'State Department of Education, Division of
Vocational-TechnIcarEducation, 1979.

This document outlines an evaluative system designed CO examine the
following components as they relate to the quality of vocational education
within Vermont.

1. Follow-up of Program Completers
2. Survey of Employer Satisfaction
3. Assessment of Student Competencies

-4. Services provided to Students

The quality assessment system described in this document has these
distinct phases--Phase I: a self-study prepared by staff, lay people and
students. Phase II: reporting the results and recommendations to the State
Bwd for,Vocational Education through the State Director of.Vocational
-Education. Example.instruments are provided.

r '

Stromsdorfel%," Ernst W. Review and Synthesis of Cost-Effectiveness Studies -
of Vocational and Technical Educatton. Colum6us: ERIC Clearinghouse on
yocatignal and Technical Education, The Genter for,Vocational and
Technical Education, The Ohio.State University,102.

.This document synthesizes the various aoproaches to improving the
analysis of vocational education and.related,human resources traiding
'programs. ;This is an &canonic analysis since the prOgrams in,question are
designed to improve the efficiency of the United States labor force and
increase the overall level of welfare or well-being.in the most general
sense of this term. In addition the implications of the noneconomic
benefits to these'programs,as they relate to cost-benefit analysis are Also
discussed. Bqth c9st-benefit and cost-effectiveness studies ,of vkational

-education and related human resouae programs are summarized to deterthine
the current "state of the art" and-"to draw policy conclusions concerning the

.optimal level of investment in such programs.

'Tt'i-SIS Student Follow-Up. FortWorth, Texas: ,Project Follow-up,'Tarrani
County Junior,. College, 1976.

,
.

, .. ,
.

.h .

- The student information system (SIS) was developed pritharily to be
utilized by the.Texas community and junicir colleges. SIS is.composed of: a
series of fourteen data collection devices developed,'and tested in a
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multitude of-difterent environments in various colleges across Texas; SIS,
is built upoh the concept of an educational management information system,
it is divided into the foll'owing seven subsYstems, each with its _own
instrumvt(s),and method.of proCessing.

. s

1

Subsystem IStudent's E4cation Intent

IA
Subs stem

ubsystem III--Nonreturning Student Follow-up

Subsystem IV--Gi-aduate Follow-up
.

'Subsystem V--Employer Follow-up

. Subsystem VIAdult and Continuing Education Follow-4

Subsystem VII--State Pollow-upReporting.

Tom, Frederick.T. K., and 'Cushman, Harold R. "The Cornell Diagnostic
Opservation and Reporting System for Student Description of College
Teaching". New York: Cornell'Univei-sity, 1975.

The(purpose of- this form is to allow students to provide information
that will 'assist instructors in improving tbeir teaching. The form requires
demographic information about.the student in.terms pf sex, academic
standing., and if the cOurse being evaluated is required or elective in
nature. ',Students provide information in relationship to the teaching
abilitY of the instructor, and perceptiou of thetstudent related to the
progress in the cdurse being evaluated-relative to other courses that have
been taken at thefr college oriiniversity. The instructor ranks the general
teaching-objectives utilizing the following instructions:'

Read carefully the following seven aeneral teaching objectives for
undergraduate cour'ses. Rate each in terms of its importance for this
section of your class, using the code that,follows:

.1. Not'important

2. Of no more than minor importance

Impdrtant

4t Very finportant

5. Absoiutely essential

4-



Circle one:
4

-- 1 2 3 4 5 1. Gaining factual knowledge (terminology,
classifications, methods, trends).

1 2 3 4 5 2. Learning fundamental Principles,
cokepts, or theories.

2 3 4 5 3. Improving logical thinking, problem
solving, and decision-making abilities.

oP

1 4 .5 4. Developing specific psychomotor
(manipulative, manual) skills.

1 2 3 4 5 5. Developing a.favorable attitude toward
the subject matter.

1 2 3 4 5 6.'7Developing creative "(imaginative,

inventive, original) capabilities.

General Teaching Objecifves,-

1 2 3 4 5 7.- Developing skills in orgaizing ideas
and presenting them in written and oral
forms.

The computer is then,utilized to provide the instructor with a printout
that relates these criteria to the appropriate questions on the evaluation
form.

$

Trident Technical 'College, P.O. BOx 10367, Charleston, South Carolia 29411.

This-institution utilizes the following format to evalUate its
vocational education programming:

Studt.as - from this source information is gathered concerning
curriculum, instructor performance and current and past
enployment status

Employers - nformiAttion related to students performance, curriculum, and
potential needs are gathered from this source

Administrators - provide informAion related tostaff and
.administrative performance

This system is well suited to Trident Technical College.

Troutman, Frank Hi; Oreshears, Sarah G.; and Newbery, Jane A. Evaluation of
Arkansas Vocational 'Training Programs in Relation to Economk
Development: PartsII - Survey of Vocational Schools' Performance, 1969.
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This is the second report on a three-part study of Arkansas' vocational
training.needs as they reAte to the State's economic development problems.
It wdS undertaken as a result of widespread recognition, by both public
officials and private business leaders, that a more carefully planned
strategy for vocational education efforts is necessary if economic growth in
Arkansas is to reach its maximum potential.

The results of this'study are presented three reports:

Part I--Occupational Needs and Employment Projections.

part il-LSurvey of Vocational Schools' Performance

Part III--Evaluatign of Programs and Recommendations.

The.objective of this suevey was to obtain useful information on the
State's existing schools and training programs. It was undertaken to aid in
evaluating and improving vocational education,.not to find fault or to
censure. The results presented in this document are a combination of
information from a mail survey of former students, face-to-face contacts
with students, teachers, and administrators and interviews with numerous
employers.

The.procedures followed on this evaluative effort are intended to serve
as a guide for continuing appraisal of human resource training prOgrams. It

is especially 4mportant that a contirming student follow-up system be
established.

41.0111100,

Ward, Chirles F. The State of Acdreditation and Evaluation of PoStsecondary
Occupational Education in the United States. Center for Research and

.DevelopMent RepOrt, no. 12. North Carolina State.University At Raleigh,
Center for OcuRAtional Education, 1970.

This dOcument outlines the developments organization, and procedureeEf
the regional, specialized, and governmental accrediting agencies.in the
United States. The arguments for and agarist separate acci-editation for
occupational education are discussed. pecause%of the rapid growth'of
occupational education, probtems still exist,in judging its effectiveness.
The discussion concludes with suggestions for future action on the part of
all accrediting agencies.

2/1
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Williamsport Area Community College. Program Evaluation. Williamsport,,PA:
WilliaMsport Area Community College, 1980.

This program evaluation system Provides procedu'res and data collection
instruments. It aontains.guidelines, objectives, criteria for evaluation,
and implemeptation serategies. Data are gathered from graduates, graduates
who transfer to Cfour-year programs, faculty of four-year institutiorils to
which graduates have transferred, employers of graduates, students who are
currently enrolled, and students who are about to graduate. In addition the
college also has an instructional evaluation procedure.
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