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~ “Fratn ng and practice before conduc n; an analysis. This handbook 1s ‘in- .
iended -as major resource for such fac r and- coordinator training. .o

. < Larry Coffin, Fssg. Embree, Ken Kyre, and Tim Nolan of the DACUM committee, as
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’ This.npndbook was developed fbr'hse‘in ubrkshbps designéd‘fo:prepare |
selected persons for the roles of DACUM, faciTitator and/or coordinator.

"DACUM is an innovative approach to occupational analysis that requires a - -
~ well-qualified facilitator and committee of expert workers. Extensive expe- ' - L
«._rfence with the DACUM process has demonstrated that the role of the facili- .- . -

tator is not only complex, but also fs absolutely essential to obtaining a
_ high-qpa11¢y listing.of,the}dutiespand tasks that define a given occupation. .

<@

. The'resuiting occupatioﬁai.profiie or DACUM‘chaft serves as a research

" “Pase: around which new competency-based educatfon or training programs can be

developed or existing programs updated. “Hence, it is essential ‘that persons - v
‘4ntending to_coordinate and/or facilitate DACUM worEsﬁoEs attain appropriate _
r

0

«  Many persons helped with the development of this handbook. . Robert't.
Norton, Senfor Research and Development Specialist at the National Center for -
Research in Yocational Educa®ion, prepared the manuscript, using the results o
of a “DACUM on DACUM" wofkshop as an organizing frame of reference. - C

» - . . . :
~ Mark Newton,’ former Dirtctor of the Natfonal Academy, -andghudni Miller-. -
Beach, former Coordinator of the Academy's ostsécondary and Adult Programs, D,
assumed major responsibility for initiating and sponsoring the DACUM on DACUM - - :
-workshop,- which was héld-at the National Center in October 1982. Jack Harris, .
Director of Program and Staff Development for. Stark Technical College, Canton,

Ohfo, provided valuable assistance in organizing the workshop. ' Ken Kyre of .

*  the State Board for Technical-and Comprehensive Education, Columbia, South ~

"Carolina, served as workshop facilifator, and Alice Whisnant of Caldwell
- Community College and Technical Institute, served as recorder. :

.’

Experienced fac111tatoréfﬁho"served as menibers of the international
commi ttee’ of DACUM experts in¢luded Larry Coffin of Holland College,

" Charlottetown, P.E.I., Canada; F. A. "Rick" Embree of Humber College of

~Applied Arts and Technology, Toronto, Ontario, Canada; James B. Hamilton.of
the National Centér; Jack Harris; Audni Miller-Beach of the Nattongl Center; ¢

: ,Tim.Nol:: of Cincinnati Technical College, Cincinnati, Ohfo; and Caroline

'Redfgar ‘of Caldwell Comnunity College and Technical Institute, Hudson, North
Carolinad, =~ - . . o . . _ [
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_ : Spec)k} recognition goes to Larry Coffin, F. ‘A.- Embree, Ken Kyre, and Tim e
Nolan who-either wrote or submittéd various materials about DACUM that served .
as .valuable rgfergnceslfbr~tﬁé author. The author also wishes to acknowledge

the helpful reviews of the draft version of the handbook that were pravided by

well as by the following National Center staff members: Barbara Kiine, Sandpa .
Pritz, and Allen W{ant. The manuscript, while prepared by one person, repre- °
sents the-thoughts and personal experienfes of many persons. If omissions or
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AN INTRODUCTION.TO DACUM . o
- / | i ) o 5 - |
TR  WHAT 1§ DACUM? : - S

».approach- to occupational analysis. =Tt has proven to be a very effective |
method of quickly determining; at relatively low cost, the tasks that must -
be perfonned by persons employed in a given .iob or occupational area. ‘ :

| I DACUM or “Developing A %ﬂrriculum is a relativel_y new and innovative .~ L.

M

The profile chart that results from the DACUM analysis is a detailed and
graphic portrayal of the duties and tasks involved in the occupation or job
. being studfedv The DACUM analysis can be used as a basis for (1).curriculum "
. ‘development, (2) student counseling and recruitments (3) training needs

.. assessments, (4) worker performance evaluations, (5 competency test. devel-
- opment, and (6) job descriptions. - :

DACUM has been successfui 1y used to analyze occupations at the profes-
S , stonal. technical, skilled, and semi skilled levels. DACUH operates on the
. following three premi ses: I _

1. Expert workers are better able to describe/define their job than
anyone else. «

2. Any %ob can.be effectively and sufficiently described in ferms -of the
tasks that successful workers in: thaoi. occupation perform. o

3. A1l tasks have direct. implications for ‘the knowledee and attitudes
~% . that uorlgers must have in order to perform the tasks corr cﬂy.

A careful ly chosen grqup of eight to twelve expert workers from the
occupational area under considevration form the DACUM committee. Committee

oo members are-recruited-directly from business, {ndustry, ‘or-the: professions. -

- - Thé committee works under the guidance of a facilitator for two to three
days to develop the DACUM chart. " ‘Modified small-group brainstorming tech- : ' .
niques are ‘used to obtain the collective expertise and consensus of the S

0 * commi ttee. o o .

Because of their current occuhational expertise. commi ttee panticipants -
do not need any advance preparation. "~ Almost without exception, participaats
- on DACUM commi ttees have found the activity to be a professional y stimul ating
’ and rewarding experience. .

N
-
-

The DACUM committee i s carefully guided by the faci‘iitator "through eacp »
of the following steps: _ ‘

1. Orient committee to DACUM -

2. Review job or occupationa’l area of concern

3. Ildentify the general areas of responsibility (duties)
4. identify the specific tasks performed in each .duty area

’ -
R ' L}




A . | , o
5. Review and refine-task and duty statements
6. Sequence task and duty statemeﬁts; *
7. ldentification bf7entty-levgl‘tasks
8. Other optiofs, as desired ;

dhe DACUM process usually results in the identification of 8 to 12 dutfes
and 50 to 200 /task: statements that outline what a successful worker in a par-
. ticular job or-¢luster of related jobs must be able to do. These tasks are.
then commonly submitted to a Jarger but still select group of workers. and/or
the immediate supervigors of such workers for verification purposes.
The tasks that are verified as important become the research base for
- devel oping modules or other units of instruction for the educational program.
During the instryctional development phase that fotlows the DACUM process,
the verified tasks undergo a task-analysis to determine the specific skills, -
know! edge, and attitudes the worker needs to perform each task. The informa-
-tion resulting from th task.analysis is then incorporated into modules,
-lear:ing guides, or other types of instructional materials. for student and
teacher use. ' -7 :

For the interested reader, a brief history of DACUM is'presented in
.appendix A. It traces the beginning of the DACUM concept' at the Clinto:, lowa
Job Corps program in the late 1960s, tiie work done by Robert E. Adams for Nova
Scotia Newstart, the work of Larry Coffin and others at Holland College, and

" the work by Robert E. Norton, Audni Miller-Beach, James B. Hamilton, and

others at the Mational Center for Research in Yocational Education. A brief
review of other majog‘users in the United States is also preﬁfnted. '

- 'DACUM {s barticdiarly-well'suitédffbr»educationalm1nst1tutionsmand.train-

ing ader. jes that are impiementing or are planning to impliement competency-

. -based education (CHEY or training programs since the first essential step in

, { 4

any CBE program involves the fdentification of the tasks (which are uSually
referred to as the competencies to be obtained) upon which the instructional
program will be based. The reader interested in more information about CBE
-programs should review appendix B. .For a 1ist of terms closely associated
with CBE and DACUM, seg appendix C. ° ‘ "

{ 7
R WHY DAGUM?

The main reason for using DACUM has been the desire of many vocational
educators to establish a relevant, up-to-date, -and localized curriculum base
for instructional programs. Clearly, a curriculum basirthat is soundly deter-
mined with maximum input from the businesses and industries that are going to
employ the students prepared by vocational and technical educatiqn institu-

. tions is needed. To permit any secondary school, postsecondary co6l1lege, or
other educational agency to identify a localized=vesearch base for curriculum
development, an alternative to the traditional, time-consuming, and often

costly approach of occupational (Jjob) analysis is needed. DACUM {s such an
' alternative. . ’ )

L 11 | ey
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- . ' 'DACUM 1s an occupatiphal amalysis procedure that has experienced remark-"-: % « .
~ . able success in ~a.rel:?éely’ short period of time in both Canada and the - . -
o United States. Becausé its structure and procedures allow occupational duty
and task statements to be identified (1) effectively, (2) quickly, and (3) at
a very 1ow cgst, DACUM has: beceme closely associated with. the movement toward L
competency-based educatfon (CBE). In addition, the DACUM process has a numbér- ' <&

of-\characteri stics and qualities that are greatly needed ift CBE if it is to -
become a practical alternative to trqditional vocational. education. ) -

First, it is a quick process; one that can be-completed in only two to
three days once committee members:have been identified. Second, DACUM 1s °
certainly inexpensive when compared to the cost of ttpaditional occu ationd!
analyses ($1,000-$2,000 will cover the cost of most DACUM workshops?.. .
‘Finally, the end product of ‘a’ DACUM analysis® a compiete competency profile
- of an occupation, can be favorably compared fn.validity with any,other method.
B - Given its present popularity and effectiveness, DACUM soon become the dominant
-+« approach to occupational analysis for vocational and technical education. SV

L]
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* One additional benefit of DACUM is its public relations value fo the .
aducational institution or other agency doing the DACUM. Once employers =
iinderstand the purpose and the process of DACUM, their first.reaction issale S
most one of sheer shock when they realize that this school or college really .. . ~
wants industry to help them identify the competencies needed by workers in- .
~ their field. So many employers are.familiar with the ®rubber stamp™ rolé that - '
they are so oftén-asked to perform on ad hoc committees (and sometimes even on- .°
occupational advisoty committees) that it often takes them a while to undet- ~ . !
. stand that this school or college is really serfous about wanting .Industry to o
help determine what tasks students must-be able to perform in order .to make ’
.-program completers valuable future, empl oyees. - 4 " g :

Ll -

- L 4

—*—Once—employers-understand what 1s to be done via DAOUM and how the
results will be used, 1t’is a rare employer who will-refuse to cooperate. ' ©-
- Instead, many -colleges who have used DACUM report such reactions as the ‘
| . - following: - ) ] T e -

[
.

-

0 o Offers of equipment and §gp,pl'1es o . . v '
' , .. e Offers of resourg/e/pfet"§bns to help teach in emerging technology areas

e Requests jorfiﬁ;ervice training programs to meet tocal industry needs \

-—JQ\

4 )

| * Increased enrol Iments 4n adult upgrading prograns e ‘Y
.+ ~e Increased support of the educational ‘institutfon in a variety of ways , *e
S by Tocal business, fndustry, labor, and management .
While the public relations value of DACUM is.secondary to fts main purpose,” ° >
its significant, long-term impact {s. too, fmportant to overlook or 11ghtly
dism{ss. ~ ~ , . | \ ,’ .
o! e ¥ ) . oo - _ _ . . \c ’
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’ Review, of Existing Educational Programs

Update of Existing DACUM Charfs.

‘The third major use of the DACUM process is to review-an existing occupa- .

’

& . WHEN SHOULD DACUM BE USED?
Although~the'DACﬂM’proceSS'has béen used fo}'!ever61 purposes, it is
ideally suited for researching (1) the competencies that should be addressed

"in the development of new educatiorial programs, (2) the compegencies that
‘should be delivered by existing educational programs, and (3) the current

I

rel evance ?f.existing DACUM charts. 1 .
.J/ ' O'l“' ) ” | . . : S 4
< \

. . -. A ! - . R
foe —jﬁ/e Des'/‘elop\'nent of New Educational Programs
) : '

Once,the need for a new 1nstructioha1,péogram has been'ﬁ!t!ﬁ*ﬁﬁglg;DAcuu.
can be used to quickly identify the tasks that a successful worker mist be o

able to perforin on the job. Such use of the DACUM process will ensure that
the new 'program will -be relevant if the tasks (competencies) ‘dentified in the
process are used as the basis for subsequent program-planning and instruc-. *

_tional development. .

,
e

A DACﬁM'committee'can be convened to identify the compefendies that
should be delivered -in an existing instructional program, just as it can

.be convened to identify the competencies for a new program. In this case,

once the competencies have been carefully identified by industry experts,

“ . .the existing educatiopal program and instructional materials are examined

to see 1f they address all the required tasks. Modifications of the educa-
tional ‘program are’ the made, where necessary, .to ensure current reIevgnce .

.0f the program.  ° ; _ -

tional profile to determine if it still presents an accurate picture of the
tasks performed by workers in that occupation. This type of updating may be
conducted when the.occupational profile is to be used for preparing job de-
scriptions; conducting worker performance evaluations, making training needs
assessments, or other noncurricular purposes. Depending on the occupational

_area and the amount of technological change occurring within tt, it is usually
necessary to conduct a DACUM-update workshop session at least once every three

years. Even then, an active advisory committee.will probably need to make
a fonal changes in between the workshops in order to waintain -a curriculum

- that 1s responsive to today‘sibusiness, industry, and puolic service needs.

special Applications
DACUM has also been -successfully used in vhat could be called “special

h applications” of the basic process. For example, in cases where qualified

workers cou1g not be released for a two-day workshop, modified DACUMs in which

w

/"
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1iterature reviews vere used to identify all relevant duties and tasks have

2 been conducted witlKreasonalle success. In these cases, one day has generally -
been ‘adequate for the comm ttee to review and accept, modify, or reject each
duty and task statement Yerived from the literature.. - | -

“DACUM. has also been used successfully by the National Center for Research
- in Vocational Education to identify the competencies required of workers when -

v . - they are engaged in a specific portion of their total job. .For example,
- vocational teachers who have been-successful in implementing competency-based - '°
education have been able to .identify the additional competencies needed by -7

L]

traditional teachers who want to convert to the CBE approach.

A similar approach has also been used to identify the additional compe-
tencies needed by vocational teachers who need to assist students in improving ¢
their basic skills and who are responsible for serving students having special
or exceptional needs. : — e L
\". Another successful adaptation of DACUM has been its use in identifying
the tasks that vocational educators (specifically, teachers, counselors, and
administrators) should perform in order to implement sex-fair vocatiofiml
education programs. o ' S .

DACUM Quality - - . o

A ~ Although the DACUM process lends itself to a number of regular and spe-
cial adaptations, two critical’ factors are always necessary to obtain a valid
DACUM chart. ' The first is to assemble a committee of eight to twelve experts
in the area under study, and the second is to use a trained DACUM facilitator. ...
Without both of these, the resulting analysis is questionable, at best. '

Because of the widespread concern about DACUM Being conducted in a high- .
quality manner that ensures valid results, a "DACUNM on DACUM" was conducted
at the National Center for Research in Vocational Education in October, 1982 .
to 1dentify the tasks required of the DACUM coordinator- and facilitator. The
resulting DACUM coordinator's and facilitator's profile was the research base
for deyeloping this DACUM Handbook. - R , S

v

, A number of DACUM conventions. or standards have also been established by .
experfenced facilitators as *rules of thumb® that should always be adhered to .
if the process used 15 to be labelled a -DACUM occupational analysis. The '
.convemtions are as fo?éows:. - : v,

-XThe coordinator/facilitator is qualified through training and
~ ipractical experience , -

'-'tommittee members are expert workers ‘and {mmedfate supervisors of
such workers in about a 5:1 ratfo . S i '

o Committee members participate throughout the_enttrg workshop.

[~}
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‘e Commi ttee members are exgert workers and immediate supervisors of
‘such workers in about a 5:1 ratio :

o Committee ‘members participate—throughout "he entire workshop
e Task statements “abide by all of the criteri® for acceptable task

statements |
o The same- task statement appears 9nly once y . |
. There dre 8 to 12 duty areas,for most occupations X

o There-are six or more gask statements - in‘ each duty area

!

et e THE DACUM coonomron/mcmwon

In thi's handbook the term DABUM coordinator ‘is used to refer to the
~ person: who plans the octupational_analysis proeess, makes the necessary pre- .

. work shop arrangements--including the selection of the committee of occupa-
\\;onal experts--arid provides for verification of the tasks. He or she may -

may not facilitate the actual -development of the DACUM chart, however. as
someuhat different skills are required for that process.

The person who actually leads the.DAQUM occu:ational analysis uorksho
is referred-to as the DACUM facilitator. Although the same person, 1f qua 1-
fied, can function as both the coordinator and facilitator,.these functions
are usually handled by different persons. Whereas many persons can perform
‘quite_satisfactorily in the coordinator's role (i.e., carry out.the pre-

" “work shop planning and arrangements and the post-workshop activities), the -

fa%}litator s Job requires some ' special personal qualities ‘and character-
stics.

. According to the 'DASUM on DACUM" committee. the facilitator should
exhibit the following personal ‘traits: . B 'y

a® A professional image and outlook

* A sensitivity for others S
o The ability to- establish and maintain enthusiasm

* A sense of humor 7 «
© o The abi1ity ‘to show empathy .- = -
+ o The ability to display and maintain a positive image
e Patience .

*-The ability to make decisions -

" In addition. the practical experience of the author‘in conductin? DACUM
workshgps indicates that the facilitator must also possess the follow

) characteristics: L o 1
*+Skill in occupationalﬂ(Job) analysis procedures
L . ,,- SN . e . 6

-
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*®>The ability to-display warmth and establish ‘rapport quickly with
i participants - - ' -

S e The ability to recognize and clarify the nuances contained in’

participants statements through appropriate-questioning T

“". o A high degree of sensitivity to both verbal and fonverbal
' communication - S . . Lo

.~ °° The ability to motivate and encburagé participants

. .ﬁ‘ e A willingness to assume and “act out"@he role f~§rocess’expeft
- . - while according participants the role of content experts "

. . . . . X # R
. o An dppreciation of the value of small-group process so that
A - yparticipants are allowed to work things through by themselves

: - o Excellent 1istening skills qnd'meﬁony..singg the facilitator muﬁi be-
, . . able ta “store" many of the partictpants contributions in his or hei

4
A

s . .memory and be able to retrieve them as needed _ :
", ¢ .o The ability to obtain consensus from the participants

. The facilitator also needs to understand the DACUM phocess itself,
because it is not a vague and unstructured affair., Although there.are some
alternatives and flexibility to parts of the pirdtéss, 1t also has Some defi-

... nite parameters and utilizes-a specific sequencd. S ‘

" As.should now be apparent, facilitdting a successful BACUM requires a

-iM1titude of skills, many of which cannot be quickly acquired. The qualities
«  described are extremely ‘important to successful performance as a facilitator.

o _ o

The process calls for more than a.competent~'disqussion )eader? or “curriculum

.developer.” _ —

group's participation, clarify vague statements by probing for more details, -
and insist on selection 'of the most appropriate action verbs and task state-

»  ment modifiers and nouns. The facilitator must motivate and lead the group
and control the process, yet nevér impose content judgments or decisions on
the participants. L -

Persons who are -considering becoming a DACUM facilitator should care-
fully assess their personal-traits and characteristics before dect to
enro}l in a DACUM facilitator training program. And those ‘responsgible for
helping select facilitator trainees need to keep’these qualities in mind so

* as to enable 211 participants to make the best investment of their time and
Gﬂerw. . ' . : . O M
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BEFORE THE DACUM WORKSHOP

| PLANNING THEWORKSHOR ™~ . %= =

" To ensure that & successful .and productive DACUM workshop occurs, con-

*siderable planning-must take place prior to the actual workshop. Major areas

of concern in the pre-workshop p\anning phase are .as follows: (1) securing -

administrative approval and support, (2) involving appropriate staff in the. - .-

plannihg process, and (3) developing a schedule of major events and. activi- -
_ ties. ' Usually, the person designated as the DACUM coordinator is responsi-

~ ble for -initiating the planning process and making the necessary arrangements,
. - but he or she needs to involve appropriate others.along the way to gain their.
understanding, support, and commitmedt to the entire process. - = .

' . Secure Administrative .5_pprovo>ond Support

+. - Before any DACUM workshop 1sep1gnnedfor conducted, key personnel within .

_the.institution must be informed.and, more importantly, become committed to
.- the DACUM process. Strong administrative support is critical to its sxccess_ -

© as a curriculum development or program evaluation tobl within any institution. .

. Athough perhaps not as critical, it is also highly desirable to obtain
-* - . the understanding and support of the instructional staff, vocational advisory -
~ as to how the occupational analyses resulting from DACUM will be used to de-
_ velop new. training programs or to evaluate and revise existing ones. The -more .
comnitted the institution is to competency-based ‘education and to offering
» relevant vocational-technical education programs, the easier it should be for
DACUM to fit naturally into the institution's system for instructional program .
development and review. _ - LT - ‘

” In situations where administrative and staff support does not exist, ‘)
. steps must be taken to explain what DACUM is and how it can benefit thé in-
stitution. In some cases, the coordinator may providé this orientation and -
obtain the nwcessary snpportxaud approval. ‘ ~ :

“Information presented in the introdiction’and some other sections of )
this handbook may be used for this purpose. In other situations, 1t may be -
advisable to obtain the services of a qualified DACUM coordinator and/or
facilitator from-another agency to conduct orientation training sessions for
.concerned administrators and instructional staff. o - :

n

invoive Stclf in the Planning Process

Whenever a coordinator conducts activities that may affect others the way "
" DACUM can, that person must involve, in appropriate ways, all those persons ©
TtTng changes."

who are 1fkely to be affetted by or concerned-about the resu .
IﬁVBTVEﬁEﬁE‘§¥131f§ fﬁETF‘GHHE?%fiﬁHTﬁﬁfiﬁﬂ'?ﬁb56?!“5?‘!5@?§F663§§T'§ﬁgiﬁ!1s R
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-vital for any significant changes to take place as a result of DACUM. When

. planning a DACUM workshop for an educational institution, the coordinator

. should try to involve the following types of persons: (1)} administrators,
(2) instructional staff, (3) support personnel, and (4) advisory personnel.

= Administrators. Although the specific administrators who need to be = .
involved wiTT vary from institution to institution, persons such as occupa- * .-
tional deans, vocational directors, program area coordinators, staff and pro-
_gram development directors, and instructional development coordinators are the™

. administrators most 1ikely to be concerned. -All of these.persons should be .
aware of the coordinagor's plans, and some of them will need to approve the - - ¢
time schedule, budget, personnel involved, and occupational area selected. .

——
-

Instructional staff. It 4s obvjous that {f the DACUM is intended, for
“example, to analyze the auto mechanics trade and the current auto mechanics .
<. instructor(s) are to support that effort, they must become involved. The in- _ °

o ?Qructor(s) can usually besvery helpful in identifying the various employers
* =7 {n the community whq employ the type of experienced people needed for the .

'DACUM commi ttee. ‘Although the instructor(s) should never serve as partici-
pants on the committee itself, they are probably the best single source for -
identifying potential employers am(/or- participantst The involvement of the.
instructor s) in this identification process will enable them to play a o
significant role in helping to organize the committee.. oo,

Sometimes an instruyctor '.' or. gro&p of instructors resist invoivement in the

N planning. process. Resistance may-arise for many-reasons,-but-usually-it dis- . _» .- .

appears quickly once the instructor(s) understand .what DACUM is” all about and" -

. hou._it'cat_l help them do a better job. Y

The occasional instructors who continue to.resist the development of a
DACUM chart for their area may be aware that portions of their training pro-
gram are out of date, and they may fear any disclosure of this situation.

uch instructors should be assured that the DACUM chart itself does not re-
veal, in any public way, any possible discrepancies between what is being
taught and what should be. That type of analysis is left to the instructors,
program development specialists, and other pertinent school personnel after
- the.DACUM committee has gone home. In addition, there are virtually no train-
‘ing.programs that do not become out of date at some point in our technological
age;y it is expected, and is why the DACUM process should be used -to develop
and maintain curriculum relevance. o ' ‘

Su ort -personnel . Dependfng on'the_ 1nst1tutlional situqtibn. various
supporfg%faﬂ’ may need to become involved and can be very helpful in the plan-

ning process. If an institution has curriculum or instructional development
specialists available, and if they are not serving as the DACUM coordinator or_ .
facilitator, they have an obvious role to play in helping to identify.the pro-
gram areas needing DACUM charts as well as in helping the instructors make any
curricular changes suggestéd by the DACUM analysis. - :

. Advisory personnel. Advisory committees and/or the institution's voca-
tionaT'.q‘a"fv sJo:rchoﬁ'nTc A_g_reva] so usually involved, first in decidiqg what

<10
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occupational area(s) should be selected for the occupational analysis, and
second in identifying. employers who hire the type of experienced people . .

.- needed. The occupational program advisory committee_is-usually closest to -~ .
the particular industry or business of concern and can be very helpful in S

. 1dent1fy1n? the types and names of employers. The advisory committee should

~ also be able to suggest the names of -some df the potential participants. . ST

¢

“betermine Size of DACUM Committee E .

3 The 1deal DACUM commitbee is composed of eight to twelve persons, includ-
. ing eight to_ten expert'workers and two immedfate supervisors of the same type
“of WoFEers?G?The expert workers are those who perform the various job tasks of'e B
concern and are, without doubt, in the best position to explain “what they do* : ﬂ
~ that makes them fuccessful on the job. The immediate supervisors provide a -

" “reality check” during the process, since they.also know what the workers are - C s
expected to be able to'do. The presence of one*or two supervisors also limits S
the tendancy of some workers to want to “enhance® their occupation ‘by 4nclud- P
ing management or other higher-level tasks that the workers really do not S N e

.

'pertoqm. .

Because a keasonably sized group is required to obtain>fair representa-" PR
~ tion of the typds of workers involved in the occupation, as well as to obtain.: ' o
“ needed group interaction, a DACUM workshop should not be conducted with fewer :
than five members. It is best to select ten to twelve persons, so that if one
or two persons cannot make it at the last minute, the committee will ‘stiil be .
of sufficient size to function effectively. - o . °

L
& od ‘ - , - v,

. Deveélop a Schedule of Events and Activities 4 |

Rt . . S " L

- A number of ::ecifid activities need to be planned and carried outin . S

-advance of the workshop by the staff and coordinator. The following schedule -

and suggested activities have proven helpful and may serve as a check to avoid
forgetting.sopethiﬁg"really important during‘thg pre-workshop phase. -

. Sixty to ﬁineﬁy days prior to the DACUM workshop, do the‘fbljowing:

* Decide on the Job'or;opcupational areantd be ‘analyzed.

o Establish dates for the actual workshop (experience indicates that
* “two full days are needed to-analyze most vocational and technical - -
- occupations, -and two and one-half to three days are needed for
p professional-level occupations). = ©

e Decide who will serve as DACUM facilitator and confirm dates and
other arrangements. This is one of the most important decisions to be-
made. The essential point is that the individual selected should be -.
! _well qualified for the task. See the section on facilitating group
“interactions later in this handbook for detajls regarding the skills
and personal characteristics needed. . ' - .

R
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,'-."0 Decide who will coo_rdinate 1ocal ﬁlanning and arrangements. In most
- cases, the coordinator will initiate and confirm all necessary arrange- . .
ments, although others may-assist, 1f desired. : -

" e Prepare a general written description of the job or'occupational area
to.be analyzed. This is needed to guide the selection of participants
and for thé.orientation of pqr.tici‘pan-ts, : S . .

. , - . et . . '
Thirty to sixty days prior to the workshop, do the following:*

release expert workers and/or supervisors.

. . = e prepare or adapt a brief .written explanation Qum’b'“gﬁiré with -
‘ employers and prospective participants.(see appendix D). S

‘o Make appointments by phone-and, 1T possible, arrange to visit com-
panies/businesses/agencies personally to explain DACUM and to request
.their cooperation in the identification and release of expert workers.
A second option; when time or travel funds are not available for per-

- .sonal visits, s to make oily, telephone contacts.to explain every- “ -
. thing. A third option, used successfully by some institutions, is to
. - Invite al) appropriate employer representatives to come ‘to the school
or college for a brief presentation about DACUM dnd discussion of the
type of assistance needed. The telephone contact approa‘gh offers a
considerable saving of time for the coordinator, as compared to the

| ' .mdividua_l visits and presentations q‘pproaqh. ) - ,

Coee e Contact all nominees by phone (or, 1f possible, in person) to explain ,l

= DACUM and answer possible question$. - R L . :

* ‘Make arrangments for an appropriate workshop meeting room (this is
very important; vecommended arrangements are discussed in detafl later
in this handbock). .t L

. ' . o Complete -'-t'he' 1den't1f1,cat1'on of émployers who are ablé- and wﬂ-ling- to

Twenty- to thi;'ti'days gr_ior"- to the_worksbop, do the followingi :

P Confirm a1l arrangements.made with DACUM partdcipants by lettér,. in-
dicating meeting location, time, directions, and sp forth. Copies of
these letters 'should also be sent to the appropriate supervisors or®
managers of the workers. This is also.a good time to send.a Timited .
- amount of visitor information (e.g., campus map, brochure of programs
offered) to each participant. - | Lo L

o Make arrangements for coffee and/or other 1ight refreshments, for
 meals, and any. necessary 1odging or group transportation.

o ldentify someone to, serve as recorder during the DACUM workshop. The
recorder must be able to spell correctly, print legibly, and be willing
to record messages only when dir_ected to do'so by the facilitator.

Five to ten days prior to the workshop, do the following:
o Make phone call‘sito DACUM -parﬁcipants'w confirm their participa-

tipn, answer questions, and so forth.

12 | . .
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o Assémble worksﬁo su
g noq;gsrking guttg; fggty sheets jof 8 1/2
es of 5"

pac

-

. Workshop.

instructors, program coor

to welcome the DACUM participants officially at the

s

Vies (e.d., Fun-Ta

-

g

_‘,

Hold-It, or other brand of
x 11" clear white paper; four

x 8" white file cards; three or four felt-tipped pens

First Day
8:30 - 9:30
' 79:30 - 11:00
11:00 - 12:00
112:00 - 1:30 |
1:30 - 5:00

. 1 3

Second Day
. 8:30 + 12:00
12:00 - 1:30
" 1:30 - 3:30
3:30 - 5:00

L)

5:00

L

-

. o Make a ‘final check of ro
arrangements. ~

o Meet and review élans

‘Introductions and orientation
;dentify duty statements’
Identify -task statements for one dug‘ area

Most ftems are available f

" The_day before' the workshop, do the following:

, v N
with the DACUM facilitato.

SUGGESTED AGENDA

~ FOR TWO-DAY WORKSHOP

‘Lunch Break -

. 9.

L]
0

If desired, prepare an agenda such as the following that.
participants an 1dea of the schedule to be observed:

S

._“_

Complete identification of task statements

Lunch Break

Review and refine duty and task Eggtéménts.
Sequence duty and task statements, and exercisé other

Adfourn workshop.

13

options as desired and as time permits

21

om, supplies, meals, apd all other °

N with blue, black, and red ink; a pointer; and nazﬁ placards- for all
o commi ttee members). rom.

sup&\y\.store.‘ .

* Decide 1f observers -are abgro,riaté and, if so, extend invitations to
oordinators, administrators, advisory committee
chairperson, and so forth. None of these persons should be d)lowed to
rticipate in the workshop discussion, however, and the number of

.
. oEser.veg'§ h

ould be kept to a minimum to avoid possible distractions.

o If desired, invite an appropriate school or university administrator
beginning of the

any book or office -

&lg‘ive/ .“

<

" Identify task statements for three to four duty areas

N .

ond
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Seleéi and Prepate Room for Wodgshop

' Because the DACUM process depends he _vﬂy on gv‘ou;') dynamics, there are
certain features required of the room in which the uork_s;hop.-uﬂl be conducted.

B Room. The room s_electéd shoul d have a funbr'olleh wall surface Of at least,
o 30 feet and should be of sufficient size to house the participants and any -

- ~ observers comfortably. There should be no.dqors, windows, or other obstruc-

tions on the wall that will be used to constryuct the DACUM chart. -

The room should be located in a quiet area and should be well 1ighted and
well ventilated. The facilitator or .coordinator should check the 1ighting and
climate controls before the workshop to ensure that they are functioning, prop- o
erly. A committee cannot function effectively #\n an environment that is too- S
hot, too cqld, \or too stuffy. e . . : , e

-

. 1f observers are ta be invited, the.room must h(a#e easy access to and
from the observers' section to avoid distracting or dfsrupting the committee.
If thé room to be used is small and lacks side or rear door accessibility, it .
fs best to discourage observers, as their movement in and .out. of the room may-

. be disruptive. ' | e - S

‘*urgiture type and arrangement. To facilitate the interactions that must
take place in a B‘ﬁ CUM workshop, the participants should be comfortably seated
so that they can easily see and hear each other, as well as read al) items ..
placed on the wall. The best arrangement fs to seat participants in comfort-
. able chairs behind tables that -are arranged in a semicircle. The participants
should actually face the wall upon whiclr their ideas will be written and
. _displayed; however, they must®also be able to see and hear other participants.
. " The Aables serve a twofold purpose: they create a work space for the commit-
tee members and act as a barrier between them and the wall. A small table for
"the recorder should .be located at one end of the wall.- Figure 1 illustrates -
the desired seating arrangement. ' . ' |

Unbroken Walt 30 feet or More o : . a

- -

PFig. 1. Ideal DACUM sesting arvangement
o T L n
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A refreshment table should also be set up in the rear or on one side- ..
of the meet{ n? room. Participants should be permitted free access to the
refreshments (e.g., coffee, tea, soft drinks, pastries) during breaks and
throdghout the workshop-sessions. “Figure 2 {llustrates a destrable rdom
arrangement for .yonducti ng a DACUM workshop. . h

. ' 5 o ) . - o

.. Location of meeting. Theré are pros: and cons to conducting the DACUM on

_ the -campus versus o e campus. As long as the room s conducive to gréup
interaction and s free from distractions, the specific location s a second-
ary consideration. Some schools and community colleges may want to bring the
commi ttee members to the campus for public relation purposes, &s well as to

. ‘make it easier for other faculty apd administrators to stop by and observe the = - A

- proceedings. Others may prefer to use motel meeting rooms, which may offer . o

' better physical arrangements and greater convenience fo/v; lodging and meals. ‘

b .- . .l
/ e . W

| L : . - ' ) .k \ ,. .
cide Whether Obseivers Are Approprlote ,./- : ’ : o

, 8 . [ ‘
'« Most colleges,. schools, and unfversities that host DACUM workshops invite
- faculty members, support staff, administrators, and selected others le.g.,
advisory council, committee chairpersons and members) to observe all or part.
" of the workshop. . Some institutions may invite representatives of the news
" .-medfa to stop by, observe the proceedings, and photograph and/or interview -
. participants during lunch or other break times. Although excellent publicity
. may be obtained this way, care must be exercised that observers do not inter--
fere with the occupational analysis process isself. All observers need to be
Anstructed politely., but firmly, that théy may not ask questions during the
. proceedings or otherwise participate in.the qomittee!s dtscusgjons. - o

. 1f the size 'and layout of the meeting room permit persons to.observe . '
.. the Rrocess without undue disruption, observers can increase their knowledge ‘
" of the DACUM process thirough such first-hand observation. :This technique
- has permitted many institutions to gain and strengthen the support of other. [
. instructors, supervisort. and administrators-for using the DACUM procedure. < E
Another option is to videotape portions of -the workshop. "The tape can -
. then be made available, later, for interested faculty, administrators, and: "
S board members. Because some partions of the workshop are likely to be: quite.
repetitive, unobtrusive taring and quality editing can show the hightights of
the total procedure on a thirty- to sixty-minute tape. ° , :

- Pian for Follow-Up Activities ' | .o s .
. Before the workshop begins, the coordinator should consider what follow- ,
up actiVities-are necessary or, desirable. For exampie, the institution may S8

, want ta"identify occupational experts among the DACUM participants who can

A also serve.as subject-matter experts for a relevant training program to be .™.

. developed or updated. These persons could help with the further ‘development

" of the curriculum and/or be called in as industry. experts for’classroom or'-"~

. laboratory presentations. ) % ..

. . 1
é _ ;. 15 N a
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SOURCE: The DACUM Coordinator: A Trhining Manual dev
Education System, Columbia, South Carolina, 1983.
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+ = clerk, in-one DACUM workshop.

rsons to serve either as members of a new -

‘advisory committee ement) members for an existing commit- =

tee. If such selections are to be made, the instructor(s) and program coordi-

nator or department head should be .i nvolv and agree to:the procedure. = - o

. @ ' 5

DACUH workshop planners should al so dedjde whether a verification process.

will follow the DACUM workshop, so that the participants can be told what the

next steps will be. Particlﬁants will also want to know when they can exphct

,to recefve a copy of the DACUM chart and whether the institution plans. t¢ in-

volve themsfurther in any way: In most cases,

articipants will offer to be
of- furtlver assistance ln any uay posslb e. C e , -

N
.-, SHECING COMMTTEE MEMBERS\ -
DeﬂnetheOccupoﬂontobeAnol\@ed . " NI \\ . T .
Before any conrnlttee members can be fdentified, careful thought nust e v
3even to determi nlng what occupatiofi is to be analyzed. There 1is a danger— R
fining. the "occupation to be analyzed efther too narrowly or too broadly, ' |
Deflnlng the occupation too narrowly may result in programs whose trainees , v

may be quite 1imited ‘as to the job opportunities for which they are prepared.
Defining the occupation too broadly may-result-in a program that requires more
ime than is reasonable or in trainees who receive only general preparation
n a wide range of tasks. When the committee assembled for-a DACUM is too. ‘
diverse, the procedure tends_to break down,\because the members may be
unfami llar wltn much of the work perforlned other members, ° '

- - For exampue. an -analysis of the clgyical) field may 1nclude persons em-
“ployed as mail clerks, file.clerks, receptiontists, typists, secretaries, med-
ical "secretaries, legal secretaries. and adninistritive assistants. Although = .
‘there may be similar: tasks performed by person enbl oyed in these jobs, the - :
overall nature of the jobs varies so widely that-to attempt an‘analysis *of .

_such a broai.occupational cluster through one DACUM would be unwieldy and
probably- inconcldsive. It would be reasonable,| however, to analyze two -
closely related jobs,/ such as typist and secretary or mail clerk and file

53 ' Hhen “the scope is appropriate, tne DACUM rocess may provlde justlflca—

. tion for a.dicotomy or a werger of existing'tvaining progr'ams. For example,

.- which specific tasks separate a “legal secretAry” .from a “clerk-typist?*

scnool or college to offer training in both fields? ‘

rately as possible .
" yncluded and excluded. Before starting the Selection process. it is useful to

are common to both jobs and which are different? Are the Jobs .on a paraliel
level with one:another or is successful experience in one job a prerequisite

Shou'd dlffw%l%%c:rlcula angd training proj ans be developed? Which tasks
to employment in other? Are there enough adequate job openlngs for the.

[} o . ..
Slnce the occupatlonal definition that 1s used predeterlnlnes who are tne

eligible partlclpants for selection, the occupation must be defifed as accu-
cisfons must be made as to the types of workers to be ,

-

.. a b 17 - o : : '-:
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their vartauws'job titles.- :

. . 4./.\ -.'- ,
- -business applications, tﬁ& nature of the firms.employing such workers apd

&

. -®
-

or It is also useful to develop a “wonkiné" definition of the dcﬁupation o "

L)

that specifies the general areas of responsibility or work functions:that »

are to be iricluded in the analysis.

: 0 The
L . '(DOT) and, the.Occupational Outlook Handboo
\ . - for devising a three- to five—senfgg;e working definition.

Dictionary- of Occupational Titles -« ..
k (UOR) are va1uaE1e references - . B

’ L

Other usefu1.resodrces¢fbr devising working‘def1n1tioﬁs include ;xistb" EAN e

CURRIEULUM MATERIALS SERYICE™
Vocational Education Building:
- Colorado State University
Fort Collins, CO 80523

DACUM EXCHANGE
Humber College of Applied
Arts & Technology

. ' 57 205 Humber College Blvd.

. et

- ERIC

AFulToxt Provided by ERIC

- Rexdale, Ontario MIW-5L7

© INSTRUCTIONAL MATERIALS LAB
. The Ohio State University
"154 West 12th Street, Room 139
Columbus, OH 43210

*

.The. six CCCVpcations are as follows:

- EAST CENTRAL CCC
Sangamon State Unfversity
Springfield, IL 62708
217-786-6375 . - -

MIDWEST. CCC
. 1515 West Sixth Avenue
- Stillwater, 0K 74074
405-377-2000 .

NORTHEAST CCC

Rutgers University

200 01d Matawan Road
01d Bridge, NJ 08857
201-390-1191 e

.’ i ’ .

-

~ 1ing job descriptions and occupational analyses. A number of state curriculum \
laporatories (e.g., Ohio, €olorado) have conducted occupational analyses’and , = .,

. published their findings. Exfsting sources (available at reasonable cost) o
that contain working. definitions and occupational analyses are as follows: .o

. o , .

OPEN ENTRIES, : .

The Center for Studies . . -

in Vocational Education: ’ N
Florida State University °

Stone Building . 't
Tallahasseé, FL 32306 A\,

., V-TECS

+ The federally funded cur;iculum'c00rdinition‘cent rs (CCCs) .of the National
.Network for Curriculum Coordination’ in Vocational-Technical Education supply -
analyses to.{individuals.or organizations in their respective regions as-well.

.
e
<

18

" University of Hawaii at Manoa

. Honotulu, Ml

“Curwiculum Publications

~ Clearinghouse

Western I11inois University S
46 Horrabin HaTl - -
Macomb, IL 61455 o ., ,

-

NORTHWEST CCC - | .
Building 17, Airdustrial Park .o :
Olympia, WA 98504 ' ..
206-753-0879 o |

SQUTHEAST CCC

MTssissippi State University -

Drawer DX . ’
Mississippi State, MS 39672 o
601-325-2510 .

WESTERN CCC

1776 University Avenue .’ ‘
96882 - - .
808-948-7834 °
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A caveat is necessary at this point. An anal¥sis obtained through the-

. literature from another source should be used with caution. In some

| ~ occupations, the 1ists may be considerably out of date. Also, unless the
| tasks are werified by local ‘experts, they may or may not reflect the actual
) tasl\pe ormed by local. workers. . : ' |

“dp " . ) . .

A working definition can be used to guide the identification'of firms em-
ploying the types of workers needed for the DACUM committee. Later, the com-
mittee can be asked to modify the working definition to more accurately re-
© - flect their actual occupational anakysis. The duties or general areas of re-

a sponsibility are often adapted as phrases in the final definition.

*_ Identity Sources of Committee Members

) Equipped with a working definition of the occupation to be analyzed, the
DACUM coordinator is ready to begin the serious task of identifying firms that

. employ workers with the type of expertise reeded. One of the first decisions, . n
‘'when beginning the identification of DACUM committeé members, is to determine .

- what -geographic area should be represented. . - | l

'~ Although some DACUMs reflect national or statewide orientation, most are
based on the labor market area served by the particular community college or
secondary school needing the analysis. In this sense, labor market area may
be defined as that geographical region where the majority of the school's pro-

T . gram graduates obtain jobs or:-are 1ikely to obtain jobs. If a state curricu-

4 -Jum laboratory is sponsoring the analysis, the geographic area of concern will
probadly. b‘e"the entire state, even though some students are 1ikely to cross
state boundaries for employment purposes. ' '

_ In selecting a committee, 1t is fmportant to ensure that its members rep-
resent the entire region being considered. - Depending on the particular ‘occu-
o pation to be analyZed,.it may also be desirable to stratify the companies by
. e size (i.e., large, medium, small) and/or by type (1.e., private versus public)
of employer, and so forth. Whenever there are one or more factors that may
{nfluence the degree of worker specialization or other aspects of the worker's .
job, consideration should be given to selecting a stratified sample in order
_to obtain proportionate representation of each category of worker .in the occu-
pation.: - . - ] I

There are many ways to identify sources of committee members and key v
_contact persons within the firms. Seven major sources are discussed here, - .
although there is no reason to 1imit the selection process to these sources. ¢
o In most cases, two or more of these sources may be used to identify the type*
: and category of expert workers needed for the DACUM committee. - :

%o serve on the committee itself, they may be asked to help {dentify potential
committee members. Instructors should know of many--if not most--of the -firms
egnploying the type of workers needed. - S : o

> ' b -
~
- \\
-
. -

AN

| Instructor(s). Although the school '1nstrui:tor(s) should not be permitted /?

19
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Instructors may atso know contact persons within some of the firmsa and
even the names of some of the candidate workers. Of course, care should be
taken to avoid having instructors nominate only former students or other per- .
sons who, for various reasons, do not meet the selection criteria (suggested
criteria are outlined in the next secﬁ@on of the handhook). Involving the
instructors at this point, however, is\not only a good weans of identifying ™
committee members, but can also help greatly to elicit or maintain their

~ support for the DACIM procedure. . \

. Advisory committee. As with instructors, the members of a releyant ad-
~isory committee--particularly if the committee has been active--may be an
excellent source of employers' and/or potential employees' names. The advi-

types of employers hiring the workers needed and on-any specializations that
,  ought to be considered, - o o o . ot
\\ . .. . N . B _ . .
Former students. In cases where a relevant occupational training pro-
gram has been operating for several years, one or two former student s may
be selected. for the DACIWM committee, if they meet the specified criteria.
- Employers of former students consjitute a list of employing agencies to -con- .-
sider, whether or nrot former studénts are selected. _ a

_ Chamber of Commerce.? In most communities, the Chamber of Comﬁerce main-

tains 1ists of various employers by occupational category. -Educators are | -

usually more than welcome to use such lists, once their purpose is made known.

The names, addresses, and phone numbers of contact persons are also commonly |
available from this organization, | : .

Business and industrial associations. Many (though not all) business
~-and, industrial groups form societies or associations for professional pur-
poses. Some of these associations have business-education liaison committees
whose function is to link with the schools and colleges in mutually benefical:
ways. Such associations are rich sources for potential ‘committee membérs or
of appropriate information lgadtng to gontacts with potential participants.

Yellow Pages. Alihough not atﬁay% a comprehensive listing, the Yellow
Pages of the pEEne directory may be a useful reférence in most communities, =

sory committee members should also be able to give sound advice on the various |

" Public emglo¥ggnt division. This office exists in most urban communities

and 1s usually able to provide the names and addresses of employers they have
surveyed or have listed job openings with the office. .

The careful identification and (if appropriate) stratification of employ-

ers in the labor market area served by the institution may be very worthwhile
. in terms of ‘the DACWM outcomes. The proper representation of expert workers.
‘ and supervisors on a DACIM committee i$ esseﬂfihlgmo obtaining a relevant.
- analysis of the occupation, ik L

- “h,
B g
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Criteria for Selecting Committee Members

In addition to identi fying committee members who represent the geographic
. ?ion and the various types of employers“nvolved in the occupation, individ-
members selected for the DACUM workshop should possess several {important -
qualifications. For thé DACUM coordinator, the proper selection of these com-
mittee members {s probably .the most critical aspect of organizing a success-
" ful workshop. The quality of the interactions that will take place, as well
as the-quality of the resulting DACUM chart, depend heavily upon the persons:
selected. Experience suggests the following criteria to guide the selection
process. A Iist of the criteria is shown.in figure 3.

i'_' . . . 'F

4

- Technical pompeie;\ce X
* Full-Time Empioyt_neni | ._ a . o | . |
. I'f i 0 Occupaiioh&l Represe'ntaiiveness 1. _. . .

» Ability to.Communicate - B R

". , | A Abllity to Cooperate as Team Member
Ky FreedomiromBias S . o R

o Full-Time Commitment o d C . .

B ‘Figia.cmmmodiqgeommmnmpqp.

N

Technical competence. Anyone selected as a DACIM partici pant must. be
technica|ly competent and perceived as an expert in the occupation to be -
analyzed. Individuals selected should have a high degree of skill in the
occupation and should be aware of current developments and. need$ in the field.
Keep in mind that the number of years worked is not necessarily indicative of
-attained ‘competence. Generally, the immediate supervisor of the workers can.
help identify the best employee. ’

. Fuli time emplolment. Individuals selected should be currently employed
in the occupation on a full-time basis. This helps ensure their knowledge -
of and familiarity with all aspects of-the job. Some of the persons may be
supervisors, as long as they are directly supervising the workers whose ‘jobs
are to be analyzed. Supervisors who have had recent practitioner-level
experience in the occupation can provide useful insights into the job being*
analyzed_and add a “reality check" to the process. However, no more than 20

® percent of the committee should be supervisors.,

: s " |

‘ . A,v o 929




Occupational representativeness. -If the occupation is diversifigd in - :
. terms of worker specSa!izations. the committee members must be selected to Toe

- Ability fo copperaté as a team mémber . Because' the U\cm'process - ST
~volves 5ra1n§torm#gg anE\CQh:?nsus seeking, the committee members must be able .

D A L

P

Y

reflect those specializations. To the maximum extent possible, the make-up

of the tommittee should reflect the actual employment situation in the labor

market area being served.

 Ability to communicate. Committee members must not only be skilled but , :
shoyld also possess the ability to describe verbally the tasks they perform. ' g .
Some highly skilled workers are either unable or extremely reluctant to inter-’- -

~.act in'a group setting. To be -effective contributers, committee members must

be reasonably articulate in order to explain what they do in @ precise and =
accurate way. - ' . L - P

M A4
™ . .

n

to 1isten respectfully to the views of others and participatereffectively ‘in

group discussions., Members should be able to interact without dominating or .- .
being dominated and should not overreact to criticism or to having their con- = .
tributions analyzed or reorganized.. - _— C :

.
™

¢

. Each member myst also be a willing parfiéipant. one who accepts the DAC M
approach to occupational analysis and who desires to participate in the pro-
cess.- This excludes persons who are "sent" without explanation or are simply

‘assigned by the bos$ to "fill a seat” on the committee.
: ' - ' L] S

.~ s 5 ‘ . L
Freedom from bias. Committee members must be open-minded and free-of
biases related to training methods, training time, and trainee qualifications.

 This is the primary reason why instructors should not.be commi ttee members.

“~,.“'Because of their concern with having to teach'the tasks identified, instruc-

.tors may. try to influence the'committee's‘contributions. For similar reasons,

.. the competencies needed by current practitioners. -The selection of managers
‘ who are poorly qualifed is likely to result in their embarrassment and

as well as'the possible lack of technical competence, union leadérs..pe;sonnel

.officers, and othgr managers should also be excluded.

| ‘Full-time commitﬁénf;; Commfttee»mem§ers should be able to devote full |
time to the DACUM workshop for the required perted._It {s ket to select .
an alternate participants then to accept someone who wilt: the process )

. or destroy the needed continuity by being there. only part of the time. .It is | __‘ ¥

ssions, because

crucial to stress the importance of being on time for all
rientation or -

persons who are late or are part-timers who miss some of t
group discussion, may seriously disrupt the proceedings.

~ ~ Summary. ”Aigood DAC WM committee'is representative of the best people
(experts)

erts) available in that occupational field. Sometimes pressure is exerted
on the coordinator to include people in top managemént because of the public
relations value associated with their selection. Such pressures need to be
firmly resisted. Experience has shown that ‘personnel managers and other top .
exectitives make poor participants,:because they are only generally aware of

-

*thereby
promote poor, rather than'good.-public.relations.- K * T
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. One rule that annoys some vocational teachers is that instructors in the

. propgsed training program are not permitted to serve on the DACM committees, °

nor can they make any changes in thé committee's chart when it is completed,

' "This rule prevents an instfuctor from wittingly or unwittingly influencing the Ry

"~ chart reflect the-instructional resources available. . , \

';ogpl occupation. Selection of the right participants i one of the keys to
eve ) o

 Invite Committee Members and Confirm Their Participation = - .. " e
~+ _ At this point, the coordinator should have defined the bécupition'fo be |

‘analyzed, -1dentified potential sources of committee members, and determined
" the criteria to be used in the selection of members.- Two other major tasks

‘pective committee members.

" ¢ Contacting the cbmganx. A coordinator may be fiesistant about contacting |
& company to ask 1f.they are willing to participate in the DACM workshop by .

committee in accordance to his or her own intérests and skills, or making the

\

_Anj’zheightingﬁ of the;commiftee"thdt makes it unrepresentative of th;
occupatien must be avoided, For example, selecting several recent graduates
of the occupational program being analyzed would not be representative of the

loping a comprehensive and valid DAC WM chart. e

must be carried out'before the DACUM workshop: (1) contacting the companies
that employ the type of expert workers needed, and (Z)Vcontacting the pros-

releasing one of their best workers for two days. However, most business o .
and industry personnel are truly interested in cooperating with vocational- =~

technical educators when they féel the participation will be worthwhilef

- The main -thrust in ééntactiné an employer should be to convince the per-
sonnel manager, supervisor, or other contact that the school needs the com- .

. pany's help to update or establish a relevant educational-or training program.

~ employers in the community. - e

" The coordinator .should assure .the contact person that one or more. expert work-

ers’from the company or business_is needed to specify the tasks that workers

.in that occupation ‘perform in order to be successtul on the job. The coordi- ¢

natoe should impress upon the, representative that the results of the DACM
workshop will be used by the institution to develop a_ curriculum and instruc-
tional program that will produce skilied workers for that company ,and ot her

The coordinator will not have to convince many companies’ of the'impor-' o
tance of a competent work. force. The more training and skills an entry-level . -
worker gﬁssegges. the less training time-and investment a company must expend. :

‘ It 15 important for coordinators to make an appointméht by bhone to visit
companies, businesses, or agencies personally to explain the .DACWM process and

" to request their cooperation in nominating and releasing one or more workers. .
‘During the visit with the employer, a coordinator should be prepared to-ex-

plain the DACIM process, how the results will be uskd, and the qualifications
of the worker or supervisor needed. Experience.indicates that having a one- - e

- or two-page written explanation and a sample DACIM chart to.]eave,with the

¢
[
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employer can be very helpful. Coordinators should also be prepared to write
formal letters of request' for_assistance.on their institutions’ letterhead .
paper, sljlo'uld; the busjness or industry contact require formal approval.

: A second option that may be used when time and/or travel funds are lim-
ited is simply to make a phone contac} to the appropriate employer representa-
tive and explain everything over. the phone. Although this approach has been’
used successfully, employers are fore 1ikely to take such requests seriously
1f the coordinator visits the employers on their own turf, Personal visits,
of course, alsp permit the immediate exchange of rélevant materials and a bet-

ter opportunity to learn more.about the firfis. Personal visits may also allow

- for brief personal interviews with one or more prospective committee members,

“during which time the coordinator may be able to form an opinion as to whether |

-:the'_ <andidate(s) possess the desired characteristics.

(3]

" A tHird option used successfully by some educational institutions is

. to invite employer representativés from ten to twelve companies to.attend an o

" orientation meeting on DACIM at the college or school.. This approach, where

- suitable, offers a- considerable savings to time for the coordinator when com- -
..pared to the ingﬂvidual gompany'vi.si'ts and presentations ‘approaches. = - ..

. ¢ (One approach that has.usually not worked very well is the use of letters,

. Written requests are often referred to public relations officers who may want .

‘to be helpful but may not be well qualified to assist, These' persons may lack

‘knowledge -about the assignment and may nominate themselves or other people who - . )

are not technically or personally suited /for the work. I1f letters must be

used, persons responding to the letter should be strongly encouraged to call
“the coordinator ig order to discuss the request and. type of person needed -
" before nominating’potential -committee members. P

Y

o Coniactin* the praspective committee member. The most efféctive strategy -
. to obtain participants for 2 committee 15 to meet personally with each

nominee, as arranged through the empleger, thirty to. sixty days in advance of

. the workshop. If there is sufficient time, this one=to-one technique elicits ‘

“the best results. : _ | o
‘ . N - . . . ‘ - .

A prewous, third-party personal contact at the local company or. industry

| ﬁay also be ‘helpful; however, the coordinator's own involvement” is invaluable, -

Persons sent to a workshop by the “boss,” without any personal contact by the..

" coordipator, often resent the assignment, Because-the first contact makes the

most lasting impression, the coordinator shodld try to arrange it him or her-
~self. or with the help of the employer. . o o

| "If the coordinater must rely-on third-party sources for the selection
of committee members; he or shé should ‘impress upon the third-party “agents"
the relevant criteria for selection of committee members., ' The coordinator

will need to give the contacts-a written copy of the criteria to_guide their
selection efforts. The coordinator may also gint to. give the contacts a .

jetter of invitation, along with basic introductory information about the
DACIM. process. o - .
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Telephone contacts may have to be employed for long-distance participants
and hard-to-reach people. If the coordinator's time is-1imited, it will prob-
ably be netessary to resort to, telephonecalls;_A formal, written confirma-
tion and introductory information about -DACUM should follow all phone: calls

- within the week. h L TR . .

e

ually a letter, by itself, will not elicit a response, let alone secure
a compiittee member. Only in combinations with other techniqueslwil}\]_gtter .
-~ writyng prove productive. - = ot , T
-/ Prospective committee members may bé hesitant. to make commitments to & -
~ ney or different. experience. The DACIM coordinator must explain 'the purpose
. - of the analysis and the role of the committee member in the process. The
members should be told that they will: be asked, along with other workers from
. the same occupation, fo identify the varfous tasks they cerrently.perform on .
the job, 0 - ' LT
o ' .

" Because they age performing these tasks daily, they need no-special prep-

Eut, the DACIM workshog_ cannot succeed without the help of worker experts,-  ~—
‘because they can describe their daily performance--in terms of the duties and
tasks they perform:-better than anyone else. ., - . g .

. During the "explaﬁation. the coordinator must stress the importance of
- the. full-time commitment to the workshop. Each committee member. should begin,
. pagkicipate throughout, and-finish the entire workshop. It.is important to-
¢« avoid asking someone to becomg a committee member if ‘he or she is really-not
- . interested in the activity. Such a person will probably not contribute much
"to the development of the analysis and may éven be destructive to the process.

In cases where the coordinator, for whatever reason, makes contact with
a worker who’ is qualified and willing to serve on the DACWM committee before

. contacting the employer, the coordinator should offer to help the worker
obtain company approval. Such approval can usually be quickly obtained by
getting the name, p_o"sn“".:and phone number of the appropriate supervisor

- and making anexplanatoTy phone call. L . '

A Experiénce has shown that if proper selection procedures are followed,
few workers w)) object to participating. -Most persons rightly consider it
an honor to be selected -as experts in their field and are glad to accept’ the
responsibility, even when it means giving up some of their personal time for -
the activity. ' - S SR '

To completé the selection process, it is highly ‘recommended. that the
coordinator make confirming phone calls to each participant five to ten days:
. prior to the workshop.. This provides them with an opportunity *0 ask any
‘questions and to confirm their plans to attend the workshop. If one or two '
persons must cancel out at this point, there is still time to seek qualified
~alternates. - : o L. . T
’ I'd

L}

j."aration for the DACUM workshop. Each person is considered an expert. Simply.
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Sample letters and other materials. Although the DACIM coordinator.
should develop his or her own Tetters and tailor them to the specific situ-
5 v ation, appendix D contains sample legters of the type that should be sent to
| the employer .and participants to confirm arrangeménts previously made. Also
.- contained in appendix D are a sample DACIM information sheet and a committee
" ‘member data sheet. The data sheet provides an effective means of keeping a - -
record of all contacts with participants, and the information sheet contains

adequate advance information for most persons.

v .

‘Make Other Arangements o L
A few other important tasks remain to be complete;l before the workshop -

begins. Although these factors may be considered secondary, they can greatly

facilitate a well-conducted DACUM workshop. g |
. - - Recorder. A recorder should be selécted to assist the facilitator from
“thé begTnning to the end of the workshop. This person's primary fugction is -
. -to print the duty &nd task statements legibly on sheets of paper or cards that
© . are attached to the wall. The recorder shogﬂgl be able to do the folk.loui_ng;l , !

o Listen attentively to committee members L YN
o Take direction from the faci)itator = o :
:O'Prinf quiékl’y and neatly |

¢ Spell words correcti'x

-

[ . oy
- -

 The recorder must resist temptations-to speak about.or write task statements
~ before the facilitator has obtained the consensus of the committee. The
. recorder may also be asked to transfer all information. from the wall to sheets - .
. of paper at-the end of each session and at the conclusion of the workshop. ' .

" Name tags and placards. . Once the committee-members have been fdentified, .
« the coordinator ‘shou ve a secretary prepare typed name tags with both the
. .committee members and their companies’ name on them. Name tags, when prepared

l
i
in large, easily readable type, help the participants become acquainted with N T
" one another, | : ' . P e . 7 . 1

It 1s recommended that well-lettered- cardboard nape placards also be
" . prepared by a grapbics specialist to aid with name recognition. Request the - .
“ names ‘to be boldly printed on both sides of the folded placard so that the . .
" commi ttee‘members, as well as the facilitator, cah quickly identify the ' WY
pagticipants by their proper namgs. o I .

~ During the coordinator's personal interview with or-phone call to ‘each. . -,
committeé member, he or she should be certain to ask what names the partici- .
pants wish to be called and their spelling,.if there is any doubt. Well- .
prepared name’tags and placards can help create a favorable first.impression
of your organizatjon, as well as greatly facilitate personal interaction,

-~

[
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Parking and ‘security. If the workshop is held on.a college or school
campus, the coordinator should be sure to infogm security about the dates of
the workshop and the number of visitors expected. It is a good idea to ask
security personnel wherg. the visitors should park and obtain any needed park-
ing stickers and specific directions that will avpid the embarrassment of
. someone becoming lost or betting a ticket. The coordinator should also be.

. sure .to arrange with both janitorial and security personnel for the overnight
safety of the-room and its contents. The coordinator needs to particularly
stress that "NOTHING: IS T0 BE TOWHED OR REMO\IED FROM THE WALL.Y -

Lunch and refreshments. It is customary for the host institution to
provide for -the Tunches of the participants for the.two days. Lunch arrange-
- ments should provide the participants with a reasonable selection of items -
without taking an undue amount of time. Some institutions’ have the lunch set
up and catered in a nearby room, and others have the committee members eat im-
the faculty dining area, whereas still- others take the group to a nearby cafe-

. ~teria or ‘restaurant. The main concern,is ta make certain that any ngcessary

arrangements, transportation, reservations. payment proc'edures. and 50 forth
. have been made and confi rmed. s .

"9

It is also customary for the host institution to provide reasonable * .
. refreshments for -the participants during the two-day session. This generally
- means offering coffee, tea, and donuts or pastries in the mornings before the
workshop begins and at the mid-morning break. For the afternoon break, the +
‘host may also wish to-offer soft drinks or lemqnade and. perhaps cookies or
other sna,cks. -

\

: Messages. The coordinator should alert the switclboard operator and a
secretary to route phone messages to the committee members. TT vS-preferred
that a telephone not be present in the meeting room, but during breaks mes-

. sages should’be given to committee members. A phone should be available
nearby for -any essential return calls, but the coordinator should try to

minimize potential disruptions of the analysis process. '

Public relations. Many institutions want to maximize ‘the positive public,
relatTons potential that can result from a DACWM workshop. Some schools and .

colleges work with companies to prepare joint news releases, photographs, and o

~ special reports about ‘the DACWM workshop. If an institution employs or can
" hire a photographer, the coordinator may want to have pictures taken that can
be sent to the participants, the cooperating companies, and to the news media,
*,. vA photo of the finished -chart with committee members in front of the wall has
" a good visual impact for many audiences. I S

., The DACIM coordinator may contact one or more locgﬂ media representatives'
to arrange for interviews with the participants at the workshop. If so, ar-

rangements should be made-for the second day of -the workshop, and the activity

should occur at lunch time or during ‘breaks, Although media representatives
may be invited to observe part of the DACUM workshop, they should not be. per-
mitted to conduct interviews or take candid, in-progress photographs that will
distract the committee members during the analysis sessions.  You may wish to

s
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supply the media with a list of the companies’ and participants' names a few

. days before the workshop. See appendix E for an example of an article that ' - -
~ has been written about DACIM workshops, . . : - -

Observers. The coordinator should cdmmun‘icate to the appropmiate -insti~

tutional personnel that a DACUM workshop will be occurring. ' If observers are
to be allowed, thé céordinator must specify clearly who is invited and what
procedures must be followed by those attending. It is essential that ebservs
ers enter and exit as 1nconspjgugnslxnpnssitglez-and remain completely silent

L4

except.during _b_reak’s or at mealtimes.

g

e

=1

official welcome to the committee members, that administrator should be -
briefed as to the occupational area, companies represented, time of meeting,
and so forth. A'welcome by.a top administrator, as'well as visits by other

administrators, help convey to the committee the importance of their wotk to -

the institution, _ _ _ , < .

. e

Official welcome., If a hig-h-levél admini strator of the institution gives .
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»' " DURING THEWORKSHOP -

. . " CONDUCTING THE ORIENTATION (STEP 1)
The first step in conducting any DACUM workshop is to carefully orient

. the persons assembled to what will be happening during the next two days.

* The orientation must be.well done and should use a rather informal, nontech-
nical explanation of .the riocedures and concepts involved. The committee
mémbers need a straightfurward explanation of several topics in order to

. ‘understand clearly what their job is and how they can accomplish. it by work-
) } ng_icl:?:::ggtively with the other members of the DACUM committee and the -
’ GC N e - . ' . .® : e . . . -

This section addresses each of those topics and suggests how they may
" be handled. A suggested outliine for orienting DACUM committees, as well as
copies of recommended transparency masters, are contained in appendix F.

- o R

" . Conduct Introductions . - . ST
The normal procedure for conducting introductions 4s for the DACWM coor-
‘dinator to call the meeting to order at the designated time and then promptly
. - introduce the administrator or other institutional representative who is re-
_ .~ _sponsible for officially welcoming the committee members to the institution.
" AlthBugh the officidl welcome shoyld be brief, ‘it is important to have a high- -
-1evel official formally greet the participagts and publicTy acknowledge, the
important contribution they will be'making to the institution's vocational
programs. The formal welcome should not, however, be used as a public- speak-
ing opportunity to promote the 1ns§1ti't'2fon‘s programs or _servicei.. S

4

. .After the of(icﬁl welcome, the DACUM coprdinator should introduce the "
faciljtator (assuming a different person £i11s this role) to the comittee. -
The coordinator should acknowledge the ski1ls and experiences of the facili-’ -

- tator that relate to conducting DACIMs. Whether the facilitator has a Ph.D.
degree or not matters little and, if announced, tends to have at least a° _
.temporarily intimidating’ effect on some workers. “The mast important- thing
{s to keep the introduction brief (practitioners are annoyed, as age most

_other people, by lengthy citatigns) and relevant to the DACIM activity.

. At this point, the facilitator should take over leadership of the work-
shop and maintain it for the next two days. The facititator must immediately - °
begtn to create 3 friendly, warm, 3nd cooperative atmosphere., After a few
words of personal greeting, the facilitator ¢hould ask all of the participants °
to briefly intfoduce themselves, Specifically, they should give their' names, -
. companies’' names, current sitions; and explain generally the ‘type of work
they perform or supervise aily. Introductions of this nature tend to help
_ “preak the ice,* help others to pronounce each others' names correctly,.and .
v gives the participants an opportunity to tell ;hﬁ other members aoything they °
.~ feel 1s germane to the task at,hand. e N L '

~/.
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C * Some facilitators begin with an ice-breaker question such as. “Where
- would you rather be {f you didn't have to be here?" or someaother nonthreaten-
_ ing, participatory activity, but these are not necessary. The key-is to se-
", lect an opening procedure with which the facilitator is comfortable and that

1S appropriate to his or her personality and leadership style.

The facilitator snould alsq introduce the recorder and briefly explain’
-the nature.of that person's job. It is important-that the committee members
know that the recorder is not one of them but is present to help the facili-
“tator accurately record the committee S contributions. . : .‘§ :

-+ . 1f the program instructor(s) or.coordinators are present as observers, 3
it is appropriate to briefly introduce themr in order to indicate their inter- - -
est in the committee's work. This is also a good time to stress their roles
as observers only. o

/
Esiobllsh Rapporl and Creaie o] Porﬂclpotory Atmosphere | o .
A After the appropriate introductions\,;pe facilitator s major responsi- -
T bility begins. ‘The facilitator must presenti concise and accurate overview
L of the entire DACUM process. in a relaxed but: forceful manner. The facilitator
. can “make" or "break" the participants motivation and enthusiasm for the
;unrkshop during the first fifteen to thirty misutes of the orientation.
" The facilitator must”quickly -éstablish rapport with every member of the °
group and motivate them to want tq participate actively in-the process. The
. facilitator should try to quickly:establish a first-name relationship with -
the participants, and point out how each member was carefully selected as one
- of the local-experts in his or her. particular occupation. . It.is important for
the facilitator to congratulate the members sincerely for naving been se-
lected. The facilitator should also s gess the. importance of the partici-
pants' individual and collectiye contributions to the institution. to its °
present and future students, and to thefcomnunity '

: N It fs crucial for the facilitator’ “to deuonstrate his or her own enthusi-
vt -.asm for the DACUM process andfproduct. One approach s to discuss generally
S how institutions have successfully used the process to develop and update
* their curricula. It may be helpful to briefly highlight the history of the .
.~ . DACUM process at this point. The facilitator should be careful, however, that A
.o« .- the participants do not have to listen to more than they want to or need to |
. know. It is far more-important to explain how the host institution.plans to :
use the results of the committee's work tb revise, upgrade, or expdnd current . .
training programs fn. the occupational area of concern. o
. The facilitator must try to put the workers at ease and reduce possible ‘li .
~ anxjeties by tel1ing them their job is primarily one of collectively describ- .
ing what tasks they perform in carrying out their jobs successfully. They
should De told that once they have defined what tasks must be performed, the _
program administrators, instructor(s), curriculum and media specialists. and .
advisory committee will -be responsible for deciding how the program should be
' -.taught, what: instructional materials need to be deveToped, and so forth. -

30
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3 One. good techniﬁu‘e to get-the §ommittee members participating early in
the orientation phase is to ask them to brainstorm the question, "How is a

curriculum usually derived?" Many types of responses are likely, such as the
following: - : ‘ L R

" o By the teacher,.based’on personal experience
* By a gommittee of educators . . |
) ﬁy'using the ”a.dapt-a-texcbooli“ approach . _ _
> * e By usiné a state core curriculun guide - l ‘ | \\
_ e By doing what the prexfous: teacher did o |
e By using a traditional job analysis . L '

- The facilitator should accept and encourage a response from every member -,
... of the conmittee. The facilitator should also point out that, depending on
the situation and ‘constraints, all the approaches identified may have merit,
but that the school really ought to be teaching "what the student most needs
for successful employment” and' that DACWIM'is a proven procedure for determin-
‘ing exactly what those needs are. - Transparency 1 in appendix F may be used
- to_1llustrate and summarize this key point. L

R At this point, the facilitator may use an illustration (see transb;r— :
- ency 2 in appendix F) to show that there are several alternative strate -
for determining curriculum content. The facilitator should be sure to point
- out that the “occupational research” option, although considered the most ob-
jective by some persons, ‘is also costly and time-consuming, which prohibits

its use by most educational instifutions. ~y

Now is the time to start formally explaining what DACIM is. As the acro-
nym 1S an unusual one, the facilitator may wish to use transparency 3 and 4 in
appendix F.to illustrate the derivation of the term. Transparency 5 may also

- be used to i1lustrate some cf the many different types of jobs and occupations
- that have been .successfully analyzed using the DACLM process. : T

~ Some coordinators have found it useful at this point to relate a story
about low a well-intentioned training program.can get out of hand without
sufficient advice from industry experts. This optional DACIM story outline. ~,
is given in figure 4. - : .

' State the Philosophy eemnd DACUM

. To gain the full cooperation of committee members, it is useful to ;
explain the following three assumptions, which philosophically undergird the
DACM approach to occupational analysis (see transparency 6 in appendix F):

. Exgert workers are better able to describe/define, tr{eir own occup-

~ tion than anyone else. “

| | | )
° -
.
. g
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NEED: A HEAVY EQUIPMENT OPERATOR PROGRAM N

* FIRST YEAR  Action: o Hired best operator they could find.
- o Obtained necessary equipment.
* Provided laboratony space.
Results: e Students spent an their. time on practicaa
— Job-related tasks. ’ )
_» Employers very satisfied with graduates.

o Teacher noticed other instructors had an office
and classroom and he/she wanted one too.

* Space limited so part of 1ab went into classroom.

-

SECOND YEAR Action: e Students spent time in. 1ab, ‘classroom, and operat-
- ing the equipment. Less time on equipment; more. - -
time spen heory. . - o

Results: ¢ Graduates still very satisfactory.

. ( . o Teacher noticed other students were getting
- ’ : . . courses in math, Eng]ish and science. .

. © Thought his/her students shou!d have those too. A
THIRD YEAR  Action: ¢ Students have heavy equipment class and lab, but - -
- have 1ittle time to practice actually operating the
equipment because of other class demands on time.

. Students studied math English, science. o

- ResuIts' o Graduates are unable to get jobs as heamy :
equipment operators even though they now have

@

- improved math, English, and science ski]ls.
‘o Employers are dissatisfied. |
o Student enrol Iment goes down..

o Instructor lost sight of the requirements of
industry- and the workers. '

e Program in ausuﬁtq--curricuiﬁﬁ'is no longer
relevant. '

- NOTE: This change would more 1ikely happen over a several-year period.

ﬂsai<!!unpcl¢nikmuﬂnul;lulﬁui
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*‘Any job can be effectively and suffi¢tently described in ‘terms of the
tasks successful workers in the occupation perform.

o Al1 tasks have direct implications for. the knowlfdge and attitudes
that workers must have in qrder to perform The tasks.correctly.

., These three statements summarize, simply but clearly, the ph{losophy:

-behind the DACUM system of occupational analysis. It s the second state-

‘meot that is sometimes controversial. The participants need to understand

-~ and accept the-logical premise that, in order to be able to perform a task

correctly, a worker must know what to do when and how (knowledge), as well as
understand why (attitudes) the™task should be performed in the first place.

”°

" Once these assumptions are clearly understood, few‘ﬁarticfpants object
to the philosonﬁy-behind DACUM. ‘The facilitator Should ask the participants .
if they undBrstand and accept this philosophy. If there are questions, the - .‘

a .
. " .

facilitator may need to be able to explain how the next step after occupa- .
- . tional analysis, called task analys{s, further analyzes each task statement ( ‘

" . inte the ‘specific steps or operations.involved, knowledge needed, attitudes
required, tools and equipment needed, and so forth. - . )

= The facilitator hqy;also-need to exp]ain that the infbrﬁation resulting
from the task analysis will, in turn; b& used in preparing instructional mate-

" . not know much abaut the.occupation. In that way, the facilitator is less-

rials. for teachers' and. students’ use. Again, 1t {s important not to tell the .

C % : :
) B R Lt 0- ",~‘. ‘. _t’ ) ..._\.
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Clarify the Role of the DACUM Facliitator® " | _ L
Beé&&sé of the iticallrofe:of the faéilitator in the-DACUM process, ;
brief overview of the role is presented here. Even though this .information
would not normally be discussed in great detail with the participants during
orientation, 1t {s necessary that anyone wanting to properly fulfill the role

of facilitator know what general attitudes and skills are involved. Later, in
. the section on facilitating group-interaction, a number -of thé more specific ”

2

skills and attitudes required of the facilitator are addressed. i
"1t s essential for the facilitator to establish his or her role clearly .
and thereby establish his or her credibility as the DACUM process expert, at 4
“the same time clearly acknowledging the committee members as the occupational

experts. The facilitator need not know about the occupation being analyzed :
' ih%. n fact,.may wish to point out that it may be better that he or she does !

Tikely to interject any personalfbiasbs<énto the analysis process. . _‘0

k]

.+ The facilitator's job looks simple, but it is in fact a demanding role. -
‘The DACUM facilitator's task fs-to guide the group through'the analysis, to -

‘orient them to the process, to draw out ideas, to question each proposed task
statement, to-gain consensus from the group on each item, and to keep the

- - A . .‘ : . -“)' C j
*Most of this section is adapted from Adams (1975, pp. 58-59). - v ‘
. \ - ® . . . .
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’discussion on target and the process on schedule. The facilitator does not' , /

have to be an expert in the field; in fact, it is better if he or she does not - /
know much-about the subject area. But ‘the facilitator must be well trained in
‘. the DACUM process tself and‘must have great skill in group dynamics.

Because DACUM chart development is a relatively nev activity and because _

-committee members will not be familiar with its requirements, the facilitator

must be able to provide the participants with a solid framework within which

to.operate. In. time, 1f DACUM 'should be appiied on a wider scale, partici- .

pants may not come to the sessions unfamiliar with the process or of its de- -
* mands of them. They may have Opportunifies to read about it or to see charts . -
.. for other occupations, or may have met with colleagues who have served on

another .commi ttee. _ - \

The facilitator is cast in a difficult role. He or she cannot influence
the technical judgments or contributions of the committee. If the partici-
pants agree that a specific task or behavior is -required for performance in
‘their occupation, the facilitator must include it on the chart. If there is-
% a specific arrangement of tasks, a way of. subdividing the tasks, or a level I
of breakdown of the tasks that is satisfactory to the committee, the facilita- '
_tor must agree with ir. If there is terminology-that may not be acceptable in
educationa} or dictionary terms yet is widely used and is ‘readily understand-
able in the field, and the committee insists that it must be used. the facil-
itator must agree. = |

I R T ST T

Nevertheless, he or she must insist that the participants work within a
specific framework. The facilitator must provide them with criteria, direc~- .
tions, sets of guidelines, and analogies that will help them accomplish their
task. . _ ,

edh; . .. . . _

: Primarily. this must be done on the spot, because the work demands con- .
. tinuity -and a certain momentum.. The faciliator must resolve all issues, and ' L
provide all the guidance needed within the time limitation of the tvo days g
that have been allocated. The facflitator is not able to solve problems in
jsolation, or by getting another -expert's interpretation, or by talking to
other curriculum personnel. The facilitator must develop his or her skills,
in_advance, in order to be able to reéspond to situations as they occur in the , T
wi‘[sliop.

(Jcnﬁyihe»ﬂohacﬂihe»EM«:U&AIN:Nkﬂ;x:nhs

The committee members in the DACUM process are charged with deciding what
, skills ought to be taught to students wanting to enter work in their Field.
& Hence, their role is also critical to the successful development of a valid:.
' DACUM chart. Although much has already been said regarding member selection,
a few additional comments about the significance of their decision-making role
may be helpful at this point in the orientation process.,

’ The role of the DACUM participant is a unique one. Individually and
collectively. participants are asked to define their jobs in great. detail by

: u
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identifying all of'.the-important tasks that thejr' currently perform on the" job., B
The participants are the experts, and it is they who must discuss, debate, and -

occasionally even argiue about what is really important to their jobs.
’ " . o S ' ' ' ol Y
Because of thair critical role, the quality of the final chart depends . -
*to a great -exteit on the careful choice of the members of the DACWM committee, - : . =
which may number a minimum of five members to a maximum of twelve (anything ~ .-° ~ .. .
over that becomes unwieldy and tnefficient). ' -t d S

oo

R
' ti

" These. people are experts selected from the ranks of incumbent workers

(eight to ten persons) in.the occupation, or are-direct Supervisdesiof work-

ers (one to two persons)-«in other ‘words, people who are on the-job ‘évery day,

not personnel directors, or cpllege teachers, or. textbook writers.” Of course,

‘they must be experienced,.up to date, and knowledgeable individudls, 'but the .

DACWM process _requires that they be articulate and able to work in a ' ' .
group setting. The cost of -a DACUM analtysis is low, because participants (or SR
their employers). usually donate their time for as many days-as it takes. . o

- In all decisions regarding the skills involved in the occupation, the - 3
participants must be given the authority to-decide. . If" the DACWM facilitator '
tells them they are the experts.and.carefully listens to them as the analysis
proceeds, they will accept-the collective decision-making role and produce a .
good ‘analysis. If,-On the other hand, the facilitator says they are.the ex- .  ~ °
“perts and then proceeds to be very directive in the anrlysi! process, he or
"she soon loses the cooperation and support of the committee- S
v . o .

Explain the DACUM Procedural Steps,

At this point, the facilitator should be ready to provide an overv__ieg
“'of the eight steps or stages of the DACIWM process. The:explanation should

outline to the committee the job: ahead &nd motivate them to want to get o

started. Detailed expfanations should not be presented at this time. Rather, . <
“the facilitatar should/use an overhead transparency (see transparency 7.7in e T
appendix F) to briefTy explain the eight .steps, and should save the detailed

explanations until immediate,y before the committee is ready to begin each

Step. ’ O . * . ¢ - -

 Step 1--Orientation of commfttee. The facilitator is in process-of per- coor
forming this step, which should be finished shortly. The goal has been to ' "
provide an introduction to the DACIM process and 'to explain to the partici- = - - |
pants the importance of ‘their role in it. Emphasis shopld be placed on the S |
rationale for employing this technique, which includes the fact that, ina - .
.very short petiod of time and with low cost, DACIM can be ysed to effectively .
identify the tasks (competencies) important to any occupatfon.* This is a good
time for the facilitator to ask if members have any questions or comments
regarding the approach and the intended use of its outcomes. Questions should
be fully answered and ‘any anxieties about upcoming steps should be dispelled
to the maximum extent possible. e T

T I
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* On_occasion, one or more participants may.seriously question whether. a
satisfa‘&ory occupational analysis can be accomplished. using this approach.
The facilitator must assure the skeptic(s) that it has worked many times
before, for many different occupations, and that with the coopération of all
comnittee members the job-can be accomplished. As a last resort, the facili- .
tator may need to ask orne or more members to sit back and just observe the, .
%rocess for awhile. ‘Experience has shown that the initial skeptic often later*

\becomes a.very. significant.con ributor who simply does not realize at this
int how effectively the DACWM process wqqks-. L :

Step 2--Review of occupation. The purpose of this step is to arrive at - '
‘ ua'lqy acceptable working definition of the occupation to be analyzed,
hough different :approaches may be used, the major purpose of this step is

to clearly establish the parameters of the occupation to be analyzed. -It must

" be made clear to everyone what related job titles and specializations are to
- be included in the analysis, and which ones are to be-excluded, 1f any,

.8

o

- Step 3--1dentify general areas of responsjbility. Using a working
definition of the occupation as a springboarrd;the,t*ir'd step in the process
involves determining the general artas of responsibility or duties of the

. occupation. . These statements sheuld. reflect functional areas of responsi- -
bility under which all the specific tasks will fit. Most occupations can be
subdivided into from eight to_twelve duty areas. These statements are written
on 8 1/2" x 11" sheets of paper and placed in'a verticalicolumn on the left
side.of the wall, facing the committee. ' ' ' '

. ing each duty area and_ specifying the six or more tasks that are. performed by

workers fulfilling duties in that area. This step. takes the most time, as .
‘conmonly from 50 to 200 tasks may be involved, depending.on the complexity of
- the occupation, Eadh task statement must begin with an action verb and -
describe-an observable behavior, :(Note: As will be explained later .in this °
_handbook, when completing this step it would be advantageous to identify the .
‘tools and equipment important to the occupation as well as the traitsgand .
attitudes that wqrkers should possess.) . S BN .
- Step 5--Review and refine task and duty statements. - After specific tasks
have been identified for all areas of competence, €ach task and duty statement
is individually reviewed. This process usually results in a considerable ’num-
“berof-changes that.dimproves the clarity and precision of the statements,
Some statements are modified and bothers are dropped or added. Although this
‘process$ takes considerable time, it also adds immeasurably to the quality of

&

the analysis. y
Step 6--Sequénce task and duty statements. = After the refinement of task
- statements .from each area of competence, the committee sho 1d organize the
tasks into some logical sequence. Since most DACUM charts are developed to
provide a solid basis for curriculum development, it is logical to ask the
participants to organize the tasks within each area into a recommended in-
structional sequence, based on their knowledge of what-tasks are prerequisites =
for performing .or learning to perform other tasks. ) .o
¢ | .
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Finally, the participants are asked to indicate their preference for .
sequencing the duty areas from the top to the bottom of the chart. Usually
the areas that are most dgscrjptive of or critical to the occupation .are '

- 1isted- first, '~ :

considered advanced skills and dre n6t expected of a beginnin

~ Step 7--1dentif entry-level tasks. 'Once the ana' sis of the occupation
is completed and 1T time permits, the committee may be asked to specify which
tasks on the chart are considered entry-level skills versus$\ hose which are
rker, If
desired, the committee may also be asked to designate one or msge specific

- job profiles by specifying.the tasks expected, for example, of clerk-typists

verSus secretaries in the clerical field.

: : : . _ ' . - L A -

. Step 8--0ther options, as desired, At this point, if time permits,
several additional options may be exercised." The conmittee may be asked to
(1)-refine the working definition of the occupatien, (2) rate the importance
of each task to the successful worker, (3) rate the difficulty of performing -
each, and (4) rate how frequently each task is performed. Most institutions -

- prefer to collect some of this data ']ayer, during the competency ver.ificatiot‘\

process. L,

" Review of completed charts. Although DACUM. facilitators fometimes dis- -
* agree on this pojnt. 1t may be very beneficial at this time distribute
copies of two. sample DACUM charts to serve as concrete illustrations of howe

completed charts Took. (See appendix N for sample DACIM profile charts.)

Ask the participants to riote the nature. and number of duties (general areas

. @

tasks included in ech area. - e

- T'hey‘sfbuld also Eeview sample task statements. and Be asked to note

(1) that each statement begins with an action verb," that usually only one

verb is-used, (3) the length of the skill statements, (4) that modifiers such
as "effectively” and ”ef,fié‘tently” are assumed and therefore omitted, and
(5) that the same task statement appears only once in a chart. |

- " After the participants' review of the-two sampié charts, the facilitator ,' _
may wish to point out some of the obvious differences between them and ask the

participants if they have any questions. The factlitator should be careful to

Explain the Guidelines for-Committee "Qperaﬂon’

This 1s especially true durin

select sample ‘charts that are of high quality and that are not closely associ-
ated with the occupation to be analyzed by the current DACUM committee.:

i

¢« ™

\ DACWM has been appropriately called a modified brainstorming procedure.
In a true brainstorming session, evaluative and critical comments are not
allowed. In DACWM, 'the focus should be on constructive suggestions rather
then negative criticisms, espdcially at the beginning of the workshop. At

certain points in the DACWM andlysis, however, some questioning and evaluatiop

of the various members’' contriputions is necessary in order to gain consensus.
reyie\x and refinement stage.

L ‘ 37




N

0

" have been effective and should be reviewed with any new committee (see transy -

L
p—

The following guidelines or ground rules for participants participation
pacency 8 in appendix F): .

e Everyone khould.pafticipéte equally. A1l members of the cdmmittée
have been carefully selected and are considered equally.qual%figd.

-« Members should ‘share thein.ideas freely with the group. There are no -
right or wrong. answers. Each person's ideas should be given due con-
sideration. Members should think out loud and let other committee
members help frame task stategents. . - '

" ," e ’ - ‘n:'
- e Members are encouraged to “hitchhike" on the ideas of others. Par-

© “et4cipants should give their spontaneous responses without weighing’
their value-at that time. I :

"o Members should focus on offering contructive suggestions ratﬁér than .
negative criticisms or comments. This means each member must 1isten
garefully to the views and comments of the others. o : '

e A1l task statements should be acqépted‘as soon;ds7consensus‘ha§,béén
reached, . ST SN N S

.o Members should not use'referénces of any kind.. It is the members' in- B
dividual and coTTective expertise that is wanted, not someone else’s -
; qurriqulum guide‘or journal article. = Lo T

o Observers cannot participate. They should not be allowed to talk - .
" with comnittee members or with other observers except during meals or -

hxd
«

" Emmbue<)ﬂu¥<)pﬂonsbsﬁtxxopﬂqﬂa |

other bre .

' thglparticjpants in- any way.

e ANl task statements must begin with an action verb and should reflect
observable worker performances. Knowledge and attitudinal statements
are not acceptable. 'When knowledge is re§uired, there 1s always some -
task where that knowledge is appl jed--that 1s the statement that is’

_wanted. Each statement begins with the implied (but unwritten) pre-
face, "The.individual worker must be able to . . . " (see transparency = -
9 in appendix F). More information about criteria for developing good .
task statements 1s provided later in the. Handbook., (Also see transpar-
encies 10, 12, 13, and-14,) ~ - .

L

N
"\,

3 mCe'the_tacﬂ.itator' has explained the stebs in the DACWM process ar\id,‘the
guidelinespfor committee operation, the orientation phase is completed and\he

or she may move into a review of the occupdtion (1.e., step 2). Before de-\ L

fining the occupation, however, & wise facilitator will again ask the justlg'

) orien@ed participants if they -have any question¥® 8

" some of the questions 1ikely to be raised qan be anticipated by experi-
enced facilitators. This section deals with three of the most. common areas
of concern. It also mentions the use of a consensus-seeking exercise as an

~option that some facili:?tors believe important to use at this stage.
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p Role of the program developers and, program instructors. . It is only natu- .
ral for members og-the DACUM committee to want to -know what will be.done with
-the chart resulting from their work and who"will be using it, Through .

advanced planning with the host institution, the facilitator should be able
~to e:;}ain generally the role of program developers (e.g.. curriculum and

speciali'sts) and instructors, L . _
~ Another option that may /have more credibility, especially if the facili-
tator Ts an external consultant, is to call.upon the DACWM coordinator to
explain the procedures the institution plans to follow. Normally, a brief
explanation is all that is required .or desirable at this point. Some facili-
tators' approach is to explain that the, committee's role is to collectively

answer the question of what tasks the workers must be able to perform because
as expert uorkgrs,thqy’are»best‘prepared'to do that. B '

‘It is the role of the curriculum specialisfs and instrucfb?ﬁ-to-answ;r

_-the other major question, how to teach, by analyzing each task to determine

‘what knowledge, attitudes, and specific skills aresinvolved. Following that, .

the program developer incorporates this information into appropriate. learning .

activities, printed and audiovisual materials, and performance assessment

-

. Clarify terms. The facilitator must be prepared.to defivi'ex:the» terms that
he or she and the participants will be using. (Appendix'C is included for

 this purpose.) * The -three most troublesome terms are task, ¢kil11, and compe- .
tency, because they.are often used interchangeably. 'The facTiitator should be
, | . s

fine distinctions of meaning that can bq applied to these terms, - °

, %
@

- A widely undérstdod definition of the term “task” is that it is a mean- .

";ﬂingful unit of work activity that is discrete, observable, and performed

within a limited period of time, Task refers to a unit of work that must be

performed, whereas skill technically refers to one's ability to perform a task -

“or series’of tasks. Competency s used to refer to the ability one must pos- .
. sess. if they are going to be able to' perrform a given occupational ‘task effec-

tively and efficiently, whereas competence means the worker has acquired the
ability to perform the work involved: Those three terms may be used inter-
changeabley for variety's sake during the analysis process, as long as no one
makes a big issue of it. - ' R

' Explain verification rocedures, If a quéstion arises abo t_;pe_vdlidity _
of the chart being aeveiopga by the group, or about what will be\dpne next

with the chart, it is appropriate. for the facilitator to explain-what verifi-
cation procedures are planned and how that process could result in the modifi-
cation, addition, or deletion of some task .statements. It should be explained
that the purpose of verification is to gain-further review and assurance, by
other qualified persons, that the tasks- identified are really the important
ones. More information about the need for verification and sofie of the op-
tions ayailghlgéare discussed in detail in a later section of this handbook.

. Conduct a consensus~seeking exerci se. 'Althougﬁ'some facilitators like
to take a few minutes at thi#point to conduct a “warm-up” consensus-seeking
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activity, this fs often unnecessary. Most committee members will have been ; :

_involved in various -committee®assignmenis or have served as members of work
teams, where some consensus of the group had to be obtained before work could -

.- proceed. - This type of activity prolongs the orientation process and may be

insulting to some persons unless very carefully handled. The facilitator must _
decide whether such &n exercise would be valugble'for.g,particular conmittee. - g

7 FACILTATING GROUP INTERACTION s |
~ Two.major reSponsibiiities must be dealt with cbncurrentlz as the next )

phase of the DACUM workshop begins. Immediately following the orientation

to DACUM, the facilitator must simultaneously begin facilitating group inter-

action and constructing the DACUM chart itself. e

The next section of this handbook describes in detail each of the major r
steps involved in constructing the DACUM chart. This section addresses the
" facilitator skills needed to help the participants construct the DACUM chart. -
Quite different skills are needed at different times in this process. A fa-
cilitator first needs a good repertoire of skills t }draw upon, and secondly

needs to be able :to judge when to use which skill.- Do

A DACUM facilitator must cultivate and use many ‘interpersonal communica-
tion skills. Basically, the DACUM pracess requires the facilitator to guide
the participation and interaction of committee members in a specific sequence
through brainstorming and consensus-seeking activities. At the same time,-the

facilitator must enforce the basi¢c ground rules of brainstorming and adhere to
the basic principles of DACUM. DACUM is a_dynamic and synergistic process,
but it requires firm and knowledgeable 1eadership. . S .

Becauke'a facilitator is responsible for facilitating many small-group *. .
brainstorming sessions, the rules for productive brainstorming during a DACUM. ..
workshop are summarized here. L .

Thelfaciiilapdr should do the following: .

. ¢

o Encourage each committe¢ member to contribute
o Listen actively to all contributions \
o Control participants who try to dominat

o Readily accept as many contributions as\possible

e Avoid criticizing participants' contributions

e Verbalize contributions to ensure accuracy and clarity
e Provide frequent positive reinforcement '

o Repress own biases and opinions |

_o Probe and-encourage with questions | .
o Set and maintain an enthusiastic climate - . - S i

&

& ¢ . L}
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The comnittee members should'be encouraged to do the following:

o Offer contributions freely

* Share ideas among themselves
 Help one another frame statements
Limit_value“iudgmqnts about thecontributions of others .
Beginsall task statements with an action verd |

Avoid statements about knowledge and attitudes

* The following sections discuss many but not aill of the skills a person
_needs’ at various times in order to fuhction effectively as a DACUM facilita-
tor. The committee members- will be c\osely watching and-observing the facili-
. tator while the facilitator is observijg them. The facilitator must always. be
patient, demonstrate confidence and egshusiasm toward the DACUM process, and
exhibit sensitivity and sincerity towards the committee members. He or she
. must quickly establish rapport and butld a trusting relationship with each

commi ttee member. The leadership style the facilitator exhibits-will strongly -

. 1nf1u%¥ce the-group process and outcomes of the workshop. :

. ' * ' ' ‘
. Use Active Listening Skills -- :

- \ s

The DACUM facilitator must be\§b$e\$g Tisten carefully and accurately,
\ 1% 4 .

—This—skill-requires—cons : , arility to concentrate. The fa-
cilitator must 1isten to the actual words, as well as interpret subtle mean-
ings and intentions that are often only implied. Sometimes the facilitator

‘needs to hear what two or three committee members are saying at almost the -
same time. The facilitator must encourage committee members to listen to each

other and should help clarify the tasks under discussion. Panel members will

* "7 pespect a facilitator who actively listens to them. .

ﬁwen:encanclUaalkxjvloﬁaguxwe»'. |
| ;Nany’times‘?aéidl expressions and other body movements 3ay as much, 1f

| not more, ‘than the words used by a participant. The facilitator must learn to .~

"read" quickly what the other participants are saying when only one of them {5

actually talking. Frowns or lTooks of puzzlement from several of the committee

members can quickly tell the facilitator that they either do not understand
© what their colleague is saying or do not agree with what is being said.

o

A contribution that elicits these subtlé. negatiie reaétions.requires

further discussion and clarification before it is added to the wall. At other -

times, smiles or nods of approval from several members will {indicate that the
contribution is a good:item that can be quickly added to the chart. The fa-

Q)

cilitator should also use body Yanguage ‘to effectively communtcate his or her
own approval, lack of understanding, and so forth. |
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) Exhibit Patience o o o ‘
- Adams (1975) says that facilitators must be “extremely patient" and that
this may be the most outstanding characteristic of effective facilitators.,
Often, DACUM participants need to talk over and think through some competen-

* cles at considerable length. Tits can be frustrating to the facilitator who
wants to move ahead. The participants must be given the necessary time, how-
ever, to debate the issues and arrive at their own conglusfons. As Adams
points out: - . T S S !

e By being patient, the coordinator allows the committee to. realize

- . 'that. it has to make the 'decisions, 1t has to resolve the debates,
" and 1t has to exhibit responsibility. Frequently, because of un-
. famil{arity with the nature of the work, the.committee will search
for a solution to an immediate problem to wiich the coordinator
may suspect that he [sic]l already has the answer. He must not
- ) provide the answer but must let the committee find it. If he .
. ‘ : - provides a few such answers, the committee is 11_ke1{ to give him -
" -, the responsibility of finding others. (1975, p. 60) :
< If the facilitator is not careful, the comwm!ttee may start relying on him

+ or her for answers to other concerns, and the chart will become the facilita-

: tor's work rather than the committee's. As long as the committee is on task,
" 1t must be allowed--and, in fact,. encouraged--to resolve 1ts owh occupational
{ssues to _the maximum -extent possible. R S :

— -
Use Silence - ,-’

. Silence goes.hand-in-hand with patience. When the facilitator poses a
_reasonable question, he or she should wait for the commi ttee to respond. This
"means that the facilitator will often need to resist the temptation to help
the participants out by offering hints or suggestions. ' ' »

< The facilitator must not allow the committee to become dependent upon
. him or her for answers to technical questions about their occupation. The
" . facilitator should remind them that they are the experts. What may seem like °
" . lengthy pauses often allows the comm to reconsider important issues. .
- Silence can be go1det!/., and a ‘skilled facilitator will use it appropriately. |
| - ‘§
Repress Own Blases ' e

Sometimes there 1s a very fine 1ine between wanting to assist the com- et
mittee in defining skills and the facilitator's imposition of his or her own T
biases. Although the facilitator must probe and attempt to make definitions

clear and concise, the facilitator must carefully control his or ‘her own

input. This may best be done by listening carefully and drawing upon what

has been said by the participants. - .

]

9"
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If one or more tasks appear to have been overlooked, the facilitator
should ask if there are not perhaps more tasks involved, but should ardently
o ‘avoid any specific suggestions unless one of the participants has already =
. mentioned it. If the-committee senses that the facilitator already knows what
e .~ should be on the’chart and that he or she.is trying to impose personal .beliefs
" on them, the facilitator will have failed in the role.. A facilitator must =~ = =
~always. remember’ that although he or she is the DACUM process- expert, the
membersare the occupational experts. : S
. y .

]
L L

*  setand Maintain a Reasonable Pace.

If the committee fails for_a long period to-identify -any new dutfes or .
~ tasks, one or more members of the committee may feel that the group is hope- -
lessly bogged down. The facilitator mist set and maintain a steddy work pace '

[y

S +to avoid 1¢sing the committee's interest and cooperation. |
+ At times the facilitator may need to briefly reorfent the committee and

. reassure them that the process really works--that they are only in a temporary -
. slubp. A facilitator may temporarfly accept some poorly worded statements |
" just to get the "ball rolling” again. In addition, the facilitator must avoid . -
" allowing the participants *to debate endlessly the worth of each statement —_—

. . offered.

" 'Adams’ (1975) states that an effective facilitator "can stimulate a good
by example.® If the facilitator responds immediately to statemeats
: . (e.q., body 1anguage will usually indicate wnen there 1S wi d—
¢ quickly places the written statement on. the wall, members tend to respond more i
S rapidly. A facilitator may also stimulate a quicker pace by calling on mem-
. bers by name for tasks that they may seem to be withholding for some reason. *

-

If everyone seems fatigued or,restless, the facilitator may be well
advised to suggest that the partic\vants-take a break. The facilitator Should
' also be ever aware of thg room temperature and ready to meke or request cli- -
matic adjustment. No one can contribute his or her maximum in a-room that
is too stuffy or hot. . b * : . e

~ ‘. L ’- )..0

Ledd the Discussion

-~ »
. .

. ) R ' L
As Kenny Rogers sings in The Gambler, “You a‘t' to know. wien to hold'em; o
know when to fold; know when to walk away; know when to run.” As the discus-. -

. sion leader, the facilitator's major task 1s to guide and keep all members .
of the committee fnvolved in a constructive manner. On occasion, different - |
and sharply opposing views and philosophies may surface. The facilitator

- should-allow the members to disagree without being disagreeable.- Once the
differences have been’ vented, an effective facilitator will try to elicit a-
compromise or at least dn understanding among the comnittee members {nvolved.

» Frequently the facilitator will need to ciarify one or moré of the basic *
principies of DAGUM and then redirect the participants back to the task at
hando ’ l NN - - . ' N
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‘Mointals Gigup Participation . ¢ S -

" every member, of the committee. If individuals are not contributing, the ..
by asking for their reaction to a statement. Some members may feel their
~ withdraw. ' The 03 of extracting one or two tasks or reactions from }zgh

-

Allowing the committee to wander'or vent their feelings on éome issue for a ~
short time is often useful and even allows.the facilitator to be positively

[

the group to lose its focus and sense of accomplishment.

. empathetic. Too much wandering .and, too many *hot” debates, however, can cause

~ " In rare cases, the facilitator may have to become very directive and .~ *

insist that the committee go along with him or her for a time to see what’

happens. In such situations, the facilitator may wish to point out that the
process has always worked before and that it will work again if the partici-
pants will give it a chance. Sometimes this type.of action is requived when -
one or two vocal members begin emphasizing their concern for the lack of
knowledge or tool. statements and attempt to stall the process.until their
concern is accommodated. S | ' |

Tﬁe faciii tator must promote free and nouthreétehi ng discussions by // "
facilitator must attempt to draw them out by calling on them by name or o
competénce is not equal to that -of other membeirs of the group, and thus
1er

persons fairly eanly in the process will .dp much to encourage their

Aruitoxt provided by Eic:

ERIC*

" Probe with Questions

. depth.

participation_thPdughout the workshop.

A . . / VTR
. " In addition to calling upgn the quieter members, a facilitatof may also :
have to politely, but Firmly, control_dominant members by-{interrupting or N
sometimes .ignoring them. If two persons speak at about the same time, it may

be useful to pick up an the message of the quieter member. Or the facilitator

may say, "George, we've already heard from you, what do the rest of you -

think?" and proceed to call on other members by name. ' '

A facHlitator must effectively control the discussion so that the needed .
infqrmation can flow smoothly. Sometimes a humorous remdrk may, be used to
tell a dominating type to bdck off and give others a chance. propriate use =

A,

of humor can be very therapeutic by releasing ever,yor_le's tensions.

- T A&V

A.skilled facilitator quickly learns to follow up on member contributions
by probing for clarification or further details. Probing improves the quality -

of the chart and-encourages the committee members to share their ideas in

. |
;o : i
/ : i

Questions can and should be asked of individual members to cause -then

_-to expand upon their comments. “Could you say more about that?" “lIs. that

the términology commonly used by other workers?" “How often is that task - L .
performed or how difficult is it to perform?®. The main pojnt for the facil- N
jtator to remember‘here is to pose questions in a sincere and nonthreatening a
manner. \5
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"A facilitator may also frequentiy need to ask questions of the entire
committee. “What other duties do successful workers perform?" “What other
skills does the worker need?” "Have we specified all the tasks approprjate to
-this area?” "“In what sequence are these tasks usually performed?” Because of
“"the natire of the DACUM process, an effective oral questioning technique s an
essential tool for any facilitator. - | .

/

To ensure that a committee member S contribution has been understood the

. facilitator may often need to sumiarize comments made by several members. The .
- facilitator must be careful to use only the terminology and verbs suggested by
_ the committee members. The facilitator must also be able to combine or con-

dense ideas for the committee's reaction, even though he or she may not under-

‘stand the particular tasks or processe; involved.

b Paraphrasing allows a facilitator to restate simply what ﬂe or she thinks
has been said in ordér to verify that it has been understood correctly. This
is helpful aot only for the facilitator but also for other mesbers of the com-
mi ttee, who may also be uncertain of the initial statement. ‘This ‘approach
also allows the facilftator to check body language further to determine the
amount of consensus and undeystanding that exists. If unfamiliar language hdS'

been used, the expressions of other committee members will probably indicate
tnat‘furtner“discussio“i“n“d“d. T ;

Sometimes, in a burst of enthusfastic response. two or more tasks will he
tossed out for consideration at the same time. This type of situation can be

[N : /

. . very productive but.requires the facilitator to summarize and synthesize the
.. committee members' contributions. At other times, committee members who have

Tistened to a ramblfng discourse may volunteer or be called upon to summarize,
‘in performance terms, what has been said. The facilitator should always ask

. the initial contributor whether the summary is an accurate one.

" Use Reinforcement Techniques

Reinforcement ‘techniques are another of the powerful “tools® available -

“to any DACUM facilitator. Reinforcement techniques are of two types--positive

and negative--and both may be effectively used when developing DACUM charts.
Examples of positive reinforcément include the follouinp, : .
o Praising individual members for their contributions

o Asking an ind vidual for his or her personal reaction to a statoment
or to explain a specific term or concept

o Acknowledging the participants expertise frequently
o Acknowledging the excellent progress made
e Remembering and using first names

Ll
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‘s Asking aw p/@psiiﬁ how his or her company does something
~» ‘Recalling individual members’ contributions | |
° p@nétrating a sincere interest in the occupation s

v

There are also occasions when some of the following negative reinforce- B
--ments techniques should be used: , : - - .

!’

¢ Ignoring critical comments

o Selectively acknowledging only relevant contributions*
« Tactfully interrupting rambling di scussions o o
* Humorously rejecting off-the-wall remarks - ‘ ' '

o Challenging the speaker: to put his or her contributions into
"~ performance terms ‘e . o

N\ * Using appropriate body Vanguage to reflect disapproval

\n Confronting, on some occasions, a committee member whose group |
{best done on an individual basis during.

behavior is counterproductive
breaks) o .

Miniinize Cﬂ}clgms o - . .

N
-

. The facilitator must be on the alert to control .and stifle tendencies’

“of some committe. gembers to be overly critical.  To stimulate brainstorming,
it is important to keep criticisms to a minimum, especially during the early .
stages of the workshop. Later, in the review and refinement stages, the :
facilitator should encourage constructive criticism in order to improve the
quality.of the task and duty statements. f L . e
. ) | 4 )
The facilitator must also avoid letting the more verbal and aggressive . .
members of the committee set themselves up as "expert critics" who have to
pass judgment on every contribution. Such performance will siow down the ace.
and is 1ikely to create a strengly negative_agtitude on the part of the other
participants, if allowed to'continue. . ST .o

.- -

Help Members Use Behavioral Terms

At the beginning of the brainstorming activity, a facilitator will.
usually have to help committee members select appropriate action verbs for v
the task statements. Some members will offer "knowing" rather than “doing".
types of statements. The facilitator may want to share with members sample
statements from other occupational areas that clearly illustrate the type of -
statements wanted. - R . .

The facilitator may also want to distribute to members a 1ist of illus- -
. trative verbs or refer them to previously developed DACUM charts. The danger
here is that members may become overreliant upon the charts and try adopting
words or statements that are really not appropriate for their occupation.
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‘evaluated by the entire committee before adding them to. the wall. During the
refinement stage, after hearing discussions of some tasks, the facilitator may
want to offer alternative word choices to the committee members.

~ Resoive Conflicts . -

~ When disagreements and differences arise regarding tasks or the defini-

« - -tion of tasks, the facilitator must resolve the conflict through compromise,
~1f possible. The facilitator's role becomes that-of a mediator who must be
both' firmm and fair. - : o . '

} ; .. The facilitator must be certain that any “adopted" statements.are carefully

“ Disagreement will occasionally arise over choice of the best action verb

~ or most appiropriate terminology. - If two members argue over their particular

=+ . - word choice, ahother member o the committee may be able to suggest wording
zhat satisfies both. Sometimes it is best to place both definitions on
djacent cards that are marked to ‘indicate that the definition must receive

further attention.- "

| : Strong emotion can enter into the process as the members begin to claim
" " ownership of the chart and want to see it “perfected” from their personal

. : viewpoints. At such a time, the facilftator-should remind the participants

| © that the- art of .compromise 1s essential to DACUM committee work. |

Seek Consensus . P

N . _

. . The facjlitator ideally should cbtain the full and complete agreement
"~ of a1 members of the committee on all aspects of the DACUM chart. Rarely,
. © however, is this possible. There are many situations in which consensus is
~ . quickly achieved and others in which it is obtained only after considerable
.debate, 1f at aTl. “ , T ’
P TN .
On important issues, the facilitator should encourage and allow the par-
ticipants to "talk out® issués on their own. The facilitator's role, at least
~ temporarily, is one of staying out of the controversy and merely 11stening
"attentively to all sides of the issue. The facilitator may simply need to let
the conversation ramble for a time, perhaps asking an occasional question, but

offering no direction.

J : Not'infébquently..;ﬁrticipants resolve the issue themselves and indicate
' - that 'they are ready to move ahead under the facilitator's leadership. As
; Adams: (1975) states, “Most committees need this sort of leeway at some point
during the workshop." ' , ' |
Obtaining consensus does not mean that everyone has to be in complete
agreement on all statements or #ssues. Some issues may only be resolved by
accepting the majority's or even the minority's view. As long as one or more
members’can justify the importance of a new job skill that is expected of at
" least some workers in the occupation, most participants will go along with its

¢ @
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inclusion on the chart. If the controversial statement is a potential task,
the facilitator may suggest adding 1t to the chart for later nvaluation by
other expert workers and supervisors during the verification process.

‘Make Declisions

The facilitator is constantly faced with making decisions about such
things as (1) whether ‘to accept a task -statement, (2) when to insist on its
further clarification, (3) when to stop soliciting additional duty or task
statements, (4) what duty to specify tasks for first, (5) when to move to
the next duty area, and so forth. . . :

4 : 2 )

: The facilitator also needs to decide when to (1) reorient the committee,

- (2) use humor, (3) use positive reinforcement, and (4) question the commit-
tee's actions, At certain times, such as in setecting a duty area for which
to delineate tasks, it is'best to involve the committee in the decision-making
process. At other times, such as in deciding to request further clarification
of a task statement, the facilitator must simply decide and take the appropri-
ate action because he or she is in charge of the prqocess and must direct it

Whenever real options exist, a facilitator should give the committee

a choice, because it adds to his or her credibility as a degocratic group

. process leader. Where there is only one best course of acgagn or a quick

process decision must be wade, the facilitator should authoritativety but
politely announce the decision and move ahead. :

Store and Reintroduce Unused Contributions o __ - _ v

A good memorv is a great asset to any facilitator. It is helpful to
remember who offered each statement so that should a need for clarification
arise later in the review process, the facilitator knows on whom to call.

He or she should also try to remember ideas that may have been brought up
when working on a previous duty area but were not used because they appeared .
to belong in another duty area. |

Because of the need to focus the committee's attention on one job duty at
a time, a facilitator must not start posting cards for additional duty areas.
Some facilitators make a quick note of the tasks or ask the recorder to do so,
or they will permit the statement to be recorded.on a card (sometimes a parti-
cipant will insist) that is then posted to the left of the column of duty
statements for later consideration. Often these temporarily "unused" state- N
ments reflect actual worker tasks and become a part of the finished chart.

Deal with Disruptive Participants

Occasionally, facilitators have to deal with one or more disruptive mem-

~ b bers. Perhaps the best approach is-to use good common sense. An effective
; facilitator responds to concerns in a clear, sincere manner and a confident
p : . ,
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tone of voice. |He or she should never attempt to punish or ridicule a par- . @

ticipant, especially in front of his or her peers. At the same time, the - '
. facilitator cannot altow members to get on "hobby horses,” which serve only

to delay .and disrupt the process. Sometimes peer pressire can be used -

effectively to Keep a disruptive member, in 1ine.

On occasion, when one or more members feel the DACUM process simply will
not work, the facilitator should ask’' the objector(s) to sit back and observe - . |
quietly while the rest of the committee goes ahead. Once the objectors see :
that the process really does work, they usually want in on the action and may ‘ .
thereafter become effective contributors. _ ‘ : .

Another option that may work is to declare a brief recess or rest break
so as to confer with the disruptive individual privately. If a personal con-
ference does not resolve the issue, the facilitator may, in unusual, circum-

_ stances, ask the person to leave the group. The facilitator must make the
separation as painless as possible, but it is important to take such drastic
action 1f the workshop is otherwise doomed to faflure. o

Appendix G contains 'a 1ist and discussion.of twenty-four specific.prob-
1ems that facilitators may encounter in working with DACUM committees.

\

Terminate an Unproductive Workshop _

Despite a facilitatdr's and/or coordinator's best efforts at advance °
planning and ccemmittee member orientation and seTection, it may become necés-
sary to terminate a workshop if a committee s unable to handle the job. This
= _ skill 1s one that most facilitators need at some point in time, particularly

. when they must rely upon other persons to select the particfpants. Obviously,
every effort should be expended to ensure the proper selection and orfentation
of members so that this drastic step does not have to be taken. -

.
~

¢

It 1s quite possible for inappropriate persons to be selected (or sent)
who, once they discover what the workshop is about, become very antagénistic
or are simply unqualified to perform the analysis. As Adams (1975) points out
if this happens, “There is no point in prolonging -the agony.” To do-so only
causes further alienation and frustration without helping the curriculum de-
velopment effort. The chart, should oru be actually roduged, would lack rel- s
evance. In those circumstances, it is best to bring the Sommittee activity to. .-~
a halt and, with the approval of the institutional hosy/{or DACUM goordina- ~
tor), to disband the committee in as pleasant a manner{ as possible. T

Summary
/

As Nolan points out:
A1 of these sk111§'pract1ced and developed separately do

not make a facilitator. What this section has tried to achieve
is simply to heighten your awareness that a facilitator needs
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- definite skills but must be flexible enough to adapt to situa-

« tions. As you complete DACUM workshops, your own facilitator

- style will emerge. Recognize it and realize its strengths and

1imitatfons. What works. with one committee may backfire in the
very next workshop. o . ,

.

Remember to be adqgtab1e and open to growth. - Abraham
“Maslow captured this idea most poignantly when he said, "If
the only tool you have is a hammer, you treat everything

Tike a nafl." -(1983, Chapter 1) .

»

~ CONSTRUCTING THE DACUM CHART

At this point the facilitator starts to apply all e¢f his or her DACUM .
facilitation skills in actually constructing the DACUM-chart.  It.is assumed
that the facilitator has-already oriented the committee members and has satis-
- factorily answered their questions about DACUM. This section begins with
information on defining the occupation and its scope and proceeds step-by- -
step through each of the remaining stages of chart development. AN

[N

'Review the Occupation (Step 2)

© - Immed{ately following the orientation, a discussionsand review of the
Occupation to be analyzed is conducted. The major purpose of this discus-
sfon 1s'to clearly establish the parameters of the occupation to be analyzed.
Everyone needs to know which jobs or occupatignal specialities are to be in-
cluded in the analysis and which ones are to be excluded. :

~ "Although different approaches have bee /sudcessfu11y used, one good
approach. s to ask the hosting institution prepare a written description
. of the occupation for which it hopes to prepare students. The institution
““should already have determinep that there §s a need for training students
in the given occupation, so institutional /personnel should also have some
*1dea of the scope of the occupation. [ ,

"~ The program aZministrator and 1nst;ﬂctor(s)'cén usually prepare such a
stai'ting definition based on their knowybdge of the field, Where a new voca-
tional or technical program is proposed; the DACUM coordinator may wish to

refer to the Dictionar of'Occupationa1rT1t1es (DOT) or the Occupational Out- |
{O0R) T n . :

!

Yook Handbook A) Ffor a beginning definition. .
* / . : ! :

This definftion is. usually distriputed to each membér of the DACUM com-
“mittee and the institutional representative is asked to comment on it briefly.
- (See appendix H for two sample definitions that have been successfully used.
The facilitator may then request c ttee members to identify the job titles
given by their companies to individuals who work in the occupation under
- study. Often, different titles are uséd to describe basically the same job.

The facilitator may also ask memberg to identify other job titles from
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their organizations that reflect related positions at higher. and lower lévels
than the occupation being analyzed. ' 2 _ : _ S

" A chalkboard or f1fpchart may be used to illustrate the relationships
that exist between jobs withtn the occupation. - Some facilitatars find it
helpful to categorize /the job titles into stch major categories as profes-’
sional, technical, skilled, and s iskilled. @ = - '

The facilitator should not be overly concerned about the quality of the
initial occupational definition, because it is 1ikely that the committee will
revise it as the DACUM process evolves. The key is to establish an acceptable -
- working definition so ‘that all members of the committee know what job titles

are ‘included in the analysis and, hence, what duties and tasks should be
included in the occupational analysfis. ' - .

- . ’ N | . | | - 4 .
‘Identify General Areas of Responsiblity (Step 3) L o

L ‘Once the participants and facilitator are satisfiedthatofggyfﬁ;:; agreed.
upon ,a working definition of the occupation, they are ready tobegin identify-

ing the broad areas of responsibility (dutjes) of the occupation under which

- a11 specific tasks will fit. This 1s where the brainstorming process really

. -begins, and where the facilitator must provide enthusjastic leadership. The

co?gittee~uill, at this point, be unsure of itself afid need considerable

| For example, participants are 1likely have difficulty distingiishing
between task statements and general areas‘of responsibility or duty state-
‘ments. The facilitator should point oyt that each general area of responsi- .
bility can usually be broken down 0 six or more task statements. The goal
initially should be to get some, Af not all, of the committee members: contri-
‘butions,.on paper and up on thp/aall. even though the facilitator is aware that .
the wording will change and’that some “duty” statements are 1ikely to end up
§s task statements and vice versa. = - - S

3 .

~ The faciligggor/hay set the stage for the committee .interaction by re-
viewing a few basic rules of brainstorming. .The committee members should be
encouraged to-{1) share their ideas freely with the group; (2) add to the
contributiofis of others; and (3) avoid criticizing or evaluating any contri-
butions initially, intluding their own. The facilitator should tell the com-
mittee that refinements will be made later in the process and that, at this :
stage, the primary goal is to solicit as many duty areasas is f{tting for the
occupation. . - ( o - - N
TR ‘ s |
Experience has shown that eight to twelve duty areas are common for most -
occupations. However, the facilitator should continue tg solicit contribu-
tions until the participants feel they have exhausted all the possibilities.

L3

Near the conclusfon of this phase of the analysis, the facilitator may
say, “Can you think of any job tasks that would not appropriately fit under
one of the duty statements already on the wal1?" . The existence of such job
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tasks suggests that another area is needed. tfli//helpful to ask the commit-
tee to include an action.verb as part of szfﬂuty statement, as this gets

the participants thinking immediately s of performance. Later. during - .
+ editing or refinement, the oction fbs can be dropped, if preferred. o >

"It s 1mportant for t acilitator to reemphasize, several times at, this
stage, that the“stateme wiTl be refined later. The purpose here should be
. to elicit from committee members, as quickly as possible, statements that

represent either/duty or task statements. Speed is not an end in itself, but
taking toozlong to obtain agreement on statements this early in the process 1s
1 1k}1 y to'be counterproductive. <

‘.ff” After about an hour of discussion, the facilitator should have 1isted on

the left side of the wall, in a vertical column, most of the duty areas for : -
the occupation. ‘When all contributfons appear. to have been exhausted, he or
. she should review the 1ist of statements by reading each one aloud. Then the =
‘partitipants should be asked if they wish to consider combining or modifying K
any of them. The facilitator should state a?ain that any duty area that N -
" cannot be subdivided into six or more specific tasks should not remain as a
separate duty area. Similarly, a.single duty area should not be so broadly
stated as to- 1nc1ude an éxcessive number of tasks. :

The facilitator should avoid belaboring the revision process at this
point. The committee will uant--and be oble--to make further ‘changes as the
analysis process oontinues. _

: The sample DACUM charts contained in appendix N suggest-the types of
general -areas of responsibility or duty statements desired. Some sample duty

statéments fhclude the following: |

o Perfomn didgnostic tests T | -

o Maintain welding equipment | R '

© Perform welding processes

e Service the cooling system

"o Perform preventive ma fntenance ,

e Perform accounting functions o " " . e

* Prepare written documents ' '

* Continue professional development. |

One verh rather than two or three should be used to describe the duty
area whenever Bossible. In the case of "Identify and select materials,”. the

verb "identify" is really unnecessary, as one cannot select' materials unless
he or she can first 1dentfﬁy them. -

(~ »
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\dentify Specific Tasks Performed (Step 4)

Once the duty areas have'beenwéstabiished to the saé?sfaction of the

| committee, the facilitator should be ready to focus attention on one area that
s Yikely to be fairly easy to delineate. - Usually, the committee can suggest
‘an area in which a number of tasks can be readily identified. o :

This step, 1ike that of identifying duty areas, is also primarily a
brainstorming activity. It is the major and most critical phase of the DACUM
process, because specifying-the tasks {or each duty area results_in the devel- .
opment of -the core of the ehart. It is around these tasks (which are also
referred to as°skills or competencies to be achieved) that’the instructional

- program will Jater be ‘structured.

» During this phase, the faciiitatér should embhasize the néed for state-

‘ments that contain an action verb and that clearly reflect observable worker

e

' .performances rathér than knowledge or attitudes. Unacceptable statements are
any that begin as follows: =~ ~ ' o . :

~" o The worker should know . . .° ' |
e The worker must understand . . . _ o B
o The worker has got to appreciate . . .
T e : * S
* If certain knbwledge or attitudes are needed by the workers, there must
be one or more tasks for which the knowledge or attitudes are needed. Instead .
of tersely rejecting a knowledge or attitude statement, however, the facilita- -
tor may respond by saying the following: :
e What does the worker'do with that-knouNque?‘>-l
e Why does the worker need to know that? . | ) ‘
o Why fs that attitude important? . | . ,
o How does the workerZuse that attitude? t? B

These questions uSuaIIy encourigé.the contributor q%,anothér member of
the commi ttee to respond by saying "If the worker doesn'? know theory X, he or

~she.can't.___ .* This should suggest an-observable task statement.

1f it does not, the facilitator should permit the participants to ‘discuss the .

“}task further, so long as they stay on the topic. He or she should also remindﬁ;

the committee that each task statement should begin with the unwritten pre--

face, “The worker must be able to . . . " Frequent verbal repetition of the

task being delineated may be needed to help maintain the concentration of the
. ‘. . Q.‘, . ' ‘ f

group.

As the committee begins to define the first duty area, it is important . -
that the facilitator record and post task statements as quickl{ as possible,
with a minimum of debate and negative comment. It is easy to lose a commi{ t-
tee's commitment at this point if the members begin to perceive the DACUM
procedure as unworkable. . s - '

: , /=
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“cess moves ahead, the less time will be re

Some faciltitators have found it helpful to duplicateiand distribute a

~ 1ist of the types of action verbs desired (see appendix 1 for a sample list).

At this point, reference may also be made to the sample charts distributed

*._during orieptation, if the group appears to be getting bogged down. The
- facilitator should also remind the participants that everything is tentative

at this.stage, and that they should not be overly concerned about the preci-

-sion.of each'§tatement. _Review and refineme:k;will occur later,

‘Althbugﬁ'tﬁe committee members should n "be too concerned about the

quality of the task (competency) statements elicited, the facilitator must be.
An effective facilitator must be an expert at writing good task statements in
order .to guide the committee. Probably the most difficult task for most DACIM -
facilitators is that of clearly distinguishing between statements that reflect -

duties, tasks, and steps (the next subdivision). The facilitator musi not
only 53:3 @ -to make that distinction but also be able to help the committee
understand ‘the differences. This means the facilitator must also know the’,
criteria that characterize job tasks.and high-qua)ity task statements.-
triteria for job tasks and task statements are as follows:

Job tasks . o .,
e Hate a definite beginning-and ending point )
. Can be performed over a short period of time
e Can be performed independent of other work
o Consist of two'or more steps .- , AR
- e.Can be.observed and measured o o
.+ Besult in a product, service, or deci sion
" Task statements ‘
~ »-Reflect a meaningful unit of work | |
.o Contain an action verb.and an object that reeeives the action

. _Q May contain one or more relevant qualifiers but omit qualifiers sdch
as effectively and efficiently : .

[

a i

o Are explicit, prectse, and stand alone ' , L

% Avoid references to knowledge and attitﬁdes needed /

‘e Avoid references to tools or equipment that merely support task
per formance S -

o Represent a typical job assiénment for whichJan employer or customer
“would pay ' '

The better the statements are.that the'par;!cipants contribute as the pro- -
ired +h the review and refinement .

stage. (For a brief and {11ustrative narrative on developing good task state-

ments, se: appendix I.) : 5 -
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While delineating a duty area. participants sometimes want to suggest
" tasks far other areas as well. This tendency should be resisted; trying to
focus on more than one ‘duty area at a time causes the analysis process to
. break down.. Similarly, a group will sometimes want to organize or resequence
the task statements during the initial brainstorming session. The facilitator
should remind them that intense review and -sequencing 1 occur later .on, .
.after all the tasks. have been identified. If a specific process is being
*delineated, however, it may be useful to.tentatjvel -arrange the tasks in ,
order to assist the f\ow of, ideas. . . ' -
P
. uring the initial phase of 1dent1fying tasks, the facilitator should
U again solicit contributions from each member of’the committee. The longer
: _a facilitator waits to draw out a quiet member, the more difficult it may .
become. Reluctant members can usually be drawn out by calling on them in ,
a nonthreatening way or by asking them to react to how a specific task is 2o
performed in their company. : . . .

%

It:is essential during this early stage, that the facilitator also con-
trol the more vocal members of the committee to-prevent them from dominating
it. Appropriate verbal or body language may be used to ask a participant to
"cool it," or the facilitator may refuse to accept more contributions from '
that person until after others have contributed. -

L)

. ' %
‘A concern often arises over the specification of tasks related to the
tools and equipment of the trade; Generally, tools or equipment operation _
should be included as statements only when they reflect actual occupational o '
tasks. The committee should be instrugted to think about-whether completion -
of an occupational task 1nVOIVes using a tool or whether the tool 1s used as

,a means to an-end. . :

: l For example, a secretary is frequently responsible for assembling or col- '

, lating printed materials, but rarely is responsible for operating.a collating
machine. Likewise, an auto mechanic may use several tools when performing the
occupativnal task of “adjust a carburetor." The mechanic's use of a screw-

. driver and other wrenches in the process does not represent-occupational tasks _
7. by thgmselves. : ~ ‘ . ) .

At some. point during.the identification of the speci fic tasks it may be
desirables to stop task identification temporarily and specify (1) the major
tools and equipment ‘used in the occupation, and.(2) the worker traits and
attitudes desired. It is very important to keep the $o0ols and traits 1isted
separate from.the actual.job tasks if a high-quality job analysis is to be .
obtained.

minutes. List them separately from the job tasks. The tool and attitude
1ists should not be stated in actual verb and bbject form. Identifying tools
usec and attftudes desired serves as reminders to 'bring to mind tasks that
might otherwise be overlooked.

Both tools and worker traits usually can Ee specified in ten to fifteen

Worker traits and attitudes often fidentified include: patience,
~ perseverance, innovative, reliable, tactful, flexible, loyal, enthusiastic,

‘ [
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optimistic, cooperative, and.self-confident; Tools and equipment dsed will”
-vary widely depending upon the type of job being analyzed. Care should be
taken to avoid 1isting brand ' namestools and equipment.

When fhe'participants éppéar to have exhausted all of the .tasks for one
duty, the facilitator should ask if they are ready to move to another. It is
important for the facilitator to be careful not to cut them off too soon, and

the facilitator should not call for a break. in the middle of discussing a duty

area. The facilitator must try to'guide the corimittee in selecting another
duty area in which the tasks are likely to be similar to the first band. The

committee may bog .down when it switches from procedural tasks to analytical or

problem-solving tasks. The facilitator may need to.help the committee find
appropriate types of performance statements for the new area. o

This process is continued until the group has.delineated all duty areas.
Because this stage of the DACIM workshop always takes the most time, it can
tax everyone's endurance, patience, and adherence to the process. The facili-
tator must be enthusiastic and maintain control of the group, but should also
attempt to interject humor and laughter into the process. As long as the

facilitator remains highly motivated,and dedicated to thel}ask, the committee .

-is 1ikely to remain so, as well.

"! ‘Many. facilitator$ have found the following tips for developing good'tasks
statements helpful: o > .
o Keep statements precise and short.
e Each statement should stand alone. =~ - " e
_® Use terminology, common to the occupation.

e Avoid use of double verbs, such as "remove and repair.” Use the more
inclusive of the two. ' L T

e Avoid statements about the knowl edge needed.
e Avoid use of unnecessary'and flowery modifiers such as correctly,

[

accurately, etc. - .

+

o Avoid the use of equipment or tools sfatehents that merely support
task performance. The use of tools in and of themselves is not a task
activity, but a means to achieving the work task. , :

e Avoid statements about worker traits and-attitudes.
e Include only one task in a single statement.

< A3

Review and Refine Task and Duty Statements (Stép 5) PR

e

Once al1 the tasks for each duty area have been specified, the facilita-
tor should conduct an intensive review of each task statement 'on the chart.
The goal at this point is to improve the overall quality of theé chart., The
‘ski1l of the committee members to identify worker tasks accurately and pre-
cisely should have continued to improve as théy advance from duty area to duty

-
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area. The facilitator may now capitalize on this expertise by reviewing each
statement and refining those that need improvement. No sequencing should be
done at this time, however. The committee should be permitted to add any new
tasks found midsing or to delete or reword tasks that overlap one another.

\

The facilitator should normilly begin'bj reviewing the tasks, a;ea by
“area, in the same order as they were initially identified. A pointer works

~

facilitator should repeat the statement as it is worded and-ask the partici-
pants to do the following: ' - Lo .

-~

. e Critique the action verb. Is it. the most accurate descriptor of'hhat
. the worker actually does? ' - . - .

e Review the object. - Dbes it represent the thing~6r pérson acted upon ' : '
" by the worker? Y ' - %

o Check the modifiers or qualifiers if any. - Are the corréct ones used?~”'_.'¢
Are others neede3$ Have unnecessary modifiers, such as veffectively *
'and.”efficient]y;“ been omitted? - : : -

.
-

Review of the chart at this stage should result in considerable clarifi- -
cation and numerous word-changes. New cards should be written for statements
that are changed in order to keep the appearance of the chart as neat as pos-
sible. ' When reviewing a group of tasks, the members should be able to quickly
recall what was meant earlier when the task was added ‘to the watl. If there
are questions or doubtful facial expressions-in evidence when a statement is
‘read, the committee must be encouraged to review and clarify it. ~

The facilitator must constantly challenge the committee to think of the ' .
most accurate and descriptive terms. For example, there are major differences
between “select” and “prepare” instructional materials and between “critique”
and “revise” written documents. It is important to insist on precision, The
'facilitator may wish to remind the part{cipants that their names will be asso-
ciated with the published chart (if that is the plan) in order to encourage
them to make the definitions as precise as possible. ' : -

A few other points should be stressed. Astask statement ‘should contain
as few words as possible (usually a maximum of eight) and still be completely
descriptive. Often, two or three words are sufficient. ‘Long statements tend
to lack focus and do not lend themselves to chart presentation. .

Although task stateﬁents may be moved from one duty area to another
- during refinement to obtain the best possible fit, the facilitator should

not permit the same task to appear twice, Instead, the»partf%ipants should ’ ' -

arbitrarily decide on the best fit, when necessary, ‘that describes when a
competent worker should perform a necessary tasks,

Each duty area should consist of at least six specific task stétements.

If the group can specify only two or three tasks, the duty area should proba- - '
bly be combined with another related area. On the other hand, if a particular - .
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ance of the final chart. Adams (1975) states:

N

duty area results in the identi ication of a large number of tasks (e.g.,
fifteen to thirty), there may pe justification for dividing that farge area
into two duty ‘areas. .

. (hce the tasks in each duty area have been refined, the facilitator
should ask the committee if the duty statement is still an accupate descrip-
tion of that general area of responsibility, Sometimes the scope of the duty -

" statements should be:narrowed or broadened to reflect the specific tasks more.

accurately, To the extent possible, each duty statement should be inclusive of
all the tasks within the area and exclusive of all the tasks specified for the
other duty areas.

The facilitator's responsibility is to stimulate the participants to make
any refinements that may be needed. He or she should question and challenge
their statements.and even propose’ alternative wording, but must always allow
the committee to make all the technical content deci sions,

Sequence the Duty and Task Statements (Step 6)

Although sequencing the task and duty statements does not take a lot of
time, the results of sequencing add significantly to the quality and appear-

~ ®©

It is jmportant that eventua. users be able to see the finished ’
work in scme type of organizei structure. Work that is not
systematically organized in'some fashion tends to lack credi-
bility and seems incomplete to the viewer who is searching for
structure. Tha intent is.to enable viewers to see skills in

" different bands in relation %o each other, to see individual .
skills as part of a whole, and to see chronological structure.

Before sequencing ‘the task statements within each duty area, the facil-
itator "snci:'d provide the committee with a.rationale for sequencing them,
Because @ DACWM analysis is usually conducted to provide a sound basis for
later curriculum and instructional development, the best rationale for .

"sequencing is to place the tasks that workers would normally learn and use .
first on the job on the left side of the chart.

The facilitator may ask committee members to role-play the hiring of a
new employee who can not perform any of the tasks on the chart. The partici-
pants should then decide, area by area, which tasks they would expect the .
employee to learn and practice first.

A few other factors should also be considered when sequencing the tasks.

¥ Some tasks, because they represent parts of an overall process, are performed

in a natural, chronological flow and are very easy to sequence.. Other tasks
may involve activities that are very difficult to sequence because the order ..
in which 'they are learned or performed s arbitrary. The participants should
be advised to sequence such tasks arbitrarily. Sometimes they will discover
two or more subsets of tasks'in one category that logically follow one
another. ' .

4
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~._Usually, the facilitator should select the first duty area to be
sequenced. Based on his or her knowledge of what needs to be done, the facil-
{tator’can select an area in which_ some of the tasks are already sequenced
according™to the criteria or in which it appears that such sequencing may be.
readily accomplished. A final note regarding selection: the facilitator
should not permit the participants to sequence more than one band at a time
or to attempt the sequencing of one band in relationship to another, °

» As the actual work of sequencing tasks begins, the facilitator should”

‘try to clear a blank space the depth of two bands of skills as a work ‘space..

He or- she ‘should also place the duty area statement in the space-and move \ I
the task statement cards into the space to the right of it as quickly as the
participants reach a consensus regarding their preferred order. )

. An option here is to start with a duty area that, has a clear spacg below
it and then simply move the duty statement downward- and begin placing the task
statements to the right of it, If 8 1/2" x 11" sheets of paper are used for
duty area statementS, two rows of 5" x 8" cards containing task statements can e
fit beside it in those cases where twenty or more tasks have been identified

for a single duty. a

- . '/"'
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uring the task sequencing phase, the committee may discover a missing
task statement, one that overlaps another, or some other need for revision- -
to improve quality. The facilitator must not permit major changes at this .
point, but some revision should be allowed. Once a band Of tasks has been :
sequenced, review it from ‘beginning to end (left to right)-ta ensure final g
agreement before going' on to the next duty area. K .

* . Once the goup has sequenced all of the task statements, the facilitator
should ask the committee to study all the duty areas. The objective now is
to organize the entire analysis as it will appear on the printed chart. Two
factors should be considered-at this point. - ‘ :

First, what duty area best represents and prejects a positive 1mage'of '
the occupation? When analyzing the legal asststant occupation, for example,
one group of participants felt that their work in, "assisting clients" repre-
sented the most important aspect of their jobs. At the same time, the need
to "coordinate office functions," even though a large number of tasks were
involved, was considered least representative of their profession. Therefore,
the committee requested that the "assisting clients" area appear at the top .of
the chart and that the "coordinate office functions" be placed at the bottom.

Second, the facilitator should suggést the vertical shiftingfof one or
more duties adjacent to an area that has similar ‘tasks or that logically
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follows the previous band. yt Should be noted, however, as with the task .

statements, that the top-toxbottom sequencing of.the duty areas usually is

partly an arbitrary one. Normally, any physical change ip the sequence of

duty areas is,not made at this time; rather, it is noted by the marking *:
' ~ preferred order on the duty statement sheets.. <

The facilitator should now be ready to obtain final agreement on whether
the chart 1s’a reasonably accurate and comprehensive description of their
occupation. Normally, the participants will quickly agree that the chart is e

_ complete and will want to know how soon they can obtain a copy to show their ' )
supervisor(s) and colleagues.

. It is at this point that some facilitators permit an instructor who has
ohserved the entire analysis process to briefly address the committee before

- sezking findl closure on the chart. The purpose is to give the instructor a

+ Jasteminute opportunity to question either the omission of a task believed

important or the inclusion of a task not well understood. This may be a - :
very positive approach-(and it motivates the instructor to attend and gain a
personal technical skill updating from the sessions). Usually onrly one or two
items are questioned and the instructor is very complimentary of . the work the ‘ '
committee has done, . o

¢

R Identify the Eni'ry-[.evel Tosks (Step 7)

Some #knstitutions want the facilitator to ask the committee s help
in identifying tasks that represent essential entry-level {(i.e., beginning
worker) tasks versus those that represent more advanced task that are usually
learned on the job. When revising or establishing a vocational or technical
educatton program, there is-seldom enough time available to addres$ all the
occupational tasks that one may need. Some of the less important or less
frequently used tasks may, therefore, legitimately be deferred ,and addressed
later through on-the-job training or through advanced courses. »

To identify what may be called the essential entry-level tasks, the com-
mittee should review the task statements listed in each duty area. Using a
colored marker, the facilitator should place an "A" or some other marking on ’
those cards whichvthe majority of the members feel represent advanced-level
. -tasks. Normally, if the sequencing in the previous step is well done, this
will take very 1ittle time, because the advanced-level tasks should be located
at the right end of each band.

L]
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Another option, if desired (or if time does not permit completion of this
step during the workshop) is to question expert workers and supervisors about
entry-level tasks during the verification process, which commonly follows the
workshop. . .
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. Coniduct Other Options, As Desired (Step 8) !

i {

Y The choice of other activities at this stage will be influenced by the
amount of time available before the promised dismissal time arrives. In ad-
vince nf the workshop, the facilitator should discuss with the DACIM coordi-
nator, or other apprbpriate institutional representative, what options exist
at this point and what their preferences are, given adequate time.

If there is time énd interest, come of the following.act1v1ties may be
completed: ' : - : .

. N )
o Revise the occupational definition _
e Establish job or career ladder profiles . i

e Ask partié%pants to rate skills on fréquency, difficulty, and/or
importance . : .

~ Revise the occupational definition. If the host institution plang to
make further use of the initial occupational definition used in step 2, then
the participants should be asked to review it again and to suggest appropriate
changes that better reflect the essence of the aetailed definition on the
wall. A committee will frequently take the duty statements and combine thew
‘into descriptive phases that provide a good general definition of the
occupation. - L -

The facilitator may also want to ask the participants if they have a .

recommendation regarding the best title for the chart. Would a group of legal
paraprofessicnals, for example, prefer "legal assistant” or "paralenal?" In
some cases the title ma be obvious and the committee should not be asked to
suggest a title just to be different or unique.: The title should reflect the
narrowness or the breath of the occupational analysis. For example, an analy-.
s$is that includes two or three related jobs should be given a more encompass-
“ing title than one that includes an analysis of a single job, ‘

On occasion, NCUM analyses have been conducted to identify a portion
of a person's job (e.g., the role of the vocational teacher when implementing
competency-based education). In these instances, some type of qualifying

statement shouid be developed and added to the chart so that readers will N\

understand the nature of the analysis and not be misled.

Establish jch profiles. When an analysis by design includes two or more
related job titles, the committee may be asked to Specgfy which tasks are

- common to all of the job titles and which are unique to one or more of them.
for example, an analysis of the cierical occupations will frequently include
both typists and secretaries. Specifyinguthe tasks common to both and, in

. this case, those expected only of secretaries 1s useful for program develop-
ment, as well as in student counseling. - A simple coding system, such as C =
common core, T = typist, and § = secretary, can be quickly applied to the task

~ statements with the help of the DACLM committee. Some institutions later
color-code the task statements to reflect the various career ladders repre-
sented on a Singte profile chart. : : .
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Rate the tasks. If time permits and the host institution does not
plan to conduct any type of task verification procedure, the facilitator may
ask the committee to rate each task on one or more of the following factors:
(1) importance of the task to workers in the occupation, (2) frequency”with
which workers normally perform the tasks, and (3) degree of difficulty most
workers experience in learning or performing the task. . For each type of .rat-
ing desired, an apropriate scale should be devised. (For specifit examples
of rating scales that have been used, see the section on the verification of
competencies.) _ ' - - :

AN g .

The participants may be asked individually to rate each task on each of
the desired factors. Some type of easy-to-use instrument should be provided
for this rating (see appendix K for a sample task rating form). The ratings
of individual members are then averaged to develop a consensus rating for each
task on each factor rated. A word of caution: the number of factors rated
must to be kept to a minimum (i.e., no more than three) or rater fatigue may -
destroy the validity of the results. ' ~

-

If this type of rating is to be accomplished during the workshop, a thisd ,
day of activity should be planned right from the start. For this reason, and - C
because of the additional difficulty of obtaining expert workers for three , o
days, it is strongly recommended that, whenever possible, ratings of the tasks ' : ‘e
be obtained through a matiled verification instrument process, .o - :

" Workshop evaluation. Many host institutions and most facilitators ask- “
participants to evaluate the workshop activities and to offer comments regard- P
ing their reactions to the DACWM process. This type of process evaluation can .
help both the facilitator and the host institution plan even more effectively
for future workshops. Comments that evaluate the DACWM process as a procedure -
for identifying tasks important for vocational instruction are usually very Ct
positive and provide useful data to share with concerned administrators and/or ‘
sponsors, A sample instrument that has been used for this evaluation purpose //
is presented in appendix J.

_ _ ‘ — n
Workshop Summary - ' : C\

Once the committee's work is finished, the facilitator should sincerely .
thank the members for their coopera§1on and persistenc He or she should -
reemphasize the importance of the participants' contrfbution to the institu- .
tion's training efforts. Letters of thanks and a copy of the published chart
should sent to each member of the committee sogn after the workshop.

Letterg of thanks should also be sent to company ‘contact persons and/or chief
executive officers. . . '

-

Some institutions, wanting to express their gratitude to committee
members for their time and energies, award certificates of appreciation to o
each member. An appropriate administrator or other representative of the
institution should award these certificates, if desired. ‘ N
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: Depending on the. situation, this same institutional representative may N
indicate the school's desire for continued cooperation in one or more ways. - -\
Some committee members may volunteer to serve on an advisory committee, for

example, or to work with the instructors and curriculum developrcnt special-

ists as technical conteht experts.. Frequently, strong bonds of cooperation

develop among the committee members, their firms, and the host institution.

Such linkages may greatly enhance the institution's ability to provide rele-
. vant services to its students as well as to the business and industrial

community. - - . o s

Workshop Follow-Up

“ " As soon as the participants have departed, the facilitator should super-

vise the numbering -and lettering of the DACLM chart to ensure the preservation
~of its final structure. A simple but very workable procedure is to label each
" alty area from top to bottom with capital letters: A, B, C, and so forth.

Then label each individual task in each duty area sequentially from left to

°,

right: A-1, A-2, A-3; B-1, B-2, B-3, and"sp on. Finally, the facilitator. L

should remove each duty area and its associated tasks-and stack them in proper

- sequence for later typing. Thg original work shauld be filed in a‘secure
place at least until such time that a typed copy of the DACWM profile chart -
has been prepared and the copy has been¥carefully proofread. ’

If identified ,during the workshop, the 1ist tf tools and equipment
needed, as well astthe 11st of desirable worker traits and attitudes, should
be recorded for future reference and use during the verification and curricu-
lum deve)opment stages that usually follow a;DACUM analysis.

—
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. AFIER THE woaxsnop .’ ERTI

~

VERIFV!NG THE TASKS (COMPETENC!ES)

‘After the DACUM yorkshops, the institution has an occupatio 1. analysis R
1isting all of the tasks workers perform in that occupation. It was obtained .
from an unimpeachable source--expert workers and supervisors. ‘1§ would appear
that the institution is now ready 'to have the DACUM ‘chart law naded in plastic
and declared an official document of that vocational program. Thay may not be .
true, however. The tentative task 1ist most 1ikely: shou\d be subjected to
further verification by other experts. i . ? .

."t -
{ o

[

Determine the Need for V_erlﬂcaﬁon |

*Yerifying" the tasks is a process that conftrms that the tasks listed
are, in fact, the tasks that students will need to . be able to do when they: K
.-enter the occupation 1ocally. The tasks should be submitted to people cur- . 4
rently active in the occupation for their critical examination, and they S
should be asked to consider each item and determine whether that item is, or
*{s not, actually a part of the occupation. They may also suggest additiona1 _ o
tasks that appear, in the1r opinion, to have been omitted. . N

. There are a number. of reasons gh%.it may be useful to verify a DACUM
. task 1ist. Fdr instance, the tasks students are required to achieve may be

affected by local codes or regulations.” There may be special practices, . ST
tools, or equipment used by the jndustrial firms or businesses in which the *
- students become employed. Union agreements in the area may determine which A ‘
craft does what tasks. These Finds of considerations can be clarified 1f = .
the task 11st is scrutinized by people in the occupation who know local con- - R

ditions, job requirements. and the latest occupationa1 trends.

There are two schools .of thought as to whether occupational ana1yses 0
done by the DACUM approach need to be verified by another group. One schoo) -
of thought (Holland College is an example) holds that further verification .
serves no useful purpose because the original DACUM committee itself was
selected fiom specially qgualified Jocal.or regional practitioners. Subject-
ing the chart to review and possible change by others would, only make the
work of the committee seem i1ess important, 1ncreese costs, and add 1ittle.

The other schoo1 of thought contends thut there are inherent risks in
adopting the DACUM results without further input. A DACUM committee is small-
and may not be representative of the occupation. In. addition, the public
- relations value of having a larger number of qualified workers and supervisors ]
review the analysis-is los? Greater confidence that the tasks identified /"
are, in fact, the really important ones may be gained by having other experts
review it for completeness and accuracy. This is es ec1a11y important 1f the
results are to be used for state or nationa rica um development or instruc-
tiona1 purposes.
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. In addition, other types of data, such as frequency of rerformance, im-
¢ portance of the task, and the-di fficulty of learning, may be obtained readily
through the verification process. Each institution has to consider the costs
and benefits of verification and decide which approach will better serve its .
needs:and desires. . . '

1

EXanmcw>c:memcxnkstwoﬂmgy

If the institutjon ‘decides to conduct some type of verification, a strat-
) : egy for carrying. the process needs to be devised. The degree of sophis-
P tication and typ of .ver{fication process used can vagy widely. Concerned " -
.~ faculty may wish to conduct a fairly comprehensive verification study for a
new program, one for which there is 1ittle current information available. .’

For programs that are to be'updated'and for which considerable literature
e exists (i.e., other occupational analyses), it may be most appropriate to have
v the program's occupational advisory committees revigw the DACUM competencies. -
,~:Io structurefthe process, the following -questions miust be addqyssed:. '
r o o Who will conduct th§ yerifﬁcatidn?
- ¢ ‘What questions will be asked?
e What instruments will be used?
o How will verifiers be identified and selected?
« How will the data be collected and-analyzed?
o How will statements be modified?
~ The DACUM coordinator is usually the person who conducts the verifica-

- tion survey. This person should possess or acquire skill in developing ques-
t{igpaires and in processing the resulting data. The cootrdinator is usually

~

alyeady experienced in making contacts with industry personnel and is there--
. foFe Usually in a good position to identify persons qualified to serve as
- verifiers. — SNy _
Other persons, however, who possess the ‘necessary dat. collection and
- analysis skills may also conduct the verification. In a1l 1ikelthood, three -
- other parties will also need to be involved: ' (1) an administrator who can'
give the necessary approvals, (2) the curriculum specialists and instructors,
and {3) advisory committee members. As with the identification of DACUM
committee members, the latter two groups often are able to assist with the
{dentification and selection of verifiers. S

. Develop verlﬁ_caﬂon instruments

. When preparing a survey or task inventory instrument, the person in
charge needs to consider carefully what type of information is needed.
The number of questions,asked must be kept to a minimum order to ensure
" a better rate of response. Only that information that is relgvant to the
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institution as it pﬁocqus to o;ganize and deVelop a responsive'curriculum
based on the DACUM -analysis should be gathered. Questions that may be asked
include the following: . . . '

"o Importance of the task. How important is the performance of this
task In your jJodb as a ? - I

. Frggﬂqu!fgf.performanpe; How frequently-do‘you perform this ta%k?

e Entry level. ;s'this task ékpected.qf a beginning worker?

o Difficulty rating. How difficult is this task to learn?

e Criticality. How critical ds the performance of this task?

- You may also want to ask your respondents to react to the 1ist of tool's
and equipment and .the 1ist of worker attitudes and traits gathered in the
gAggn workshop... Questions about the tools and equipment commonly asked
ollow: | . :

4

o Is the ftem used?
+ o How frequently is an {tem used?

L 3

'buestioné raised about the worker traits and attitudes usually ask thé

" |dentify and Select Vertfiers

verifier to rate how important the trait or attitude is to the worker in their °

occupation. You may also want to provide space so ‘that the verifiers may add
additional items that they believe to be important.

4 It 1s important to be reasonable. The person in charge of the verifi-
cation process should not ask a ot of questions just to gather information.
He or she should know exactly why the information is needed and what will be
done with it. Two questions are probably best, and certainly no more than
three questions should be asked about each task-statement. It is necessary
to develop a quality verificatfon instrument and, if possible, pilot-test it -

with two or three sample respondents to make certain the directions are clear.

The format of the instrument should be attractive and the reproduction quality
high (i.e., print the instrument, if possible).*

\

Verifiers should consist of a groﬁp of expert workers 1h the occupation

 and/or the immediate supervisors of workers who have direct responsibility for
.getting work done. Again, no high-level administrators, personnel managers,
‘or theoreticians should be used. The criteria for selection of the verifiers

are essentially the same as for those identifying the DACUM participants. The

" *For ideas on sample formats, rating scales, and cover letters, refer to

appendix K. Note that none of the questionnaires ask more than three ques-
tions about each item. ' Note also that directions call for the verifiers to
write in any additional task statements that they feel have been omitted.
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verifier§ should be persons who can accurately be labelled as:experts. Unlike

the participants, however, the verifiers do not have ‘to verbalize the skills.,

Some Eoordinatoré'ﬁake a serious.mtstake in the selection of the veri-

. fiers by (1) mailing the questionnaire to all the known practioners in the

regio- , or (2) using a tahle of random numbers to select a random sample of

‘manageable siz& {twenty-five to fifty persons) for”the purpose. - The serious

weakness of these two options is that some of the opinfons received will be

¥hose oF individuals who are only minimally qualified. Data from the experts

are averaged in with data from those who are less qualified, resul ting in

inferior {or at least qugstionable):data for‘pr??ram'development. .

© " The verification process should be a local ohe¢, but the term ™ocal® may
need some definition. If-an institution is training textile equipment mainte- .
nance wopkers and it places all 1ts students In the three mills in town, then' -
the related task 1ist should be verified by workers from the immediate area--

_the town itself. If an agricultural training program prepares workers for

_ tropical foliage-nurseries, an_indugtry confined to two counties in the cen- .

tral part of the state, those counifes become the area for "local® verifica- °
tion. 1f a school has the only Yaser/optics program in the state, with its
graduates emp]qyed over a -wide geographic region, that school should verify
a related task 1ist by;mall;ngit to expert workers in several nearby states.

Selecting a vérifiggxi n Qroup need not be a major effort. A progrém‘s

occupational advisory committee may be satisfactory for the job if it is com- - '

- posed of the right kind of people. Such experts should be involved in every

IN

step of planning for competency-based education, and DACUM chart verification
is a crucial task in which they ought to be involvéd. Ir they do not par-
ticipate directly in the verification, they should at least be asked to help
1den:1fy firms, employees, and first-1ine supervisors who are qualified to be -
verifiers. : - _ _ - .

Collect and Analyze Data

An approach sometimes used to colleét the data needed is to convene a -
special verification commi ttee, solely for the purpose -of reviewing the task
statements. The members {ten to fifteen is a workab1®wize) may be selected

“on the basis of recommendations from-knowledgeable people in the occupation.

The committee can be convened and put to work at a two- or three-hour meeting
reviewing the tentative task 1ist and obtaining any desired task ratingg.

It is helpful to send members o? the verification group a cipy of the
task 1ist a few days ahead of time, so they can prepare for the discussion.
It 1s inefficient to simply open the meeting with the general comment, “Doe
anyone have any suggestions for addi tions or deletions?" This texds to lea
to haphazard discussion, with 1ittle assurance that the work will be done.

- thoroughly and theughtfully. .

Rather, the facilitator shouid'structure the job by reviewing the list,
one area of competence at a time. Each titk statement should be examined in-

dividually, and the facilitator should move the committee's attention along if
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. there are no questions or problems. If the original task 1ist is thoroughly

' developed; there should be relatively 1ittle that requires significant change,
but the recommendations made by the verifiers should be addressed, and appro- . -
pridte revisions made. - o

L Probably the most. efficient and most frequently used data collection pro-
. cedure 1s the mailed questionnaire. A well-developed questionnaire may be -
sent along with“an appropriate cover,letter to twenty-five workers and a 1ike
. number of supervisors at a very low cost. If the verifiers are located over a
wide region, the cost of a mafled survey is much less than. the cost of paying -
the travel and per diem expenses of persons attending a group meeting. Also,
persons completing a questionnaire can do so at a time most convenfent to
. them, without mi;sing any work. . :

The questiond%ires may be mailed to the:group of workers, and non-
respondents should then be reminded with a follow-up letter or telephone
call. The cost of this approach fncludes the printing of the instrument,

* the postage’, telephone charges, and secretarial services.

1f verification is done through {nterview/observation techniques, the
facil{tator must prepare interviewers, write introductions to employers, and _
free sufficient staff time to conduct the interviews. This approach is V : _
probably too costly for most institutions to seriously consider. feoo

Regardless of the means used to-collect the data, the data must be tabu-
lated and analyzed. The usual procedure for verification of data, since rela-
tively small numbers of responses are typically involved, is to,manually tabu-
late the frequency of each type response and then convert the frequencies to
a mean score. For an example of this type of summary, see the Industrial
Mechanics Survey Summary in appendix K. )

L3

. Use Data to Modify the Analysis _

. Once the data have been summarized, they should be carefully interpreted
to see what changes are needed in the tentative task 1isting. Sometimes re-
‘spondents will paint out one or two tasks that somehow were missed by the
DACUM committee., -Comments made by several reviewers may also suggest that a
few statements need some modification to clarify their meaning. Changes of

. this nature require.that the program developers or, instructors make good
professional judgments. ~ : ,

The program developer may want to phone one or two of the DACUM commi ttee
members to reviéw the changes believed desirable. The program advisory com-
mi'ttee may also;belgonsuIted regarding proposed changes. :

Daté;obtai ed from the ratings may be used to help the instiuctor and
developers determine what task's represent entry-level tasks that “must be
taught.” These include tasks rated as very :important, needed by entry-level ,
workers, and frequently performed. Tasks ranked as not needed by most entry-
level workers should be excluded from most trafning programs.

69
ERIC | | 96

T Y Y T




It

A number of tasks will probably fall in the "should be taught" category.
"These include tasks ranked as being of average. importance and occasionally
performed. Arbitrary cut off points can be established and used to guide the
selection of tasks to be addressed in developing the curriculum materials and
designing the training effort. p ‘ :

Regardless of the data collected, some hard professional judgments must
be made, probably with the:help of the advisory committee. The process of
- developing a valid 1ist of tasks is demanding, no matter how it is done.
That 1s probably why it often fails to get the time and attention it requires.
‘However, nothing 1s more crucial to the worth and the success of a competency-
. based vocational program. Once the tasks. for an occupational program are
“verified, an institution has a solid research base on which to bufld an
‘effective .vocational training program. : U

. o PRODUCING THE DACUM CHART.

. f ‘ | ) | _ .
Once the task are verified, a DACUM chart may be laminated in plastic, at -
. least for a while. At this stage, howevér, a few important details sti’1 need

.attention 1f the DACUM chart is to be used most effectively.

Code], sk Statements.

* - /For easy reference to a particular task statement, most institutions
each duty and task statement, using-either a numbering -and/or lettesing
‘system. These codes are.then used to label file boxes containing instruc-
tional materials for a particular task, as well as to ‘label learning guides,.
quules. medfa, performance checklists, and so forth. -

Any coding system should be simple to use and understand and should allow
the labeling of each duty area and each individual task. The National Center
for Research in Vocational Education and many American community colleges have
employed a code combining capital JJetters and Arabic numbers. Capital letters
are assfgned in alphabetical order to each duty area (é.g., A, B, C, D) and
letters and numbers are assigned to each individual task in -each duty area
(e.g.,.A-1, A-2, A-3, B-1, B-2, B-3). Appendix N offers examples of this type
of 1abeling. o ' -

A number of Canadian educational agencies employ a two-digit code for
the duty areas (e.g., 01, 02, 03, 04) and use the same double-digit system for
each of the individual tasks (e.g., 01-01, 01-02, 01-03,;02-01, 02-02, 02-03).

Detérmine the Chart Format : i

There §s a 1ot of truth to the adages that "first impressions are impor-
tant" and that "a picture s worth a thousand words." Such is certainly the
case with-a DACUM occupational profile chart. An institution should review
the many types of formats avafluble and then take the time to devise an excel-
lent format for fts use. Sec zppendix N for several examples. '

4
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. The physical layout and appearance of the format adopted can do much

. to create a favorable impression on those who use the chart. And, since the
DACUM profile chart lends itself to many uses, many influential people (as
well as the program's-students) are likely to see it.: It-1s highly recom-
mended .that an institution first decide what information should be on its
DACUM profiles, and then employ a graphic artist to develop one or more de-
signs for final approval. Once prepared and adopted, of ‘course, the same
format may be used for- all the 1nst1tutioﬁ's.occupational programs.

_Pgrhaps'the biggest question {n determining the chart format is, "What
information should be fncluded?" But there are several options. The follow-
_1nq types of information should be considered essen;ial: '

. Institution‘s'qamé % : L B

o Occupational title

o Date of development

'The following types of 1nformﬁtionvmay'5e considered highly desirable:

o Names of DACUM commi ttee members .

Names of cooperating businesses and indusiries
Name(s) of DACUM,coordihator/facilitator' |
Institutional logo- : |

Student and jnstructor identification spaces

Some institutions also. prepare a special cover drawing to reflect the
occupational area of concern. Others, such as Holland College, design their
profile ghart to serve also as a "Record of Achievement" and encase them ’
~ in plastic. > - i ;

,

supervise Production of the Chort

, ~ Once the DACUM chart format is determined /ghe coordinator should super-
vise its production to ensure that a high-quatity, accurate chart is produced.
The actual mechanics of typing ov composing the chart will vary considerably,
depending on the equipment.available. ce typed, the chart must be carefully
proofread and chgcked for accuracy agdinst the final verified 1ist of tasks.
Any corrections needed should be expertly made or, in the case of word pro-
cessing equipment, an entirely new copy produced. -

If photo reduction {s used, do not reduce the size of print too much to
save space. Most fnstitutions use either 11" x 17" cover stock or twd or more
sheets of either 8 1/2" X 11" or 8 1/2" x 14" cover stock assembled in plas-
tic. If the budget permits or institutional facilities ace available, have
the chart printed rather than duplicated. Do not accept anything short of
the highest quality reproduction. And be sure to print an ample supply.

!
1
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Disserninate the Profile Chart o . , .
"One of a DACUM coordinator's more enjoyable activities is the distri-
bution of the printed DACUM profile charts. The final printed and verified -
- profile should be distributed to at least the following groups, either in
. person or with an accompanying letter or memo: . )

e DACUM committee members

. Industrial contacts who helped identify and/or arrange for the
“release of DACUM' participants

o Occupational advisory commtttee members

e Program instructors'and curriculum development specialists

o Appropriate institutional administrators and board members
e Yocational guidance and placement personnel o

° Enrolled and potential students ]

Nurierous specific uses for the DACUM chart are- briefly described in -~
appendix L.

, Also consider shar.ing the final ‘chart with one or all of the follow
. agencies:

e DACUM Exchange
Humber College of Applied Arts and Technology,
205 Humber College.Blvd.
Rexdale, Ontario M9H-5L7
Canada
(416) 675-3111 X<553

This interrational DACUM exchange has collected stored and distributed
charts developed all over the world since 1971. The nominal price for
each chart or task 1ist is $2.50, which cover$ the cost of postage and
duplication. After contributing to the exchange, there is no cost for
reasonable requests.

e VECM Acquisitions
National Center for Research in Vocational Education
The Ohio State University
1960 Kenny Road
Columbus, OH 43210
(800) 848-4815 or (614) 486-3655
(or the Regfonal Curriculum Coordination Center for your area)

VECM is a relatively new "vocational education curriculum materiais”
data-base affiliated with the National Center Clearinghouse. It is a
comprehensive, centralized, and computerized source of information on
both print and nonprint curricula and related materials, including task
1ists. Only items that have an availability source aré entered into the
data-base. Searches may be conducted" through the: state curriculum
11aisons.
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e Open Entries ' . '
The Center for Studies in Vocational Education
Florida State University -
Stone Building .
.Tallahassee, FL 32306
(904) 644-2440

Open Entries' objective is to exchange information on compe tency-based/
learning guides, modules, task 1ists, audfovisuals, and related staff
development and support materfials. Its intent is to help 1ink, nation-
wide, educators involved in competency-based vocational education so that
they can share materials, ideas, and experiences. A subscription to the
quarterly newsletter, which contains both *want ads" and “offers" of
specific materials, is $5.00 per year.

. Conduct Follow-Up Activities o
" Depending on the {nstitutional situation, the role of a DACUM coordina- .

tor and/or facilitator is essentially completed for the target occupation.

The role may shift to involvement, however, with one or more of the follow-up -

activities that should occur. following the dissemination of the chart. :Jt is

at this point that the coordinator and/or-facilitator becomes more of a pro-

gram developer or curriculum specialist, as he or she begins td work with the -

instructor(s) and other {nstructional development team meber's to implement

the changes needed. 3 . :

There is no single best way to 1nstituiiona1ize the use'of DACUM charts.
Most institutions use teams to revise their existing curricula or to develop
an entirely new education or training program based on the DACUM findings. -

. _ One of the major tasks undertaken by most {nstitutions is to conduct a
—  task analysis; that is, to analyze each verified task in order to identify
[T} tThe siEps/actiyities involved, (2) the related knowledge required, (3) the
attitudes involved, (4) the performance standards expected, (5) the tools and
materials needed, ‘and (6) any safety concerns. This step serves several very
fmportant purposes, one of which s to provide teachers and others with a more
detafled basis f7r developing instructional materials..

More importantly, however, it helps the curriculum developer(s) to iden-
tify the relative “size" of the tasks (competencies) 1isted. No matter how
carefully defined and structured the-analysis process 1s, competencies inevit-
| ably vary in size (i,e., in the amount of time and effort required to teach -

, or to learn that skill). B8y analyzing each competency, one can identify and
: remedy these inconsistencies. Two sample task analysis forms that have proven
useful to both instructors and curriculum developers are contained, along with
an 11lustration of one, in appendix M. - :

One other item remains to be addressed in this DACUM coordinator's/facil-
jtator's handbook; that person's own professional «development and growth. A - -
. beginning facilitator should ask a qualified person to evaluate their perfor-
mance immediately after observing his or her facilitation of a DACUM werkshop.

- 5
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They should also submit copies of their first few ana]yses to experienced _
. facilitators .for constructive critiquing. All faci]itators should do their *
part to maintain the integrity and quality of the DACUM process. The bibljo-
graphy includes a growing 1ist of DACUM references that DACUM facilitators
should -obtain and with which they should become familiar.

DACUM has indeed proven itself an effective, efficient,'and viable
alternative to traditional occupational analysis procedures. When DACUM is

properly used, it is a powerful too] for eva]uating an-existing program or
develgping a new one. N

5
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APPENDIX A / g I
- ABRIEF HISTORY OF D, cumM L

A. C11nton. Iowa Job Corps

DACUM (Developing A CurriculUM) is a new approach to the development of ,
curricuTa combined with a new evaluation process for occupational training.
programs. It was created initially in a joint efforj by the Experimental
Projects Branch, Canada Department of Manpower and Immigration, and Gen-
eral Learning COrporation of New York, which provided technical direction |
to the Women's Job Corps program at C11nton. Iowa. Early efforts at . : |
Clinton were intended to produce a curriculum guide that would enhance .
trainee involvement in the training program and in planning for goal , '
attainment. The result was a graphic presentation of the curriculum sim-
flar to a time bar chart. Following these early efforts, an experimental
. ' DACUM for a typical occupation was developed in Canada as a model for
T further. application. It was introduced to the NewStart Corporations 1n

~ - 1968 during their planning stages. : 4}

.The fdea was adopted by Nova Scotia NewStart Inc. because of a number of

. clrcumstances that demanded a new approach to curriculum development. ..
Because of the nature of the NewStart assignment, it was necessary to —
respond quickly to the needs of disadvantaged adults. This, in turn, '
created a need for immediate acfion in planning any training program and
defining it in curricular form. | I

-

B. Holland College, Charlottetown, P.E.I...Canada

DACUM was adopted by Holland College in 1969 through efforts-of Presi-
dent Donald Glendenning and program development specialist, Larry Coffin.
DACUM is used as the basis for developing all of{their educational ‘
programs. DACUM has also been widely used by many other postsecrndary
colleges throughout Canada such as Humber College of Applied Arts and.
Techng}ogydin Toronto where a DACUM chart exchange service has been
established.

C. National Center for Reséarch in Vocationa1 Educatisn

Robert E. Norton and James B. Hamilton learned of the DACUM procedure from -
Larry Coffin in May 1975 during a performance-based teacher education
(PBTE) resource person's training workshop at Holland College.

In January 1976, Robert E. Norton employed Larry Coffin to facilitate the

first DACUM conducted at the National Center. An analysis of the job of

local vocational education administrator was conducted at that workshop.
: . . P

A}

1. Taken from R? E. A&ams. DACUM: Approaches to Curriculum Learning and
Evaluation in Occupational Training, Uttawa, Canada, 1975, p. 3.
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In Januéﬁy‘ngG,'Robert E. Norton employed Larry Coffin to facilitate the
first DACUM conducted at the Natfonal Center. An analysis of the job of
local_vocational education administrator was conducted at that workshop.

In December 1976, Robert E. Norton ¢onducted -a DACUM analysis of the job
of legal assistant for the Colorado Instructional Materials Service at
Colorado State University, Fort Collins. Later, Wiley B. Lewis and

" Phyliss J. Abt sonducted-many additional DACUM occupational analyses for

the Colorado State Department of Educatfon. In October 1977, Norton
facilitated an analysis of the job of vocational teacher implementing

‘competency-based education at thevNational Center. . .

In February 1978, the DACUM process was explained and promoted as an
alternative approach to occupational analysis at two national USOE-EPDA
funded workshops on (1) the implementation of competency-based adminis-
trator education (CBAE) programs and (2) the implementation of competency-
based staff development (CBSD) programs.

In April 1978, Dean Don Altieri of Caldwell Community College and Tech-
nical Institute (Hudson, North Carolina) employed Robert/E. Norton to
conduct an anaiysis of the job of radiologic techhologiit. That was
followed by his conducting an analysis of the job of instructional

. specialist for the. ACCTion Consortium at Tri-County Technical College'

{Pendleton, South Carolina) in August 1978.

In 1979, a number of nguests for DACUM workshops were received and anal-

“ yses conducted at varfous community colleges and at the National Center by

Audni Miller-Beach, James B. Hamilton, Robert E. Norton, Karen Quinn, and
a few other stir'f members. A few non-Mational Center persons, most of
whom went to Holland College for training, also started conducting DACUM

‘ workshops. 4

In March 1982, Robert E. Norton was employed by Trident Technical College
(Charleston, South Carclina) to both conduct an analysis of the job of
industriai mechanic and train three DACUM facilitators for the college.
An unpub 1ished DACUM coordinator's handbook was assembled for that
workshop-. , \_ '

The Natio.:al Academy, under the leadership of Mark Newton and Audni
MillersBeach, arranged for a DACUM on DACUM to be conducted at the
National Center in October 1982. It was that occupationa] analysis that
provided the research base for development of this DACUM Handbook and
guidelines for the develUpment of a formalized DACUM :
coordinator/facilitator training program.

In Jd¢nuary 1983, Robert E. Neton trained and assisted persons in
Venezuela to conduct a DACUM analysis of the job of vocational superin-

_tendent at Maracay. In November 1983, he ¢1so conducted an orientation

program and drmonstration DACUM in Jakarta, Indonesa for the Asia-Pacific
regional office of the International Labor Organization ILO/APSDEP.
Twenty-five persons from eluven countries participated in the analysis uf
the job of vocational instructor/trainer. | \
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In January 1984, Audni Miller-Beach, James B. Hamilton, and Robert E. .
Norton planned and conducted a DACUM training program for preparing. other
National Center staff to assume the responsibility for fa 11itating DACUM
workshops. In July 1984, the National Center conducted 1EB first official
DACUM Training Institute for twelve carefully selected candidates from the
United Htates, Canada, and Pakistan. ' ' y
The second DACUM Training Institute was conducted at Caldwell Community
College ard Technical Institute in Hudson, North Carolina in October 1984
and as this document is being finalized, preparations are being made to
conduct the third DACUM Training Institute in March 1985 at Brookhaven
College, a member of the Dallas County Community College District.

Other Major Users in the United States

-
The author is unaware of all of the many users of the DACUM process for
occupational analysis in the United States and apologizes in advance to
any major users that are not herein 1isted. Perhaps the major user out-
side of the National Center, whose staff have conservatively conducted -
over 125 DACUM workshops since 1976, is the Cyrriculum Materials Service
at Colorado State University at Fort Collins, where Wiley Lewis and others
have conducted over 50 workshopd. Other major users and promoters include
Tim Nolan for the AACTion Consortium at Tri-County Technical College,
Pendleton, South Carolina; Jack Harris of Stark Technical Institute,
Canton, Ohio; Ken Kyre of the State Board for Tachnical and Comprehensive
Education, Columbia, South Carolina; Betty Howd, Director of Instructional
Development for Trident Technical College, Chariesten, South Carolina; Don
Altieri, Dean of Caldwell Community College and Technical Institute,
Hudson, North Carolina; Laura Capp, CBE Curriculum Coordinator at Seminole
Community College, Sanford, Florida; and Marilyn Peterson, Educational

- Development 0fficer at Durham Technical Institute, Durham, North Carolina.. -

Recently, persons at the East Central Network for Curriculum Coordination
have also begun to us¢ and advocate the DACUM process.
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" CBE: AN EFFECTIVE AND REALISTIC APPROACH
TO VOCATIONAL AND TECHNICAL EDUCATION
. /by Robert E. Norton . -

Essential Elemerits and Desirable Characteristics

. ‘Traditionally, in all of education, we have accepted the option of making
learning the variable and time the constant. Whenever we say that a course
?hvo1ves so many ‘hours of Tnstruction, we are openl» admitting our acceptance
of this historical approach to-education. A set number of hours per course is

admittedly an administrative and planning convenience that fs hard to give up. . °

However, under these circumstances, our teaching is often geared to covering
as much information as possitle in the time permitted, in hopes that enough
will be learned to allow our students to be successful.

Many'person§ feel it 1s‘aJout time that those of us ‘nvolved in voca-
tional and technical education should be opting to implement programs in
which learning is the constant and time the varfable. Vocational educators
in many states, including New York, Kentucky, Florida, North Carolina, and
Pennsylvania, are currently working hard to make this option a reality in
their vocational and technical education programs throujh the implementation

" of competency-based education (CBE).. | ’

Before proceeding, it should be noted that terms and acronyms for these
programs abound: CBE, PBE, CBSD, CBAE. What is important 1s that all such
prograps, regardless of.'the specific names attached to them, should possess
the. essential and desirable characteristics described below in order to be.
considered truly competency- or performance-based... See figures 5 and 6 to

‘review with some of the many compe tency/performance-based terms and acronyms
being used, their meaning, and the common and unique factors associated with

each type of program. . . : N~
e - . ) o i .
To understand fully the meaning of CBE, one must be awarf of the essen-
tial elements and desirable characteristics of such programs.! There are
five essential elementss ' ' ‘

[y

N .

1. Competencies to be achieved are¢ carefully identified, verified,
and made pubTic In advance--This simply means that fﬁe Tmportant
entry-Tevel competencies for any occupaticnal program area must be
idéntified in some appropriate manner, vorified as relevant by ex-

perts who -should know that field, and then made known to students and |
efefyqpe else interested in what the program is designed .o teach.

-

‘1., - The essential elements and desirable characteristics presented here are '

adapted from Achiéving the Potential o Performance-B:1sed Teacher Education:
Recommendations, nograph Sertfes: No. lo TWuashington, OC: American

~“Rssociation of Colleges for Teacher.Education. 1974).
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2. Criteria tu be used in assessing achievement and the conditions, under

. ‘ which achievement will be assessed are exp11c1tl¥stateaana made
public Tn advance-~This means we are going to ¢liminate guessing °

games about wnat parts of. the course are important.and tell students
exactly how their performance will be evaluated. The implementation
of this essential element also means that we; are ‘gtving up the

! ‘traditional nbrm-refereéuced approach to the .evaluation of student

achiévement in which tie focus 1s on comparing & student's progress
with that of other students. In its place, we aré adopting the
criterion-referenced approach in which each individual student's
progress is compared with previously established -criteria that are
made known-to all who are concerned. ° o e

|

3. The instructiona ogram provides for the 1nd1vidual development and
evaluation of each of the. competencies specitied=-What we are saying
ere 1s simply that each student shail be given the opportunity to

develop each of the competencies important to his/her training pro-

gram, and that each student will be given the ofportunity to demon~ ,
strate attainment of each competency. This essential element has . Lo
strong implications regarding the need to individudlize CBE programs )

to the maximum extent possible and for the type of insttuctional ma- »
terials -needed to make individualization possible. X "o

4

4, Assessment of competency takes the students' knowledge and attitudes

Tnto account but requires actual performance of the competency as the -
: rimary source of evidence--UBE ‘goes beyond tF. traditional eﬁuca- :
|
|
|

. tTonal expectation that students should know the "how"“and-'why" of >

thirgs and places a strong emphasis on the "ability to do" as well,
0f course, in order to perform a task correctly, the student will
need to acquire the necessary prerequisite.knowledge and attitudes.
Acquiring the necessary prerequisite knowledge and attitudes in-:
volved, however, does not by itself ensure the student’s actual -~ . o
ability to perform important ‘competencies. " It is with regard to ‘ ‘
‘this essential element of CBE that many programs fall short, rely-: ~ L
ing instead only upon paper-and-pencil tests of cognitive understand-
ing as proof of competency. Whila such measures can appropriately b@

- used to assess prerequisite knowledge, they must be supplemented by v,
performance-oriented, process-and-product checklists or other mea-
surement devices that permit assessment of the student's actual \

ability to perform the ekpected competencies. SR .

!
&, . v ¢

5, Students grogress through the instructional program at their gwn rate
by demonstrating fhe'aigiTﬁment of specified comget%ncies--!aid in
another way, we want to make time the variable and learning the cen-
stant. Again, it is clear that some individualization of instruction
is called for. While student progress is dependent upon the demon-" . A
stration of competencies, this element does not mean that reasonable.
time limits cannot be imposed upon the students. Some persons may e {

want to interpret this element to mean that only the student is ,

accountable for his/her progress. Not so--a CBE program places
accountability for learning squarely upon the shoulders of both the
learner and the instructor. ' o

A=

c—

6

80 o :




1.

2.

3,
4,
5,

- 6.

7.

To help the reader visualize some ~f the major differences between a CBE 4
prograim and a conventional program :f -vocational education,’twelve factors re-
. lated to each of the programs are presented below. Admittedly, few of today's
“ programs would meet .xacttly the criteria for either type of program. While
most actual programs are probably located somewhere between the two extremes,
the comparison helps to summarize some of the basic differences inherent in-
the two ap;.\roaches.~

conventional | . - . Competency-Based
Vocational Programs . . Vecational Programs

The additional desirable characteristics of CBE ‘programs are.as follows:

Instruction is Jndividualized v the maximum extent possible, rather
than group-paced.

Learning experirpces are guided 'by frequent feedback.

Emphasis 15 on helping the student achieve program exit requirements.'

Instruction-is individuiltj*paced rather than time-based.. é
d on

Instruction is, to a "Considerable extent field-centered--bas
realistic work problems and situations.

Instruction is often-modularized and uses materials ydth both re-
quired and optional learning activijties to help achieve flexibility

* and provide for different learning styles.

The program as a whole is carefurf& planned and systematic (e.g.,
_congerned staff are tnvolved in planning, and evaluation data is used
for program improvement) . A

) l'o
2.
3.

. 6.
7.
8.
9.

100_'

’ 110
12,

5.

Lontent-Baged %~ Competency-Based
Time-Based - EE Performancé-Based
- Group Paced | - . Individually Paced
4. \‘roup Needs Tt ; ~‘Individual Needs
Delayed Feedback . - -Immediaté Feedback
Textbook/Workbook Materials
Limited Field Experience 9 B Learning in the Field
Lectures,. Demonstrations ' 1
General - Objectives | - spe¥ific Objectives °
Subjective Criteria . Objecttve Criteria
Norm-Referenced ' " Criterion-Referenced

Final Grades " Student.Competence . N

" Modules and Media Materials .

Assistance of Resource Person

.
[ v .
N 4

. N
r ) -
.
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Whether you are implémenting your own CBE program, helping another
zeacher or instructor implement such a program, or in the position of evalu-
ting programs implementad by others, some means of formative evaluation can
be very helpful. With the essential elements and the desirable characteris-
tics in'mind, a Competency-Based Education Program Evaluation Checklist ($ee
figure 7) has'been devised to help you assess the status of arny CBE. program.
It is recognized that different states and sc o1 systems have somewhat dif-
. fering philosophies about what CBE i{s and, hepce,the checklist may have to
modified somewhat to fit local philosophies. Nevertheless, it is felt that
the criteria 1isted reflect the minimum essential program elements that are
generally recognized as necessary to assure erdll program quality. It is

hoped that.the ins;rggﬁgt can be used in a positive way to promote further o

the implemertation o gh-quality CBE programs that will better meet the
vocational and technigal;education negds'of-our youth and adults.
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) Programs for Secondarzggnd Postsecondary Studénts

CBE - Cbmpetenqy-based education

CB! - Competency-based instruction : o
PBI "= Performance-based 1nstruction"’ L <L~
PBE - Performance-based education A | |

PBVE -~ Pgrformance-based vocational education
CBVE - Competency-based vocational education

L]

Programs for Teachers/lpstrgitors‘in University Settings* -

"PBTE - Performance-based teacher education

" CBTE - Competency-based teacher education
PBVTE - Performance-based vocational teacher education
CBVTE - Competency-based’ vocational teacher education .
‘C/PBTE - Competency/Performance-based teacher education
P/CBTE - Performance/Competenqy-baS:d teacher education

Programs for Teachers/Instructors in Stafff Development Settings*

LBSD --Competénqy-based staff dev}lopmeﬁt
Programs for Administrators

CBAE - Competency-based administrator education

Programs for Guidance Personnel

CBCG - Compet;ncy-based career guidance

Process for .Occupational Analysis

DACUM - Developing A Curriculum

*The same performance-ba ed modu1arized materials are used in both types of
programs s\

Hg. 5. Competency/periormance-based acronyms and thelr meanings.

~
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TERMS COMMON FACTORS UNIQUE FACTOKS

tssential tle- vesirable Ele-,

Preferred Other Commonly Group(s) . Type(s) of
ments/Program ments/Program A v
Term Used Terms Characteristics | Characteristics Referred To Competencies
:1 —C31 B - - Secondary, - fechnical and
PBIL ' SAME FOR ALL PRO- postsecondary, vocational
COMPETENCY~ | PBE - GRAMS AND GROUPS; and adult voca- skills . .
BASED' EDU- | CBVE ' : in short: * tional and - Sources include
CATION cevl . ‘ : technical stu- DACUM, V-TECS,
‘ _ ; 1. COMPETENCIES 1. Instruction dents some state cur-
ARE IDENTI- is indi. < riculum 1abs,
F1ED, VERI- vidualized and other educa-
FIED, AND to majximum . . tional agencies
‘ PBIE [ CBTE MADE PUBLIC. extant pos- | - Preservice and - Professional
o PBVTE sible. inservice voca- (pedagogical)
PERFORMANCE-| CBVTE 2. CRITERIA AND ’ tional teachers | teaching skills . .-
BASED + .| C/PBTE CONDITIONS .2. _ Frequent and 1nstructors - Several oompe:.
TEACHER P/CBTE FOR ASSESS- feedback ~+Four-year tercy 1isty
EDUCATIOM VENT ARE {s provided college or exist includ-
: SPECIFIED AND the -1¢arner. university- . 1ng NCRVE 127
- -MADE PUBLIC. based teacher (based on
: | 3. Program pro- |, educatjon +| Cotrell 384)
3. PROGRAM PRO- ~ vides for programs - and Hamilton: .
YIDES FOR THE open-entry/ . et al.
. . INDIVIDUAL open-exit. . competencies
‘ DEVELOPMENT
7850 PBD OF COMPZTEN=- | 4. Modules or - TRservice voca- Same as above -
: : ' CIES, _ other {ndi- tiona’! teachers |
COMPETENCY - _ vidual and instructors
BASED, STAFF 4, FINAL ASSESS- learning - Staff develoo-
~ DEVELOPMENT MENT REQUIRES | - packages ment program
ACTUAL PER- are used. operated in a ‘
FORMANCE., ' secondary or
5. lnstruction two-year post-
5. STUDENTS ) is based on secondary agency;
PROGRESS AT realistic . or in business/ ~
THEIR OWN work situa- industry settings
CBAL WOTE: . 1nis may RATE. tions, Secondary and - Professional
be confused with postsecondary leadership and -
COMPETENCY- | competency-based 6. Multi-mode administrators of management
BASED ADMIN~| adult education : required and vocationat and skills
ISTRATOR . loptional technical educa- |- Several lists
EDUCATION" learning tion programs exist including
activities Norton et al.
: are used. 166 :
(f:[d) — career guidance Career guidance
: . 7. Criterion- . personnel career devel-
COMPETENCY- referenced opment skills
BASED CAREER ' evaluation _in 6 areas:
GUIDANCE is used. planning, sup-
‘ vl , porting, imple-
8. Program menting, operat-
evaluation ing, evaluating,
and revigion special popula-
are continu- tions
4 1 ous. ‘




) _ , Program

Name

J.

Date

Directions: indicate the extept to which the program being evaluated has implemented each of the following essential
.elements and desirable characteristtcs by checktng the appropriate box under Level of Implementation.

Level of Implementation

Podr Fair Good Excelient.-
A. ESSENTIAL CHARACTERISTICS: .

1. Competencies to be achleved by the students have been:
a. carefully identified .
b verified by local experts
_ €. made public

' 2 Criteria for assessing each of the verified competencies have been:
a. derived from analysis of the competencies
b. explicitly stated along with conditions
c. made public -

'3, Instructional program provides for the:
a. individual development of each competency
'b. individual assessment of each competency

O
0
O
0
0
]
]
]
4. Assessment of the students' competency:
a. takes knowledge Into account D
b. takes attitudes Into account ]
c. requires actual pertormance of the competency as the major
source of ovidence : . R 0
]
]
O
]
(]
]
O
]
]
O

(

0 oo OO0 0Ooo goo

" 5. Students progress through the program: o
"a. at their own rate
b. by demonstrating'their competence

B. DESIRABLE CHARACTERISTICS
6. Instruction is individualized to the maximum extent possiblé
7. Learning experiences are guided by frequent feedback
- 8. Emphasis i$ upon students’ achievement of exit requirements
9. Instruction Is individually paced rather than time-based
10. Instruction is field-centered using realistic work situations and
~ actual on-tife-job expe’iences :

11. instructional materials are.
a. modularized
b. mediated r .
c. flexible with both required and optional learning activities provided

12. The instructional program as a whole is carefully planned and systematic— .
evaluation data is used for program improvement 0 O o O

Levél.of Implemantation: in a fully implemented CBE progtam, all items will receive an excellent response. If any item

receives & Poor or Fair response, you should meet with your competency-based education program coordinator to
determine what changes are needed and how you can get help in making them.

oo 0 ODOoOO OO0 -0 O@ 00 9000 000

oo o0 OOOO 00 O OO0 00O 000 000

‘oo O OoooOoO0o oo

Ag. 7. Competency-based educotion pro gram evaiuation checkiist. ’
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- APPENDIXC
TERMINOLOGY ASSOCIATED WITH DACUM AND CBE

—-—

Activity, Operation,. or Step--One or more of a series of actions necessary to
complete a task. ' o ' '

ComEetence--Achievement of the knowledge, skills, and attitudes required by a

* . Worker in order to perform a given occupational task. .

Competency--A description of»the”ab111ty"one possesses when they are able to
pergorm a given occupational task effectively and efficiently.

Competency-Based Education (CBE)--An 1ns¥ructiona1 program for preparing
sfugenfs %ﬁaf adheres t0 the essential elements and desirable characteristics
of competency-based education. - Programs of this type are also sometimes
called performance-based education (PBE). »

Competency Profile--A graphic portrayal of all the duties and associated task

statements Important to workers in a given occupation. An occupational pro-

file chart is used by many institutions to record competency attainment ahd to
help assess student needs. Also used are the terms task 1ist, occupational - -
profile, and DACUM chart.

Coordinator--The person who plans the DACUM occupational analysis process,
makes the necessary preworkshop arrangements--ipcluding the selection of the
committee occupational experts--and provides for verification of the task
statements. ' .

;Criteribn-Referenced Measure--The Standards,'estab1ished in advance of, in-

struction, that will be used for assessing the students' levelopment of the
skill, knowledge, and/or attitude as stated in the performance objective.

The standards are based on- actual occupational standards and do not involve

measuring the performance of one student against the performance of other
students. -

Curriculum--A description or composite of statements about “"what is to be .
Yearned™ Dy a student in a particular fnstructional program; a product that.
states the "intended learning outcomes” that have been selected and ordered.

DACUM--An acronym for Developing A Curriculw.. It is an approach to occupa-
Tional analysis that involves bringTng a committee of occupational experts
together under the 1eadership of a trained facilitator. They use modified
brainstorming’techniques to specify in detail the duties and tasks that
successful workers in their occupatign must perform.

Duty--An arbritrary clustering of related tasks into a broad functional ar€a =
or general area of ‘responsibility.

L]
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Educational (Training) Program--The complete curriculum and instruction (what
and how) that 1s designed to prepare a person or group of persons for employ-?
ment in a job or other particular performance situation. '

Enabling Objective--Oné of the several process-type objectives that help stu-
“dents progress toward achievement of a terminal objective. '

'Fac111fator--The person who 1eads the DACUM occupational analysis workshop to
Tdentify the actual job duties and tasks.

Feedback--A 1earning activity in which the learner is provided with informa-
tion about his/her progress through model answers, mudel critiques, product/
performance checklists, or other means. - .

Individualized Instruction--An approach for managing the instructional process
within which the tocus 15 on helping individual learners (as opposed to groups
of learners) acquire the knowledge, skills, and attitudes needed. It is

geared to the student's own needs, learning preferences, and rate of learning.

Informatibﬁ Sheet--Segment of a learning package'(module or learning guide)
that 1s used to pﬁbujqe cognitive information to the learner.

~ .
Instruction--Whereas curriculum identifies the content or "what is to be
Tearned,” Instruction is the process, the how, or the means by which the
intended learning will be achieved. ' : :

. Job--A specific position requiring the performance-of specific tasks--essen-
tTally the same tasks are performed by all workers having the same title.
. 4

Learning Activity--The required and/or optional: learning steps thétvthe stu-
agnf'faies in completing a learning package.. , , .

Learning Package--A generic term used to describe the many types of student

Tearning maf3r5a1s used in most CBE programs. Two commonly used types are

learning guides and modules. /

o Learning Guide--A type of learning package that usually contains a ter-

minal objective, enabling objectives, directions for learning activities,
a 1isting of the external supportive resources needed, and evaluation ac-

A tivities{/ While 1earning guides are developed in a wide variety of for-
mats, most are dependent upon external resources to provide the essential
content needed. -

o Module--A type of learning package that usually includes a terminal
obJective, enabling objectives, essential cognitive information, and
evaluation activities. While modules are developed in a wide variety

- of formats, most are/jj;f-contained, transportable, and designed for

either individual -or group use, | ~.




Occupational Analysis--A process used to identify the duties and tasks that
are important to workers in any given occupation. A number of alternative and
acceptable approaches to occupational analysis are available. Also fraauently
called job analysis. o S :

Occupational Cluster--A grouping of jobs that are related by the similarity of
the_xfi;s perfi%med_by the various workers. : |

"Performance Checklist--A.1ist of specific criteria, usually based on actual
‘occupagional standards, that is used to evaluate the process used and/or prod-
yc t—dev

eloped by a worker when performing an occupational task.

Performance Objective--A statement describfng desired student performance,
The conditions under which the performance is to occur, and the criteria by
which the performance will be evaluated. The student is expected to be able.

“to-do something, rather than to-simply know something. Thus, while knowledge

is Fequired in order to perform correctly, emphasis is place on observable.

" behavior.

"ﬁesource Person--The professional educator who is directly responsible for

guiding trainees and helping them plan and carry out their professional de-
velopment programs.

Ski11--The ability to perform occupational tasks with a’degree of proficiency
within a given occupation. Skil11 is conceived of as a composite of three com-
pletely interdependent components: cognitive, affective, and psychomotor.

Step--A term referring to the next level into which all job tasks may be sub-
ivided. Also commonly referred to as activities, operations, or elements.

Task--A work activity that is discrete, observable, performed within a 1imited
period of time, and that leads to a product, service, or desision. Tasks are
also frequently referred to as the skills or competencies that students or
trainees must obtain in order to be successful workers. )

- Task Analysis--The process of analyzing each occupational task (identified

through occupational or job analysis) to determine the knowledge, attitudes, .
and skills required of workers performing it. ' '

Task Statement--A description of a meaningful unit of work that contains an
action verb and an object that receives the action (it may also contain one or
more qualifiers) and represents a typical job assignment that an employer or
customer would pay for.

Verification--The process of having experts review and confirm or refute the

Tmportance of the task (competency) statements identified through occupational

analysis. Reviewers are usually selected from the ranks of practicing workers
and immediate supervisors o0f such workers. This process is also sometimes |
referred to as validation.
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 APPENDIXD
SAMPLE LETTERS, DATA, AND INFORMATION SHEETS

Sample Letter to Employer -

(Institutional Letterhead)

May 28, 19

Dr..Andrew Brown .
94 Livingston Avenue . ‘ ' e
Columbus, OH 43210 '

Daar Dr. Brown:

This letter will confirm our conversation about your willingness to
release Kris Spencer to help us conduct a DACUM occupational analysis
of the job of nursing assistant on June 24-25. Enclosed is a brief -
description of the DACUM procedure that we will be using and a copy-

.of the letter that has been sent to Kris.

Our college greatly appreciates your cooperation in this important phase
of our training program development process. With your assistance and
that of other employers in the community, we can develop a curriculum
that will better meet the needs of all workers.

~

Once the DACUM chart has been verified, we will send you a copy for your
information and possible use. Should you have any questions about the .
DACUM process, please do not hesitate to call me at 486-3655.

Abain, thanks for your kind assistance.

Sincerely,
John Overmeyer

DACUM Coordinator

Enclosures &
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Sample Letter to Panel Member

} . _ (Institutioh 1 Letterhead) _
| ] ) i . _
B . ‘ . o

May 28, 19 - . - , 1

Ms. Kris Spencer
50 Brook Drive
Columbus, OH 43210

Dear ‘Ms. Spencer:
) 4

ThanK you for being willing to assist us with our DACUM workshop to

i

be- held-on June 24-25 at our institution. |
P . ' s

I would like to congratulate you on being identified by your employer
as one of the best nursing assistants in this area. We appreciate your

willingness to participate in what will be a very helpful procedure for

us, and we feel, a personally rewarding experience for you. :

We will be starting at 8:30 a.m.' sharp on Tuesday, the 24th, and will
probably continue until 5:00 p.m. each day. Enclosed is a map giving
.our exact location and a brief\descrtpgioﬁ\of the DACUM occupational

analysis procedure that we will be using. Please report ta Room 1-C,
in our 196Q Building: by 8:15 a.m. for parking information and cof fee.

Should you have any questions, pléase call me at 485-3655.” We 100k
forward to having you.with us. ' :

L)

'Sincerer, L

.

John Overmeyer _ : | »:’
DACUM Coordinator '

Enclosures ‘

cc: Dr. -Andrew Brown

P
k .
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DACUM INFORMATION SHEET

WHAT IS DACUM (DEVELOPING A CURRICULUM)?

. DACUM is a relatively: new and innovative approach to occupational
c analyéis. It has proven to be a very effective method of quickly deter-
| - ..mining, at relatively low cost, the competencies or tasks that must be
per formed by persons employed in a givgp job or ogcupational area.

- ' The profile chart that results” from the DACUM analysis is a detailed
and graphic gortrayal of the skills or competencies involved in the occupa-.

: tion being studied. The DACUM analysis can be used as a basis for (1) cur- -
riculum develgpment, (2) student learning, (3) training needs assessments,
(4) worker performance evaluations, and (5) competency test development.

DACUM has been successfully used to analyze occupations at the profes-

sional, technical, skilled, and semiskilled 1evels. DACUM operates.on the
following three premises: (1) expert workers are better able to.describe/
define ‘their -job than anyone else, (2) any job can be effectively and suffi-
ciently described in terms of the tasks that successful workers in that occu-
pation perform, and (3) all tasks have direct Tmplications for the knowled?e
and attjtudes that workers must have in order to perfofm the tasks cofrectly.

' A carefully chosen group of about 10-12 experts from the occupational
area, form the DACUM committee.. Committee members are recruited directly from

. business, industry, or-the professions. . The committee works ‘under the guid-.
ance of a facilitator for two days .to develop the DACUM chart. Modified ‘
small-group Brainstorming techniques are used to obtain the collective
expertise and consensus of the committee. T

: The DACUM cbmmittee‘is carefully guided through each of the following .
steps by the coordinator: . o )
. , T . S
1. Orientation I ”
2. Review of job or occupational area description
3. Identification of geheral‘areas_of job responsibility ]

4. ldentification of sdecific tasks performed' in each of the general
_~areas of résponsibility

5. Review and refinement of task statements

6. Sequencing of task stitements _

7. ldentification of entry-lgvel tasks ) . Ll
8. Other'ohtions, as desired

.

\

Because ¢’ their current occupational expertise, committee partici-
pants do not need to make any advance preparations, Participants on past
DACUM committees have, without exception, found the activity to be a -
professionally stimutating and rewacding.experience. - ¥

’

g
.
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Company, Name .

Company Address

' ’ . s N -
Contact Person: Name ' . Title
' | ', Phone ] _Date Contacted | L
.Panel Member:  Name | o )
. - Y
Title (Job) ' 1
_ Address o N °
, e Phone '
- 5.5, Now << " No. of Years Empldyed .
Expense . | - "
: " — -
' P , ) .- .
Communication: .
‘ Initial: By Rhone Reminder _'Lefter to “Company ,
Date . ate - ) ate .
Letter of Confirmation, Letter of Thanks ' .
- Date ° Date .
Letter of Thanks : : DACUM Chart Sent ‘
: © Date - o ) | Date i
© Other )
‘ Describe
| Comments:
| L '
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. . Article friom OPEN DOORS, a Journai of the North’ Car'ohna Department of
’ Commumty Coi.‘leges, Raie1gh Spring- Summer 1979, pp. 16 17. .
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.I-n the final assess‘mont, whﬂ)
counts in education js what stu-
dents learn and not how;long
they are in school. With this in .
, mind, Caldwell Community Col-
. lege and .Technical Institute is
working toward csinpetency-
based curriculums, especially in
‘ the occupational programs
: where gkills can be more easily
dentonstrated and measured.
. Dr. Don Altieri, the community '
coliege dean of educational de-
velopment said the college is
]oining the ranks of educational
institutions across the nation,
who are updating curriculums,
with an ‘emphasis on the stu-
dents’ development of and ability
to demonstrate performance
_skills, as well as the more tradi-
tional goals of helping students
gain knowledge and develop at-
fitudes.

‘It has been in our iong-range
plans for some time to move in
this direction,” ha said. “In fact,
we have already begun to work

- competency-based programs
into our occupational areas. We

) coliected lists of competencies
from other piB fs for anumber of

a

M |
.
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B DACUM Trled at Caldwell o

training programs -but didn't

" know Faw to break them down
into *what we negded,"” he ‘

LI

explained.
At a workshop he attended -at

~ Ohio State, Dr. Altieri said he dis-.

covered the Déveloping A Cur-

riculum (DACUM) process which -
" seomed to
competency-based curriculum

tie Caidwell’'s

efforts together.  °

““The whole buginess sure

made a lot of sense to me,” he
said. “Fhe pro¢ess was not.so

sophisticated that it couldn't be

used by &imost anyone. it was in-
tensive but not complicated.”
DACUM was crentod in the ate

- 1960's by the' iExperimental

Projects Branch-of ther Canada

‘Department of Regional Eco-

nomic Expansion and the Gen-
eral Learning Corporation of Now
York.

Essentially, it calls for a panel
of experts in the occupational

_.field under consideration, a
facilitator or group leader who (

works well with a group but is na

‘well enough acquainted with the

field to exert any influence in
decision-making, and a recorder
to keep track of what comes out

%
39

-

SAMPLE NEWS ARTICLE ABOUT pACIM -

' of tho group interaction

. To become better acquainted-
" with the ‘DACUM process,
Cajdwell-accepted the offer from .-

its Radiologic Techmology Pro-

gram to experiment with the pro- °

‘cess in a workshop situation on
“campus. -
Carolyn Holland, coordinator

of the college's radiology pro-

gram, contacted radiographers .

-and radiologists working in local

area hospitals to serve as the

'“panel of experts.” Those who .

agreed to participate represented

‘the wide range of experiences .

and job responsibilities in their

the process.

" Dr. Robert Nortox director of

. the post-secondary education
staff deveiopmont\gro]oct at Ohio
State and his assistant, Audni
Miller-Beach,. came as consul-
tants to Caldwell Community Col-
lege to conduct the workshop. =

The workshop sessions cov-
ered the six DACUM steps
beginning with an orientatioq_oi

- occupation that is cailed for in

0

the panel to the process itself. -

Panel members were then asked
to define their occupational area.
““It was, interesting how much

-

% ’
OPEN DOOR
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Dr. Don Altierl and Cnrolyn Holland of Caldnn Community College and Tochnlcal institute work on a eompotoncy-bnm progmn for

radiologic tocrmology

discussion there was among the
.participants befors they arrived

. at a definition they could agree

on,” Dr: Altieri commented.
Next, they were asked to iden-

tify major headings or categories,

_ review and refine both categories
end tasks, and put the two in

proper sequence.

Participants worked 16%2 hours’

over a two-and-a-half day period
to complete the project. At the
¢nd they had listed the major
v;ompetencies they felt a gradu-
. %ﬁo of a Radiologic Technology

‘rogram should have to succeed
i : that occupation.

“We had & good group of peo-
gle involyed, and there was a lot
of healthy discussion and evalua-
tian among them before they
c'me to an agreement about the
competencies and tasks they felt
vwire sssential,” Cr. Altieri said.

During this first phase of the
process, input came only from
the panel. Instructors in the col-
loge’s training program and the

'ERI Kc . ‘

-NOL-IUUHER

facilltator were not allowed to'

contribute to the listing of com-
petencies and tasks.

The next step, as Dr. Altieri de- |

scribed it,-will be to ‘complile a
competency chart which will be
reviewed ‘by members of the
panel and other professionals in
the radiology field to verify,
clarify and refine the competen-
cies and tasks outlined by the
panel during the workshop ses-
sions.

“Whun this phase is completed
and the chart is finglized, it will

be up to the instructors to design

a program with the kinds of learn-
ing expsriances which will pro—
duce these competencies in stu-
dents,” Dr. Altieri explained.

The major goal of a
competency-based program in
any field is to produce graduates
who know and can demonstrate
competently the skills of their

" field in a job situation.

Dr. Altieri said that at some in-
stitutions where the antire

-
]

9% 1)

riculum is competency-based,
graduates do not receive diplo-
mas at the end of their training
period. Instead, they get sheets
listing the skills they should have
developed during their training
and indicating the level of com-

‘petency they achieved.in each of

those skills. These sheets then
give prospective employers a
much clearer idea of what each
graduate knows and can do on

" the joh,

Whilg Caldwell has no immedi-
ate plans for going the check
sheet route, the college's goal is
to better prepafe the occupa-

_ tional graduates to perform well

in the work situation and to make
sure that what those graduates
learn is what they need to know

" in order to succeed in their

causes.
Dr. Altieri says the DACUM

process seems to be an effective

means for reaching that end.

BEST COPY AVAILABLE

17



"+ APPENDIXF . -
'DACUM COMMITTEE ORIENTATION OUTLINE AND
- TRANSPARENCY MASTERS .

' CﬂﬂENMNHC”ICNﬂl"!E

-
Al

This outline is a rei teration of the topics in the section of the hand-
book on orienting the participants. It may be us@ful as you prepare your Gwn’'
notes . for the orientation process.: It also references and contains masters of
the overhead transparencies that are recommended -to he1p you visually present
essent1a1 1nfbrmat10n. .

A. DACUM coordinator introduces welcoming official
.. %

.. He1comes panef officially. .
e Thanks panel for thedr participation.
o Recognizes importance of'their.occupation and assistance.

*

T

- B.. Coordinator 1ntroduces facilitator . . ‘ r'
o ‘Acknowledges skill required. R ; 2 o
o Reviews: facilitators qualifications/experience.. . LT

C. Facilitator takes over workshop

’ »
‘s Extends personal greeting. .

‘ * Asks each panel member to introduce self. S
Introduces recorder and instructor(s), if any.

Uses ice-breaker actividy, if desired. s .
Creates informal, relaxed atmosphere. ‘ |

Reviews 1ogistfba1 arrangements (e.g., location of restrooms,
meeting times, break procedures etc.). .
{ S

D. Facilitator estab1ishes rapport

e Asks panelists to confer on a first-name basis. .

Asks panelists to remove ties, coats, etc., to get comfortable.
Emphasizes care used in selec¢ting them. -
Congratulates them on being se]ected and recognized as experts.
Confesses his or her'lack of occupational expertise.

. Expresses his or her enthusiasm for the DACUM process.

.

n ot
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y o ' L.
Reviews his or her successful experiences.
Attempts to put panel members at ease. .7

Explains briefiy the job to .be done and how the host institution
will use the resulting analysis for curriculum development.

Asks panelists to discuss the many. ways (good and’ bad) that a
curriculum may be’ derived. °

e Summarizes discussion (use Transparencies 1 and 2)

E. Begins expianation of DAGUM

H.

I.

. Uses Transparency 3 to explain acronym.

e Uses Transparencies 4 and 5 to expiain what DACUM is and how it -
has been used. ‘

e Tells optional DACUM story, if desired \

States_phiiosophy behind DACUM : T y

- ,
o UseS'Transparency 6 to present three assumptions. .
o Asks for questions, explains as necessary. '

Summarizes roles of panel and facilitator

* Emphasizes prod® skills of facilitator. - |
o Emphasizes expertise and decision-making skills of panel members.
e Stresses need for téamwork afnd cooperation. '

Expiains DACUM procedural steps — o o ot

o Uses Transparency 7 to review ‘the eight steps. ' .

* Distributes and, reviews one or more DACUM charts to iiiustrate
what a completed chart looks 1ike. Stresses use of actior’ verbs,
etc. ‘ ) A

¢ Asks if there are questions.

4

Explains guidelines for<panei operation . a
. ‘ .

o Uses Transparencies 8 and 9. ~ ¥
o Asks if there are'questions. - 4
o Expiains other’ Options,.if apprOpriate.

' A
Conducts review of occupation and beg;ns identification of conpetency

areas- (duties) . ‘

e Distributes and discusses working definition.
e ldentifies general areas of competence.

98 'Q ) '
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TRANSPARENCY Weés

Transparencies 1 through 14 were designed by the author for usé 1n the
. {nitial orientation of DACUM workshop participants, as well as in the training .
-~ -of DACUM coordinators'and facilitators.

Transparencies 15 through 21 have

bean adapted by the author from materials submitted by F. A. Embree of the
Humber College of Applied Arts and Technology. They may be used in conducting
-" DACUM workshops and/or in conducting training for DACUM faci]itators ‘and/or

coordinators.

- 99,
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‘— " What we know best?
- — What we were taught?

. — What we enjoy feaching? _
-~ °— What we have experlence with? =~ -7
~ — What the textbook happens to include?.

.\-\) ) | ,- . non—, , ’ | ‘ \ .

— What the student most needs for succassful employment?
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| ~ WHAT IS DACUM? .
AN APPROACH TO OCCUPATIONAL (JOB) ANALYSIS
USE'D EXTENSIVELY IN CANADA AT POSTSECONDARX I.E \§L

 USED BY MANY SECONDARY AND POSTSECONDARY SCHOOLS IN
‘THEUS. | & .

| USED MANY TIMES BY THE‘NATIONAL CENTER FOR HESEABCH IN
VOBATIUNAL EDU(‘.ATIDN -

FOUND TO-BE:

EFFECTIVE
QuICK *
~ LOW COST
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CLEGALASSSTANT
 DRAFTSPERSON 4

" ELEGTRONIES TECHNICIAN N

\_ CONSTRUCTION SUPERINTENDENT

VOCATIONAL TEACHER
 RADIOLOGIC TECHNOLOGIST
 RESPIRATORY THERAPIST
CMACHNST |
INDUSTRIALELECTRICIAN

 SECONDARY SCHOOL PRINCIPAL '.'
"COMPUTER PROGRAMMER
" * APPRENTICE REPRESENTATIVE ’
' o 109
. MRS
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- SOME-QCCUPATIONS ANALYZED BY DACUM

. VOCATIONAL ADMINISTRATOR - .
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EXPERT WORKERS ARE BETTER AB'LEE TO DESCRIBE/DEFINE .
THEIB DCCUPATION THAN ANYONE ELSE S

' DACUM PHILOSOPHY

-3 RO
b

‘o ANY JOB CAN BE EFFEDTWELY AND SUFFIBIENTLY DESCBIBED IN
. TERMS OF THE TASKS SUCCESSFUL WDRKEHS IN THAT
| OBCUPATION PERFUBM

o AL TASKS HAVE DIRECT IMPLICATIONS FOR THE Kuowuuse |
- AND-ATTITUDES THAT-WORKERS MUST RAVE IN ORDER T -

. PERFORM THE TASKS CORRECTLY

—re e e
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~ DACUM PROCEDUPAL STEPS

 ORIENTATION OF COMMITTEE
. nevuaw OF OCCUPATION

REVIEW ANI] REFINE TASK AND UUTY STATEMENTS
SEQUENCE IASILAMIIBUIX SIAIEMEMJ

IDENTIFY ENTBY LEVEL TASKS
OTHER UPTIONS AS DESIRED

: -f, IDENTIFY SPECIFIC TASKS PERFOHMED

. IDENTIFY GENERAL AREAS OF BESPONSIBILlTY [DUTIES]

S




‘OPERATIONAL GUIDELINES

e EVERYONE PARTICIPATES EOUALLY B
o SHREMEMSFREELY ')
« HITCH-HIKE ON EACH OTHER'S IDEAS.

« PROVIDE CONSTRUCTIVE SUGGESTIDNS RATHER THAN NEGATIVE
CAITICISMS | e

; .ALL TASK STATEMENTS ARE CAREFULLY GﬂNSIDERED
e 00 NOT USE ANY REFERENCES

o UBSERVERS GANNOT PARTIGIPATE ‘_ |

o ALL TASK STATEMENTS MUST BEGIN WITH AN ACTlUN VERB AND.
'REFLECT AN OBSEH\IABLE PERFOHMANGE . :
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© UNWRITTENSTEMOFTASK
~ COMPETENCY) STALEMENTS

‘
(
" THEINDIVIDUAL WORKER ~ ~ . o
~ MUSTBEABLETO:- o,




”K‘EY TERMS

_ a A ‘ : : R N
(DUTIES AN ARBITRARY GROUPING OF RELATED TASKS,
SR usumvslz PER J0B
" TASKS e SPECIFC OBSERVABLE UNITS OF WORK

. .USUALLY 6-30 PER nurv AND 50-200-PER JOB ™

~ .

STEPS o | 'SPEBIFIC ELEMENTS OR ALTIVITIES REOUIBED T(l
. - PERFORM ATASK o y,

o AT LEAST TWU OR MURE PEH TASK




y .
. : 4
- . .
» . j

e KEYTERMS

-~ JoB ANALYSIS = IDENTIFIBATION OF JDB DUTIES AND TASKS
C :

 TASK ANALYSIS = IDENTIFICATION OF THE STEPS, KNOWLEDGE

o . REQUIRED:TOOLS, SAFETY FACTORS, AND -
" PERFORMANCE STANDARDS RELATED TO ONE OR.
. -“MORETASKS . =




o V . 1
7 | o a

* GRAPHIC REPRESENTATION OF
. JB, DUTY, AND TASK RELATIONSHIPS

' »

B \yme-

JoB_

14

pviDED | |- N S
INTO - ] . |
DUTIES
812)

»

JOB
DIVIDED
-~ INTO .
DUTIES

AND
TASKS
(50-200)




JOB TAS_KS£

e

o HAVE A DEFINITE BEGINNING AND ENDING POINT

* CAN BE PERFORMED OVER A SHORT PERIOD OF TINE
‘o JcAN BE PERFORMED IN[IEPENDENT OF nmsn WORK- -

L ’consm OF TWO OR Momsjnps N
e CAN BE uassnvsu AND MEASURED
.0 masuu INAPRODUCT SERVICE, o DECISION




TASK STATEMENTS

o . REFLECT A A MEANINGFUL umr OF WORK -

o CONTAIN AN ACTION VERB AND AN OBJECT THAT BECEIVES
- THE ACTlDN

- K MAY CONTAIN ONE UR MORE HELEVANT UUALlFlERS BUT OMIT i
- QUALIFIERS SUCH AS EFFEDTIVELY AND EFFICIENTLY T

. 'ARE EXPLICIT. PRECISE AND STAND ALONE
"o AVOID REFEHENCES T0-KNOWLEDGE AND ATTITUDES NEEDED :

‘o AVOID REFERENCES TO TOOLS AND EOUIPMENT THAT MERELY |
. SUPPORT TASK PEBFORMANCE .
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o | * DEVELOPING A CURRICULUM -
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6. SEQUENCE TASK AND GUTY STATEMENTS
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APPENDIX G

POTENTIAL PROBLEMS IN WORKING WITH
. DACUM COMMITTEES
! ‘ \ . LY J-

b4

_ Problems in working_withCqmmittees

T2TTIL 1]

) 4 . . . '
~ The foregoing suggested techniques for' organizing committees and conducting
committee workshops to develop DACUM charts are stated in terms of the func-
tions of the co-ordinator and the demands he must place on the committee in

. order to achieve quality. Nevertheless, there are a number of situations

that can and will interfére with chart development. The following are prob-
lems that have been encpgntened. The co-ordinator should be aware of these

"so that he may take the suggested corrective action to maintain committee

focus and better assure the quality of the analysis task. - “y

——

1. Committee Too Small : e
. A conmittee of three or four persons presents special E;obIems.v. , .
Norinally members 'serve as a sounding board for the co-ordinator, helping
him determine if contributions are accurate and applicable in the wide
range of activities in the occupation. If the committee is too small,
the co-ordinator has less opportunity to verify accuracy. First, there
* is a tendency for one person to dominate. It is easier for one person
" . -to engineer a role for himself in which he makes most of the contribu-.
" tions and casts the.others in a supporting, confirming role. Second, - .
,..small committees selected on a regional or local basis tend to focus '
their contributions on immediate neec- even though the task calls for
wider coverage. Finally, small committees tend to focus on a particular
arga or.specialty and may be reluctant to explore diverse activities or
specialties in the occupation. - o
- . R \
The co-ordinator must consistently steer discussion away from the. *
- sinale person, the local -community, or the single specialty in the '

' occupation. He may have to ignore the dominant person at times and =

solicit contributions from the others, casting the dominant person

in rolé of confirming other contributions. When a small committee
becemes too localized or begips to focus on a familiar specialty, the
co-ordinator should periodically-halt proceedings for a-review, pointing
out the previously established boundaries and range of application of
the occupation. It is also useful to solicit confirmation from committee
members that they havé adequate knowledge of or prior experiences in the
applications they are tending to de-emphasize. In other words, it may

be necessary to reconfirm for them that they are indeed capable of hand1ing i

the entire scope of the analysis. The co-ordinato: can directly broaden
the coverage of the analysis by consistently asking the committe¢ if each

definition would apply in and is adequately stated for specific'regions

or firms he might designate. . «

» L

Taken from DACUM: Approach to Curriculum, Learning, and Evaluation in
Occupational Training by Robert E. Adams, Department o1 Regional EconomicC -
Expansion, Uttawa, Canada: Revised 1975, pp. 107-118. . ‘

o
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2. Committee Too Lam_

4

_In cases where committees are very large (15 or more) - probiems of °
a different sort apoear. A number of committee members make relatively
few contributions unless a definite plan is made to stimulate the con-
tribution.of each. Overt efforts to do this, however, might dampen

the enthusiasm of more vocal committee members who obviously are ready

to specify skiil definitions they know must appear on the chart. -

In somepoases the 1arge ‘committees will consist of a number of
membérs who are content to sit back and allow a-more yocal group to
provide most of the contributions. In the ‘interest of the assign-
menty the co-ordinator may allow this to continue throughout the
workshop. However, he must take steps to ensure that it does not become

., a problem. The co-ordinator can periodically ask specific_members who
are less vocal to describe applications of skills in their -own firms
or specialties. ' This gets them participating and gives thenl an oppor-
- tunity to describe differences and to help in specifying the’skills more
© accurately. , In reality, they are beginning to contribute skill defin-
itions of their own vhich in turn generates enthusiasm for becoming a
part of the skill specification process. ' . :

The co-ordinator can also involve the less vocal committee members
when -the prime contributors run into difficulty over wording and:, more
importantly, during the final stages of chart development in order to’
“ensure the skill definition is suitable for ﬂunr owm andaother environ-
ments.

3. Disadvantageous Sea_ggg Prra_gements

Seating must be arranged SO all persons ‘can-see the wall surface
and read the definitions. In large-compittees, the more vocal partici-
pants often cluster in the front row and block the ¥iew of those who
sit behind. The co-ordinator can improve the situation through some
".simple techniques. First, he can arrange the chairs close together in
L two rows so that there<is no need for a third row of chairs. Second, .
" : he can place the front row four or five feet from the wall. This brings
- those in front into close contact with the wall and allows the back
rows to move closer. It also tends to balance contributions, as those
in front may have to rely on those behind to read the extremities of the
‘ chart. Third, the co-ordinator must take steps to.place persons with
‘ audio or VT§%|J difficulties to best advantage. Those having difficulty
in reading the cards from a distance’'should be moved to the front (which
| also provides an opportunity to request that.a more vocal member move
| to tHe back). Similarly, persons with hearing problems shou1d be
situated near the co-ordinator and the centre of discussion. * If such
| arrangements are not made, these persons will miss points and later
~ make inappropriate contributions.
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h 4. Late Arrivals for Orientation T S ' . . ¢

r'f Oriehtation provides the framework for the workshop, and it is P
important that all persons be present when it begins. - Some persons . %

attend meetings-only to present a point of view. They do not intend \\'

to oarticipate full time.. Others arrive late due .to unavoidable . - \
circumstances. ' B [ S —

9

It has -been found useful to orient these persons ?mmediate1y and | .

. in private. This may be done by stopping for a coffee break. In some

. 1
A

‘committee work, the presence of a second co-ordinator-has enabled one
to leave the vorkshop, orient the new arrival, and return with-him to

observe for a time and review work completed. -
A 1ate¥arrival will disrupt committee proceedings if he is not
provided with orientation prior to making his contributions. If there
is no opportunity to do this immediately on entry, it is best to ask
him privately to refrain from contributing yntil he has been provided
with appropriate orientation. He-will learn a lot by observing and will .
not feel he.has to begin debating issues at once. . L . o

5. Persons Who Treat the Workshop as Just Another Meeting.f iy 4 |

L

~Occasionally, one encounters: persons, particularly those who are in
peripheral:positions -in the qccupation, who attend a -large number of
meetings.” They view curriculum and similar meetings as opportunities
to renew old acquaintances, to discuss a variety of issues, and to raise -
éfecia] issues of their own. ' . . :

It is difficult to convince such a person that the workshop is an

~ activity which demands that a lot of hard vork be done in a short period

Fk
§ NV
» »

of time and that he must quickly learn' to work within the required frame-
work if the job is to be done: It is best to take him-aside at the first
opportunity such as a coffee break to discuss the issues with him and to
encourage him to take a more objective view in working as part of the
team. - - : : -

o

\

- 6. Persons Concerried with the Prestiae of the Occupation -

Orne sometimes encounters an individual who is convinced that the
prestice of his occunation will be enhanced by the prestige of the
training proaram. He is unwilling tc allow an activity of this sof
to clarify,exactly what the occupation is ahout lest this expose its
simplicity. Hé will talk.around 1ssues and attemn} to inflate them. g

“rather than share in the process of specifying a fiumber of easy-to-

define skills. A committee can work quite rapidly in specifyino the
more manipulative, procedural skills of the occupation, but this indi- -
vidual ‘will try to involve the committee in discussing related issues -




o

(a)

.contributions to the specific area orBand in the chart that is

~

‘ .

" such as phi1050phy of the occupation, the long-range fdture. and the

effects of -changing technology.\ .-

overcome this, kind of resistance.

(b)

(c)

HE can ignore the individual andu;g_ggggs;>1n the committee for

being analyzed. While this person.will resist and attempt to make
some vcontributions, the co-ordinator should ignore these and allow

"the rest of the committee to contribute their specifications. The

T TS S R TRt B I b T TR R A

There are several technid%e§ which the co~5;a¥5526?M33Hm3561§fto

member may react by falling silent and may subsequently begin to -

participate as part of .a committee. lfﬁhe reacts by becoming even -

more vocal,-the other members can usual
action to reduce his interference.

L .

3

y be relied on_to take

- @ . . T . :
He can take the individual aside to re-explain the nature of the - .
exercise and even-to suggest that he consider leaving the workshop -

if he thinks he cannot.participate. | :

Occasionally such a person will insist that there are re51iy only

one or two skills in an area being analyzed or that'the area is not:
'significant or worthy of this kind of analysis. A useful techniaue
is to proceed over his objections and ‘assist the others in defining -
a number of skills in that area. This will expose his unreasonable

attitude and arguments to the rest of - the comnmittee as well as to

. himself. In short, this is a defihite move to turn the rest of the

committee on him so that they, with their occupational expertise, ’

can control a situation the co-ordinator capnot control.

| 7.'Persops Concerned with“Training ‘for Purposes of Prestige _'\\

. _Some persons feel that if the chart reflects sophisticated theories
and principles from a variety of fields it will make the graduate appear
more sophisticated and -thus enhance the préstige of the occupation. -
These persons are sometimes difficult tqrdetect and subsequently handle

because. the. co-ordinator himself is nev

mation and skills are required until he can generate enough debate.
Sometimes a person so concerned will influence the remainder of the
committee to specify unnecessary content. The co-ordinator must be

alert to the fact that they may be being influenced by someone or some-

thing other than their .professional judgment. In addition to the

techniques recommended in (6), the co-ordinator can refer the committee - - ‘-_\'

to other workshops where this tendency was present, describe the sub-
sequent difficulties it caused, and suggest that this committee would
:not wish to dissipate effort in this way. Most members will jump at

the

problem.

a

4
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opportunity to reject the influence of the person who initiated the ‘ v

er sure whether specific infor-
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8. Persons Concerned with Knowledge for the Sake of Knowledge |
.,n,J”Renéonswﬁhowiéeﬂmétronglywabeu%ethefdem#nant~plaee~of~k§9w1edge in
aining system; tend to.emanate from three sources: L

(a) There are persons in evolving oc&upations‘which have been i11-specified ~, .
‘ in terms of skill requirements. This is particularly ngticeable in
occupations that are evolving from several other occupations. There
is a tendency .to guess at what knowledge is required for application:
in several areas of expertise and assume this wild enable the graduate

;-

" to function at once in a new occupational role. .

(b) There are persons in occupations which have traditionally provided

- on-the-job training with knowledge being provided on a release basis .
as .an external activity at a technical institute or trade school. _ -
They see training as that portion of the individual's development

‘ that occurs. in the external institution. They have difficulty in

e, specifying what the ‘individual does on the job and ‘what competence

a he must acquie there. - - : . ST

o ‘ﬁﬁ;c) There are persons in nonprofessional occupations which operate under =
et strong professional direction or control. The professional, because
S P - 'his own training was highly knowledge-oriented, is usually not )
accustomed to specifying skills in the way that is required and may
tend to resist doing this, feeling that knowledge in itself is more
‘important. : ' - - .

b

- .

matjon and theory is essential to enable the employee to speak intelli-
gently about his fiBdd, as well as to: perform capably, .in order to be
a credit to the occupation.. In such cases it is useful for the co-ordinator
to draw on examples which detract from this feeling. It is easy to point
to occupations such as nursing or teaching in which 1ncréasing emphasis

: was placeq”gn knowledge to the exclusion of useful occupational skills.

e - This is one place in which it may be necessary to stop and debate sohe

* of the issues before proceeding. Persons who fee! strongly about this

issue will resist committee activities until such debate takes place.

Sometimes there is a strong feeling that a w{dezﬁéckgrbUnd of~thfor- - '/j

9. Peoplé Who Believe that Knowledge Leads Direcin to Performance.

Self-trained persons who read extens{ver\in order\tp keep informed
in their field igggglzzﬁthave difficulty in isolating and specifying

skills. They a utetheir own success primarily to the fact that they
accumutated 4 good d¥dl of knowledge, which, to them, is important,

\ Consequently they prefer to specify-competence by defining the elements
of knowledge which they feel contribute to the competence. - :

(4

147

©

“ERIC | o 129

Aruitoxt provided by Eic:




- 4

L4
’

Such persons are generally more difficult to work with than formally =~
trained committee members, whose contributions are typically more precise.
* The co-ordinator must apply extra effort in assisting such persons to -
convert their ideas and contributions into skill definitions. Their
input is, nevertheless, important for they generally have a wide background
that can be capitalized on to. improve the coverage of the chart.

. 10. Persggg-Concerned.with’PrlegmrSOIVing, Analxticil Thinkingggs'the ‘
Prime Requisite R .

'There are those who believe that the analytical problem-solving thought .
’ i process is the most critical component of any training program. They ' .
~ refuse to participate in direct specificdtion of activities, tasks, and
C functions in which the individual must. apply knowledge, and they discourage
o : the attempts of others to do this. The co-ordinator frequently must
- . counteract this by ignoring such persons and focusing attention on those
who are contributing skill definitions. y ¢ |

: 11. Persons Concépned with Attitudes as Opposéd to Skills

. Some committee members express morg concern for desirable -employee
attitudes than for skill specification. Such a person will argue that

‘the problem in industry is attitudes and not skill-weakness, and he S
will attempt to divert discussion away from skill .definition and-.toward
attitudes. This may be due to inability to specify skills because of :
+ lack of detailed knowledge of the occupation. Or it may be due to emphasis

" in a current work role that is related to employee relations or over-all

productivity and, consequently, to concern for work force attitudes..

L4 -

_ The co-ordinator can apply three technigues to encourage such a .

« ' person to function as a member of the committee. First, he can .
redescribe and expand on the rationale for first obtaining a compre- %
hensive description of skills reauivrad. It is impossible to develpp ‘

s . appropriate attitudes if there is not a suitable skill or competenc

" base on which to build. Second, he can ask the member to specify what
he means by the attitude he is talking about and how it would be manifest
in the work environment. Often members will, in spite of themselves,
begin to specify a number of skills which can be recorded on the wall.
Where this has been successful, it has been apparent that the member

v was specifying attitudes because neither he nor the other members had

been able to define the related skills. As a final resort, the
co-ordinator may have to allow such a person to talk-out his concern,
depending on other members to control him when hi§ repeated reference |

\to attitudes interferes too much with' their work. )

12, persons Concerned with the Technicalities of Correct Terminology

Occasionally one encounters an individual who 15 concerned with the
status of the occupation and will insist that "correct” terminology be
used in all hpplication. He will slow the pace of committee achievement

o : 148 |
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as he will want tg debate the adequacy of 'each skill as it is specified,

thus inhibiting the brainstorming process. This happens mest frequently
"n workshops for occupations 1in which there 1is currert debate between
schools of thought. . S .
The co-ordinator can readily resolve this problem by agreeing to
use both of two sugaested definitions. Frequently, all that is involved
is a choice between two descriptive words. This can be settled by
placing one of the words in parentheses behind the other to satisfy

" . both proponents.

13.

14.

- Another techniaque is for the co-ordinator to keep insisting that a'l'l““4
editorial review be reserved fot the latter portion of the workshop.

He must emphasize that brainstorming must continue and that final editing
will be done at an appropriate time in the deveIOpment of the chart.

Persons with Narrow Learn1ng Experiences :

- Some occupations have a history of standardized training to which ,
most who have achieved occupational competence have been subjected
This might_b2 a block release information theory training program, a
process of indentureship, or employment in a series of sub-jobs until

“the learner has adequately performed in edch and s allowed finally to

perform the real tasks of the occupation. In such. cases, committee

~ members will frequently question the wisdom of changing: this pattern.

They come up with such arguments as "There are intrinsic benefits for
persons who have to learn in this way". “It s good d1sc1p11ne“ "It will
make a better man out of him" ,

Such s1tuat10ns demand frequent review of the DACUM principles The
co-ordtnator must go beyond the initial brief orientation and draw on ~
rationale that supports the use of this procedure. ‘It '{s also necessary
for theé co-ordinator to assure committee members that the DACUM system -
contains similar learning experiences and. that the learner is soon going,
to have to demonstrate his perseverance in achieving, his ability in

_completing tasks, and his interest in furthering himself in the occupatien

Another person of this.sort is the professiona1 who believes all

- learning takes place through books and lectures. He can fréquently

be encountered in Tooking at an occupation directly supporting a pro-,
fessional field. Books and lectures are mandatory for most professionals,
and they feel that others should learn in the same way in order to.be

as adaptive and creative as they have been in their occupation.

Persons Who Believe There is Only One Way of Training for Their Field

One may occasionally encounter difficulty with an individual in an
occupation with a. long history of reasonably successful training. It

.is assumed that this is the optimum method of training for the occupation

and that nothing should be allowed to change it. This sometimes becomes
apparent during the restructuring of the’ chart in terms of establishing.
" 149 Y
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sequencing. If a particular sequence of skill acquisition has been the

. accepted mode in the field for many years, the individual will want to’

see this pattern repeated, feeling that someone at some point in time

did a careful analysis and discovered an optimum way for providing train-

- ing. He sometimes fails to see that it may have been established by

accident or through hasty decision-making which resulted in a standard .
pattern because the training institutions in that field wanted standard--
ization and merely adopted the initial pattern. In such cases, the
co-ordinator should halt proceedings, explore these issyes, try to .
determine the origin of the pattern, and determine {ts suftability for
application in the DACUM system. . . ' Y

. The Person Who Rejects the DACUM Approach

Occasionally one runs into a committee member who dislikes the DACUM
anproach because of its permissiveness.- He feels-it is top liberal in
allowing people to determine what they are going to learn and how they
are going to learn it. He suspects this may cause a breakdown of
discipline considered necessary.in the occupation. R

" This individual is typical of persons who function in an authoritative
or autocratic fashion in relation to the people they employ. They fear -
the developiient of a new breed of workers who are self—startin? and self-
thinking and who may take views quite opposéd to conventional industrial .

_ relations practice. They can frequently be detected by such remirks as,

A

16.

.opportunity to air views.

ERIC

r
]

“There is nothing much wrong with our system right now. We just need to

t en up entry requirements so that a-lot of people who have been getting
in'wgn't be getting in any more. Then we'll only take the cream of the
crop'for our occupation."’ -

A most useful technique for dealing with such cases is for the .
co-ordinator to involve-other members of the committee in discussing
these issues. Normadlly the co-ordinator can rely on one or more committee
members to be adequately.alert to the potential of the DACUM process
(even with 1imited exposure) to counterbalance the contributions of the
dissenting committee member. S :

The Cdmnittee that Talks for the Sake 'of Talk

£ S

Some committees are’ heavily weighted with persons who 1ike to attend
meetings, are quite articulate, and enjoy discussion. They prefer to

avoid \the painstaking work at hand and treat the committee work as an

If this attitude dominateézhnd committee work begins to suffer,
there is 1ittle the co-ordinator can do. Efforts have been made in
the past to apply techniques such as attempti n? to get the committee -
to focus more clearly on objectives or attempting to get 1t to pace
itself toward completion of a set of goals. These- have seldom been

1150 .
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effective. In extreme cases it has been found necessary to disband
the committee anqﬂresume the task with a new committee. ' _ »

ST 7. The Negative Critie

_ . ) -

\

There are persons who excel at criticizing the contributions of
others: “That skill isn't specified correetly", “That skill really
. doezn't app;{". "That is a rather insignificant skill to be placing
in an occupgtion “1ike ours"f‘“lt‘s,reaIIy much more complex than we
‘have suggested". At the same time they will avoid making positive
contributions. - _ : X

- . Such persdns may normally function in negative dbntroI]jng or'“ .
monitoring roles and not be comfortab1e_1g\the positive brainstorming

process. S _ !_
One useful technique is to listen alertly to their conversation . . S
and promptly write and place a card on the wall when they begin to - f

discuss what could be an identifiable skill. Specification of a series ;
of skills in this way has been effective in canverting some to a posi-
tive approach. T o ) : P

The.only other useful technique has been to encourage the committee . -
;to deal with the problem. The co-ordinator should avoid personally N
debating the isgjes raised. This rarely succeeds because it is the
negative approach, rather than the issues, that is the problem.

18. The Perspn Who is Afraid to Contribute for Fear of Exposing Ighorance

- Occasionally one encounters a well-qualified recognized expert who ..

has always worked in a situation in-which he did not have "to describe

the characteristics or-requirements of his occupation. Such anp indi-

vidual avoids.contributing even though he appears to know what ‘is -

transpiring in the workshop and.be capable of contributing. He may

fear that his lack of verbal skill will indicatc technical incompetence

to. his colleagues in the conmittee. - It is important for the co-ordinator

.to detect sych an individual almost as soon as the committee's work

begins and encourage him to make contribitions. This is easily done

by questioning him about poorly worded contributions of others and

having him refine the definitions. The co-ordinator should also take- :

every opportunity to sBlicit a contribution from.him so that he may o

begin to feel he is a contributing member ¢of te group. Frequently, -
. when suchaperson emerges from silence, he becomes the most vatuable

participint in the workshop because he is direct and does not over-

- verbalize. . Lt "
Y o~

.
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19. The Person Who Rejects Co-ordinator Leadership

At times an individual will resist the leadership of the co-ordinator
begause he is not an expert in the occupation and he distrusts his ability
to lead a committee in specifyina requirements for a field about which

" he knows little. f ' . : S ‘\

. It is important in such cases to maintain leadership and to apply
techniques that will ovefcome such misgivings. One way is to-provide
examples of charts that have been developed by diverse comittees and

in which the co-ordinator had no more ability than he has in this
particular occupation. Another technique is to describe the rationale

of having ap independent person pecform in this role.

20. The Authority Figure th;lyp1c411¥.00ntrols

' Some persons typically want to controlea group and expect to lead, any
~activity in which they become involved.: If not controlled, they will -
. ™ focus discussion, issues, debates, and final decisions around themselves.
i Jt is interesting to note that this frequently-occurs when most $t the
committee members have been selected from one firm or one specialty .
. in the gccupation. They may have become accustomed to allowing a dominant
individual among them to chair meetings and lead activities, and, as a
consequence, they allow him to assume leadership in the DACUM workshop. -

Such persons are difficult to control, and at times it is necessary
to apply envirpnmental techniques to overcome this difficulty, It may
be necessary, for example.'to;changﬁ the seating arrangements to place
the dominant individual eitner‘on the periphery of the ?roup or next

 to the co-ondinator where he may be ‘more easily controlled. In extreme
o cases, the co-ordinator may have to.assert his responsibility and .
challenge the member, demanding thaé’be cease trying to control the group.

1

21. Instructors Concerned about the Teachiﬂggknle

The inclusion of instructors on committees has not worked out well
efther from the point of view of having the chart developed within a
reasonable period of time or from the point of view of focusing as
directly as possible o/ the requirements of the occupation. While
thgre.are benefits for the instructor in terms of his opportunity to
learn more about the occupation and the views of its experts, his
participation tends to retard the committee process. In cases where
.instructors must participate, it is frequently necessary to remind them
‘that the“issue is not what to teach or how to teach but the requirements -
of the occupation. Maintaining this perspective for instructors places 4
a good deal of pressure on.the co-ordinator, and it has been found that
committees function more effectively if no instructors are present.
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a If there are facilities available, it is useful fo have instructors
* . and Other observers stationed in an adjacent room from which they can
view the proceedings through closed circuit T.V.

»  22. Persons Who Wil Not Address the Co-grdinator B

Sometimes committee members appear to misread the co-ordinator's
role and consistently disregard him. Contributions must go through
the co-ordinator if he is to maintain control of the process.

The co-ordinator may insist that all contributions be directed to
. him and refuse to write and put up any definitions that are not so
. directed. Or he can arrange to have the offenders located near him so
they will have to address him while studying or commenting on the wall.

23. The Person Who Keeps Attention Away from the Wall

An occasion2] committee member will resent the idea of working with
a wall,” Few persons are used to working with this kind of format or
with the brainstorming approach. ~An occasional member may keep his’
attention away from the wall when he.feels the chart is developing in
the wrong way or when he has lost sight of objectives. He will turn to
discuss issues with other mgmbers, will make notes, will write out
statements rather than view the statements on the wall, and, in effect,
will do everything but use the wall as a focus for his participation.

It is possible to overcome this by changing the environment. If
the offender is located in the back of the group, he may be relocated °
in. the front near the co-ordinator. If he is already at the front and
tends to turn around to face the ygroup while working with the wall, it
may be necessary to shift him to the back of the room so that he has to
face the wall while talking to others. At times it may be necessary to
pdint out to him exactly what he is doipg and how it is affecting the
process. He can be warned that he is eventually going to have others
doing the same thing and that the coomittee may lose its focus. Frequently,
this will change the person's attitude, although it may be necessary at
tim$s to remind him that he is a part of a group using the wall as a-
medium. 9

-

~ 24. The DACUM Learnié; Enthusiast 5

Some persons have had ‘an opportunity to learn about DACUM beforehand
and have become over-enthused about its potential for;occupational defini-
tion and learning. These might ©e persons who have bLen previously
exposed to, the DACUM to solicit their assistance in selecting committee
members. Or they might be 1nstruqtors*(or'prospective instructors) who
expect to work with the~system ‘and are’recfuited as part of a committee.

v
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- committee made up of persons more qualified for the task of specifying -
tratning. - . . .

These individuals at times tend to lose sight of the specific purpose

of the coomittee. They may begin to think too far ahead and worry .
about structuring or sequencing wher the skill definition process is - o
not yet complete. They may not grasp the implications of each analysis

step because they are too influenced by what they expect to see in the

finished chart. Lo - ‘ :

It is necessary to play down the contributions of such persons and
recogiiize only those which are directly based on performance.. -If-such
a person is rather vocal and persistently disrupts progeedings with
concerns about the training program, it is best to take directive attion
and explain to him in front of the group that this committee's concern
is not with training, it is.with accurate definition of the skilis of
the occupation. The training program will be the concern of another

2

Oora
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- ~ APPENDIXH

SAMPLE WORKING DEFINITIONS OF
. "OCCUPATIONS TO BE ANALYZED -

. 7
’ . - Respiratory Therapist ‘ g#?

Respiratory therapy workers; sometimes called inhalation therapy workers,
. treat patients with cardio-respiratory problems. Their duties involve the ' .o
therapeutic use of medical gases, air and -oxygen administering apparatus,
environmental control systems, humidification and aerpsols, drugs and medi-_
e cations, ventilatory control, postural drainage,:chest physio-therapy and
) breathing -exercises, respiratory rehabilitation, assistance with cardiopul-
monary .resuscitation, and the maintenance of natural, artificial, and mechan- . )
fcal airways: - S - = _ _

o -

Draftpersons . -

The drafter prepares clear, complete, and accurate. working plans and
detail drawings from rough sketches, specifications; and calculations of o
. _ . engineers, architécts, and designers to be used for engineering or manufac-
turing purposes according to the*specified dimensions. He utilizes knowledge
of various-inachines, engineering practices, mathematics% building materials, .
and ather physical sciences to complete the drawings. .\\\2/ :
7 . ‘ § R - / > . . ;

5]
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P . Industrial Mechanic (DOT 626-630)

When a machine breaks down in a plant or factory, not only is the machine - °

ddle, ut raw materials and human resources are wasted. It is the industriai

mechanic's Jjob to prevent these costiy breakdowns and to make repairs as
quickly as possib]e.

Industriai maintenance mechanics spend much ime doing preventive mainte-

"nance. This includes keeping machines.well oiled and greased, and periodi-
~cally c]eaning parts. The repairer regularly inspects machinery and checks
'performance.” Tools such as micrometers, calipers, and depth gauges are used

to measure and align-all parts. For.example, treadles on sewing machines in

the apparel industry may need adjustment and gears and bearings may have to be
aligned. By keeping complete and up-to-date records, mechanics try to antici- *
pate trouble and service machinery before the factory s production is inter-.
rupted..

» Hhen repairs become necessaiy, the ma&ntenance mechanic must first locate
the specific cause of the problem. Yhis challenge requires knowledge rein-
forced by experience. For:. example, 3fter hearing a vibration from a machine,
the mechanic must decide whether it {s due to worn belts, weak motor bearings,
or any number of other possibilities} Repairers often follow blueprints and

engineering specifications in maintaining and fixing equipment

~

. After correctly diagnosing the problem, the maintenance mechanic dissem-
bles the equipment, and then repair rs or repiaces ‘the .necessary parts. Hand
and power tools usually are needed.® The repairer mayfnse a screwdriver and a
wrench to take the door off .an oven, or a crane ta: 11ft a printing press off
the ground. Electronic testing equipment often is inCluded in the mechanic's
tools. Repairers use catalogs to order replacements for broken or defective
parts. When parts are not readily available, or when a machine must be
quickly returned to production, repairers may sketch a part that can be fabri-
cated by the plant's machine shop.

The repairer reassembles and tests each piece of equipment after it has
been serviced, for once~$t is back in operation, the machine is expected to

w0rk as if it were new

© .
R y _
SOURCE: Occupational Qutlook Handbook, 1980-81 Edition. U.S. Department of
Labor 2075 ™ '
J )
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. APPENDIX | | | \
DEVELOPING QUALITY TASK STATEMENTS
g : \. ;

. : ) o
Tasks_may be defined as activities performed by an individual worker in
order-to accomplish some component of .the occupational role. Task statements
are concise descriptions of units of work as the worker functions in his/her
occupation. S . '

, A task is a unit of work activity that constitutes a siénificant.pafﬁ of
. a duty. A combination qf. tasks usually form 1ogical work activities necessary .
- to perform ‘a duty. Tasks have a definite beginning and -ending point.

The task statement must be as clear as possible so that it is easily and
correct\y‘.nderstood by workers and teackiers in the occupational area. The
. terminology used must be consistent with current occupational. usage, and must
be'unambiguous so that all workers will be able to apply the same inter- o
pretation. . ‘ : o : :

It should!be kept in'mind that task statements are to be used for train-
ing workers, and for supervising workers as they perform on the job. State- o
" ments that are too genéral: (e.g., "Meet the public*) may be quite useless as a
guide for planning instruction or evaluating performance. .Stateménts that are
extremely specific, or even trivial (e.g., "Count nuté® and bolts") may require
no special training procedures, or may .involve very short bits of training
time and therefore may not be helpfula~ e ’ :

Task statements always describe a meaningful unit of work activity that
is discrete, observable, performed within a 1imited period of time, and that ;
results in a product, service, or decisfon. A job task is a worthwhile accom- '
plishment that an employer or customer would be willing to pay for.-A job

_ task also represents a typical assignment that would be given to a worker in
the occupation being analyzed. A task can always be broken down into two or

more procedural steps.
The combbnents of a task statement are:

VERB ' ' .

‘The verb must be in the first person singular, active voict.
(e,g., select, prepare, maintain, direct, organize, produce)
OBJECT ,

The "object” is the thing acted upon by the worker.

(e.g., reports, equipment, records, customers) ~
QUALIFIER : . L

Qualifiers are words or phrases used to 1imit or modtfy the task

statement. ' .
(e.g., ". . . precision measuring. . . " ", . . trouble shooting. . ")

-

157 .




D

-y Examples of the parts!of task statements are:

it ¢
1. Prepare budgets ‘
- {verb) (object)
2. Maintain si€kroom equipment AN o Y
(verb) ~ (qualifier) (object) - ' .
3. Treat burh victims using first .aid measures
_(verb) - (object) (qualifier) .

4

b.

C.

d.

f.

'Of [ ] ...

) S Guidelines for Deveioping Task Statements

Y

The prefix, “The worker is able to . . .* is understood, not written.

)

The task statement begins with a precise action verb in the present tense
(e.q., design construct, ‘rotate, repair, a1ign, adjust). .

Each task statement must, describe an observable behavior. Thus, know]edge
and attitudinal items, beginning with phrases such as “"Know the principles

and “"Appreciate the: impiications of ... ." are not permissibie.

Thus,
Neither is "Receive

Receiving instructions from others shou1d not be'considered a task.

attending meetings or conferences are not tasks.
orders from supervfsor.

Avoid statements such as "Be avaflable when required f0r emergencies.
“Relay forms. If a skill is nqt involved, it is not a task.

Avoid verbs Ithat are indefinite as to meaning. such as "Work with e oen"
"Handle. . ." and "Be responsible for. . ." If a person "worksiwith" a
program or resource, it should be determined what is actually being done

when the activity takes p1ace. There may actuaiiy be severai‘tasks .

" involved.

ho P

i.

Task statements should represent independent skiils and not simp]y
supplement or expand on others (e.g., "Prepare daily work schedules"
should not be used to suppiement 'Prepare work schedules ).

In general,. avoid muitipie verbs in a task statement unless several
actions are always performed together. If two action words are needed;

this usually indicates two skills ‘are involved. In the case of remove:
any repair. use the more inclusive (repair) of the two. S

Do not include unnecessary é;rds such as effectiveiya' “carefully,"
appropriateiy (as in "Use communication effectively® or "File materiais
carefully®). It is understood that workers are not going to be .trained to

be ineffective or careless. :

Qualifiers should be used whenever necessary to c1arify the meaning of
the task. L

o,
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Avoid, vague qualifying phrases such as "when appropriate,"” “as.require?,f

or’ "in acgordance with reguiar procedures.f

Each task statement must be capable of standing alone. A statement such
as “Prepare other materials” might appear to be reasonable if it appears

., at the end of a series of related task, but it cannot be understood by

itseif s0 it should not be used.

Repetition is acceptabie. If "adjust" is the appropriate uerb forimany

task statements, use it. Do not attempt'to find alternatives simply for
the sake of style. ' , .

-

. Skort words should be used in preference to long words or expressions

(e.g., "Maintain a filing system" NOT “Take necessary action relative to

setting up a s stem for the storage e and retrieval of records and instruc-
tional materials"). : . .

Avoid the use of "etc.” if an additional thought needs to be included

express it (e.g., NOT "Maintain a system for controlling dangerous suh-
stances, etc.” but "Maintain a security system for co rolling the use .of
drugs and hazardous.equipment”). s

-

Avoid the use of-tools and equipment statements that merely support task

erformance. The use of tools in and. of. themseives is not a task activity |

ut a means to achieving the task.

Include oniy_one task in a single statement.

On the following page is a 1ist of sample action verbs that may be

reproduced and used as a handdut when working wi th DACUM commi ttees.
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SAMPLE ACTION VERBS

fSupervisory and Manqggriai Jobs

Aruitoxt provided by Eic:

¢
Advise Estimate Perform
Analyze Forecast Plan o -
Appraise Implemegt Prepare 8
~ Approve - Initiate - Process
Assess Interpret Recommend
Assign Interview Review
Compare ~Investigate Schedule
. Conduct " Maintain Sign
Contact Manage Study
Counsel Monitor -Submi t
Determine . Negotiate Supervise .
Diagnose | ~ Observe - aNerify
Draft Orient , -
, Establish Participate
Information-Collection Jobs
, Analyze . Confer - Interview Receive
Acertain v Consult Inventory: Review .
i Audit, ' - Count Locate - ., = Verify
_ Calculate Diagnose . Measure WENgh -
Check Gather -Observe - :
Compile ‘1dent1fy Obtain
) - ' Compute Inspect Proof . .
: . , .
“ Decision-Making Jobs X
“Approve - Determine Judge
h - Compare Estimate - Rate
a Decide Evaluate " Test
Production and Controlling Jobs
Address Endorse Paint “Schedule
- Adjust _ File Phone A\ Select
Apply @ . Fit - Post . - Set .
Arrange Greet Process Sign )
Attach Grind - Rebuild Solder:
Clean Install ' Recommend™ Sort -
Compose Instruct Remove % Straighten Q
: Deposit Load Repair Submit
, Desi?n Lubricate Replace Train
~ Develop Make Reprimand Transcribe g
L : Disassemble - Maintain Revise Type 7
Distribute Notify Rewire Weld .
Edit . Open Rotate Write .
(4] 160 :
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APPENDIX J
- f
S WORKSHOP EVAI.UATION

Positio;) | L  Date

' JV’The purpose of this evaluation is to provide feedback for the workshop
leaders to use in planning and conducting future workshops. Please complete
the following checklist by marking the most appropriate response--Strongly
Agrée (SA), Agree~(A), Disagree (D), Strongly Disagree (SD). VYour comments on
the last three questions would also be appreciated. - . ’

'. Q | | ‘. 'isA | A-| .0 |sD

N 1. Information given to you about. the workshop -
prior to your arrival was- sufficient..............
2. ‘The workshop moved ih a smooth businessiike manner
3. The workshop leaders. carried out their rolesina - . |
‘positive, knowledgeable manner....................
4, The workshop was interesting and informative...... ,f
5, Sufficient time has allocated for completing the , /jr\‘\\,
workshop. activ‘ties............‘.................... .
6. ‘The workshop facilities were adequate......;......; ) \L |
7.2’ Ihe WOPkS.hOP ]Ocation V_lasn"su‘i‘t&b]e...s...u.......
. " 8. Arrangements for meals and breaks were sufficient.
9. My participation in this workshop was a : - )
'“o;th"hi]e endeavo‘r’.....oj.......................... --' . l&
10. 1 would'recommend participation in similar o
* workshops to fellow WorkersSe.eeeeeccscccececcssnes
11. The weaknesses of this workshop were: .
. —~ . °
12. The strengths of this workshop were:
p .
13. My reaction to DACUM as a process for identifying tasks 1mportant to )

vocational and technical 1nstruction is:

THANK YOU!
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L4

VERIFICATION INSTRUMENTS AND
“ SAMPLE COVER LETTERS

S © INDUSTRIAL MECYANICS TECHNOLOGY - |
r - DACUM VERIFICATION SURVEY .

4

On March 2-3, 1982, a DACUM was conducted at Trident Technical College
for the Industrial Mechanics Technology program involving representation of
ten local industries. From the panel’ s input, a draft\DACUM chart was .pre- |
pared, and a verification survey based on. the identified competencies was
developed and sent to- twenty-six persons identified either as incumbent
industrial mechanics or. supervisors of industrial mechanics. including the
original ten DACUM participants. (The fifms participating in the verifica-

tion process are identified in appendix 2.) Tuenty-one responses were received

- and are included in the data tabulation.

Data from the sugvey is presented by mean response to each Question and
by number of respondents to each category of each question (appendix 1.)

Trident Technical College is committed to develop individualized compe=

3tency-based instruciion that will assist learners to achieve competence through

effective training. With the input of expert pfactitioners and supervisors.to k

identify those tasks which are most important and which truly make a difference

for entering workers, this survey data can provide a sound basis'for decision -

making in program and learning material development.
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TRIDENT TECHNICAL COLLEGE © Survey Mumber

‘ . 1982 'lndustriel Hechonics Survey
- - . ' > .
The purpose of this survey is to identify the most inportant tasks industrial Mechanics ¢n the Trident
area perform, . This information will help define the ski,lls an lndustrial Mechanics graduate needs which
° Wil be used'to develop the curriculun for the new lndustriel iiechanics program, Pleese “read the directions

, cereﬂmy and answer every question. :

; 'lnstroctions° |

| The questionneire contains a 1ist of tasks divided into 12 major groups (A through‘.) which relate to
_ }the occupation of Industrial iiecnenic. Ne need your response to three major questions about eech task:
o -1, How mrten is the performance of the task in the Job of an lndustrial liechanic?

ntly do you perfonn the task? (or how frequently do those lndustriel ilechenics wholn}u
superv se perform the task?) ‘

ol

33. Is the task expected of a ginning industrial Mecnanic?)

Answer these questions by conpleting the follouing steps° a

1. For each task rate the importance of the performance of that tesk to the Job d¥ the Industrial Mech-
—  anfc by circling one response undeb colum 1, -

Z,.Q For esch task indicete(.hbv often the task is perfomd by circling one response under colum 2.

3. For each task indicate 1f this tesk would be expected to be perfomed by a beginning Industrial
: Mechanic by circling one requnse in column 3,

Be sure to circle one response under each column for every task,

v ! .
. VAR ' ’ ‘ &
Please feel free to add any additional tasks or general comments.
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"' MEAN RESPONSE

. §91

N2l A o _, |
S Inportance gf Task F of Pe Entry Leye)
. - g of Tas 1_
. Task Statewents E Column 1 . Colum 2 " colum 3
Sategory A: _Use Wond and Power Tooly . Essen- ot Don't | | Fre- : L pett
, » . ty 1 I "'.6"' "'5""’ ‘&"‘ "'l"' "‘B‘ rTr'y
1. Select proper tesls 2.85 | 3.0 190
2. Use tools safely ' ‘o « 2.90 2.95 1.90
3. Use dasic hand teels 2.90 2.95 1.95 .
4. Operate hand power teels 2.42° 2,7 «.1.90 - _
5. Meintain teels ' 2.60 . - 2.66 1.66——
6. Use precision hesd teels _ 2,23 226 1.47
7. Use precision msssuring instruments 2.25 2.30 1.57
. Operste.genera) mechine 233 equipment ¢ 2.15 T 2.3 '1.47
9. Use diagostic eqipment . 1.90. N 2.05 '1.04
1. Use maintensnce menuals 2.71 . 2.57 1.85
2. Use trowle shooting techniques 2.7 2.66 1,60
3. Use proper fastening techniques 2.28 2.52 1.77
4. -Analyze couse of breakdowmn 2.38 . 2.52 - 1.52
5. .Prepare perts Vist mmm mclﬂutim . 1.90 2.07 1.37
\
\ -~
. Replace bearings . 2,71 Voo 2.85 1.80
. Nepair/replace mechanica) seals - 2.9 2.61 1.61
. Repair pups y 2.42 2.52 T 1.61
. Repair compressors ‘ | 2.23 2.23 1.19
. Repair power transmission equipment . &l19 2.38 1.52
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l-portgnco of-hst of Perfo . Entry Leyel
' of Yask . : =
-  Task Statements Column | Column 2 . Colum 3:
. Category A: _Use Hand and Power Tools Essen- wot Don't| |Fre-  Some- Don't Don't |
— ] tisl l?. lr. tma- q,my tirﬁ "f" tvﬂu vr T uau
1. Select proper tools - / 8 3 0 o 22 0 o O - 182 0
2. Use teels safely / 19 2 0 0 20 1 0 0 19 2 0O
3. Use basic hend tools 9 2 0.0 20 1 0 ,0 20 1 0
4. Operate hond porer tools 13 8 0 0 17 4 0 0 9 2 0
5. Maintain tools 13 6 “1 0 4 7 0 0 147 0
. Use precision hond tosls 7 12 2 0 6 .14 0 0 910 0
- L llumcmu\n geasuring instruments 6 13 1- 0 6 14 0 0 12 9 0\ N
O . §. Opsrate geners! michine shop squipment 5 13* 2 0 6 14 0 0 10 11 O
9. Use diagnostic equipment 1 16 3 0 1 7 19 0o O 120 0
Ca [ H -lr )
1. Use maintenance menuals - 15 6 0 0 12 .9 0 0 17 3 0
2. Use trovdle shooting techniques 15 - 6 0 0 14 7 0 0 13 6 0
3. Use proper fastening techniques 911 1 -0 712‘ 8 .1 0 14 4 ‘ 0
' 4 Amlyze cause of breakdown . 9 ‘11 .1 0 11 10 0 0 10 9 O
5. Prepare parts 11st fncluding spectfications 3 135 0 4 M. 2 0 712 0
6. Meplace bearings 5 6 0 0 18 3 0 0 174 0
1. Repair/replace mechanical sesls 2.9 0 0 13 8 0 0 138 0
8. Mepair pumps 100 100 1 0o ‘11 10 T 0 138 0
9. Repair compressors 7 12 2 0 6 14 1 0 515 0.
10. Repair power transmission equipment 8 9 4 0 9 11 0 0 11 10 O
ERIC 149 ~
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L - . BARBER JOB/TASK ANALYSIS AND LETTERS

ThoNoﬁonolAuacb'bnoF . ’
Iootds of Barber Examiners ‘ '
- of America

BARBER JOB/TASK ANALYSIS

[N

The Neticnal Association of loudn of lnbn Rzaminers of honca is conducting a national otudy to dotonho th\h-k- portond by barbers to
of!nunly uuy out thou duties and nlpoutbuulu.

° t

'l\oaotudy vequires the cnoM tduuﬂutlou and nrlﬂcctloa of the many _tnh perforued -by hﬂ;on on & national level. QOumce the tasks have been

‘o

. tdotlfid; we wiil hu a bottcr baeis for developing fair and valid barber ezaminations. The kmowledge and experiencs you have gained by your direot

moxv-nt #» wost, if not all, ot these tesks make you uiqnoly qualified to mm us on CQ isportance, m and w of each teek.

!

Your umvmm Xesponees vlu be deld in etrict confidence, as oaly group responees will be nportcl. . ‘ -

-

A

, You Jllu been cagbhll'y selected a0 @ mu!ld uopondmt. and your fnput _-m contribute to the development of a valid examinstion for i:nbou.

. lfluo'o complete this ugslnu within five working daye. Return the completed survey toc the person dutx"umuq the survey or place it in the stamped
and oddtéopd. envelope ghit has hon provided., As a emall expression of our apprecistion for completing tikie analyeie, we will eend ' ,u & summary of our

L

- THANES VERY MUCH POR YOUR ASSISTANCE.
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B | . ' .. PANT 1 - TASK STATEMENTS : - . . &
Instructionst b ’ , . '
On the pages which follow you vtu find a list. of task statements clustersd into 23 major categories (A through P) which relate to the cupation of baibortnq :
Ve nod your pououl eaction to three njor questions ahout each task statement: _ g":? _ e
e Bow ingortant is tie performence of the task in your fob ae a barber? - o . S _
b. Row frequently do ‘perform the task? : . { o . .
c. How gritical ie the task? ‘ : _ , . ~
Answer 'tlug questions completing the following steps: l : ' . o, ' ' : - ;
1l Vor esch tesk in tmrtu A through P indicate how- you believe performance of the task is in your job as & barber. In tke "Isportance of Task

' column ckoose and /circle the mumber which most accurately uthet- the importance of that task. If you do not perform eome of the taske, plesse cuclo th .

ann:o: ::tcl M?mtu how important you bouon those tasks are to the overall occupatiop of hnbum. Use the ecale belov tograte the mg_g of
each task: - ..

2 = Of Great Importance ' Performance is importast to the occupstion of barbering.

’ . -~ v

0 = Of No Isportance ‘ *  Performance ukoo 0o oontruntt&\ to tho occupatioa of huborug. *

7

3. Vor each of th taeks ia Cutqpu- A through P (except those m Md to be of no hportanco).' udtooto the m of performance. : Use the occlo be -
to indicate the fracusacy of the task:

[ k3

5 . m hr!ond The task is tuqnenuy perforaed,
{ °
’ . ) ) ¢ ) »
. : n .
q » Hever Po:!oud ) The task is never performed.
3, Por each o! the tasks in Categories A through P, hdtccto the crtttultty of tln task by detemining ite hporunoo when perforaed ,on tio consuner. Use -
the scale balow to indicate tlo oriticality: , .
S » Yery Critical . The task is cuttul to the consumer if not performed pxopozly.
‘ . ,
3 ¢
i : . - o
0 = Jot Critical The task ie not /quucal to the consusgr. oy
" .
4. Repeat ‘Stepe No. 1, No. 2 and Wg, 3 for ggh of the categories. . ) . .

S. Ad:tl ::yt:‘t’.t-mto to utoqortu A thlouqh P that describe other tasks that you bave performed or that you feel need to be-performed Py barbers which are
ho | ] . ) ’ . .

o
] . - Rl P
°

6. Check the inventory to eee {f you bave responded to gll questions for gach statement (except for those taske which you Jndqd)to be of no importance).
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e . o E " © BANEER JOB/TASK ANALYSIS S / )
ForE, FIEASE B8 GURE YOU WA | o No. 1 o No.2 ~ 1 No.3
| SaErint perost peoceotuG. - ' ipwmesr ek  Poswseyof Puforsacs  Gritjeslig
- S " Kow is the perfor-. Now frequently do you  Row Gritical is the perfor-
o BARC® O task in your . perfors this taek? . sance of this tnk to the -
/,'-' . . Job as 8 barber? - : B coususer? .
, . Task Ststements / ‘(Circle ope response) - - (Cirole one rupn{n) ' (oum one nm)
. . m— —
CATEOORY A: Perferw Naircuts / | , g:;::'__ ' > No - mw | l’:;g med.  orttioal : g:z; teal
‘ . . tance . -tapae - , g : . '
1. . Comply with required sanitary procedures s & 3 2 1 0 5 4 3 2 1 0 5 & 3 2 1.0 .
2. Protect patros o 5 3 2 1 0 S & 3 2 1 0 S & 3 2 1 0
3. Comsplt with patron 5 &« 3 2 1 0 5 & 3 2 10 s & 3 2 1 0
. &, Prepare the patron 58 3 2 1-0 s & 3 2 1 0 S '3 2 1.0
5. mmuummenmn.m-mor 5 & 3°2 1 0 s & 3 2 1 0 s & 3 2 1 0 .
" 6, Teper the hair with clippers, shears or rasor 5 &4 3 2.1 0 s & 3.2 1 0 S &4 3 2 1 0 %
7. lager the bair vith elippers, sheare or resor 5.4 3 2 1 0 5-4 3 2 1 0 5 & 3 2 1. 0. .
8. Thin the baiy with thimning shears, shears or Fesor’ 5 & 3 21 0 ‘54 '3 2 1 0 5 4. 3°2 1 0
o, Outitae the bair vith elippers, sheers or retor 5 & 3 2 10 5 &3 2 1 0 S &y 3% 2 1 0.
.10, Clea (odte) tha sesk vith cligpers oe resor 5, 8 3 2 1.0 5 & 3 2 1.0 - 5 & W2 1.0
11. Perfors children's bairouts ™ & 3 2 1 0 5 &« 3 2 1 0 5 & 3 T+ o -+
. 12, Perfors 1adies’ batrcuts 5 8.3 2 1 0 5 & 3 2 1 0 ‘s ag3T2 1 0 ,
13. Perfora men's baircuts S & 3 I 2 1 0 5 & 3 2 T 0 5 . 3 2 1 0 ¢
.18, Dress the bair 5 & 3 2 1 0 5 & 3 2 1 0 ‘5 & 3 2 10
CATEGORY B: Parfora Mairstyling " i . . .
1. Comply with required sanitery procedures S & 3 2 /] s .4 -3 2 1 O "5 & 3 2 10 "
2. Protect patron - 5 & 2 1 0 S & 3 2 1 0 - 5 &4 3 2.1 '
3, Consult with patron ' "" 5 & 3 2 1 0 - o 5 4 R 2 1 0 5 4 g 2 1 0
‘ . . . k// 3 ' ) p)
K . ) . i E .
1 [
Z | o | ¢
Ao 155 S . 156 | ,




N : . . . ' -. | | ‘ © . e "
" o ’ M . . . ) To. 1 Co ) Wo. 2 —r~ Ro. 3
| N - ..‘ ° -. ) . m
" . o . ~ Now is the perfor- Now frequently do you How -eritical 4s ho-go -
- - . : BAance o 8 tesk u’ym mtou thie uk?’ . sance of this n:k to :{\:’ N
. S . ' Jﬁb as a bubor? s consumer? ‘
Task Statesents t : . ; (Circle. gpe respodse) (th one response) (Circle ope nm)
' YU Grest . M}\nnt Never “ ¥o
: ' : C . S Iapor= o I-por- Por ono:, : . Pertormed - Oritical q;-tuux s
" — — . ] tance ; £, :
: G — . - U - -
1. Obtain imowledge of fedéral and state lave and tules 5 & 2 1 0 5 & 3 2 1.0 5 & 372 4 o
2. Isplement appropriate laws and rules 5 & ) 10 S & 3 2°°1 0 s & 3 2 1 0 |
3. Maintais somiunicatices vith the Sarber Beard s & 32 1 0 5°4 3 2 1.0 ° a3 2 1 0 ;
. GATEOORT 01 aig: )pegorss . o . .

S : . - . - : % )
1. .um.p’un patroa profile ' & 3 2 1 0. T 8 3 2-1 0 5 Q 3 2 1 0 :
2. ,'n-m-u patron profile - 5 & 3 2 1.0 S & 5 2 1 0 S 4.3 2 1 0 .
- I -’umo product sales record _ S & 3 2 1 0 ' s 4 3.2 1 0 %5 & 3 2 1 0 ’.

T B .rropuo and maintain patron esrvice mcd 5 & 3% 2 10 5 & 3 a 4 0 s &4 3 2 1 0 (
, 5. Maintain poriodlo pleron.eo-uniutim s & 3 2 1 0 s & 3 2 “ 10 5.8 3 2 4 o
CATEOONT P:  Goptinue Educatio ‘ o ] , |
. 1o Attend semisers ud workshop# :1 4 3 2.1 0 S &4 3 2 1 0 s & 3 2 1.0 "w .,
" v . " ' .
" 2 Purticipéte in professional training courses - s &4 3 2 1 0 -~ 5 & 3 2 10 ‘5 & 3 2 1 0
3, Budscribe to and read worouuul and trede Jourulo ,5 4 3 2 1 0 5 & 3 2 1 0 7}( S .6 3 2 1.0
8, Participate in professionsl orminuono 5 & 3 2 1°0 S & 3 2 1 0 S & 3 2 1 0
S. Apply ncquarod movledge S 4 3 2 1 0 s & 3 2 1 0 'S5 & 3 2 1 0O |
- ,“’ .
\
%
Ay é




JOE GIORDANO . R ‘ | | JERREL DAILEY
PRaseenT . a0 e .
101 Lowa PiuE PL. Ar, 1.C The National 'Assmlaflonm':::"'

BALYINOAE, MD 21307 Py . “ . AR 71783
KETe mANON Boards of Barber Examiners e mEcomD,
m-vg--n-_.m}lct_ing President of A - ot $TH VICE PRESIDENT
Rosiny Lucih Bunbing © e mgr'ca ' 4365 ROOSEVELY AVE.
Dus Meoines, 1A 50310 ’ LatisviLLe. KY 40213
WILLIAM NYENHUIS EDWIN C. JEFFERS. SECRETARY.-TREASURER ' .
WILLIAM NVENHUIS #85 SOUTH PRONT STARET <~ SUITR 308 G. H. "BUCK'" ASHMORE

Puas o B COLUMBUS. OW 48218 = PARLIAMENTARIAN
:‘4‘:0 ”:. wwa:u.l::v:: Ave. | . (TEL.: 1-814-400-8009) \ 308 NEK toy
, o . y . - - Miaw, PL 33132 -
JOSEPH SWIEZYNSKI P L g " . JAMES D. KNAUSS
::luVlu F:.uuwr ‘ . _ ¥ "+ Dimzcvor oF EQUCATION
. nen Ssuane . . ' 1021 O STREET - ABSY .
: e Hiroam, NN 03008 " " . SACRAMENTO, CA 0BBt4

&

September 11, 198_. |

b

Dear Profes‘sional Barber:

The National Association of Boards of Barber Examiners is conducting.a
survey for the purpose of developing a job/task analysis of barbering.
We have requested the Board of Barber Examiners in your State to nominate
well-qualified barbers to assist us with this important research program. -

" . Your Barber Board has determined that you meet the standards of our

E CDK H Qb, E,ncl .

selection criteria and  has nominated you to participate in the survey.
By nominating yeu, that Board has recognized you as one of the mest
capable barbers in your State. o | - .

. I . - * ,‘ ’ .

We are comnmitted to the development of improved training material for
'‘barbers, a job-related training program for barbers, and the administra-
~ tion of a certified jpbltask related examination for licensing barbers.

"We requgst you take.the 'time now or within the next five working days to
complete the enclosed "Job/Task Analysis Survey”. Your response to the
survey will contribute significantly to our research effort and more
importantly will help improve the program for the-licensing of barbers.
Yout response will be kept confidential and only group responses will.

be reported. ™ . T

Your assistance as a professional barber will be apprééi;ted; and if we
can ever be of assistance to you, please feel free to call on us..

Very tuly yours,

THE NATIONAL ASSOCIATION OF BOARDS OF BARBER EXAMINERS
OF AMERICA ;

“BEST COPY AVAILABLE
159 | e .
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JOKE GIORDANO ) : - , JERREL DAILEY

 emieme e A 1 The National Association of - (oo e
‘ BaLTIMORE. MD 21207 ' ~ .
i - Boards of Barber Examiners SEne necomn .
tevinca susdneen-AC L ing Pres :I.dent f A v STH Vice PagsioghY -
: :c.a:uv Lbcas BuiLDING . o mer'co - 4268 ROOSEVELY Ave.
Moings, 1A B3OS © LouisviLLe, XY 40213
IDWIN C. JEFPFERS, .lCIlTAlY-TRtA'UIlI
WILLIAM NYENHUIS - A R i
2xP VicE PRESIDENY . s o ”u:w::;.“::.:,": uiTk 308 gu:an.ngnf::n A,.H“ORE
Masven Wi BSP08 S TRsdesacen) | | iml, PL 33122
\ i , o 1aM1,
JOIVIPH ':wntzvmm a9 co _ . JAMES D. KNAUSS
3D Vics PAseIDENTY . . . - ' o Ko
- 29 Union Sauans ' R l::lc:::v::n : ::'l':’ )

" Mirons, NH 03008 . . : . ! SAcRAMENTO, CA 9BBI14
- - L 1 . .

September 11,'198-

'Dear:Professional Barbers:

We thank you for the taking of your valuable time to assist us
in this project by completing a job/task survey relating to
barbering. : .

- We request that you give us your name and address in the space
provided below in order that we may have a record of the persons
surveyed and in order that we can send you a copy of the completed

report.
- Your response will be kept confidentfal and only grcup responses
: ~ will be reported. Please furnish your name and address as
follows: ' : :
(Name) -
‘ . (Address)
(City)r ‘ (State) (Z2ip)

172 - BEST COPY AvAILABLE
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. \ ~ ADMINISTRATOR TASK INVENTORY AND LETTERS
. © - . ‘ . . )
THE CENTER FOR VOCATIONAL EDUCATION )
The Ohie $10t8 Unwersnty o 1908 Konny Rasd ¢ Columbus, Otne 43290
Tel (010) 6082008 ‘Cahie. CYVOCEDOBU/Cohming, Otug .
ADMINISTRATOR TASK INVENTORY o

: ? ‘ w ' - ) ' . * 1;: - - .
Why We Nesd YOUR Help o R e

mMnonmmusoe mawumam.mnmammwmmmmmw
MMdWMMWVWMMWMW ' : - :

€LT -

The study requires the careful identification and verification of the meny tasks performed by loosl administrators working et both the secondary snd post-
secondery levels. Once the tasks have ‘seen identified, we Will begin o develop competency-based inetructionsl materials designed spncificelly to help mest the
training nesds of vocational administrators. mmmmmmwwmdmmmnhm.nmm.dmmmm
uniqualy qualified to scivies us an beth the imporiance of each task and on the degres of nesd for Faining which exists. Yeur individus! responsss will be held in
mm.quvmmwlllhm. - . . - '

Voumunmwm-ommdm.mmmﬂnmuwmdm-mmmm ‘
sdminietrators. wthWMwW&&bmﬁMWtoﬂoﬂ.mmmwwmMwootm A ~
Interest end aress of experties in Part |1 of this istrument. . : ‘ ' ) : ) .

" Piaaeg try 10 complete this ivantory within five working deys. A stamped, seif.acdressed- snvelops Is provicied for you! convenience in retuming the inven-
tory. Mo’Mde-Mth\me.rwmmmamdww,_ . , 0
3 s .

THANKS VERY MUCH FOR YOUR ASSISTANCE.

161 | \ BEST COPY AVAILABLE 162




PART | - TASK STATEMENTS .-

Instructions: Please read very carefully! : ) - ) , | o

On thcbqgu which follow you will find"a list of task statements clustered into eight major categories (A through |) which may rolat§ to the administration of local
vocational education programs. We need your perfonal reaction to two mMajor questions about each task statement: . ‘ :
\ . N .
\‘-, - -
8. , How important is the performance of the task in your job as a local administrator?-

. !" -

b. What degree of training do most local administrators need in order to iﬂectiwly perform the task? .

Answer these questions by complsting the following steps:

1. Foreachtask in Category A indicate how important you believe performance of the task is in your job as a local administrator. in the “‘importance of Task’’

column choose and circle the number which most accurately refiects the importence of that task. /f you do not perform some of the tasks because they are

another administrator’s redponsibility st your school, p\leom circle the number which indicates how i poriant you believe those tasks are to the overall admin-

istration of vocational education at your school. /f s teacher or other non-gdministrator independ ly performs some of the tasks listed, mark them as of no
impartance to your job as a local administrator. Use the sca!o below to rate the importance of each task:

5 = Of Gregt Importance Performance is critical to program operation. -
5 |
&>
n 2
1 , L
0 = Of No Importance Performance makes no contribution to program operation.
—. 2. Add any statements to Category A that describe other tasks that you have performgd, or that you foel need to be performed by local administrators which
' are not listed. . ’ o . ‘ _
. \ ) . . N
3. For each of the statements in the category (except those you judged to be of no importance), indi degree of training needed. In the “‘Degree of Training

Needed" column, indicate the extent to which the task requires that most administrators who perfofm the task obtain training to successfully and efficiently
perform it. Use the scale'below to indicate the degree of training needed. -

5 = Great Need ’ The task requires a great deal of training far t

= No Need The task requires no tnining: )
4. Repeat steps No. 1, No. 2, and No. 3 for ¢ach of the remaining categtries.

. T
6.  Check the inventory to see if you have {nponded to bothi questions for gach statement (except for thote tasks which you judged to be of no importance).
! - ’ a

o 163 | ‘ -
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.NOTE: PLEASE BE SURE YOU HAVE -
READ THE ABOVE INSTRUCTIONS

CAREFULLY BEFOBE PROCEEDING.

~Jask Smmnp

I

P%TEGO“Y A: PROGRAM PLANNING DEVELOP~

MENT, AND EVALUATION

v
Fo

s /
ADMINISTRATOR TASK INVENTORY

impartance of Task

How lm\iunt is-the parfor-
mance of this task in your job
asa po;:al sdministretor?

Degres of Training Needed

What degree of training do most
adminismton'hud in ordcr to
emctivolv porform this task?

(Circie gng responss) (Circle ong response)
Grest ' No Great . No
impor. impor- Need Need
tance tance ‘ .

L]

1. Survey student and'pqent interests.

2. . Collsct and snalyze manpower needs aus’mc;\t data. 6 4 3 2 ); )
3 Di'reci oecupat‘ioul_tak’ analysis for use in curriculum devalopment. *B 4 3 2 1 0
4, Diﬁct the idef;tmcation of entry-level r;q::itcments for jobs. 5 | 4. .3 2 1 0
6. Involve community upmcnmim in progum plaﬁning ;M a .

development. . B 4 3 2 1 0

6. . Obtain state and federal nmea and resources for program

dmlopmcnt

«<¥

7. Cooperate with district, county, regional, and state agencies

- in davoloping and oporating vocational programs.

8. Prepare snnusi program plans.

9.  Prepare and update long-range program plans.

10.  Develop overall vocational program goals.




Degres of Training Needsd -

1 importance of Task
How immri;nt is the perfor. What degree of tuinlnﬁ do most
mance of this tatk in your job -administrators need in order to
as a locaj administrator?, ' ffectivel ask?
Task Statements ' ‘ ¢ ey pfrfom\ this task
v (Circle oh} response) (Circle gne response)
- Grﬁt No Graat ’ No
- Impor- Impor- Need Need
R tance tance
11.  Coordinate district curriculum development efforts. ' _ 5 , 3 2 1 o0 5 4 3 2 1t o0
12. ' Approve courses of study. | ! ' <4 3 2.1 o0 5 4.3 2 1 0@
, 13. -Establish school admission and graduation requirements. ' 5 3 2 1 0 5 4 3 2 1 0
*4. Recommend program policies to ‘the administration and board. 5.4 .3 2 1 0 5 4 3 2 1 70
15. Implement local board and administrative policies. . 5 4 3 2 1 0 5 4 3 2 "1 0
< . _ .
o 16. Interprgs and apply state and/or federal vocational education _ . :
Ieglslation ‘ .. L .5 4 3 2 1 0 5B 4 "3 2 1 0
/ : .
17. Interpfet and apply other relevant state and federal legislation . )
(such as CETA) P . b 4 3 2 1 0 5 4 3 2 1 C
Y.
18. Devalop plens for evaluating instructional program. 5 4 3 2 1 0 5 4 3 2 1 o0
19. Direct self-svaluation of the district vocational programs. 5 4 3 2 1 0 5 4 .3 2 1 0
20. Involve external evaluation personnel in umsing program ' ' "4 .
effectiveness. -, _ 5 4 3 2 1 0 .5 4 3 2 1 0
. Design and salect instruments for evaluating the instructional ‘ ~
prognm ' 8 4 3 2 1 0 & 4 3 2 1 0
32 Evalucto the oﬂoctivenm of the instructional program, 6 4 3 -2 1. 0 3 4 .3 2 1 0
23. Initiste student and employer follow-up.studies. 5 4 3 2 1 0 5 4 3 2 1 0
24, Analvze studem and employer follow-up studies o b 4 3 2 1 0 -85 4 3 2 1

16'/




e » 4 . Y L4
25.  Recommend curriculum revisions based on evalustion data. 5 4 '3 2 1 0. . 5 4 32 1 0o .
Y K N S . : v . . .
' . : Y ) R | -
26. Assass student testing and grading procecures. ' 58 * 3 2 1 0 5 4 '3 2 1 0
. 4 ) . -
o 27. - Anpslyze the school and ebmmu;\ity's'fulings toward ( L, ' T ) . . : ) _
educational change. - | 5 4 3 2 1 ¢ 5 4 3 2 1 °0
28. W‘ri}e bropouh for the funding of new programs and B ' ' | . : - .o
' theimprovement of oxistlnquogw_n. L . 5 4 .3 2 °'1 0 5 4 3 2 1 0
. 29. Coordinate ldmomtmion. pilot, and cxemplarv programs.. 5 4 3 2 1 0 - 5 4 \ 3 2 1 0
30. Duignandovmnlocal murch studios - : 6 4 3 2 1.0 : 65 4 3 .22 1 0 R
31.  Interpret and use rmarch results for program development ! i ~ o :
. ~ and Improvement. . - -~ . 5 4 3 2 1.0 5 4 3 2 1 0
32.  Develop supplemental/remedial instructional programs . - . : .
' to meet student s. ; 5 4 3 2 + 0 - . 5 4 3 2 1 O
& - 3 ’ ' . . . - T . i ' ._
1 330 . ‘ ~ . . ‘ ! ) : ’ o
(el g ?
~ : ~
3, [ ' . q
CATEGORY B: INSTRUCTIONAL MANAGEMENT - n
1. Establish imtmctioml program entry md complation - .
roquiroments ' ,_ : 5 4 3 2..1 O 5 4 3 2 1 0
2. Esteblish student _rulu and policies (such as sttendance _ :
and discipline) ' 5 4 3 2 1 0 5 4 3 2 1 0
\\\ ! . °
3. Enforce st\._vdent rules and policies.-. e . 5 4 3 2 1 0 . 5 4 3 2 10
4. Design and oversee student progress reporting procedures. ' 65 4 3 2 1 0 5 4 3 2 1 0
‘ 5. ‘I”\pprove. student promgqtioggeassignments. ‘ _ 5 4 3 2 1 0 6 4 3 2 1 0
8. Prepare a master schedule of course offerings. 6 4 3 2 1 °0 6 4 3 2 1 0
. ) /é h *
¢ ~ 7. Guide staff in selecting and using effective instructional )
: strategies (such as individualized instruction). 6 4 3 2 1 0 5 4 3 2 1 0
Q . - 4 . 1 7
FRIC -4 169 | | | 0 .
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~ PART II. GENER?L msommou

' lnstrqctiom Read uch item corefully and write, or. check where appropriate, your mponm in tho blanks provided.

1. Epdlcate your present job title: :
2. lndiute which of the following best doscfibes your u:hool
() secondary vocational ’ () postuoondary vocational ‘
(I ncondlrv comprehemlve (vocational and academic) ) postsooondary eomprehomlve (vocational and academic)
3. lndicate the number of vocational programs under your administmion ' programs. ’ ' -
4. Indicate tho number of vocational teachers snd studonts under your administratlon., teachers, students.
5. Please indicate whether you are empioyed by a school district serving: ° ) ’
a. A rural or urban community of less than 100,000 population. )
b, An urban community of 100,000 populltion or more. )
6. What percenuge of your time is devoted to the adminlstmloh of vocatiomlotechnlul education? % T ' L
7. Indicate the total number of years experience that you hm had as an administrator of vocational-technical education programs: years.
8. Inthe spm b_clow, plnu indicate the: J ,
" a. numbar of years you have spent teaching vocational subjects: ' .y'em '
b. . number of years ydu have spent teaching non- vocational subjects: years
8. In the spice provided, please indicate:
a.  whether you would be interested in urvlng as a consultant to dmlop instructional packages for administystors?
Yes _ No If yes, plem indicate your particulsr area(s) of strength and expertise:
(1) ' — — 12, .
b.  whether you have previously developed competency-based instructional materisls?
Yes No If yes, what type and how many? A
™ : 4 ¥
Optional . : _ : ’ .
10. Comments: (Types of t.mtcrials you think should be developed, how you would like to hxlp, etc.) A

:

THANK YOU VERY MUCH FOR COMPLETING THIS INVENTORY. PLEASE PLACE IT IN THE ENVELOPE THAT HAS BEEN PROVIDED AND MAIL TO:

’ Robert £. Nortun
The Center for Vocational Education
The Ohio State University

171 _ 1860 Kenny Road ) | | 172

Columbus, Ohio 43210




the ipvenspry.

Tel: (614) 486-3655 Cable: CTVOCEDOSU/Columbus, Ohio

! ' ~

» *At our request, your state director of vocational education
has nominated you as an administrator who is well-qualified to
assist us with an important research task. By nominating you,
in accordance with our selection criteria, he has identified you
as one gf the most capable local administrators of vocational

. education in your state. We hope you will find time in your
‘busy schedule to give us the type of information that only a

in your position can provide.

-:We are committed to develop individualized competency-based
instructional packages that will help present and futur admin-
istrators achieve greater competence through effective training.

. Before we can develop such materials, we must ha¢§ the help of

expert practitioners in identifying the competencies which reall&
make a difference, and for which training is most important.

Won't you please take the time now or in the next five work-
ing days to complete the enclosed "Administrator Task Inventory"?
Your responses to the inventory will contribute significantly to
our research efforts, and more importantly, help establish a, '
better basis upon which future training materials and programs -
for local administrators can pve developed. We have enclosed an:
Ohio State Iniversity pen for your cogvenience in responding to-

Your professional assistance in this important endeavor will
be very much appreciated and.if I can ever be of assistance to
you, I hope you will feel free to contact me.

Sincerely,

Robert E. Norton
Project Director
. ¢

REN/d1lp

Enclosure

The Ohio State University « 1960 Ko'nny Road + Columbus, Ohio 43210
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Dear Vocational D!réctorg

You are one of 100 administrators in the nation who have
been chosen to verify the enclosed list of administrator
tasks. This "Administrator Task Inventory" was developed
by the Center for Vocational Education as an initial step
in a USOE" sponsored project. .| am familiar with the pur-

pose of this project and feel that it merits your time and
attention. . ~ -

Your reactions to each of the task statements on this inven-
tory will be used to determine those tasks which are important
to local vocatiohal administrators and those which are not. .
Once all the resctions have been compiled and verified, tha
Center Staff will begin to deve! competency-based modular-
ized materials which will delivef upon the areas identified.

This is an opportunity for yod to make input to a research
and development project that should result in instructional
materials that will be of use to many present and future
administrators. | urge you to complete ‘the enclosed question-

" naire and return it to The Center as soon as you can.

Sincerely yours /

c><dLI.b‘f1=-'
David W. Berryman
President, NCLA

o,

DWB: rb | ,
,, ~ BESTcopy AVAlLAgy g
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— THE CENTER FOR VOCATIONAL EDUCATION

- The Ohio State University « 1960 Kenny Road « Columbus, Ohio 43210
Tel: (614) 486-3655 Cable: CTVOCEDOSU/Columbus, Ohio

>

-

Upon the recommendation of your state director. of voca-
tional education, we recently asked if you would be willing

to assist us with a USOE funded administrator research project.

Recently we sent you an "Administrator Task Inventory" and asked .
.for your cooperation in reviewing and responding to the task
-statements contained in it. : :

-~ 1f you have not yet completed the Inventory, we hope that
"within the next few days you will take some time to complete and
mail it. If you have misplaced the Inventory and need another
~Copy, please write or call me at (614-486-3655). We will be
happy to send another copy. Your expert help is needed to assist
us in identifying and verifying the competencies which are most
important and for which training is needed. '

If you have already mailed the completed Ihventory to us,
please accept this letter as a note of thanks. Your responses
will contribute significantly to our research efforts and are-
very much appreciated. '

Sincerely,

_ |
Robert E. Norton

Project Director | | |

"

|

REN:1lv '

A

LETTER SENT TO 60 ADMINISTRATORS WHO FAILED TO RESPOND TO FIRST MAILING
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THE CEN’!'ER FOR VOCATIONAL EDUCATION

The Ohio State University « 1960 Kenny Road « Columbus, Ohio 43210

-+ Tel: (614) 486-3655 Cable: CTVOCEDOSU/Columbus, Ohio

-«

Il
]

We recently mailed you an "Administrator Task Inventory"” and
asked for your assistance in verifying the administrator task
statements contained in.it. You were one of a select group of

. local administrators recommended by state directors for voga-
tional education to assist us in this USOE-funded research’

project. ’

We have received many responses to the inventory, (over 80%)
and they promise to beé: a tremendous aid to our research efforts. ,
However, we feel that a 100 percent response is needed to posi-

tively verify these task statements and we are hoping for every-
one's help. / .

-

Now that scﬁpol is out, we hope you can find some time today
to complete this /Inventory. We feel that your input is very
important to our 'findings. Your responses will help us to
develop individualized competency-based instructional materials
that should be a help to You and to other administrators.

We are encloéing another questionnaire in case the first one
we sent has been mislaid. We hope that you will help us by
finding some time to complete it today.

Thank you for your assistance.

Sincerely, | ,//

Robert E. Norton
Project Director

REN/d1lp .
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| APPE_.B/DIX L “*
USES OF THE DACUM CHART

There are many ways that a DACUM chart can be used. It has been produced

by experts in the field and is practical, rather than theoretical.. Eleven
major applications of the DACUM chart illustrate its practicality.

1.

2.

It can be used for developng a curriculum. Specific performances that
are needed to be successful within an occupational field.are identified.

Educators can take these perfo-mances, write ovjectives, create learning

activities, and evaluate students' success in achieving them. e

A3

.A DACUM chart can be used for academic advising and counseling. .incoming

students can be given a copy of the chart and get a whole pictyre of what
is needed to be successful in th?t occupation. Advisors or counselors can
walk through the chart with them, explaining the purpose and importance of

 each performance statement. The student then enters into an occupational

field or technology with a better understanding of what is expected of
him/her:in the.1earning process. e

3. The DACUM chart is an excellent recruiting tool. In viurious college

4.

fliers, at high school visitations and other recruiting kinds of activi-
ties, chlarts can bé presented showing that the college has thought through
what is needed to be successful in an occupation and has included it

within the curriculum. Students will not be met with surprises, because .

the details of what they will be learning have been spelled out in the
chart in advance. : ' .

t

A DACUM chart 6an be used for granting credit for prior wirk experience.

Because specific performances are identified it is easier to assess incom-: '
Yng students and their experience against the occupation to be puqsuedi )

Evaluating traﬁéfer credit 1s easfer with a DACUM chart. Again, because

‘the specific performances have been identified, incoming credit can be

assessed and equated to various performance statements. The decision can
then be made whether credit should or should not be granted. “

A DACUM chart serves as both a formative and sumative evaluation. As a
student is working through a program, they will be able to see which per-

formances they have already accomplished and which-¥emain. They pili know .

at the end of a program whether or not they have accumplished all the-per-
formances stated on the chart and know how successfully they have achieved
completion of the entire program. Some institutions give a copy of the
chart as part of the final achievement record or diptomy. -

A

SOURCE: Taken from "Keeping Occupational. Education Current, Formation and
Evaluation - DACUM."' Paper presente¢ by Jack Harris, Sturk Technical College,
at the American Technical tducation Associatjon Great '.akes Regional Confer-
ence, Toledo, Ohio, 1982.
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7. Students can use the chart when interviewing for jobs. They ‘can‘show the

chart to their ﬁegspective employer and show whigh performances have been
included in- their training or educational program. The employer, rathe- .

than just knowing the student's grade point average, will know what has

been covered in that occupation and understand better what the student .

-has been exposed to.and-should be capable of doing. .

-
L)

8. Advisory committees can assess the college curriculum, using the DACUM
chart. They can look at specific performance statements and let the .

< college know whether these continue to fill a cirrent need in that occu-
pation or have changgd. They can easily help the college update its -

curricula by.letting them know of new performances’ that are needed since *

the DACUM gives them the specifics rather than just a general description ~

: of the technology.

9. A DACUM chart can be used by the collegé for reviewing its own curric-

ula. The var::zs/components needed to make up the entire curriculum have

been jdentified {and presented and the college can evaluate whether those
- performances spontained within thelr curricula and make necessary
changes. i . . o

" 10. Faculty skills can be evaluated using a DACUM chart. BecauSe specific

performances for the occupational Yield have been identified, faculty
members teaching in that technology g;n be asse.ced relative to their
= knowledge and/or ability to teach them to the stuqents. _

There are many benefits that result from dbve]opihg and'utitizing a DACUM
“chart for an occupational analysis. One co]]ege\has identified four specific

v

benefits for that college. First, they felt that their advisory committees
were stronger, because some members of the advisory committees had partici-
pated in the’ development of their DACUM charts. There wa$ a“stronger sense
of ownership of the college programé and a willingness to donate time and. |
energy as required to implement the charts within the curricula of the col:
lege. The second benefit has been that industry feels it is supporting spe-
cific skill development. Because of this feeling of support, they are more:
willing to donate funds‘and.eguipmeﬁt to the college for fulfilling the edu-
cational goals.. A third benefit was that of articulation. ‘It was easier to "
avoid duplication effort on the part of students who could move rapidly to -
more advanced skills. It was also easier to assess the prior learning and/or
experiences of students coming in with related work experience, educational
experience, or military experience. The fourth benefit was that students that
Bave been'trained at the college are immediately on a competitive basis with

/other employees, since their training comes from curricuia based on charts

developed by industrial representdtives. . Uses of the DACUM profiles by local
industry is a strong indication of their trust and support for the DACUM
process.

-

v .
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o SAMPLE TASK ANALYSIS FORMS
/\ TAisK-ANALvsns“

- ANALYZE EACH vemnsn TASK T0 meunrv:} K

(1) STEP/ACTIITIES INVOLVED

@ nzumsn I(NUWLEDGE neoumen |
3] ATTITUDES mvowen L

) PERFORMANCESTANDRDS - -

L (5) TOODLSANDMATERALSNEEDED- .
 (6)-SAFETYCONCERNS .. .. = |

. ; .
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b
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~ TASKANALYSIS FORMA®
- Task # -
a. . ° ‘ - , - .
1A performing this task the . . . _ will need: to:
CCOMPLETE THESE STEPS: '~ -, KNOW THE FOLLOWING EXHIBIT THESE ATTITUDES
1. . 1] : . i . .

-

-

=,

*Use additional pages if reeded. Steps should he sequenced in their 1ikely order of occurrence.
~A11 knowledge and attitude items should pe related to a step statement.

184
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Task--Produce business lettens

A

- ANALYSIS OF VERIAED TASK

General Secretarfes

In performing this task the secretary will need to do the following

COMPLETE THESE STEPS

1. Select appropriate materials

2. Use correct lgttgr format

3. Check for correct punctuation
and spelling

4. Edit letter as needed

5. Type letter

6. Make appropriate corrections

7. Proof completed letter

— Correction materials -

~ KNOW THE FOLLOWING "EXHIBIT THESE ATTITUDES

Types of stationery
Type styles

~ Number and type. of

copies needed

Business letter parts
Business’ letter styles

Punctuation and spelling . ‘ i
rales . : . v
Editing procedures Caring attitude
Grammar -
Accurate and efficient

Exhibit concern for quality
operation of typewrjters

of finished product

Appreciation for accuracy
and neatness

’

Correction procedures

-Appreciation for acchracy
and neatness

Proofreading skills

o




A " : ' . | ' . ~ * (NOTE: This form has been
* | 'ASK ANALYSISFORM B | reduced for ilushation purposes)

° A
guty: - : ‘ . - —.
- TASK:
. Sianparps TanLs anp RELATED KNoWLEDGE NCN— _
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SECRETARY

\

‘s > ’.
. . ’
DUTY: ——PREPARE WRITTEN DOCUMENMTA
TASK; PREPARE A BUSINESS LETTER , ) )
'STANDARDS TooLs AND - RELATED Krow.eoodh 0
STEPS (How HeLL) MateriaLs SAFETY "SCIENCE MATHEMATICS LANGUAGE ATTiTubES
" ) . [ ' ] .
1. Decide on letter format business letter undefstand
) format uged . v business letter
format
. . -
- . ]
2. BSelect materials approprigfe stationery avold paper cuts ' type styles
letterhe ’ '
appropriate typeheads '
type atyle . . !
3. \Check dratt for spelling, error free ' editing skills, caring attitude
unctuation, and editing | grammar, spell- :
' , \. ! ing, and
. | punctuation
4. Bdit letter as neeced pencil/pen . ' .
5. Type letter erxor free typewriter or typewriter or concern for quality
. word processoyx word processor '
6. Proofread letter t . ! ' i
,. , = :
7. Make corrections or retype ypewriter or typewriter or r~
' ! (1 word procesgor - vord processor ,
]
v ]
1
. proofreading appreciation for
8. Make final check zg::r free ' skills accuracy and neatness
| -
9. Bubmit to writer within reasonable } !
time '
. )
/ I S
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; © APPENDIXN
: sﬁkms DACUM PROFILE CHARTS

® HoIIond College

o Naﬂonal Center for Research in Vocoﬂonal
~- Educaﬂon

e Colorado Curriculum Materials Service

e Durham Technical Institute

Nt

- .

NOTE: These sample DACUM charls are included fo iliustrate the diversity of

formaots usod N -

“\
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ACCOUNTING IDENTIFY AND MAINTAIN VARIOUS JPOST AND BALANCE | POST AND BALANGE | PREPARE TRIAL PREPARE END ,OF [ PREPARE CLOSING
TECHNOLOGY . 800K L RY GENERAL LEDGER | BALANCE AND PERIOD ANO POST-CLOSING
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; OPER E- . |MAINTAIN ACCOUNT FOR MAINTAIN SUB- SELECT MAINTAIN MAINTAIN RETAIL
N N : . %?QT E ON PAYROLL RECORDS | FIXED ASSET SIDIARY RECORDS | DEPRECIATION AND | PERPETUAL INVENTORY
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. CAN PERFORM THIS SYSTEMS SYSTEMS , DISPOSALS AND DEPRECIATION o i W
SKILL SATIMEACTORILY .. s : = "
’ Canp -
IN PE IDENTIFY COST . . .
- R ACCOUNTING .
- CAN PERFORM THIS CONCEPTS AND : 1 h e
SKILLSATISFACTORILY SYSTEMS .o
v 4 ™ WITH e . -
- Sy RA FFICE ]TYPE VARIOUS PARTICIPATE IN ., |ESTABLISH OPERATE PROVIDE USER PARTICIPATE IN
SITUATIONS. UTILIZE BUSINESS 835.»}2.“% STYLES OF LETTERS.| EVALUATION AND- |CONTROLS FOR AGCOUNTING NEEODS FOR COMPUTER SYSTEM
. MACMINES AND : Fomﬁ% AND - SELECTION OF ACCOUNTING MACHINES SELECTION OF IMPLEMENTATION
Tels CAN PERFORM THIS ’ COMPUTER§ FINANCIAL ACCOUNTING MACHINES . COMPUTER 8YSTEM| °
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v 3 SKILL SATISFACTORILY > FOR ASSETS AECORDS COVERAGE
W'" A . PARTICIPATE IN. .
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. FUNCTIONS PREPARE AND USE [DEVELOP ANALYZE UNION 1
, CAN PERFOAM THIS ) FLOW CHARTS ,  [ACCOUNTIMG CONTRACT .
| SKILL SATISFACTORILY |« SYSTEMS PROPOSALS i
~ 2 | sutrecuires :
ASSISTANCE AND/ ' » -
SUPERVISION. " " [ —_—— _____ ______‘
PREPARE INCOME |PREPARE BALANCE JPREPARE PREPARE NOTES TO |PREPARE PREPARE ANALYSIS JPREPARE WORKING
CAN PERFORM SOME PREPARE AND STATEMENYS .,  |SHEETS STATEMENT OF FINANCIAL . |STATEMENT OF OF GENERAL PAPER FILE {
PARTS OF THIS SKILL ANALYZE- CHANGES 1N, STATEMENTS RECEIPTS AND LEDGER ACCOUNTS
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— REQUIRES ASSISTANCE REPORTS POSITION . .
2 | | aenseenon ~ -
e ENTIRE SKHL. CALCULATE  USING [CALCULATE USING [SOLVE PROBLEMS FUSE SHORT CALCULATE 8IMPLE |USE COMPOUND CONSTRUCT
: . . APPLY BUSINESS - IFRACTIONS, RATIO AND - 'LWITH UNKNOWNS |METHODS TO MAKE JAND COMPOUND  |INTEREST AND GRAPHS
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N . . |PERCENTAGES ' CALCULATIONS - . TABLES
Ratings on. the chart ere based on industrial - :
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- E BY [PREPARE AND PRESENT REPORTY [PREPARE AND
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