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Purpose One of your most important duties as an instructor in a CBVE system is to °
monitor student progress and maintain student records. Monitoring student
progress means keeping.track of how each student is dding in making,_ progress
towards mastery of each task leading to their occupational goal. Maintaining
student records means documenting task mastery for each student and maintain-
ing all records required by your school administration. This manual will pr;epare
you for these important duties. : N
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INTRODUCTION

‘ This publication is part of a series of self-instructional teacher training manuals designed to
assist vocational-technical educators or industrial trainers to develop and implement competency-
based vocational education (CBVE) programs. Each manual addresses a different aspect of CBVE.
The entire set is designed to enable instructors, administrators, or industrial trainers to develop
the necessary skills needed to successfully develop and impl;ment CBVE programs in a school or
industrial setting.

Each manual contains the following sections: Cover page which contains the task title,'
purpose, and information block; inside pages of performance objective, micro-performance
objectives, learning activities, information sheets, activity sheets (self-checks), a written exam,
and a product/performance checklist.

Manuals have been developed for the following tasks:

1. Identify the Characteristics of a Competency-Based Vocational Education (CBVE) Program
‘ 2. Identify and Sequence Job Tasks
3. Write Measurable Performance 6bjectives
4. Construct Performance and Writter Evaluation Instrurnents
5. Write Student Learning Guides or Competency Sheets
6. Adapt or Revise a Student Learring Guide or Competency Sheet
7. ldentify Teaching/Learning Strategies and Management Techniques to Implement CBVE
8. Develop a Learning Resource Center
9. Orient Students to CBVE
10. Write a Student Performance Contract

1. Select and De-igin Print and Non-Print Resource Materials

12. Monitor Student Progress and Maintain Student Records

((oeer. | proG | TAsK | RO MPO\) Page 3
k PTT }J 012 j|o0l2 J
Q




f

13. Assign Grades
? 14, Identify Necessary Administrative Support
15. Prepare a Staff Development Program

Using the following CBVE systems development model, instructors, trainers, or administrators

can develop and implement CBVE programs.

The following institutions deserve credit for the use of some of their materials in the

development of these manuals:

° District 916 Area Vocational-Technical Institute, 3300 Century Avenue North,
White Bear Lake, MN 55110

e Stephenson Area Career Center, Pearl City Road, Freeport, IL 61032

e Maryland State Department of Education, Division of Vocational Technical Education

e University of South Florida, Division of Vocational Education, Tampa, Florida

'(o'em: PROG | TASK | TPO MPOﬂ Page 4
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CBVE Curriculum Development Model

Conduct Feasibility Study or Evaluate Existing Courses or Programs

Adopt/Verify Tasks or Conduct a Job Analysis for Each Occupation to Identify
Program Content

Develop a Task List or Competency Profile

Write, Adopt/Adapt Performance Objectives

Develop, Adopt/Adapt Criterion Referenced Measures

A4

Develop/Adopt/Adapt Learner Activity Materials
(Print and Media)

Validate or Field Test Learner Activity Materials

Enter Information Into Records Management and Reporting System

Implement CBVE Programs and Evaluate Learner Activity Materials

Review Evaluation Data and Revise the Materials

PTT 012 | 012 J
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FOREWORD

Cne of the most critical functions performed by an instructor is the maintenance of student
records. Regardless of the system in which you teach, complete and accurate records are a
necessity. Only with accurate, reliable, up-to-date information which is easy to locate or
retrieve can you make informed decisions about your students.

Record keeping in a CBVE program need not be more difficult or time consuming than that
of a traditional program. The records need to show work completed, dates of cormpletion,
performance and written tests completed, and a record of daily affective factors used as a part
of the student's grade. Most districts or school systems already have in place the required forms
so witir a little modification of the record keeping headings, the record keeping system should
be very easy to install.

Many schools are beginning to use micro, mini, and main frame computers to facilitate the
record keeping functions. Four systems which are being field tested in Illinois are the Random
House Curriculum Management System, the Vo-Tech Data System, the Lake County Management
Instructional System, and the Minnesota Management Instructional System. For more information

on these and other computer systems, contact your ICBVE consultant.

PTT | 012 012
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OBIECTIVES QF THIS MANUAL

YOU WILL:

I. TERMINAL PERFORMANCE OBJECTIVE

GIVEN: Access to all available resources and your classroom situation

Develop a plan to monitor student progress and maintain student records

HOW WELL: To master this task, you must score 10 out of 12 on a written exam and

score 17 out of 20 on a product checklist.

. Identify necessary records

2. Identify necessary files

3. Explore methods to monitor student progress

4. Monitor student progress and maintain student records

PROCEDURES FOR COMPLETING THIS MANUAL

I. Review CBVE curriculum development model, page 5

. MICRO-PERFORMANCE 0BJECTIVE(S)

2. Read the learning steps and recources for each micro-performance objective

3. Complete the activity sheets for each micro-performance objective

4. Complete the written exam

5. Complete the performance test and review with your school's CBVE resource person

NOTE: The pages in this manual are color coded. The blue pages are the objectives and
micro-performance objective pages; white = information pages; yellow = activity pages;
green : answer key pages; salmon = checklist pages; and pink = criterion exam pages.
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MICRO - PERFORMANCE OBJECTIVE' 4

Identify Necessary Student Records

LEARNING STEPS

I.

Read Resource /1 to identify necessary
student records.

Complete Resource #2 for a self-check
on student records.

RESOURCES

l.

Information Sheet 012-001-001, "Identify
Necessary Records," in this guide, pages
9-11.

Activity Sheet 012-001-002, "Student
Records," in this guide, pages 12-13.

Go on to Resource #3 for information on 3. MPO #2 in this guide, page l4.

necessary files.
rDEPT. PROG | TASK | TPO | MPO Page 8 J
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INFORMATION SHEET

012-001-001

Identify Necessary Records

or period as memories tend to fade.

Student personal data and background information
Assessment test scores

Special needs and abilities of the student
Learning style of the student

The student's learning plan

Proficiency test scores

Past contracts and grades

Discipline/attendance records

Student personal performance records

Task, learning guide, or competency sheet records

Task, learning guide, or competency sheet progress

Each of these records are reviewed below.

As a minimum, the following records should be maintained by the instructor.

l ‘ DEPT. | PROG | TASK TPO

L pTT | 012 | 012
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In order for the instructor to know the daily status and progress of each student, complete
and accurate records must be maintained. As students complete the cognitive work of each
Izarning guide or competency sheet and demonstrate task mastery, a record must immediately
be made of their z-hievement. The record forms and record-keeping system and procedures
must be accurace and detailed. It is absolutely essential that information be recorded immedi-

ately following evaluation activities. Record keeping should not wait until the end of the day

Student personal data: includes the student's name, identification number, address, parent's

namz, entrance date to the program, and any other information supplied by the school.

Page 9
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school.

program.

these goals.

grade level, or a vocational assessment.

help you to identify students who miss school.

INFORMATION SHEET

012-001-001 (Continued)

which gives an indication of which senses the student uses to learn.

PROG

TASK

TPO

PTT
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Assessment test scores: will include any re-testing which your school does or information

supplied by the student's home school. Types of testing may include math and reading by

Special needs of the student: includes information on any medical problems, learning

problems, handicaps, or disadvantages and any other pertinent information provided by the

Learning syle of the student: some schools are providing a cognitive map of each student.

A limited number of

schools also test to determine If a student primarily uses the right or left brain hemusphere.

This information, while not necessary, may increase the student's chance of success in a
The student's learning plan: this provides information on career goals and progress towards

Proficiency test scores: provide information on which tasks the student has proficiency
tested out of and which tasks the student tried and failed. Some systems take this into
account In grading, so test scores may or may not be important to your system.

Past contracts and grades: are useful i1n planning realistic occupational goals for the student.
Discipline/attendance record: 1s useful to predict future problems and solutions to those
problems. If, for example, a student 1s constantly in trouble for not wearing safety

equipment, perhaps a daily mention of it would be sufficient to solve the problem.

Attendance is an important part of a vocational education program. Students who often

miss school will also miss work and must be identified. Accurate daily attendance records will

Page 10
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INFORMATION SHEET
012-001-001 (Continued)

Student personal performance records: At the end of each class session, you should record

the personal performance points for each student. These points cover work and interpersonal .
relations which areimportant factors on the job. The points should be recorded on the
competency achievement record, the task listing transcript, or in your grade book.

Task, learning guide, or competency sheet record: A daily record of the task, learning guide,

or competency sheet each student is working on is necessary. This helps in monitoring
where each student is in the program. This also helps you plan for the best use of the
available program equipment. It will also help you plan for the materials and supplies which
your students will need.

Task, learning guide, or competency sheet progress: A daily monitoring of each student's

progress will help you to identify possible learning problems. There is no formal record
of this. It is important that you initial or review each of your student's self-checks as

they complete them. This provides positive feedback to the student and keeps you informed

as to each student's progress.




ACTIVITY SHEET
012-001-002
Student Records
Directions: Complete the following questions in your own words. Check your work with the | |

following answer key. |

l. List and briefly describe nine items a student record should include:

A.

®

a0 0

X o @

I

2. How often should daily records be recorded? |




Directions: Check your answers with those below. If you missed any, review Information

ANSWER KEY
For Activity Sheet 012-001-002

Student Records

Sheet 012-001-001.

®

—
.

J.
K.

T o0 @@ oo o

. Student personal data and background information

Assessment test scores

Special test scores

Learning style of the student

The student's learning plan

Proficiency test scores

Past contracts and grades

Discipline/attendance records

Student personal performance records

Task, learning guide or competency sheet records

Task, learning guide or competency sheet progress

2. Daily after each class period.

Page 13
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MICRO - PERFORMANCE OBJECTIVE #2

Identify Necessary Files

LEARNING STEPS

I. Read Resource #l to identify files
necessary in a ZBVE program.

2. Complete Resource #2 to check your
knowledge of files.

3. Go on to Resource #3 for methods of
monitoring student progress.

RESOURCES
1.

Information Sheet 012-002-001, "CBVE
Files," in this guide, pages 15-17.

Activity Sheet 012-002-002, "CBVE Files,"
in this guide, pages 18-19.

MPO #3 in this guide, page 20.

TASK

TPO MPO Page 14
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INFORMATION SHEET

012-002-001

CBVE Files
In a CBVE system, it is useful to keep various filing systems.
The filing systems recommended for use by the instructor only are:
o Test file
e Activity sheet/answer key file
e Curriculum development file
The filing systems recommended for use by both the instructor and students are:
e Student file
e Task file
Now for a detailed look at the filing systems:
Test file: Many instructors find it helpful to create a test file. Several test items are
constructed for each MPO or sub-objective of each learning guide. The items are typed on
individual cards and identified by task and MPO number. The cards are filed in either
a Rolodex holder or a recipe box. When a student is ready to take a test, the instructor
can pull items from the file. This enables the instructor to produce numerous forms of a
test for the same task. As items are revised, it is easier tb revise an individual card than
the entire test. Additional items can be included in your file regularly, thereby, increasing
the potential number of test forms.

The following is an example of a test card.
Test Cards

Task 303 Task 303
MPO 004 MPO 004
(Correct Responscs)
The final step in applying a zipper
is tos
a. stitch the placket. C
b. release the pressure foot.
C. secure the thread.
d. adjust the tension

(Front) (Back)

PTT | 012 |o0l2 002
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INFORMATION SHEET

012-002-00! (Continued)

You may want to add your department and program number for additional identification.
You may also want to note the number of items available for each MPO. If so, your
identification number should look like this:

DEPT. PROG. TASK
700 706 303
004 2 of 4
MPO second of four possible items for MPO

The same identification number should be on the front and back of each card.

When a student is ready for a written test, photocopy the cards on sheets of paper. You
can generally fit six items on each sheet. Be sure to identify the test form in some manner
and to also design an answer key for each test form Dy turning the cards over and photocopying
them. Remember, each test form should have directions. To prevent any delay when a student
is ready to take the exam, prepare several copies of at least two test forms in advance.
Additional test forms can be created from your file if the student does not achieve mastery
after two attempts.

Obviously, this system demands a lot of time and planning. Many CBVE programs make up
four copies of a written test in advance and then administer the test, or use one of the many
computerized test programs.

Either way, it is important for the instructor to have available a copy of each test with

the answer key. This way, the instructor can provide immediate feedback to the student.

Activity sheet answer key file: The answers to all the activity sheets in each task should

be kept in a file, or a three-ring notebook. If the instructor is absent, it is an easy matter
for the substitute teacher to go to the file or notebook and provide the correct answers for
any activity sheet. The answers should be filed by task number and have the code number

which your school uses on them.

=)




INFORMATION SHEET

012-002-001 (Continued)

Curriculum development file: This file is set up by task number and title and is used by

the instructor to gather information on a task for writing or revising the SLG.

Student file: This file is for use by the student and is best kept in the classroom for easy
access. Students may keep any handouts such as information sheets, activity sheets, blueprints,
or other papers they are working on. It 1s also used to kegp test results, checklists, time cards,
and any other information needed to verify mastery of each task. A copy of the task list and
student contract may also be included.

Task file: This file also belongs in the classroom for easy student access. In it are copies
of all the activity sheets in the SLG and copies of the checklists. This should be arranged
numerically by task number. Typically, when students start to work on a SLG, they go to the
task file to obtain all the activity sheets for that SLG. When a student is ready for a checklist,
he/she goes to the task file for a copy and then under the instructor's supervision completes

the checklist for mastery.

ﬁEPT. PROG | tAsk | tPO MPOW Page 17
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ACTIVITY SHEET

‘ 012-002-002

i
CBVE Files
|

Answer the following questions and check your answers with Information Sheet 012-002-001

and the following answer key.

. List and describe five filing systems recommended for use in a CBVE program. %
A. l
B.
C.
D.

E.
2. Which three of the above filing systems are recommended for use by the instructors only?

1
|
|
|
\
\
\
¢ - |
¢
;
|
i
|

B.

C.




ANSWER KEY

For Activity Sheet 012-002-002

Test file
Activity sheet answer key file
Curriculum development file

Student file

mo o P >

Task file

(Refer to Information Sheet 012-002-002 for descriptions of the above.)
2. A. Test file

B. Activity sheet answer key file

C. Curriculum development file

L (DEPT. PROG | Task | ro M}Eﬂ Page 19
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MICRO - PERFORMANCE OBJECTIVE 4

Explore Methods to Monitor Student Progress

LEARNING STEPS

l. Read Resource #| for a review of the
reasons to monitor student progress.

Complete Resource #2 for a self-check

on the need to monitor student progress.

Read Resource #3 to identify the
different forms available to monitor
student progress.

Complete Resource #4 to develop a

system to monitor student progress.

Go on to Resource #5 for a review
and evaluation.

RESOURCES

L.

Information Sheet 012-003-001, "How to
Monitor Student Progress,”" in this guide,
pages 21-22. .

Activity Sheet 012-003-002, "Why Monitor
Student Progress?" in this guide, pages
23-24.

Information Sheet 012-003-003, "CBVE
Management Forms," in this guide, pages
25-40.

Activity Sheet 012-003-004, "Develop a
System to Monitor Student Progress,"
in this guide, pages #&l-42.

MPO #4 in this guide, page 43.




INFORMATION SHEET
012-003-001

How to Monitor Student Progress

In a CBVE system, the instructor's role in monitoring student progress is critical to the
success of the program. The instructor must keep accurate, up-to-date records on each
individual student and for the entire class. The instructor should also provide each student with
some method of monitoring their own progress.

Your records of student progress should be organized around the tasks in each student's
contract or task list. To accurately monitor individual progress, you will need to keep records
of the following:

e Individual plan of tasks to be completed

‘e Individual student progress

A. Daily progress
By MPO
By task
Weekly progress

By quarter

mm o 0O P

By semester

e Document tasks completed

e Certify competence by task or tasks by job title ;

Keep in mind that the reason for monitoring student progress 1s to document tasks mastered
and to identify those students who may be having difficulties so corrective action may be taken.
The end of the quarter or semester is too late to realize that a student is making unsatisfactory
progress.

A brief review of satisfactory and unsatisfactory progress is necessary. For a detailed

review, refer to PTT Manuals #010 on student contracting, #0!2 on grading, and #007 on

((oeer. | proc | Task | eo | weo) Page 2I
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INFORMATION SHEET
q 012-003-001 (Continued)

teaching strategies.

After 6-10 students have completed an SLG, you will be able to establish an "average time"
required to complete the guide. By comparing this average time with the time that an individual
student is spending on the guide, you will be able to identify if the student is progressing at a
satisfactory rate. When doing this comparison, you should keep in mind the individual student's
goals, abilities, learning style, and any other factors which may influence progress.

For example, assume the average time for SLG #004 is 10 hours. A student has spent
four days at two hours a day (8 hours) on the SLG and has only completed the first of four
MPO's. The instructor should counsel with the student (if the student has not already come to
the instructor) and try to find out what the problem is. To do this, you will need to develop a
‘ monitoring system and use it. In this case, a daily time monitoring system is necessary and is

a system for daily monitoring of objectives, as well as a method of monitoring task completion.

L ( DEPT. | PROG | TASK | TPO | MPO q Page 22 J
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‘ ACTIVITY SHEET

012-003-002

Why Monitor Student Progress?

Answer the following questions and check with the following answer key.

I.  The instructor must keep accurate, up-to-date records for each and for
the
2. The instructor should also provide with a

method to monitor progress.

3. Records of student progress should be organized around

4. List four records of student progress which need to be monitored.
A.
B.

¢ -

D.

5. Why monitor student progress?

{ ( DEPT. | PROG | TASK | TPO M’a Page 23
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‘ ANSWER KEY

For Activity Sheet 012-003-002

l. Individual student, entire class

2. Each student

3. Tasks in each student's contract

4. A. Individual plan of tasks to be completed
B. Individual student progress
C. Document tasks completed

D. Certify competence by job title

5. To identify students who mey be having difficurties and document task mastery.




INFORMATION SHEET
012-003-003

CBVE Management Forms

There are many different forms which you may use to monitor student progress. Some of

the more popular forms used by CBVE schools will be discussed in this information sheet.

Task Achievement Records are used to do the following:
L. Proviide background information on the student
2. lndic(a";te the student's pre-assessment on each task
3. lden}ffy the tasks completed to date
4. Include a personal performance report on the student
5. Provide a special section for recording special skills and abilities of the student
6. Include a section for counselor comments
Let's look at each of these six parts:
. I, Background information on the student should provide you with the following:
A. The student's name
B. The name and date of schools previously attended
C. A contact for additional information on the student
2. Pre-assessment of the student should provide you with the following:
A. When the student entered the program
B. Tasks which the student completed via proficiency testing
C. A pre-assessment score for the program
3. Identify the tasks completed to date. The transcript or record should provide for
the following:
A. Tasks completed to date

B. Student signature

. C. Instructor signature

Frogpr. PROG | Task | tro | wpo ) Page 25
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INFORMATION SHEET
012-003-003 (Continued)

D. Date of task inastery

4. The personal performance report should provide the following:

A. Job-keeping tasks being evaluated

B. Dates for each job-keeping performance

5. The special skills and abilities section should provide:

A. A place to include extra tasks learned by the student

B. A place to include tasks completed which are related to the job but not included

on the program task list.

6. Counselor's comments section should provide:

A. A place for the counselor to comment on the unique individual ...pects of the student

B. A place for positive or negative comments

The following are sample forms used to monitor student progress.

( DEPT. } PROG
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Sample Form to Monitor Student Progress

nformation Sheet 012-003-003 (Continued)

MPO )

00

TPO

012

TASK
012

PROG

PTT

rﬁm

Name: TASK TRANSCRIPT Entrance Date Exit
Last First _
ss ¢ Clerk-Typist Program Division
School:
Year in School! Total Tasks for Program _ 78 ]
Sesdion: ™™
ol olals a BEEE
2 sl ul Eg Task Deacription .5 Hlaty E':‘,; Task Description
3 of of ol®m [*] o] o] o -
© |5l8812 8113
14012 Typa letter in simp. styla
Typing Offica Communications: 001-099 1455 Compose 2 letters
001 G Make corr.,type fr. rough draft cy.
00518 Prfrd. ident. and corr. arrora in sp. Typing Business Forma
punct. , nos. word div, ) .
011 |21 Type Postal cards. 210§ Typa tables
016 { 2 Typa addresses on env. 21116 Type statiatical reports
021 |6 Typa letter, full block style 220[0 Prepare, typa, statistical reports
022 |5 Type modified block letter 225]4 Prepara, type, request for quotation
026 |5 Type letters, att. line, sub). line 230]4 Prepara, typa, purchase order
036 |5 Typa lattars with co. nama, encl. not., 2354 Prepara, type, sales invoice
cc. not. , post script 240]4 Prepara, typa, customer statements
03715 Typa letter in aimp. styla 245]4 Prepara, type, voucher checks
046 16 Type letter with a tabla 250[4 Prepara, type, 2 billa of lading
05115 Type two-paga letteras 25514 Prepara;y typa, credit mem.
056 | & Type letters on spec. gsizad stat. 2753 Typa lexal papars
361 16 Typa Iateroffica mem. Performing Raproduction Functions 300-399
Processing Data 100-199 301(3 Justify right mergins
31014 Prepare masters, ,rix. for dup.
102)12 Operate a tranacribing mach. 320[4 Dup. mastars/orig. on fluid-dry copier
igg g Compose and typa bus. letters 3504 Prep. paste-ups and dummy cys., offset py
Compose and type reports -
11518 Type bl. letter:on ward,proc. Maintaining Office Filea 400-499
120{6 Type mod. bl, letter
125 1ype letter with co. nama, enc. not., cc. 404]5 Maintain index card, tickler.filea
i 5 not., and post script 414)7 Code, Ind., sort, cross-ref. bus. corr.
1J0j3 Iype letters with att. line, subj. line 4243 File and retricve documents
13504 [ 1 Type 2 rep. in ms form 434]6 Establish files
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INFORMATIOW SHEET
012-003-003 (Continued)
INDIVIDUAL PROGRESS FORM
Student Name Program j
Date Entered Date Exited
Criterion Referenced Testing (Poat Test) Instructor's
Task Pretest Written Exams Product/Ferformance CheckIIst| Initials
Number vate| Score Mastexj rinal” stery | Final
Attempts] ‘Date Score | Attempts | Date Score
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Sample Student Progress Chart

INFORMATION SHEET

012-003-003 (Continued)

PROGRAY

NAME . 001 005 006 007 008 009 01k 015 050 0%

Task Number

092 0S5
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INFORMATION SHEET

012-003-003 (Continued)

STUDENT PERFORMANCE CONTRACT

Student Name School Year SACC Program Home School Block Crade Sem
Hrs Pts Hrs Pts
Quarter Quarter
Contract Contract
Grade A Grade A
0/Absent 8 D/absent §]
TL Hes c IL Hes C
L Pts 0 iL Pts 0
Adjust % Adjust %
QUARIER MID-1ERM QUARTER R} § 1 (1 AN |
Planned § Actyal Planned Actual Planned | Actual Plarorg Actua}
SLG{ MRS | HRS { M SLG| HRS | HRS M SLG | HRS | HRS | M SLG | HRS | HRS ]
1
H : .
:“ H ]
| i
F
1 i
. .
1
. 1
r H
M i
|
13
== = =
n
0Alg
INIL
: Pa 0
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INFORMATION SHEET

012-003-003 (Continued)

Monitoring student work: Most of the forms used for planning student work will also work

for monitoring tasks completed. However, it is often necessary to monitor student progress on‘
a daily or weekly basis (time) or to monitor students as they work through an SLG (by MPO).
The following forms are used by one CBVE demonstration center to monitor student progress.
The system works like this: (For a detailed account of this system, see PTTM #009.)
l. The student arrives at school and punches in on his/her time card.
2. The student reports to his/her instructor and attendance is taken as well as reporting the
task being worked on. This information is recorded in the grade book.
3. For students who need extra planning and monitoring, the MPO progress form is also
used. This helps track the student as he/she works on each MPO in a learning guide.
4. When a student fails the written exam, the instructor completes the exam review form.
The student then must review specific learning steps in the SLG. This form is typically
used only when the testing is done by computer, so that the MPO and learning step may
be easily identified.
5. At any time, the instructor or student may check a grade by completing the estimated
grade to date form. For a detailed account of this specific grading format, see PTT
Manual #013.
Time card: Time cards are kept by each student. Students use one time card for each
task. The time is kept by punching in and out each day. At the end of each day, the student
" totals the time and enters the total in the elapsed time column. When the task is completed,
the student adds the daily time and enters it at the bottom of the card as total time. The
instructor may verify time on task by checking with the daily entry in the grade book. The
time card may vary from the grade book since special presentations, group discussions, visits to

the career planning office, etc., are entered on the time card and typically not noted in the

grade book.
u ((oepr. | proc | task | tro | weo') Page 31 y
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INFORMATION SHEET

012-003-003 (Continued)

JOB CARD
Name_FORD CARR

Date.2/5 = 9/9 " _ 4AUTO BODY
d00 AmT|rAtr. farnge nne
= 10:00
023 = 2 8:00
I s: 10:00
023 =] 2 8:00
! = 8130
023 _IE] .5 8:00
GROUP = " 9:30
DISCUSSION =z 1 8:30
1 .
023 Zl .5 *9:30
'9:30
025 = 8:00
F‘
— ._j’,
B |
|:'é
— =i = \gn
TOTAL TIMY E‘_EJ 6.5
I e
ki
1<]
Caotenell o UUE URE A, Conb $0D, ¢ Shiw, ®ALY,, Pocsineia V0.4,

PTT | 012 Joi2 003)
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INFORMATION SHEET
012-003-003 (Continued)

Grade Book: The following is an abreviated example of a grade book page used to monitor
student progress. Room is provided on the page for the course or program name, time block,

instructor name, quarter and school year, raonth and day of the week. Four lines are included

in the book for each student. They are used to record: 1) Daily attendance (A), 2) Daily personal

points (P), 3) Task in progress (TK), and 4) Test or checklist completion (T/P).

The left side provides a space for the student's name, identity number, and locker number.
The first row (A) is for daily attendance. This is filled in daily by the instructor.

The second row (P) is for the daily personal performance points. These should be evaluated
on a daily basis and the points earned should be entered. This will make the personal
performance evaluation at the end of each grading period more objective.

The third row (TK) is for the code number of the task that the student is working on.

This gives the instructor a daily record of where each student is in the program.

The fourth row (T/P) is to indicate when the student passes the knowledge test. This is
done by writing in the letter "K". Successful completion of the performance test is indicated
by the letter "P".

This grade book format allows an instructor to determine at a glance if a student is making

satisfactory progress and to identify potential problems.

PROGRAN 3LOCK TEACTEX OARTIR
FI%ST w:zxL SICOND WEEX, Ixp WEEX VEEX |
TAY OF wzx nrlmlrnrnmrxflmrxrnm_r_
2 Jane Doal®
12-40-8522*
409 ™
k724
2 A
»
™
T/
3 A
’
™
/P
TASK Po ) '
ﬁEPT. PROG A TPO MPO Page 33 J
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The MPO Progress Form: This is used in place of the time card to provide extra monitoring
where necessary. The bottom part of the form is used in the same manner as the time card.

The top of the form provides specific information on each MPO in a task. In this way, the

INFORMATION SHEET

012-003-003 (Continued)

instructor can, on a daily basis, monitor the student's progress through each MPO.

M.P,0. PROGRESS PORM

TASK 3
) aur -
wa Eﬁﬁr P CIETN S
)
2
3
4
s
.
7
s
’
1
CRITERLON
XA
CHRCXLIST
EVAINATION
euzae
ouT our
m w
ot our
1 1
ow? ot
AR ™
Ut our
] ™
ouT ous
™ 1
our T
1u ]
our we
W %
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‘ INFORMATION SHEET
012-003-003 (Continued)

Exam review form: Is 1 formal feedback form used when tests are computerized and

may be generated by the computer to guide the student to further study.

YOU HAVE NOT PASSED THE WRITTEN
CRITERION EXAM.

TASK
REVIEV TUE S.L.G.
HPOg LEARNING STER
1. ] 1. ]
2.3 2.
3. O 3.0
4. 4 4. (]
5. 5. ]
6. O 6. ]
7. O . (3
5. [ 8. (J
9. OJ 9. )
10. (] 1. O
‘ it. O 1. O

DATE

INSTRUCTOR

Estimate grade to date: May be determined at any time. The form may be coinpleted by

either the instructor or the student in the following manner:
I. Fill in student name
2. Fill in days in quarter to current date
If the student has an extended illness (verified), or planned credit days (field trips, etc.)
do not include them in the available attendance days.
3. Fill in days cbsent for quarter to current date
4. Available days to date x block time (time in program in minutes)4= 60 = hours available

5. Hours available x grading scale = hours necessary for each grade

I DEPT. | PROG | TASK | TPO M’PO\' Page 35
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INFORMATION SHEET
012-003-003 (Continued)

Note: This form does not provide for daily points which in this system count for 25%
of the grade. The form is only to provide a rough estimate of the grade. For a
complete grade, the hours available is taken x .75 and added to the total daily points
X the grading scale x .25.
The planned SLG's and hours for each SLG are then entered

. The actual hours spent on each SLG are entered
The SLG's mastered are entered under actual M
The planned hours are totaled providing a correlation to the grading scale
The grade to date is entered

The instructor may initial the form

STVUENT NAME

®% Availadle Attendance Days to Date . Abaence

X = 63e
Availedle Days to Date Block Time Hes Availadle

Gilape

9% 2 A s

4 -_ .

Nrs Availadle X '25 : g dss
¢ Include: Lad Hes,

Clud drs and any
Credtt Lours.

PO S
FLAD [ AdTualL ™
SLC{KRS [KRS 10
-
___i___L ' LRECAXLUXACLONX XXX
T — X X
i ] & Coszetolopgy £
— ol . o £ Service Sheet X
| : [} X X
jm—r—m—i— X Total lirs X
r . gy ; tastery Hrs___ X
. X
f— ——— X X
g X X
, XXXXTTNXXXAXXX XL XXX
= slom
!
T l
wre| ! ¢
L i rade to DNate

Inst. Inltlals

*‘Dxmple: 1f student has illness or planned credit
days, 45 not laclude Ln avalladle
attendance days.
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012-003-003 (Continued)

Documenting student work: The third type of CBVE progress monitoring record you will

need is one which reflects tasks mastered by each student. The student contract will work
for this but often a central record or file is maintained for each student.

When a student has completed a task (SLG) including passing a checklist and/or written
exam, he/she will have mastered the task. Task mastery and mastery (actual) hours are
recorded in the student's file. One method of doing this is by completing a task mastery card
and submitting it to a recording secretary for entry to the file. This works extremely well
when the entire system is computerized.

If the system is not computerized, this documentation may be entered on a master task
list for each student at the end of each semester.

The following is a sample task mastery card:

ENTERING TASK MASTERY

To anter tesk sastery the pregrea fnstructer must {11 gut the TASK
MASTERY CARD (100 Dalew)

TASK asTERY CARD

.
Student OO __ YR, CRS.0

4,

STUOENT NAME
Se 6o 7.
1) S 1 - Y CONTR  MSTRY
HRS HRS
8. 9,
INSTRUCTOR SIGMATURE OATE
aa
10.
13 /a1 XEYEO gy:

Student leéentificution Numder

Student year at SACC I or IX

SACC preguam computer course nusber

Student name

The nine ¢igit task nusber

Nusbar of heurs student centrected te do task
Numbar 8f heurs {2 teek student te master tusk (whele
nusbers ealy)

Instructors signeture

Oata of mastery

0ffice {nfarsation

Cwe NS W N
Pt e e o o o av2

-

Task mastery CARDS may de turned in te the Student Managesent Systea
sacretary an o dofly deals.

(aspr. PROG | TASK | tPO | MPO ) Page 37

L PTT{ 012 | 012 003J*

w
QO



INFORMATION SHEET
' 012-003-003 (Continued)

Certifying student competence: Some CBVE programs provide a certificate which lists,

on the back, all the tasks mastered by the student. Other schools provide a task listing
transcript which list all the tasks mastered by the student. With increased cooperation between
high schools, area vocational 7 :nters and community colleges in certain regions, the task listing
transcript takes on a larger role. It provides for both vertical and horizontal articulation
between schools and programs. |

The following is an example of a certificate of competence.




)

Z10 | 11d

6¢ @3ed

Cerlificate of Conjadcncc

Thiés s lo m&)é/ thal

Seticoved bhe /zm/ounaxzwo lovels aobnow/eafyea( on e teverde
écclo o/ s m&fc'ca/e in accordanice willy o /l(’/l/O’?/nl(wlw
slandards /uzedou'ée({/cxz e /noy/umz o/

il s Gonrofors vovegniyed &y
ELVERADO HIGH SCHOOL
Fiiés Doy of. 2 79.
27 Frlraclor(s)
S | Fiefrorintonclont
Prasictond Bocrd of Elsection

(PRNURIUOD) £00-£00-Z10

1ddHS NOILLVIWYJOINI




(Back Side of Certificate)
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INFORMATION SHEET
012-003-003 (Continued)

E.H.S. CLERK-TYPIST PROGRAM #196 110% # & % & TYPING I & IIA & & & & aMAJOR COMPETENCY AREAS

The etudent named on this certificate has shovn that he/ehe is competent in tha tasks
initialed below. This certificate validates competency with these thres reservations:
(1) competency 1s certain only se of the date indicated, (2) competency is ascertained ac-
cording to the performance atandards prescribed on the Product Checklist for the task, and
(3) competency is indicated only for those tasks initialed by the student's instructor.

The tasks listed below comprise the euggested program for the Typing I & II courses
of the Elverado High School Clerk-Typist Progran. A etudent who receives thie Certificate
of Conpetency after taking only the Typing I portion of the program should not have a
majority of the tasks initialed.

Task Task Name Date | Initials
100| Type paragraphs from rough draft copy -

110 Center a short announcement

120} Type & personal note

130| Type & memorandum in simplified style

140} Type @ personal letter in modified block style

150| Type addresses on small envelopes

L60] Type addresses on large envelopes

170| Type messages and addresses on postal cards

180| Typs business letters in modified block style

190] Type a topic outline

200! Type an unbound report without footnotes

210] Type an unbound report with footnotes

2201 Type tables

230} Type tables with columnar headings

240| Type business lettere in block style

250 Type business letters in mod. block style with indented paragraphe

260 ) Type & spirit master

270 | Type a leftbound report

280 | Type and file index cards

290 | Type invoices
300 | Proofread to identify and correct errors in spalling, punctuation

wmarks, numbers, and word division

310 | Type business letters with special featurss (company name, en-

closure notation, carbon copy notation, ard postscript)

320 e lettars with subject line and attention line

30| Type two-page letters

340 | Type letters with tables

350 | Type letters with special nailing notations

360 | Type legal papers

370 | Type interoffice memoranda

380 | Type winutes of a meeting

390 | Type bills of lading

400 | Type purchase requisitions

410 | Type purchase orders

420 | Type paragraphs yith justified right pargin

230 Type a wailing 1ist and address labels

440 | Type lectters in simplified style

450 | Type letters with a standard six-inch line

460 | Type lettera on special-size atationery

470 | Type and proofread a leftbound report with title page, table of

] contente, fcotnotes, and bibliography

480 | Type four-column tables
490 | Type ruled tables

500 | Type small anvelopes for production

310 | Type large envelopes for production

220 | Type requests for quotations

330 | Type voucher checks

540 ] Type customer statements

550 | Operate a Sharp electronic/printing calcuiator

PTT | 012 | 012 jo003 J°
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go on.

ACTIVITY SHEET

012-003-004

Develop a System to Monitor Student Progress

PROG

TPO

PTT

012

You are to develop a system to monitor the progress of each student through your CBVE

program. Your work will be evaluated using Checklist 012. You must score 10 out of 14 to

Page 4l
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Activity Sheet 012-003-004 (Continued)

CRITICAL e w
1TEMS ITEMS TO BE OBSERVED OR CHECKED YES | NO

Monitor Student Progress

1. Develop a method to plan student work:

A. Contract 1
B. Wall chart |
C. Other 1

2. Develop a method to monitor student progress:

A. Develop a time management system 1
B. Develop a task management system 1
C. Develop a MPO management system 1

3. Develop a grade book management system:

A. Allow for attendance l

B. Allow for daily task record l

‘ C. Allow for daily points 1
D. Allow for evaluation record 1

4. Develop a method to document task mastery 1

5. Develop a method to certify competence:

A. Certificate !
B. Task listing transcript |
C. Other l

TOTAL POINTS EARNED =

POINTS NEEDED FOR MASTERY
TOTAL POINTS POSSIBLE

10
14

non
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MICRO - PERFORMANCE OBJECTIVE

Monitor Student Progress and Maintain Student Records

LEARNING STEPS
1.

Read Resource #! for a review of how
to monitor student progress and maintain
student records.

When you feel ready for evaluation on
how to monitor stiuent progress and
maintain student records, contact your
school's CBVE resource person and
complete Resource #2.

Read Resource #3 to determine the
performance to master this task.

When you feel ready to perform for
evaluation, contact your school's CBVE

resource person and complete Resource
iy,

RESOURCES

I. All MPO's in this guide.

2. Written exam: Task 012, in this guide,
pages 46-49.

3. Product Checklist: Task 012, in this
guide, pages 44-45.

4. Product Checklist: Task 012, in this
guide, pages 44-45,

P0 | MPO Page 43
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PROGRAM : Professional Teacher Training

TASK: Monitor Student Progress and Maintain Student Records

TASK # 012

PERPORMANCE/PRODUCT CHECKLIST

STUDENT'S NAME EVALUATION SITE

EVALUATOR'S NAME PERFORMANCE ATTEMPT 1} 2 3

DATE OF ATTEMPT

TERMINAL PERFORMANCE OBJECTIVE:

GIVEN: Access to all available resources and your classroom situation

YOU WILL: develop a plan to monttor student progress and maintain student records.

DIRECTIONS TO THE STUDENT:

BEFORE ATTEMPTING THIS TASK FOR MASTERY, CAREFULLY REVIEW THIS
CHECKLIST. YOU WILL BE EVALUATED ON THE BASIS OF THIS CHECK-
LIST. WHEN YOU FEEL YOU ARE READY FOR EVALUATION CONTACT YOUR
INSTRUCTOR. YOU MUST COMPLETE YOUR PERFORMANCE WITHIN

MINUTES AND MUST SCORE AT LEAST |7 OUT OF __ 20 POINTS
OR 85 % FOR MASTERY. CRITICAL ITEMS ARE MARKED WITH AN
ASTERISK (*). THESE ITEMS MUST BE SATISFACTORILY COMPLETED.

DIRECTIONS TO THE EVALUATOR:

THE STUDENT WILL CONTACT YOU WHEN READY FOR EVALUATION. THE
STUDENT MUST COMPLETE THE PERFORMANCE WITHIN MINUTES
AND MUST SCORE 17 oUT OF 20 POINTS OR 89 A
AND ALL ITEMS MARKED WITH AN ASTERISK (*) MUST BE SATISFACTORI-
LY COMPLETED.

(ﬁspr PROG | TASK | TPO Mpo\ Page 44
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CRITICAL
LTLHS

ITEMS TO BE ORSERVED OR CHECKED

RATING w

YES | NO

* Kk % k %

Test file

Activity sheet file

Curriculum development file

Student file

A. VWhere is this to be located

B. Filed by name, block (class) or ...?
5. Task file

FwNe

Monitor student progress:

6. Develop a method to plan student work:
A. Contract
B. Wall chart
7. Develop a method to monitor student progress:
A. Develop a time management system
B. Develop a task management system
C. Develop a MPO management system
8. Develop a grade book management system
A. Allow for attendance
B. Allow for daily task record
C. Allow for daily points
D. Allow for evaluation record
9. Develop a method to document task mastery
10. Develop a method to certify competence:
A. Certificate
B. Task listing transcript
C. Other

TOTAL POINTS EARNED =

POINTS NEEDED FOR MASTERY = 17
TOTAL POINTS POSSIBLE =20 -

r‘DEPT. PROG TASK TPO MPO ‘
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PROGRAM  Professional Teacher Training

CRITERION EXAM

TASK # 012

DIRECTIONS:

THE PURPOSE OF THIS EXAM IS TO DETERMINE WHETHER OR NOT YOU
HAVE UNDERSTOOD THE INFORMATION ON how to monitor
student progress and maintain student records.

Each of the guestions or incomplete statements below is
followed by several words, phrases, or a sgeries of num-
bers. Choose the one which best answers the question or
completes the statement correctly. Place the letter asso-
clated with that choice (A, B, C or D) in the numbered
blank space on your ANSWER SHEET. DO NOT WRITE ON THIS
TEST! To master this exam you must answer |0 out of
12 items correctly, (83 Z).

l pept. | ProG | Task | TR MPO\W Page 46
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‘ CRITERION EXAM

012

I. A list of all the tasks which a student has mastered is called a task

A. Listing analysis C. Listing contract
B. Listing transcript D. None of the above
2. A file used to provide feedback to students on test items is called a file.
A. Activity sheet C. Task
B. Curriculum Development D. Test
3. A file used to provide feedback to students on practice exercises\s called a file.
A. Activity sheet C. Task

Curriculum Development D. Test

B
4. A file used to keep all the activity sheets and checklists is called a file.
A

‘ Activity sheet C. Task
B. Curriculum Developmerit D. Test
5. A file used by the instructor for writing or revising SLGs is called a file.
A. Activity sheet C. Task
B. Curriculum Development D. Test

6. Records of student progress should be organized around tasks.
A. True B. False

7. A st of all the tasks which a student 1s to complete 1s called a task

A. Listing analysis C. Listing contract

B. Listing transcript D. None of the above

e 8. It is important in a CBVE system for each instructor to keep a record of each student's
progress.

A. True B. False

l rﬁnsn PROG | TASK | TPO MPOﬂ Page 47
) L PTT ] 012 J0l2 |Joo4 }




1.

CRITERION EXAM

012 (Continued)

Records in a CBVE system are used to plan students' tasks, monitor progress, docurrent
mastery, and verify competence.

A. True B. False

Critical student information in a CBVE program are: personal data, special needs data,
student contract, and task listing contract.

A. True B. False

To assist instructors in analyzing SLG use and to adjust standard times for completion of

each SLG, a task is used.
A. Listing analysis C. Listing contract
B. Listing transcript D. None of the above

The only reason to keep student records in a CBVE system is to document task mastery.

A. True B. False
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ANSWER KEY

For Criterion Exam 012
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