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ABSTRACT

This module is one of a series of 127
performance-based teacher education (PBTE) learning packages focusing
upon specific professional competencies of vocational teachers. The
competencies upon which these modules are based were identified aud
verif.ed through research as being important to successful vocational
teaching at both the secondary and postsecondary levels of
instruction. The modules are suitable for the preservice and
inservice preparation of teachers and other occupstional trainers in
all occupational areas. This module contains three learning
experiences that are designed to give teachers/student teachers skill
in planning and applying procedures and policies for the management
of student attendance, transfers, and terminations in a cooperative
education program, and for serving as a teacher-coordinator for such
a program. Each learning experience contains an objective, several
activities, information sheets, resource lists, and a self-check with
model answers. The final learnig experience requires the
teacher/student teacher to demonstrate competency in applying the
material of the module in an actual teaching situation. (KC)
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FOREWORD

This module is one of a series of 127 performance-based teacher
W(PBTE)WWWWMW
fessional ccmpetencies of vocational teachers. The competencies
upon which these modules are based were identified and verified
through researct: as being important to successful vocational
teaching at both the secondary and postsecondary levels of in-
struction. The modules are suitabie for the preparation of teachers
and other occupational trainers in all occupational areas.
Each module provides learning experiences that integrate theory
and application; each zuiminates with criterion-referenced as-
sessment of the teacher’s (instructor’s, trainer’s) performance of
the specified competancy. The materiais are designed for use by
tea thers-in-training working individually or in groups under the
direction and with the aseistance of teacher educators or others
acting as resource persons. Resource persons should be skilled in
the teacher competencies being developed and shouid be thor-
oughly orientad to PBTE concepts and procedures before using
these mate-ials.
The design of the materials provides considerable flexibility for
planning and conducting performance-based training programs
for preservice and inservice teachers, as well as business-ndus-
try-lahor trainers, to meet a wide variely of individual needs and
interests. The materials are intended for use by universities and
colleges, state departments of education, postsecondary institu-
tions, local education agencies, and others responsible for the
professional development of vocational teachers and other occu-
The PBTE curriculum packages in Categories A - J are products
dammwmmwmmﬂ
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systematic development, testing, revision, and refinemant of these
very significant training matarials. Calvin J. Cotrell directed the

teacher competency research study upon which these
modules are based and aleo directed the custiculum development
effort from 1971 - 1972. Curtis R. Finch provided leudership for
the program from 1972 - 1974. Over 40 teacher educators pro-
vidad input in development of initial versions of the modules; over
2,000 teachers and 300 resource persons in 20 universities, col-
leges, and postsecondary institutions used the raaterials and
provided feedback to the National Center for revisions and
refinemer..

Early versions of the materials were developed by the National
Center in cooperation with the vocational teacher education facul-
ties at Oregon State University and at the University of Missouri-
Columbia Preliminary testing of the matenals was conducted at
Oregon State University, Tempie University, and the University
of Missoun-Columbia

Following preliminary testing, inajor revision of all materials was
performed by National Center staff, with the assistance of numer-
ous consultants and visiting scholars from throughout the country

Advanced testing of the materials was carned out with assistance
of the vocational teacher educators and students of Central Wash-
ington State College; Colorado State University; Ferris State Col-
lege, Michigan; Florida State Un:versity; Holland College, P.E.I.,
Canada; Oklahoma State University; Rutgers University, New
Jersey; State University College at Buffalo, New York; Temple
University, Pennsylvania; University of Arizona; University of
Michigan-Flint; University of Minnesota—-Twin Cities; University
of Nebraska-Lincoln; University of Northern Colore.do; Univer-
sity of Pittsburgh, Pennsyivania; University of Tennessee; Univer-
sity o* Vermont, and Utah State University.

The first published edition of the moduies found widespread use
nationwide and in many other countries of the world. User feed-
back from such extensive use, as well as the passage of time,
called for the updating of the content, resources, and illustrations
of the onginal materials. Furthermore, three ne'w categories (K-M)
had been added to the series, covering the areas of serving
students with special/exceptional needs, improving students’
basic and personal skills, and implementing competency-based
educaticn. This addition required the articulation of content among
the original modules and those of the new categories.

Recognitios is extended to the following individuals for their roles
in the revision of the original materials: Lois G. Harrington, Cath-
erine C. King-Fitch and Michael E. Wonacott, Program Associates,
for revision of content and resources, Cheryl M. Lowry, Research
Specialist, for illustration specificaticns; and Barbara Shea for
artwork. Special recogmtion is extended to the staff at AAVIM
for their invaluable contributions to the quality of the final printed
products, particularly to Sylwa Conine for typesetting; to Marilyn
MacMillan for module layout, design, and final artwork; and to
George W. Smith, Jr. for supervision of the module production
process.
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INTRODUCTION

Within the cooperative vocational education pro-
gram, situations requiring effective management
policies and skills may arise. These include dealing
with excessive student absenteeism or the need to
transfer a student within a training station, to another
training station, or tc another school program. The
management of such situations is one of your super-
visory responsibilities as a teacher-coordinator.

In order to handle such situations when they
arise—and to handle them promptly and fairly—you
must plan procedures and policies in advance. In
planning an~ applying procedures and policies, you

must incorporate state and iocal school district
policies; give consideration to the needs of the
students; and attempt to maintain cooperati work-
ing relationships among all concerned par. “: the
school, the student, and the student’s emp.oyer.

This module is dzsigned to give you skill in plan-
ning and applving procedures and policies for the
management of student attendance, transfers, and
terminations in a co-op program. it wiil better prepare
you to meet these important management respon-
sibilities involved in serving as a teacher-coordinator.
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Aruitoxt provided by Eic:

ABOUT THIS MODULE

Objectives

Terminal Objective: While serving as a teacher-
coordinator in an actual teaching situation, manage the
attendance, transfers, and terminations of co-op stu-
dents. Your performance will be assessed by your
resource person, using the Teacher Performance Assess-
ment Form, pp. 21-22 (Leaming Experience Iif).

Enabling Objectives:

1.

o

After completing the required reading, outline policies
for managing student attendance, transfers, and ter-
minations (Learning Experience |).

. Given several case situations involving student man-

agement problems, identify each problem and possible
solutions to each problem (Learning Experien~e Il).

Prerequisites

To complete this module, you must have competency in
establishing guidelines for operating a cooperaiive voca-
tional education program. if you do not already have this
competency, meeat with your resource person to determine
what method you will use to gain this skill. One option is
to complete the informa’.on and practice activities in the
following module:

¢ Establish Guidelines for Your Cooperative Vocational
Program, Module J-1

Resources

Afist o* the outside resources that supplement those con-
tained w in the module foliows. Check with your resource
person (1) to determine the availzbility and the location
of these resources, (2) to locate additional references in
your occupational specialty, and (3) to get assistance in
setting up activities with peers or observations of skilled
teachers, if necessary. Your resource persor. im ay also be
contacted if you have any difficulty with directions or in
assessing your progress at any time.

Learning Experience |

Required

The state plan for vocational education or A guide to
cooperative education for your state that you can review.

Optional

Reference: A Guide for Cooperative Vocational Education
Minneapolis, MN: Unversity of Minnesota, College of Educa-
tion, Division of Vocational and Technical Education, 1969.
ED 037 564

Reference: Mason, Ralph E. and Hanes, Peter G.
Cooperative Occupational Education and Work Expenence
in the Curriculum. Third Edtion. Danwille, IL: The Interstate
Printers and Publishers, 1981.

Reference: Uthe, Elaine F., Litchfield, Carolvn; and McElroy,
Jack. Kentuckv Cooperative Vocational Edur~ation Coor-
dinator's Handbook. Lexington, KY: University of Kentucky,
Department of Vocational Education, 1979.

Reference: Cooperative Vocational Education Guide for Coor-
dinators and Administrators. Honolulu, Hi: University of
Hawaii, Community College System, 1973. ED 164 077

Reference: Mitchell, Eugene F Cooperative Vocational
Education: Principles - Methods - Problems. New Edition
Boston, MA: Allyn & Bacon, 1977.

Reference: Wanat, John A., and Snell, Margaret A.
Cooperative Vocational Educaton: A Successful Education
Concept. How to Initiate, Conduct &1d Maintain a Quality
Cooperative Vocational Ecucation Program. Springfield, IL:
Charies C. Thomas, 1980.

Actual policies of a local ongoing cooperative vocational
education prograr) that you can review

Learning Experience 1l

Optional

A group of peers, who are *aking or have taken this module,
with whom you can discuss the case situations and/or other
management problems.

A teacher-coordinator with whom you can discuss the case
situations and/or his/her management polcies.

Learning Experience il

Required

An actual teaching situation in wiich, as part of your duties
as a teacher-cocrdinator, you can manage attendance,
transfers, and terminations of co-op students.

A resource person to assess y-\ur competency in managing
attendar.ce, transfers, and terminations of co-op students.

General Information

For information aboi;t the general organization of each
performance-based te-ctier education (PBTE) module,
general procedures for its Js?, and terminology that is
common to all the modules, see About Using the National
Center's PBTE Mndules on the inside back cover. For
more in-depth information on hos 1o se the modules in
teacher/trainer education programs, y.>u may wish to refer
to three related documents.

The Student Guide to Using Performance-Based Teecher
Education Materials s designed to help cnent preservice and
inservice teachers and occupational trainers to PBTE in
general and to the PBTE mraterials.

The Resource Person Guide to Using Performance-Based
Teacher Education Materials can help prospective resource
persons to guide and assist preservice and 'r.service teachers
and occupational trainers in the development of professional
teaching competenvies through use of the PBTE modules.
It also inciudes lists of all the module competencies, as well
as a listing of the supplementary resources and the addresses
where they can be obtaned.

The Guide to the Implementation of Performance-Based
Teacher Education is designed to help those who will admin-
ister the PBTE program. it contans answers to implementa-
tion questions, possible solutions to problems, and altemative
courses of actior.

We would like t0 give special thanks tu Elaine F Uthe for the use of many
of her ideas and maternals in the development of the moduies in the J
category Information about the complete set of Uthe materials on the
cooperative vocational program that were developed as part of a project
at Michhgan State Universty s available from AAVE.

= p)




N Learning Experience |

OVERVIEW

| ggpulipg After completing the required reading, outiine policies for managing student
} © attendance, transfers, and terminations.
Activity You will be reading the information sheet, Establishing and Applying Manage-
ment Policies, pp. 6-9
1

You may wish to read related material in one or more of the foliowing sup-

plemeritary references: A Guide for Cooperative Vocational Education; Mason

Optional and Haines, Cooperative Occupational Education and Work Experience in the

Activity Curriculum; Uthe et al., Kentucky Cooperative Vocational Education Coor-

dinator’s Handbook; Cooperative Vocationai Education Guide fcr Coordinators

\ ’ and Administrators; Mitchell, Cooperative Vocaiional Education: Principles -

\2 » Metfrods - Problems; and/or Wanat and Snell, Cooperative Vocational Educa-
tion: A Succassful Educaton Concept.

Activity You will be reviewing the policies governing attendance. transfers, and ter-
minations for your state and a district in that state.

You will be outlining policies for managing student attendance, transfers,
and termirations.

You will be evaluating your competzncy in cutlining management policies,
using the Policy Checklist, p. 11.

Optional You may wish to ask your resource person to assist you in locating policies
‘ ‘ Activity for an ongoing cooperative vocational education program against which you

ce e et .

can compare the policies you have established.




For information concerning the need for and the techniques involved in

Activi ) iy - .
vity developing spzcific policies for managing student (1) absenteeism from the
school and from the training station, (2) transfers within and between train-
1 ing stations, and (3) termination from the co-op program, read the following

information sheet.

ESTABLISHING AND APPLYING MANAGEMENT POLICIES

Teacher-coordinators in co-op programs usually
have very good rapport with their students. The
nature of the program—with its high degree of at-
tention to the individual needs of each student—is
perhaps largeiy responsible for such favorable rap-
port. Because students in co-op programs are usu-
ally highly motivated, teacher-coordinators are
generally faced with fewer student management
problems than are many other instruc.ors.

As a teacher-coordinator you may, however, have
to assume management responsibilities relating to
student absences, transfers of students within co-op
programs and to other schnol prcgrams, and termi-
nation of student on-the-job training when necessary.

Specific policies for handling sush management
decisions should be developed cooperatively by you
and the school or college administration. In addition,
further assistance should be provided by the ad-
visory commiittee.

Established policies have mcre than one purpose.
They help you in dealing with problems when they
wise. They also tand to reduce the frequency of
problems by making students aware of the policies
governing students in the co-op program.

68

Absenteeism

Student absence from the co-op program causes
more problems than absence from other classes. Not
only does the student miss learning experiences in
the classroom and on the job, but absence from the
job may cause problems for the employer.

Although the primary purpose of the student’s
employment is learning, the student is an employee
of the firm. Therefore, he or she is counted on by
the employer to be on the job and carrying out
assigned responsibilities during the scheduled work
hours.

Frequent absence will naturally hinder student
progress. It may also make it necessary for the
cooperating empioyer to request a replacement for
the student or to decide that the firm will no longer
serve as a training station. Therefore, policies need
to be developed to cover such situations, and these
policies need tv be communicated to the student,
to the student’s parents (at the secondary level), and
to the cooperating employer.

Proh!cms may also arise when a student enjoys
working at the training station but dislikes the in-
school classes. Such a student may arrange to miss
class on a frequent basis but manage to show up
for work at the training station.

To prevent this type of problem, it is quite com-
mon practice for secondary schools to adopt the
policy that if a student fails to attend school on a par-
ticular day, he/she is not allnwed to work at the train-
ing station without special permission from school
off Is. (Policies in postsecondary programs vary.)

Whatever general policy is employed by the school
or college to regulate student absences, co-op
students are subject to these policies also. Special
policies are often outlined in the training agreement
in such a way that the student knows what is ex-
pected, both at school and at the training station.!
if this is handlad properly, there should be very few
problems with absenteeism.

1 To gan skill in prepar .1g traimng agreements, you may wish to refer
to Module J-5. Place Co-op Students on the Job




When a student is to be absent from the raining
station, it should be the student’s responsibility to
notify the employer and/or on-the-job supeivisor at
the earliest possible time. This common courtesy
should be required of students just 3 it is required
of regular employees. In this way, the employer may
be able to make arrangements for someone to fill
in for the student if necessary.

Transfers

Student transfers within the training station, from
one training station to another, and from the co-op
program to other school or college programs must
be controlled. Therefore, a written policy on transfers
must be available. It should include statements con-
cerning the following:

¢ When transfers may be made

¢ Conditions that must exist for a transfer to be
considered

e Who is involved in a transfer decision

* Who is responsible for formally requesting the
transfer

» Safeguards that have been devised to prevent
hasty decisions from being made

* Piovisions for alternate experiences

Before developing any procedures on your own,
you need to check state and/or local educational
guidelines on job transfers and program transfers.
Your procedures will have to be consistent with those
already established.

The training plan usually outlines the procedure
for transferring a student within a training station for
the purpose of broadening the training experiences.
If you, the student, and the on-the-job instructor
agree that the transfer will be beneficial, ther an in-
ternal transfer should be arranged.

However, there may be times when a student will
need to be transferred from one training station to
another. For the protection of all persons concemed,
a written policy should be adopted to cover the
various reasons for transfer. Possible reasons for
transfer might include the following:

¢ Training station refusal to follow training plan

¢ Training station forced to terminate employment
(e.g., because of cutbacks)

* Personality conflict between student and em-
ployer

* Student inability to satisfy employer expecta-
tions

* Student allergy or safety hazard at training
station

L

it is sometimes necessary for a student to ter-
minate his/her employment at a time other than at
the end of (hre semeste or quarter. When work is
interrupted or terminated for any reason, you should
try to relocate the student in another educationally
rewarding situation.

Short-term work interruptions. When the work
interruption is for a short period of time, there are
several possible options:

* Where there is a school-based laboratory that
is closely allied with the student’s career objec-
tives, the student can be transferred into that
laboratory for the period of unemployment. Prior
arrangements must be made with the lab in-
structor.

* The student can be assigned proje~ts that are
related to his/her career objectives or assigned
projects related to general education for self-
improvement in these subjects. These activities
may ve carried out under supervision (e.g.,
study hall supervisor, librarian, instructor) or on
an independent study basis.

* The student can be assigned to in-school work
activities (e.g., a marketing and distributive
education student could work in the school
store; a business education student could work
in the main office typing reports for faculty and

staff).

Long-term work interruption. When the student
encounters a work interruption for a long period of
time (e.g., a month or more), other considerations
may be warranted. Where possible, the student
should be assigned to a school-based latoratory on
apermanent basis. In order to do so, there must be
provision for this situation in the program policy.

In somie geographic locations, work interruption
is the rule rather than the exception. This is par-
ticularly true in jobs involving seasonal employment.
You should make prior arrangements to set up a
class for students released from work because of
seasonal employment.

Possible school-based arrangements include proj
ect methods, which allow students to work indepen-
dently in an area of interest, for which they receive
credit. Suggested projects include the following:

e Practice sets in business education

* Related projects in which the student re-
searches and writes a project paper in the area
of interest

e Shop projects




Or, you might make arrangements for students to
work within the school or college. For example,
students cculd work in the library, cafeteria, visual
aids center, o1 other school or campus office; or they
could work with the custodial and maintenance
departments.

In some cases, it may be preferable to he'>
students gain additional skills through individualized
instruction. This may be accomplished via a pro-
grammed text and/or computer-based instruction, for
example,

Dismissal from training station. If a student is
released from a training station because of lack of
skills or poor work benavior, the problem is more
complex. Each problem must be evaluated sepa-
rately, with the solution determined on an individual
basis. School or college policy may dictate correc-
tive action for misbehavior (e.g., stealing).

The first step might be to institute an vvaluation
board that includes members from the administra-
tion, faculty, staff, and student body. This type of ap-
proach pravides maximum flexibility and allows for
the best possible solution to the student’s problem,
The recommendations might be as follows:

Have the student enroil in a course to acquire
the needed skills before returning to work. Or,
locate an employer who is willing to accept the
student and provide the necessary skiil training.

Improve the student’s poor wo,k habits by pro-
viding remedial work activities. There are
commercially available texts, references, and
other related information on this subject.

Transter the student into a sheltered workshop
program, such as Goodwill Industries, veca-
tional rehabilitation, special education, or other
programs designed to improve the employability
of the student,

Set up a work session with you, a counselor,
and a school psychologist to aid the student in
developing a better self-understanding. This
may be accompiished through rowe-playing and
group guidance activities, as well as individual
sessions to benefit the student.

Ensure that all in-school activities designed for
secondary students are under the direct super-
vision of the faculty.

- Nurses’

Station

Visiting Hours

Monday ~ Friday 8am - 8pm
Saturday 8am ~ 10pm
Sunday l0oam - &pm




Variables Determining a Course of Action

There are many variables, other than those
relating to the student and employer, « “h whichyou
must work in determining which cou f actun is
appropriate. Such variables will inclu 1@ time of
year the work is interrupted, the tota! eraploy nent
level of the ccmmunity, and the generai ecoriomic
condition of the area.

There is general agreement that a teacher-
coordinator should not be assigned more students
than he or she is capable of supervising (15-25) In
this way, you will be able to make frequent visits to
the training staions. These visits provide you with
opportunities to discuss with the students and
employer the present situation and ways you may
be of help in aiding the student to make further work
adjustments in the future.

As a general rule, policy regulating transfer of
students from one training station to another should
provide for transfer only under yoir direction.
Transfer should be for the purpose of providing on-
the-job training that more fully meets the needs of
the student. The key factor to remember is that
transfers should be made only if the problem can-
not be currected. ldeally, the student will spend the
entire training period in one training station.

Terminations

School or college policy regarding termination of
cooperative employment should provide safeguards
aga.nst making spur-of-the-moment decisions to ter-
minate the student’'s employment. It should provide
protection from such decisions, whether on the part
of the student or the employer.

The trair g agreement should make provisions
for a “cooling-off”’ period during which time you
should attempt to resolve differences. Tn2 goal
should always be to ensure that the best interests
of the student are serinusly cunsidered before final
termination is carried out. Generally, in the training
agreement, the student and the employer each
agree to notify the teacher-coordinator in advance
of any termination action being coiisidered.

Most schools and colleges have policias that pro-
vide a limited time, at the beginning of the quarter
or semeaster, during which students may withdraw
from a program. When considering stude nt requests
for termination from the co-op program, you must be
aware of policies concerning transfer to other school
or college programs. Students should not be allowed
to termincte employment and withdraw from the
related class until these policies are reviewed.

If termination proceedings are, in fact, begun, you
are responsible for completing and filing all nec-
essary records and reports relative to the !ermina-
tion and, at the secondary level, for notifying the
student’s parents.




Optional
Activity

J

~

Activity
3

Activity
4

Feedback

' 5
1

For further information on attendance, transfer, and termination polirie~ and
the management of such policies, you may wish to read sections dealing
with these topics in one or more of the following supplementary references:

e A Guide for Cooperative Vocational Education

e Mason and Haines, Cooperative Occupational Education and Work Ex-
perience in the Curriculum

e Uthe et al., Kentucky Cooperative Vocational Education Coordinator’s
Handbook

e Cooperative Vocatioral Educ ition Gu.de for Coordinators and Ad-
ministrators (which focuses on postsecondary programs)

e Mitchell, Cooperative Vocational Education: Principles - Methods - Prob-
fems

¢ Wanat and Snell, Cooperative Vocational Education: A Successful Educa-
tion Concept

Guides such as these present a variety of guidelines, criteria, and planning
techniques that have proved successful in the respective cooperative
programs.

Review the state plan for vocational education or guide to co-op ed, looking
specifically for policies on managing student attendance, tiansfers, and ter-
minations in a co-op program. You will be asked to refer to these policies
again in subsequent learning experiences in this module, so you may wish
either to prepare a written summary of these policies or i0 mark the relevant
pages with paper clips or bookmarks.

Outline the policies you would use to manage student attsndance, transfers,
and terminations if you were a teacher-coordinator for a co-op program in
your state.

After you have outlined your policies, use the Policy Checklist, p. 11, to
evaluate your work.




® POLICY CHECKLIST Name

Date
Directions: Piace ain X in the YES or NO box to indicate whether each item
was performed successfully. Resource Person

LEVEL OF PERFORMANCE

o
22

. Policies were developed to cover each of the following management concerns:
a. student absenteeism . . ..

b. transferring a student within a training station

c. terminating placement at one training station and transferring tr 2 student to
another training station

. terminating placement at a training station and transferring the student to
another school nr college program . ..

. The policies developed regarding absenteeism specified:
a. what constitutes excusab.e student absenteeism . .

b. what constitutes excessive absenteeism

c¢. what to do when a student attends in-school classes but fails to report to work,
or vice versa

d. student responsibilities relative to being absent (e.g., notifying the employer)

. All policies developed regarding transfers and terminations specified:
a. when transfers may be made

b. conditions that must exist for a transfer to be considered. . ..

¢. who should be involved in a transfer decision

d. who is responsible for formally requcsting the transfer

e. safeguards devised to prevent hasty decisions from being made. . .

f. alternative experiences to be provided

O0000O0O00 OO g O 0 dfh %

4. All policies were consistent with existing state policies

Level of Performance: All items must receive YES responses. If any item receives a NO response, review
the information sheet, Establishing and Applying Management Policies, pp. 6-9; review state policies gov-
erning attendance, transfers, and terminations; revise your policies accordingiy; or check with your resource
person if necessary.




II Optional You may wish to ask your resource person (0 assist you in locating policies .
for an ongoing coooerative vorational education program, ideally one in your

occupational spacialty. By checking your policies against these actual pio-

gram policies, you may be able to identify areds in your own policies that

Activity
" could be strengthened.

134




Learning Experience I

OVERVIEW
Enabling Given several case situations involving student-management problems, iden-
tify each problem and possible solutions to each problem.
Activity You will be reading the Case Situations, pp. 14-15, and providing written
solutions to the problem.s described.
1
Vad
/ Optic-..J You may wish to meet with a group of peers in a seminar-type situation to

Actiity . discuss the case situations and/or to discuss other management problems
‘ 2 ’ that can occur relative to attendance, transfers, and terminations.

You may wish to meet with a teacher-coordinator from your service area to
discuss the case situations and/or to discuss his/her policies for managing
studeni attendance, transters, and terminations.

You will be evaluating your competency in identifying and solving student
attendance, transfer, and termination problems by comparing your completed
responses with the Model Responses, pp. 17-18.
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The foilowing case situations describe four management problems that arose
in co-op programs. Assume in each case that you are *the teacher-coordinator.
Read each of the situations, and then exp!ain in writing (1) what the prob-
lem is, (2} what seems to be causing the problem, (3) what additional informa-
tion 1s necc2d, if any, and (4) how the situation could be handled or resolved.
In situations in which no specific policies are mentioned, refer to the policies
listed in the state plan for vocational education for guidance in handling the
psoblem.

Activity

CASE SITUATIONS

1. Don Beal's academic work is not outsianding, but is such that he can graduate this year if he puts forth
a little effort. The school year has nire more weeks to go. Don’s grandfather recently gave him a car
for his graduation presert, and Don has missed approximately two days of school per week for the last
three weeks.

School and state vocational policy dictate that a student may not work at the traininr station on days
that he/she does not attend school. Yet. Don has not missed a day at the training st..ion all year. You
had a talk with Don after his second absence from school, but you have had enough problems lately
that you have had no further discussion with him. Don’s employer wants to hire him when school is
out, but the company has a policy stating that all new employees must have graduated from the program.

2. Chuck Richardsen is a hard-charging co-op student. Chuck’s iraining station is a local clothing store.
School is nearing mid-semester. Chuck plans to attend a four-year college to study marketing upon gradua-
tion. You received a telephone ~all this morning and learned that the clothing store, Chuck’s training
station, will go inlo receivership next week because of the owner’s untimely speculation in the stock
market.




. As part of her co-op experience, Lois Gregory has been placed in the business office of a local retail
store as a clerk-stenographer trainee. She has done well there, having developed satisfaciory competence
in approximately half of the skills identified in her training plan.

On a regular coordination visit, Lois’s on-the-job instructor informs you that Lois has requested that she
she be transferred to the sales department. You also learn that Lois has become very close friends with
Karen, who works in sales.

. Annette Rutgers is a pleasant student enrolled in the co-op program. Based on her atlities and interests,
she was placed in a local service station as an apprentice mechanic. Unfortunately, Annette’s super-
visor at the training station is not by nature a stern disciplinarian, and Annette is not seli-disciplined.
Annette’s work has been haphazard and incomplete. Unless she is constantly supervised, she keeps
“goofing off.”

Despite numerous conferences between you and the supervisor, you and Annette, and among the three
of you, nothing has changed. Annette’s supervisor called you this morning to say that if Annette was
not terminated, his service station would never be available as a training station again.
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Optional
\ Acziivity
W

: J

T N
' Optional
Activity

(N

If you wish, you may meet with a group of peers who are also taking or have
taken this module to discuss each of the case situations. You could analyze
the situations working as a aroup or individually, and then discuss your solu-
tions as a group. You could also use this seminar-type sit ‘ation to identify
other management problems that could occur and to brainstorm for solu-
tions to those problems.

You may wish to arrange through your rescurce person to meet with an active
teacher-coordinator from your service area. This individual could discuss each
of the case situations with you and help you evaluate the completeness and
soundness of your analyses/solutions. Such a person could also discuss the
problems he/she often encounters in the real world and his/her policies for
managing “uch problems.
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Feedback

Compare your written responses to the case situations with the model
responses given below. Your responses need not exactly duplicate the model

4 responses; however, you should have covered the same major points.

MODEL RESPONSES

1. The management problem concemns the fact that

Don is attending work but skipping schooi. This
is against school and state policy. A related prob-
1em is that Don’s absence from schoo! may result
in his not being able to graduate. If he doesn’t
graduate, his present employer cannot hire him.
The problem is apparently being partially caused
by Don’s having a new car, but it is also an at-
titudinal problem; Don isn’t putting the necessary
effort into his academic work.

A problem also seems to exist with your workioad.
The problem continued for two weeks after your
first talk with Don. There should have been a
follow-up discussion much sooner—for instance,
after the next time Don was absent.

Some additional informatio: is needed. School
and state policies need to be checked to deter-
mine what actions can (or must) be taken if the
student continues to conduct himself in this
manner.

The situation could be handled by your holding
a joint conference with the employer and Don to
discuss the consequences of Dun's behavior. If
you and the employer explain schoo!, state, and
company policies and how these policies relate
to his situation, he may be motivated to correct
his behavior for the remainder of the school year.

Whether Don stays in the co-op program would
depend on whether he is willing to agree to
adhere to school and state policies by attending
school. it will also dep2nd on whether school and
state policies require that he be dropped from the
program for refusal to adhere to these policies.
Whatever action you take would depend on the
specific state and local policies governing your
~0-0p program.

. The problem is that Chuck is being terminated

at his training station for reasons beyond his con-
trof; the training station is going into receivership.

Some additional information is needed. School
and state policies need to be checked to deter-
mine the policies and procedures for formally ter-
minating Chuck's employment. Chuck’s present

1
1

employer could be consulted for suggestions con-
cerning other training stations that could meet
Chuck’s training needs and abilities at present.
Chuck could be consuited concerning his percep-
tions relative to what experiences he needs and
what types of positions he might be interested in.

The situation would have to be resolved by your
locating a new training station that would be able
to meet Chuck’s needs. If such a training station
were not immediately available, other arrange-
ments (e.g., independent projects or temporary
employment) would have to be made for Chuck
untit another position were found. Dropping
Chuck from the co-op program should be avoid-
ed if at all possible. However, whatever action you
take wculd depend on the specific state and local
policies governing your prcgram.

. The problem is that Lois wants to transfer from

the business cffice at her training station to the
sales department. The reason for her change of
plans seems to be that she wants to be with her
good friend Karen. The proposed transfer con-
stitutes a problem in that the sales job is not con-
sistent with Lois’s established career goals.

Some additional information is needed from Lois.
You need to be sure she understands the con-
sequences of the transfer and that she really is
intarestad in sales as a career. If your cc-0p pro-
gram is strictly business and office, you need to
be sure there is room for her in the distributive
education program, if there is such a co-op

program.

The situation could be handled through counsel-
ing. If Lois is sincere in her desire to transfer to
sales because of a career interest (and not just
to be with Karen), and if the employer is willing
and able to make the switch, the necessary trans-
fer would have to be made on the basis of the
specific state and local policies governing your

program,




4. The problem is that Annette’'s work has been

haphazard and incomplete. As a result, the
supervisor has indicated that unless Annette is
terminated, his service station will never again be
available as a training station. The cause of the
problem is @vidently twofold: Annette lacks self-
discipline, and the supervisor is not a stern dis-
ciplinarian.

Since numerous conferences have already beer.
held, there is probably no need for additional
information.

The situavon could probably best be haidled by
terminating Annette from the training station
since neither sne nor the station is benefiting from

the present arrangement. Annette could be kept
in the co-op Frogram and given project> to work
on to help her gain self-discipline.

After demonstrating an ability to exercise some
self-discipline on project work, she could be
placed in a training station where she would
receive stronger supervision than in her first
placement. If she failed to accomplish the goals
of the projects, it might be advisable to drop hes
from the co-op program. Whatever actior: you
take would depend on the specific state and local
policies governing your program.

Level of Performance: Your written responses to the case situations should have covered the same major
points as the model responses. If you missed some peints or have questions about any additional points
you made, review the material in the information sheet, Establishing anc. Applying Management Policies,
pp. 6-9, or check with your resource person if necessary.
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Learning Experience lll

FINAL EXPERIENCE

While serving as a teacher-coordinator in an actuai teaching situation,*
manage the attendance, transfors, and terminations of co-op students.

As part of your duties as a teacher-coordinator, establish and apply policies
for managing student attendance, transfers, and terminations. This will
include—
* reviewing existing state and iocal policies conceming student atten-
dance, trarisfers, and terminations
* developing, revising, or adapting coordination policies conceming stu-
dent attendance, transfers, and terminations
¢ oJtaining administrative approval for implementing policies
* applying coordination policies and procedures to any management prc.~
lems that may arise
NCTE: Due to the nature of this experience, you wii! need to have access
to an actual teaching situation over an extended period of time (e.g., one
to three weeks).

As you complete each of the above activities, document your actions (in
writing, on tape, through a log) for assessment purposes.

Arrange to have your resource person review your documentation.
Your total competency will be assessed by your resource person, using the
Teacher Performance Assessment Form, pp. 21-22,

Based upon the criteria specified in this assessment instrument, your
resource person will determine whether you are competent in managing the
attendance, transfers, and terminations of co-op students.

‘ For a defintion of “ac.ual teaching situation,” see the inside back cover
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TEACHER PERFORMANCE ASSESSMENT FORM

Manage the Attendance, Transfers, and Terminaticns of Co-op Students (J-2)

Directions: Indicate the level of the teacher's accomplishment by placing

Name

an X in the appropriate box under the LEVEL OF PERFORMANCE heading.  Date
It, because of special circumstances, a performance component was not ap-
plicable, or impossible to execute, place an X in the N/A box.

Resource Person

The teacher-coordinator:

1.

10.

developed policies consistent with school or college
policies and any existing state policies or guidelines . .

involved school cr college administrators and employers
in the development and/or approval of the management
policies . ... ... .. ... ...

developed coordination policies for handling:
a. absenteeism from school ......................

b. absenteeism from the training station ............
¢. transferring students within a training station . . .

d. transferring students from one training station to
another............... ... . ... ...

e. transferring students from the co-op program to another
program . ... ... ... ...

acquainted students, cooperating employers, and relevant
others (e.g., parents of secondary students) with all policies
developed ............. ... ... ... ... ... ... ...

took appropriate ac.ion to enforce policies on absenteeism

controlled transfer of students in accordance with the
developed policies ..............................

made every effort to terminate on-the-job training in a mar:-
ner most advantageous to the student . . . ... ... ... ..

notified all appropriate parties when necessary to terminate
astudent. ... ... ... ... .. ... ... ...

completer’ ind filcd all necessary records and reports con-
cerning transfer and termination proceedings ........

completed and filed all necessary records and reports con-
cerning student absences ........................
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Level of Performance: All items must receive N/A, GOOD, or EXCELLENT respunses. If any item receives
a NONE, POOR, or FAIP.response, the teacher and resource person should meet to determine what addi- ‘
tional activities the teacher needs to complete in order to reach competency in the weak area(s).
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PBTE MODULES

@ ABOUT USING THE NATIONAL CENTER’S

Organization

Each module is designed to help you gain competency ina
particular skill area considered important to teaching suc-
cess. A module is made up of a series of leamning experi-
ences, some providing background information, sorm.e pro-
viding practice experiences, and others combi,ung these
two functions. Completing these experiences should en-
able you to achieve the terminal objective in the final
learning experience. The ¢ 1l experience in each module
always requires you to de ionstrate the skill in an actual
teaching situation when you are an intem, a student teach-
er, an inservice teacher, or occupatior.al t-ainer.

Procedures

Modules are designed to allow you to dividualize your
teacher education program. You need to take only those
modules covering skills that you do not already possess.
Similarly, you need not complete any leaming experience
within a module if you already have the skill needed to
compite it. Ther ‘ore, before taking any module, you
should carefully review (1) the introduction, (2) the objec-
tives listed on p. 4, (3) the overviews preceding each learn-
ing experience, and (4) the final experience. After compar-
ing your present needs and competencies with the informa-
tion you have read in these sections, you should be ready to
make ne of the followir-g decisions:

¢ That you do not have the competencies indicated and
should complete the entire module
e That you are competent in one or more of the enabling
objectives leadingto the final learning experience and,
thus, can omit those leaming experiences
o That you are already competent in this area and are
ready to complete the final learning experience in
order to “test out”
o That the module is inappropriate to your needs at this
time
When you aie ready to complete the final learming experi-
ence and have access to an actual teaching situation,
make the necessary arrangements with your resource per-
son. If you do not complete the final experience success-
fully, meet with your resource person and arrange to (1)
repeat the experience or (2) complete (or review) previous
sections of the module or other related activities suggested
by your resource person before attempting to repeat the
final experience.
Options for recycling are also available in each of the
learning experiences preceding the final axperience. Any
time you do not meet the minimum level of performance
required to meet an objective, you and your resource per-
son may meet to select activities to heip you reach compe-
tency. This could involve (1) completing pa-ts of the module
previously skipped, (2) repeating activities, (3) reading sup-
plementary resources or compiating additional activities
suggested by the resource perso: , (4) designing your own
learning experience, or (5) completing some other activity
suggested by you or your resource person.

Terminology

Actual Teaching Situation: A situation in which you are
actually working with and responsible for teaching sec-
ondary or postsecondary vocational students or other oc-
cupational trainees. An intem, a student teacher, an in-
service teacher, or other occupational trainer would be
functioning in an actual teaching situation. If you do not
have access to an actual teaching situation vshen you ar¢
taking the module, you can complete the module up to the
final learning experience. You would then complete the
final rearning experience later (i.e., when you have access
to an actual teaching situation).

Alternate Activity or Feedback: Anitem that may substi-
tute for required iters that, due to special circumstances,
you are unable to compiete.

Occupational Specialty: A speciic area of preparation
within a vocational service area (e.g., the service area
Trade and Indush._] Education includes occupational spe-
cialties such as automobile mec:  ics, welding, and elec-
Optional Activity or Feedback. An item that is not re-
quired but that is designed to supplement and ennch the
required items in a leaming experience.

Resource Person: The person in charge of your educa-
tional program (e.g., the professor, instructor, administrator,
instructional supervisor, cooperating/supervising/class-
room teacher, or training supervisor who is guiding you in
completing this module).

Student: The person who is receiving occupational in-
struction in a secondary, postsecondary, or other training
program.

Vocational Service Area: A major vocational field: agri-
cuitural education, business and office education, market-
ing and distributive education, health occupations educa-
tion, home economics education, industrial arts education,
technical educaiion, or trade and industrial education.
You or the Teacher/Instructor: The person who is com-
pleting the module.

Leveis of Performance for Final Assessment
N/A: The criterion was not met because it was not appli-
cable to the situation.

None: No attempt was made to meet the criterion, al-
though it was relevant.

Poor: The teacher is unable to perform this skill or has only
verv limited ability to perform it.

Fair: The teacher is unable to perform this skill in an ac-
ceptable manner but has some ability to perform it.
Good: The teacher is able to perform this skill in an effec-
tive manner.

Excellent: The teacher is able to perform this skill in a very
effective manner.
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Tities of the National Center’s Performance-Based Teacher Education Modules

Category A: Program Planning, Development, and Evaluation

cnogory G: School-Community Relationa

A1 Prepare for a Community Survey Deveiop 2 School-Community Relations Plan for Your Vocational Program
A2  Conduct 8 Commumity Survey G-2 Grve Presentations to Promote Your Vocatinal Program

A-3  Report the Fmdnngs of a Community Survey G-3  Develop Brochures to Promote "four Vocational Program

A4  Organiza an Oc Advisory G-4  Prepare Displays to Promote Your Vocational Program

A5  Maintain an Oecupanoml Adwisory Commmee G-5  Prepare News Releases anc 4sticles Concerning Your Vo sal Program
A6 Develop Program Goals and Objectives G-6  Arrange for Tel and Radiwo P

A7 Conauct an Occupational Anatysis Conceming Your V cational Program

A8  Develop a Course of Study G-7  Conduct an Open |{ouse

A9  Develop Long-Range Program Plans G-8  Work with Members of the C

A-10  Conduct a Student Follow-Up Study G9  Work with Sme and Local Educators

A-11  Evaluata Your Vocational Program G-10 Obtain Feedback about Your V

cnogory B: instructional Planning

Dotormmc Needs and lnmrests of Sludents

P
Catogory H Vocaﬂonol Student Organlutlon

phy Concerning
Vocatlonll Studem Organizations

3-2 Deveiop Student Pert H-2  Estabhsh a Vocational Student Organization
B3 Develop a Unit of Instruction H-3  Prepara Vocational Student Organization Members for Leadership Roles
84 Devsiop a Lesson Pian H4  Assist Vocational Student O bers i Developing and
B-5  Select Student instructiona! Materals Financing a Yearly Progrlm of Activities
B6  Prepare Teacher-Made Instructional Materials H-5  Supervise Activities of m V Student Org:
H6  Guide Participation in \ | Student Orgal on C
g:“‘grv.g'r'::?"ﬁb"" Executior: c-tcgory I: Professional Role and Dwolopmom
G2 ConcucGrouyDacussons, e s, g 1 e Uit Pty
C-3 Employ ermmnmg Buzz Group. and Question Box Techmquos 3 Develop an Active P 9 of Ed
C4  Dwect S n g Other Student -4 Serve the School and Commun )
C5 . e taton T “Y
o -5 Obtain a Surtable Teaching Position

c6 Gmdo ‘Student Stu i
G e "Y.'w Expanence 16 Provids Laborstory Exp for Pros; Teachers
C-8  Duect Stud n " Tec -7 Plan the Student Teaching Expenence
C8  Employ the Project Method P 9 o -8  Supervise Student Teachers
C-10  Introduce a Lesson Category J: Coordination of Cooperative Education
C-1t  Summarize a Lesson J-1 Establish Guidelines for Your Cooperative Vocational Program
C-12  Employ Oral Questioning Tec’ niques J-2  Manage the Attendance. Transfers. and Terminations of Co-op Students
C-13  Employ Reinforcement Techi  es J-3  Enroll Students in Your Co-op Program
C-14  Provide Instruction for Slower and More Capable Learners J4  Secure Training Stations for Your Co-op Program
C-15 " essnt an lilustrated Talk J5  Place Co-op Students on the Job
C-16  remonstrate a Mampulative Skilt J6  Develop the Training Abiiity of On-the-Job instructors
C-17  Demonstrate a Concept or Principle 47 Coordinate On-the~Job Instruction
C-18  Indmidusiiza Instruction J8  Evaluate Cocp Students’ On-the .b Performance
C-19  Employ the Taam Teaching Approach J-9  Prepare for Students’ Related In-. .uction
C-20 Use Subject Matter Experts to Present Information J-10  Supervise an Empioyer-Employee Appreciation Event
C-21  Prepara Bulletin Boards and Exhibits cnogory K: implementirg Competency-Based Education (CBE)
C-22 Present information with Models, Real Objects. and Flannel Boards Prepare Yourself for CBE
C-23 Present Informathon with Overhead and Opaque Materials K 2 Organiza the Content for a CBE Pronram
g-g; :roum !ngmm::zn" w::: :ulmstnps and Shdes K-3  Organize Your Class and Lab to instali CBE

g resent 'nf with Films K4  Provide Instructional Matenals for CBE
C-26 Present Information with Audio Recordings K-5  Manage the Daly Routines of Your CBE Program
g-27 Present rfomat:n” with Te'svised and Videotaped Materals K6  Gude Your Students Through the CBE Program

-28 Employ Program Instruction tudents Need
C-29  Present Information with the Chalkboard and Flip Chart cnogory L: Serving S with Special/Exceptional n

Prepue Yourself to Serve F.ceptional Students

L-2 Identfy and Di Exceptional Students
c'“W’Y D: Instructional Evalustion L3  Plan Instruction for Exceptional Students
02 Establish Student Performance Critena L4 Provide Appropriate Insiructional Materiais for Exceptional Students
oa A gm Perf owledg L5  Mody the L for E X i Stud
udent Perf L6 Promote Peer Aooopunoo of Exception Students
a Assess Student P"grm'm Lyl L7 Use instructional Techniques 10 Moet the Needs of Exceptional Studente
Determine Student Grades L8  Improve Your Communication Skills
D8 Evaluata Your Instructional Effectiveness t,g c“"“ the Progress of Exceptional Studomsc
-10  Counsel Exceptional Students with F ocial Probl
Catogory E: instructional Management 11 Assist Excep Students in Developing Career Planming Skills
Project Instructional Resource Needs i L-12  Prepare Exceptional St tents for Employability
Eg ;‘:"‘9‘ Lﬂ;w'"g";;dvsuﬁ'zc’g g”fg:::'":'s—’ L13  Promote Your Vocatic  rogram with Exceptional Students
E4  Maintaim s Filng Systom fonal Fapit Category M: Assisting Stuos.its In improving Their Basic Skils
.. st Studenits in Achieving Basic Reading Skills
E5  Prowdafor Student Safety M-2  Assist Students in Developing Technical Raading Skills
E-6  Prowvde for the First Aid Neads of Students
R Y M-3  Assist Students in Improving Therr Writing Skills
E-7  Assist Students in Developing Self-Discipine
E4  Organiza the Vocs' . i Laboratory M4 Assist Students in Improving Ther Oral Communication Skilis
E9  Msnaoe the Vocat 4l Leboratory M-5  Assist Students in Improving Therr Math Skills
E-10 Combat Problems of Student Chemical Use M- Assist Students in Improving Therr Survival Skills
cmgory F: Guid m”ﬂp:aro.wg:"'n: 2:«?1.0! ers
ance ([ wi rn
Gather Student Nata Using Formal Data-Collecton Technques N-2  Market an Adult Education Program
F 2 Gather Student Data Through Personal Contacts N-3  Determine Individual Traming Needs
F-3  Use Conferences to Help Meet Student Neods N4 Plan Instruction for Adults
F4 Provide informaton on Educational and Career Opportunities N-5  Manage tha Adult instructional Process
F-5  Assist Students in Applying for Employment or Further Education N-6  Evaluate the Performance of Adults
RELATED ‘"'BLICATIONS
Student Gu Jsing Pertormance-Based Teacher Education Materials
Resourse F 2 Guide to Using Performance-Based Teacher Education Materials
Guide to th+ .plementa*on of Performance-Based Teacher Education
Performance-."ased Tes “ner £ducation: The State of the Ant, General Education and Vocational Education
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