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PRE-TEST:" GOAL 1 \

KNOW THE MAJOR GOALS/pURPOSES-'OF ALL
VOCATIONAL' STUDENT ORGANIZATIONS

It .

DIRECTIONSr If you Wish to attempt ihe module
, .. assessment, complete the questions

for the pre-test. If you do not wish
to take the pre-test, turn to page 3
to begin the learning activities-.

r
1. Name the eight officially recognized vocational Ittudent' Orgapizations which are an

integral part of vocational education programs.,
'

a.

b.
c.
d. -

e.

f.
9
h.

1(

2. What, are. five goals/purposes which the above eight .student,Organization's hold
, in common?

a.

b.

c:
d.

_ e.

3. Describe four alternative structures forr`a local work'.experience student organ-;
ization.

DIRECTIONS: When ,finished with the Pre7t
please turn to page 23 a com-_
pare your answers with t Pre-

' test Key.- If you missed an
questions, read the mater 01
pages 3-6.

4



LEARNING ACTIVITIES

GOAL KNOW THE MAJOR GOALS/PURPOSES
OF ALL STURENT ORGANIZATIONS

DIRECTIONS: Read pages 3-6 and then complete
the Self-Check.

IN-90DUC.TION:

erican life and American ,education has
I g been identified. with voluntary associ-
ation, clubs, and organizations. The
reason for the origin and growth 9f most
youth organizations has been to better pre-.
pare students for life and adulthood..

Since the primary objective of vocational
education programs is occupational- prepara-
tion, vocational student organizations play

An'important role in achieving that goal.
The objectives of the various organizations
include: social, educational, vocational,
and character development; leadetship
training; and the development of a sense
of responsibility. In addition to those-
broad objectives, each vocational student
organization has specific goals and objec-
tives which are unique to the discipline
it serves.

_The United States Department of Education
officially recognized eight vocational stu-
den organizations in its September, 1977
policy statement. It noted that these
organizations must: 1) cooperate with and
support in strengthening the respestive
prograrps of vocational 'and technical
educaticih, 2) continue to demonstrate by
performance and in the future that its
activities are compatible With the overall 's

purposes and objectives of education, and
3),be an integral part of the vocational
education system of training. The eight organizations officially recognized by the

are;

Pit

1. AIASA (American Indu,strial Arts. Student Association)
2. DECA (Distributive Education Clubs of America)
3. FFA (Future Farmers of
4. ,,PHA/HERO (Future Homemakers of America'/Home Economics Related-Occupations)
5. FBLA/PBL (Future Busin Leclers of America/Phi Beta-imbda)
6. HOSA (Health Occupations Students of America)
7. .OEA (Office Education Association)

8. VICA (Vocational Industrial Clubs of America)
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The D.O.E. policy, statement alled that each of these vocational student organizations
must: 1) improve the quality-and relevance of instruction, 2) -develop student leader-
ship, 3) enhance citizenship responsibilities, 4) o 'Jercome sex and race discrimination
and stereotyping, and 5) serve students with special needs. The policy statement
further noted that Federal and State grarit ,funds for vocational education may be used
to give leadership and support to the vocational student organizations.

The importance of vocational student organizations has received continual emphasis
from vocational education teacher coordinators, administrators; psychologists, guidance
personnel, sociologists, and the entire education community. This emphasis has been
generated by a growing recognition that the activities of the vocational student organi-
ations are a vital part of the curriculum. So much so,in fact, that the activities

are co-curriculartor intra-curricular in nature and not extrqcurricular like those of
many other student organizations (Chess\club, photography club, Junior Achievement,
etc.). The activities of each of these eight vocational student organizations should
help students develop( the attitudes, knowledge, skills, and Values they need for
social, and occupational success.

As'each orginizOlin was founded, it was built upon the following goals:
'8.

' A.-.,lkeiidersilltprtDev_elopment (personal and group ,leadership)
;

0. Social Intelligence (individual's role and place. in society as4well as helping
in the development of needed social skills)

7 .

C. Self-Improvement (individuals realizing their potential and setting persdnal
goals)

D. Vocational Understanding (selection of realistic vocations, career planning,
and career preparation)

E. Civic' Consciousness (civic responsibilities and mechanics of intelligent.
functioning in civic and social organizations)

Specifically, through the activities of any vocational student organization, students
should have an opportunity to:

* .improve and ma intain their feelings of self-esteem.
'* better understand their own behavior and thekneeds.

r

develop pride in their chosen occupation and in vocational education.
* learn the value of education in terms of living a healthy, productive life.
* apfreciate the values of their peers, parents,, and society.
* develop a feeling of cooperation' and goodwill toward others.
* understand the role and importance of America's workers and take pride in

belonging to the American work force.
* accept the need to conserve human and natural resources.
* developirciership4.and group prticipation skills.

.

An indepth analysis of one or two vocational student organization's philosophy, goals,
objectives, - learning attivitie$ competitive events, and means_of. recognition is highly
recommended to those teachers who are considering making an organizatien an integral,
co-curricular component of their existing work experience program. The Department of
Public Instruction can provide further information on any of the eight vocational 'student

6



organizations. Careful planning of,and use of the organizations with your studerfts
can greatly motivate and stimulate student learning in and outside of the claSsroom.

4 /
Developing a"Student Organization

Each Work experience teacher should_carefully
consider using a vocational student organiza-
tion as a method of accomplishing the goals, ,
of the program. In determining the value
of a student group the following questions
should be answered:

.1. Do the students in the program have
well developed personal, social and
leadership skills?

2. Do the students have 'significant
,opportunities to interact with
other students and professionals
in,the work world?

3. Do the students have adequate
opportunities {o study career
choices and test the levels pf
their occupational skills?

4. Do the students currently actively
participate in other clubs and
student organizations?

Are _the students currently in-
vokred in any co-curricular
activities which provides the
opportunity to plan and implement
a program of work?

air

A ctareful evaluation of these questions will indicate whether there is a need for a stu-
dent organization to support the work experience program. A ,negative response to
any of the questions should result in consideration of the development of a vocational

'student organization or the involvement of work exprience students in organizations
that currently exist in your school: sa

There are several alternative strategies available to the work experiefice teacher in
providing student 'organization experience for the students in the program. As with
most alternatives, there are advantages nd disadvantages of each one. The primary
alternatives to consider are:

1) The students from the work experience program participate in one
or more of the local chapters of the recognized student vocational-
organizatioris that are currently ,operating in the local/school.

2) Form a separate local chapter of one of the national student organ- ,
izations for the work experience students only.

6

Organize a local work experience .club. It is not affiliated with any
of the national organizations and provides for local participation only.

r

e

_
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) Develop a Combination of the alternatives with a club for work
experience students with optiotris for each' student to participate .

in other student vocational organization activities, as' appropriate:

the Coordinator as a Co-Advisor

If the decision is made to inyOlve. work experience students in an organization that
already exists in the school; a unique advising relationship' could, be developed.'
The work experience .cooriclinator of assistantserve in .the role o assistant or co-advisor
withf another vocational education teacher. In this way, ithe current advisor
would have additional assistance with the organization whlicti may be very ippor-
tent due to an,increased number of club members. Also tl% Vcirk experience
teacher would have direct input into chapter activities- and would be able to
the work experience students. select appropriate activities for participation. -\
Finally, when the work experience teacher is directly involved in the club
activities; it will be much ,easier to. integrate the vocational organization with
classroom instruction. and '61i-the-job., training.

,

,L

When structuring the' work.experience student or nization, theteacher coordinator
should attempt to balance, two factors: 1) create an organization that alhows for the

,active participation and, developm-ent of all students, and 2) provide a strUcture that.
allows for the integration of 'the activities of work experience, students /With those
of other vocational educatioh students when appropriate.f\Achieving`these goals, will
require that the work experience teacher coordinator work closely with other, vocational
edudation teachers in the school to develop an effective student organizatio

ti

- . . .

- .!

, DIRECTIONS: For further information on the
vocational student organizations,
you should rwiew7the handbooks
and view the ITilins listed the
Additional Resources section '011,
this module.

1



SELF-CHECK

1. Descilbe the value of student organization participation for.
work .experience students.

e
. .

o
4

I

ff

2. Describe the benefits. of affiliating" with one of the' existing vocational student
organizations when developing a local organization for your students.

a

.
DIRECTIONS: When finished compai-e your answers'

with the information given on pages
3 6. If you 4vould like additional
information, pleasg turn to the
Additional Resources listed-on _page
27.



PRE-TEST: GOAL 2.
. .

KNOW' THE ROLE OF THE TEACHER-COORDINATOR.
AS A LOCAL CHAPTER ADVISOR .

s.

4 -.

.
. DIRECTIOIV:; If yoU' wish to attempt/the module

'assessment-, cornpjete the questions
for The pretest. If not, turn to,
pag je 9 to begin the learning activities.

". ,,
1% Name the five primary roles ,of a teacher-coordinator ,in 'serving as the loci]

chapter _advisor for a vocational student. organizain. I

a. /
b.
c.
d.
e.

2. Briefly describe what the teacher-coordinator must do to accomplish the five
roles noted above:

a.

b.

c..

d.

e.

ti

DIRECTIONS: When finish with, the- pretest, turn
to page 24 an compare your answers
with the pretest 'key. If you missed
either of the questi9ns, -complete the
learning activities.

C-

44-



LEARNING ACTIVITIES

GOAL, 2:, KNOW THE ROLE OF THE TEACHER-
COORDINATOR AS A LOCAL CHAPTER ADVISOR

'INTRODUCTiON:

The degree to which the members of a voca-
tional student organization Ore able'to meet
heir perSonalf goals anc) attain the goals Of

t organization is dependent, to a great
ext t, upon the effectiveness of the local
chap -r adivsor. As tie advisor, you are
the on ultimately responsible for directing
the learn g activities of the organizatibn.
It will be an important' part of your total'
.effort as a teacher-coordinator of a,v*ork
experience program.

A 'motivated, well:organized advisor who is
able to lead and-guide students- is a pre:

e requisite to a successful, vocational student
organization. The advisor. needsto be
capable of directing; leading, and super-
vising all chapter activities to their
completion.

1

Specifically, the successful advisor must*,
be able to: 1) develop, the 'abilities of
Oapter members to appropriately conduct
chapter meetings and activities, 2) see
that meaningful publicity brings attention
to the chapter's activities, 3) assist
students in evaluating chapter 'activities
and 4) gives-appropriate emphasis to
each -student's.participation in broad
local., state, and national' activities.

successful operation of arty
t organization is an informed
ome informed', you should
handbook for the vocational

ation with which you affiliate
This handbook should be reviewed every year pnd kept current as

les, regulations, policies, etc. are made. The handbook will include the'.
our vocational student organization, its goals, objectives, and activities

'Essential to the
vocational stud
advisor, To b
read the offici
student or
very care
changes
history o
structure, and will devote considerable attention to the specific responsibilities of the
local advisor'.

4

F,urther4lore, a well-informed advisoF will know the school policies covering the Super-
vision' of any: sponsored organization. Some sc,hooli-limit the types and, numbers of an
organization's, activities. Your SchoOl-may also retwire that all activities must be

'approved by the school administration
Most schools

may be special regulations governing
'after-School activities, trips, etc:(. Most .sehools have these. gUidelines. printed to assist
you in your adviiorY role. If not, yqu should meet vith.the school administration tO..
clearly and specifically 'define and oUtline your supervisory responsibilities:

I 4



a

FIVE FUls?CTION /R01..ES OF A LOCAL CHAPTER ADVISOR

. there-are five bask functiaons of a 'Iotal chapter advisor. The fwe roles you *ill at
one time or another perform are 1) AdMinistrator, 2) Program-of-,Work Facilitator,
3) Evaluator of Program -of Work Activities, 14 Conference and Competitive.Events
Facilitator, and ;5) Public Relaticins Coordiriator; These duties are-spelled out specifi-
cally in the official.handbook'of the vocational student organization you will be affiliated
With; therefore, the will 5:nly be reviewed in this module. Again, it must be stressed
that you r cf the official handbook before assuming the role.a

.
,chapter advisor.. k

AD INISTRATOR

Defin ion being responsible to thf sehool admimistration of the school district, for,.
_

organ' 'ng: conducting,. and reporting all vocational student organization activities.

The admi strative role is one which takes' a `great ,deal df the advisciT's -time. Some of
the more s ecific activitiei'within thisrole consist of maintaining a file including:
publications, official handbook, constitution, calendar of ,events program of work,
annual report , chapter. evaluation, budget and financial reports, secretary's book;
historian's rec rds, officer nominations,' election, and installation records,membershiP-
repdrts for stet and national headquarters*, stationery, stamps, supplies,`leadership
resource materia , Roberts Rules of'Order, state 'and 'ngtional advisor reports /materials,
scrapbook,' and c respondence.

A complete file can e invaluable in Selecting activities for the .chapter,to accomplish,
arriving at probable costs and needed facilities, and -for bbtaining data needed by, local,
state, lInd national personnel. The chapter's secretary should take respomsibility,7for,
maintaining 'the file: .

Most chapters are responsible fcir completing and submitting repocts to a local school'
official, .state .4dvisor, and national advisor on membership status, chapter activities,
candidates for office,. competitors in competitive events,. etc. You will find. that
effective organizttion will reduce the amount. oradministrative time required.

. ,i ,

PROGRAM' OF WORK FACILITATOR .

Definition: being responsible for guiding and assisting the students in developing the
yearly program of work, obtaining administrative approvai of the program of work,,and.-
providing adult.supervision for all educatidnal, social, and civic activities.

\....../ ,

This -role is _specifitally detcribed .irr this module within Goal 3. briefly, a prograin of
work is a written outline of-'the activities a local.tocational student organization plans
to accomplish duringv the year 'Youl role7,iS to see that the program of work's is care-
fully planned and i S well-balaneed in the type of activities. The activities' should
inVolve the membersin a variety of experiences designed to meet their needs and the
needs of the orgariiation., schodl: and, coinrritiriit.

.
,

Once a -plan-of-work is, completed, a structure is necessary to inswe that; aetiVities are.
actually .accomplished. .As a facilitatOr, it is your-role `to, encourage. peticipation, assist
in exetution, and supervise the activities, It is not your role to direct and dominate
each activity.



EVALUATOR OF PROGRAM. WORK ACTIVITIES
... ..--_. .

:-Definition : being responsible' for preparing an' annual report on the effectiveness and'-
outcomes of each .program -of -work, activity and submitting the report to the school
administration for their.review. , ,

. ,_ 4

Evaluation is the key to imprOVement in any
vocational student organization. Specifically,

. .. .

evaltration of a chapter's program-of-work
,'should be:cOntinuous and should focus on
the procedures and outcomes bf each
activity:, Evaluating the progress and_
growth of the chapter in terms of the
chapter gOal$ and each member's per-
sonaLgoals-_will pay dividends-to both ,

the Chapter and to each member.

The students can start the.evel tion
processiwhen developing a yearl pro-
gram of w9rk lay evaluating last ear's
activities arid deciding which should be
retained; modified; or eliminated. If
purposes of the program.of work are
not being met; the program should be
modified so 'that previouS errors will
not. be made again..,,:., All evaluations,
should be filed andused in *planning
future years' activities.

At the eridof, the year, 9ou and,the
students should, prepare an annual re-
port-summariiing the effectiVeriess and
outcome of each program-of-work activity.

,s a -public- relations tool, it is, ,recommended
that this- report should d-be submi to '-'

the administration for their evalua 'on,
,Ceview, and=-ecommendations. Several
advisors have found it useful to send
the'feport to the studentS in the chapter,
their parents, and their, training sponsors,.
A summary of the activities -could 'be pre=: ,

pared for the local news media as well ---

.

,WHAT TO EVALUATE.

CONFERENCE , AND COMPETITIVE -EVENTS _FACILITATOR

Definition:- being responsible r-fo planning, managing, motivating, and providing.
9uidance and counsel to' students' who Participate in local, state, and national confer:-
ences and competitive events and other related learning actiVities. -

Encouraging members in the vocational student organization° to participate in conferences,
competitive events'and related learning activities will take planning, management skill,
plus your enthusiasm and ability to Motivate. Each advisor should pay particular attention
to the various competitive events and varied activities which are offered, to allow students
to participate beyond' the local' level. Many vocational' student organizations offer '

compefency-based- competitive
`test -the

which- correlate to the student's career, objectiVe.
These events are designed to test-the stuiient's knowledge, skills, and.attitudes that
have been developed while enrolled in your program.

. -

.

a - 4
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The official. ,state and national handbook, fiilf. the vocationa.U.studerit OrganizStiph are. .

,affiliated with will have a fisting and detailed' explanatie,n.of the CompetitiVd exits arid
other learning activities available to your 'bombers., Pr'a'ying members for these 1

+activities should not beCome the major r-purpose of your program pr should it take a .

majority pf your .instructional time. As_an Jadvisor, identify corricrefitive;events/learning
activities that students may wish, to particirSte in Then allotate 'sufficient Sime for

reach student to become ,thoroughly familiar With the kiles, regulations,. spelifications,.
and components of the event. LearniOg t ".steilli,..knowledges, attitUties needed for
competition can easily] be incorporated wit ri,,y buKregblar clasS'activities and may

-serve 4"ag-a Motivational tool forsorao stunts . .. ,)',
. ,

.. .,.

If.,there is a state 'conference held: in another city., be certain, school policy is reviewed.
and .discusied with school authorities, the student inVolved,, and parents' of the students
Because_the.conference_ will take the:,stu'dent __away- from tbe ,schgol,. pay_ particular

attention to the legal responsibility'Pf the school;'chaperoes., and advisor. , If-The--
students. fully Understand their' responsibilities : before .gering . to the Onfer'ence. the
dignity, and-prestige-of your organization 6an be increased. ' ''

. .

Out-of-town conferences will require; that you make-arrangements for,transportation,-
--housing, re stration/and meal experidituresSnd Means of paying'for these expenses.,
All - potential peinses- should be-noted'atthe.beginning of the s-year so that student

incorporat the activity and related expenditures in:their program of work. --
ti

. ,
The interact' yOur students ,wil1 have with other' students and chapters at conferences
can 'often genera e enthusiasm for continuedspreparation and excellence of performarice.
participatipn in conipetitive,.events also allows chapter, members to. gain visibility and,
keStIge,and is a 'valuable tool.to measure'what they have learned in the classroom and-
'through on- the -job training. ''

.-. i

PUBLIC RELATIONS CO.ORDINATO

Definition: being 1,:stsponsible, for.asSisting -MeMbers in-publicizing their organizatidn
gaff; community support,forChapter activities, recognition of Members' achievement,.'
cdoperation of parents end other;S; and the interest of prospective. members..

Since vod tional.stuxtent organizations are an Integral co-curricular component of ...1.

the-v onal education program,'activities are of concern and interest to community
mem ers-. Is°, becaUse many .of your program. of Work,activities will depend on public
sUppOrt, a -ood public relations program is important to the success of the chapter.

.
-

Familiarity with various public media and 'procedures for utilizing-the media is required.
Sample. public. relations ideaa-are 'provided in the official, handbook -Of the vocational -

student organizations along "with many .public relations techniques.. The first Step in ..,

implemeraig a public relations program is to firid out what media are available-in the
.

community for your uSe te.g. newspapbrs, radio, television,^chibit or display areas, .

community groups, _billboards, etc). . ,

,

, .
_ . ,

.
- . cr-

in-mostchapters, 04 reporter and/or public relations committee is responsible for
chapter publicity, but -you should review all material that will -be pUblished-: This will
help insure that appropriate images or messages are portrayed to. the community., ,..,

. . ' . . 4
It is strongly recommended that you meet with the various media persbnnel in your
community, explain your. Vocational- student Organization's purpose, goals, and activities 4
for the year, and solicit help froth them in publicizing the group's efforts.- The media
pelsonnel can provide standard formats for Submitting news releases ,and they 'can note
procedures to be followed, in writing releases 'and, getting them. printed.oron-the air:

'e

f.0 14
.
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A majority of schools have pOlicjes regarding 'news releases for .any school-Sponsored
You should be thoroughly fainiliar'with those policies. It ista good internal:

,p bfic "relations concept to bring all news releaseg and "public relations 'efforts tothe
atteption of schobl'authoilties before releasing them to the community. A

Besides the occasional media news releases,, it is also ,important to explore:other methodS
of publicizirig club activities and events, to give the chapter continuoto
Such activities might includle business and/or school displays; school hallway. bulletin
boards, exhibits at fairs, brochures on your,program-and chapter available in the
counselor's office, and student speakers at local service and community prganiiationi.

.

A fat of-the items you should consider publicizing" to the community and school .include:
memblership statistics, local officers, committees and committee members, business' Meetings,
social activities, community projects, state and4natiorial officers, -programs presented to
service clubs, 'talks or .demonstrations, alumni member achieyements, competitiVe;event..,
participants and winners, .outstanding -activities undertaken, photos of individual Members
participating, in.prOgrarCof work activities, and employer-employee functians/activities.
Most. vocational ocganizalion handbooks give suggestions for preparing 'these items:

.The Tole of .public relatianS coordinator for the .chapter becomes an increasingly important
function and is needed to continually keep the 'student's; schdol adthinisiration and °

teachers; parents, and community informed about the. program and the benefitststudents
are deriving from participation.

MANAGING THE ADVISORY ROLE

The five basic functions of a local chapter
advisor are seldom performed independently- ,

of each other: Due to the nature of the '
activities of an organization, the advisor.'
will find ,thit, it is necessary to effec-
tively-implement selected elenients of
each function simultaneously. the key
to effective implementation is to insure
that a proper balance between. advisOr
involvement and student_ control
maintained: ,

if the students perceive theclub
organization as a student .functIon, it
will ,help insure that they accept the
responsibility to complete.the selected
activities. The program of work pro -. -
vides the base from which this
balance operates. People support .

what they create, and if the students
have a major role in designing the
activities, they are likely to complete
the requirements.

Once the club activities are identified, the adviSor 'may find it necessary to selectively
increase and decrease' involveinent in order-Ad provide the incentives necessary' for
students to complete :a task. While there are no, set rules and procedures to follow in
maintaining this balance, it is a matter of- dir,Cting appropriate amounts of pressure,
in various foi-ms, without jeopardizing the cdncept of student-choice. The ultimate
goal of the advisOr is to establish a personal commitment -On. the :part of each student
toward .completion of the club activities. .

4.



SELF CHECK

For each oftithe following advisor roles, list 3-5 activities that you°' would complete
if you "were advising work experience student organization.

,Advisor Role

Administrator

PrOgeam of Work Facilitator

Evaluator

Conference and Competitive
Events Facilitator'

PuhliC Relations Coordinator
!

Activities

1.

2.

3.

4.

5.

2.

3.

4.

5.

1.

2.

3.

4.

5.

1.

2:

3.

4.

5. ,

14'

D I RECT,IoNS.: -When you," are' finished, - compare:
your lin-sweis..with the information
on pages 9-13. If you 'would like'
more inforaiation, please turn to
the Ad itii3nal _Resources listed

14'6 on page 27.,



PRE-TEST: GOAL 3 .

KNOW% THE PURPOSES OF AND PROCEIWRES-FOR DEVELOPLNG A
LOCAL VOCATIONAL STUDENT ORGANIZATION

PROGRAM OF WORK

DIRECTIONS: If you wish to attempt the module
asseisment, complete the following

:questions. if not, turn to page 16
and begin the learning activities.

What is the purpose of a vocational student organizatioh ,program of work

Wh are the live steps or procedures an advisor should follow in helping students
(ley op a program of work?

a.-

b.'

c.
d.
e.

DeVelop an outline that 'could be used to prepare a program of work for a hypothetical-
chapter. The outline should include all of the types of infOrmation that would be
needed to effectively implement the, activities.'

DIRECTIONS,: Check .you answers with the pretest
. key on page 25. If you missed

1.7 any items; complete the Learning
Activities on pages 16-.21.



c.
LEARNING ACTIVITIES

GOAL 3: KNOW THE.PURPOSES OF'AND PROCEDURES FOR
DEVELOPING A, LOCAL VOCATIONAL STUDENT .

ORGANIZATION PROGRAM OF WORK

16

,--
1

program of. work must_ kie' developed to guide chapter activities if the studi)nt vocational
;41. . . ,

organization is to be an integre, co-curricular component of the vocational educational
program.' The activities should reflect b-systematic'"appioach to making the organization
truly. educational- and meaningful to the members 'las cdmpared to 'a social -or' kicreational
club).. Logically, it can- be seen_ that developing'' and impleinenting a Orogram of work
helps. to ensute that the chanter operates as an_ integral part of the program and not
as an extra .'-cup' 'icular group With no,purpose or educational goal. ...

0.
,

Graphically,. the development of a program of work caT be pictured as:

GOALS, OBJECTIVES, AND RESOURCES OF
THE VOCATIONAL EDUCATION PROGRAM

Classroom

Instruction
\

fr

On The Job
Training

Student

Organization

Ideas and Decisions
.of Students and Te her Coordinator

Program'
of

Work
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By definition a program of work is a detailed, written outline of the activities'a local
vocational student organization plans to accomplish fOr'the.year. A' form for planning

a program of work is shown below._

Progrim of Work Planning Form'
,

School Year

What is (the ob'ective or why is
an activly ee d?' A
What activity iv planned?

1
,

.. .

Who is responsible for eacheach
part of the activity?

....

.

.

p\
..

.

. ,
What resources ($), materials,
supplies, equipment are needed?

-

_

.

.
e

_

.

Who will evaluate the activity?
. .

.
. ,

.

.

Time Frame?
.

,

t

.

:N
,

A carefully planned,. and well l--balinced program of work, should .involve'thg members in a
variefy of experiences designed to meet their needs, the goals and objectivs of the voca-
tional student organization, and the needs of the school and community. Ideas for program
of work activities are noted in your state and national handbook.'

It should be stressed
.

mthat the program of work must be defensiblein terms of student
growth and achievement of the organization's goals. °This is where your role as advisor
is extremely important. If you can work with the students in developing the program-of
work; continually stress the need to' stay on the organization's target goals-and not allow
them to suggest or recommend goals-which are purely.socialor recreational in nature, you'
will succeed. Atsome time it may be required for you to assume a mordAirect role and
at other times you will allow students to do most of the planning.

,, 19



SAMPLE AMITY

a.
ivity is planned?

. ..

. .. ..
Conduct a v cational education development workshop

"'for 10th.gra rs

. . .

esponsible for each
he activity?

k. , ,.

..

.
1,

Advisors-contact speakers, vice-president directs .;
the workshop, PR committee-publicizes the workshop,
EdUcation committee-plans the content .

. , ,

.

cturces ($), materiali k

equipment are needed :\
i _

,
.

.

, .Administra,tive approval, counselors, .guest speakers
from 10 OCcUpational. areas7auditorium, signs, ,

'media releases, $75;00 for travelfand meal expenses
..

.

evaluate the activity?

.,,

Principal, counselor, Education Committee, ary
committee, guest speakers

,

nework?
o . ,t ' ' March, 10 8:00:11:00 a.m.

he objective or why is
y needed? -

,

., 1) 119ther our career awareness, exploration and
-prepat-ation, 2) Further sophomores' awareness of
career opportunities, 3) public relations/service
activities F,.

20
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There are five steps or procedures' an 'advisor should folloW in-helping studentt develop
a progra'qf work. First, explain to your students what a program-or work is; !fry)/ it

and implementing the prOgram of work. So -est thatony Iis important fOr any successful organization' to have.One, and how they will be involved
in planning,.developing,
activityto bi included must meet school policies .which. affect school o -ganization- '....

activities and more importantly; activities.'Must- relate to the gOals a' objectives of
the organization Stress that the chapter is an intergral and co-curricular aspect of
the programand that.it is-more thin just a social or recreational club. You should
give the students the goals and objectives of the organization and explain what they
mean. Suggest that they try to accomplish at least one activity for each goal listed.
It may be' helpfulto show them the format which will be used and an example of a
program of work.

, .

3'
Second; review past chapter activities with the members pointing out the reasons for
'successful activities and, reasons for the unsuccessful .activities . Review. with the 4,
-members suggested program-of work activities that are listed in the state and national
"handbook. Discussionof the past activities and suggested state/national handbook
activities might be time consuming but it will be extremely worthwhile. Students'
ideas are often directed. by your comments and the suggestions in the handbook: ."

. .

Third, a committee should be appointed, to -work with you in 'suggesting activities and
tentatively...planning the program of work. It is easier to work with a few of the
students w1169 represent the club's members rather than working with the entire class
to develop the program of work. Working with a smaller group will save time in ,

planning ana discussion. Remember that you should carefully review recommended
activities to be included in the program of work. When the committee has completed
the detailed -written outline you are ready for step four. .1

Fourth, the committee should clUplicate the detailed written outline, distribute copies 41
to the chapter members, and discuss each activity. Questiont regarding suggested
activities should be handled by the committee members, buts you may need to add'`
comments to ensure closure of debate. Any changes in the format should be made at
this time and upon observed consensus of .the group the yearly program of work should
be approved. .

,.

The fifth and final step is to print and publish the .program ,of work, distribute it to
students; school officials, and parents, and start implementing the activities noted.

Some mat suggestions should be offered regarding the developme t-of a program of
work

* Be certain that the students follow the format; are realistic in their plans,
,and identify people responsible for managing each activity.

* Encourage a ,weg-balanced program of work: Too many recreational activities ft
the expense of educational or leadership activities, will -do little-for stucient
personal growth and career development. Also a balanced program allows every
student a chance to participate.

* It is better' to have a few, well planned activities that can be accomplished
successfully than have too many activities. Consider all of the demands or
students' time as the program of work is developed.

* A student-centered program, developed primarily by students 1.yith your super- I
vision, will encourage member' participation and, chapter growt. Remember . .

people support what' they create!!!

"9 2
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*1"he activities should be significant to-trreyit community, school.; chapter, and
student recognition. The activities should .challenge and encourage every member

be a part of that activity . . . do not ignore any itUdentwho want to
participate in an activity.

- - . _

*.Acitivities should encourage personal growth, occupational Cgrowth,, a d recognition
for achievement so that the students will-become better employees, -b tter studentsfl

andbetter citizate. Be sure that most of the activities relate in so e.way to '',
the educationalWjectives of the vocation& student organization!

.
,

* Avoid pkining activities beyond trie financial capability of your program.
Providing methods of securing and/or raising money to paf the costs of your
program of work takes good planning.. Costs for some chapters may be as high
as $1,500 and $2,000. However, it is possible to have,a successful, active
chapter with a very small 'budget. Ideas related to fundraising are outlined, in '
several of, the. National StUdenkorganization handbookt. Review, local district
policies on fundraising beforg 'procee>g, with any projects. '

* Placing the activities in a monthly calendar prOvides,a V- eady .reference for Ppth

.

the chapter members and yoArself. .Secure approval to conduct the activities- -
and place the activities on e offic I school calendar.

, i
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SELF CHECK÷-

-00 line a sample_ program of work 'for your. chapter. Include three actvities that
meet three different educational. goals of ycYur program.

DIRECTIONS: Check your outline using the
inforniation in the, Learning.
Activities. If youfi would like
additional information, turn, to
the Additional Re4burces' sectto
on page 27.
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POST TEST

. What are tht cornmon purposes of most vocational student organizationp

2. DesCribe the five major roles of a student Origanization advisO

Outline a sample program of work for a vocational studentorganizatiorl.



. _
,

1. Eight recognized-vocational student organizktions:

a. AIASA (Ameridan Industrial Arts Student A
t.

b. DECA (Distributive Education Clubs of Amer
c. FFA (Futdre Farmers of America)
d`. FHA/HERO (Future Homemakers of. America/Flame EconomicsItelated Occupations)
e'. FBLA/PBL (Future Business Leaders:of America/Phi Beta Lambda)
f. HOSA (Health Occupations Students of America)

g. -DEA (Office Education "Association)
h. VICA (4.Vocational Industrial Clubs, of Ainerica)

2. Common goals/purposes of the eight student'vocation organizations:

a., Improve the quality and relevance of classroom instruction.

b. Leadership Development Develop_ personal and group leadership characteristics.

c. Civic Consciousness' - "- Enhance student democratic, leadership, and citizenship
responsibilities.

d: Vocational Understanding - Competency career\dpvelopment in occUpations/career
clusters related to the students career objective.

elf-Improverrient Character development in- moral, personal, and, ethical 'Values.

Social Intelligence Social, ,integration With ,pear T-and adult groups of similar
interests.

I.

3. The four alternathie structures for a local work experience student organ ation are

a, The .student from the work experiefice program participate in one in* more 'of
the local chapters of the recognized': Student- vocational organizations that are
currently operating in the local school.

. 'From a separate local chaPter of e' of the national: student organizations
for the work experience student only.

r
c. Organize a local work experience club°. itis with, any Of the ,

national, organizations' and provides for local participation only

cl.,Dfivelop a cbmbination of thealternatives'with a club, fOr work experience,
' students with options for`each student to participate 'in,other student

vocational organization,adtivities 'as appropriate.'
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COAL. 2.

FIVE ,ROLES OF ,LOCAL CHAPTE:ly.ADVISOR

a. Admihistiitor
b. Program of Work. Facilitator
c. Evaluator of Program-of-Work ActWities . .

d. Conference and Etent FadilitotOr
e. Public Relations Coordinator.

FIVE FUNCTIONS OF LOCAL CHAPTER-ADVISOW

a. Administratoi---be responsible-to "the, school administration of the, school
district for organizing, conducting, and reporting, all-Vocational student
organilation activities: ,

b. Program-of-Work Faci(itator-Lbe responsible 'for guiding-and assisting the,
-students in developing the yearly :program of work, obtaining administrative
approval of the. program of work; and
educational, social; and civic activitiesr..

c. Evaluation of Prograni-of-Work. Activities--6e responsible for preparing an
annual report on the4effectiVeness and outcome of each program of work
lctivaty and submitting.the-roiort to the idministrator.fot evaluation, review,
ond recommendations.

1

.

Conference and Competitive Event- Facilitator - -be retponsible for planning,
managing, motivating, and providing guidance and. counsel 'to students who
participate' n loCal, state, or national conferences) competitims events, and
learning activities: 7

e. , Public Relations COordinator:-:be responsible for assisting members in
.publicizing their organization ta gain 'community support for-chapter
activities, recognition'of members' achievement, cooperation-of parents
and others, and the interest-of proapective members. °

oviding adulf.'supen?tsion for all

-- -

4

Ti



, '25

_ PRE -TEST KEY i GOAL 3

1. DEFINITION OF A PROGRAM OF WORK

A program'of work is a detailed written outline.bf the activities a local
vocational student organization plans to accomplish for the year. The
detailed written outline of the activities explains; 1) what activity: is to

=--------be-diuve, 2)- whit is- responsible for accomplishing the activity, 3) what
resources, materials, supplies, equipment, etc. are needed,. 4) who will
evaluate the completed, activity, 5) when is the activity' to occur, and
6) why is the activity needed.

2. FIVE STEPS OR PROCEDURES TO FOLLOW IN DEVELOPING A P,ROGRAM OF WORK

A. Explain what a program of work- is, -why it is_important, and how you will
be involved in the development of the program- of work.

B; Review past chapter program of work activities with chaptei- meMbers noting
succesifuVand unsuccessful activities 'and reasons for failure or success.

C.' Assign a committee to develop a tentative program of work with your assistance
and report back to the chapter on the recommended yearly activities.

D. Have-tHe committee make its yearly program of work reCompendations to the
-chapter, mediate or negitiate changes (you have final authority); and' approve
revised activities. .

E. -PAnt, pOblish, and impleinent the program of Work.

3. -EXAMPLE PROGRAM OF- WORK

1. Your outline includes' all components listed and =should be bised on, the
specific ,gbals of the organization and needs of the student.

2. The components of-a program of work are,:
-A: What activity is planned

B. Who is responsible for each part of the ,-activity .
C. What .resources; supplies,. materials, an equipment' are needed
D. Who wilVevaruate the activity
Es Time Frame
F. What is the objection, :or why is nit needed



.
POST TEST KEY

V

-1. What are the common-purposes of most vocational, student organizations?

a. Improve- the quality',and relevance of classroom .instruction
b. 'Leadership Development = develop personal and group leadership characteristics
c. Civic Consciousness - enhance student.democratiF,. leadership and citizenship'

- responsibilities
d. Vocational _Understanding competency career development in 'occupations/career

clusteri related to the students career objective
e. Self-Improvement character 'development in moral, perional, and ethical values
f. Social Intelligence .- social integration with' peer_and adult groUps'of similar

interests

26

2. .Describe the five major, roles of a student' organization advisor.

a. kiiiiihistrator responsible, to the school adininistration of the school district
organizing, condUcting, and reporting all vocationat-student organitation

activities.
b. program of work facilitator responsible for guidig and assisting the studentF

in developing the yearly program of work, obtaining admiriistrative,approval
of the program of work, and providing adult supervision for all educational,
social, and civic activities.

c. evaluation of program of work activities responsible for preparing'An annual,
report on the effectiveness and outcome of each program of work activity and .
submitting the report to the administrator for evaluation, review, and 'recommen-
dations.

d. conference and competitive-events facilitator responsible for planning, mana§inc
motivating, and providing guidance and-counsel to students who participate 'in
local, state, br'natibrial conferences, competitive events,.and learning activities.-

e, public relations coordinator. responsible for assisting.members in pu licizing
their organization to gain community iupport for chapter activities., 'r ognition
of members' achievement, cooperation of parents _and Cabers, and the terest
Of prospective members. . -

3. Outline a sample program of work for a vocational student organization.

Your outline includes all components listed and should 6e based on the
specific goals of the organization and needs of the student:

.

a. what activity is planned
b. who is responsible for each part of the activity
c. what resources, supplies, materials, and equipment
d. who will evaluate the activity,
e. time frame
f. what is the objection, or Why 'is it needed

0

are needed



Additional Resources

. _ , .

T. :MeyeeWarren Go Lucy C. Crawford, and Mary K.- Klaurens._-
Coordination in' operative Vocational Education. Columbus:
Charles E. Merril `Publishing Company, 197: ... .

27.

2. -Mason; Ralph E. and Peter Haines.. Cooperative Occupational
- Education and Work,Experie in' the Curriculum. Danville,

Illinois: The tnterstate P_rinterSand, Publishers, Inc., 1981.

Category H : 'Student Vocational Organiz on (,H-1 to
Performance Bisect' Teacher EducationM s, American
Association for Vocatio al- Instructional Mater' Athens, GA, .

1978.

4. Student handbooks fi-oin each of the National VOcational stude
organization's

5.. - For information on each of the vocational.student organizations
listed contact: Career Education Division'

.

Department of Public Instruction
Grimes. State Office Building -

Des Moines., IA .50319



I

DEPT. OF HEW

NAT'L INSTITUTE OF EDUCATION

ERIC

DATE FILMED


