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FOREWORD

This module is one of a series of 127 performance-based teacher
education (PBTE) learning packages focusing upon specific pro-
fessional competencies of vocational teachers. The competencies
upon which these modules are based were identified and verified
through research as being important to successful vocational
teaching at both the seconciary .nd postsecondary levels of in-
struction. The module3 are suitable for the prepasation of teachers
and other occupational trainers in all occupational areas.
and application; each culminates with criterion-referenced as-
sessment of the teacher’s (instructor's, trainer's) performance of
the specified competsncy. The materials are designed for use by
teachers-in-training working individually or in groups under the
direction and with the aseistance of teacher educalors or othars
acbngasreoamm Resource persons should be skilled in
the teacher competencies being developad and should be thor-
oughly oriented to PBTE concepts and procedures before using
these materials.
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try-labor frainers, to meet a wide variety of individual needs and
interests. The materials are intended for use by universities and
colieges, state departments of education, postsecondary institu-
tions, local education agencies, and others responsible for the
professicnal development of vocational teachers and other occu-
tional trainers.

The PBTE curmriculum packages in Categories A - J are products
of a sustained research and development affort by the National
Center's Program for Professional Development for Vocational
Education. Many individuals, institutions, and agencies participat-
ed with the National Center and have made contributions 10 the
systematic development, testing, revision, and refinementof these
very significant training materiais. Calvin J. Cotrell directed the
vocational teacher research study upon which these
modules are based and also directed the custiculum development
effort from 1971 - 1972. Curtis R. Finch provided leadership for
the program from 1972 - 1974. Over 40 teacher educators pro-
vided input in development of initial versions of the modules; over
2,000 teachors and 300 resource persons in 20 universities, col-
provided feedback to the National Center for revisions and
refinement.

Early versions of the matenals 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, Temple University, and the University
of Missoun-Columbia

Following prehiminary testing, major revis:on of all materials was
performed by National Center staff, with the assistance of nurer-
ous consultants and visiting scholars from throughout the country.

Advanced testing of the materials was carried 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 University; Holland College, P.E.I.,
Canada; Oklahoma State University; Rutgers University, New
Jersey; State University College at Butfalo, New York; Temple
Jniversity, Pennsylvania; University of Arizona; University of
Michigan-Fhint: University of Minnesota-Twin Cities; University
of Nebraska-Lincoln; Univarsity of Northern Colorado; Univer-
sity of Pitsbrrgh, Pennsylvania; University of Tennessee; Univer-
sity of Vermont; and Utah State University.

The first published edition of the modules 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 new categories (K-M)
had heen added to the series, covering the areas of serving
studenis with special/exceptional needs, improving students’
basic and personal skills, and impiementing competency-based
education. This addition required the articulation of content among
the onginal modules and those of the new categones.

Recognition is extended to the following individuals for their roles
in the revision of the original materials: Lois G. Harrington, Cath-
enne C. King-Fitch and Michael E. Wonacott, Program Associates,
for revision of content and resources; Cheryl M. Lowry, Research
Speciahst, for llustration specifications; and Barbara Shea for
artwoik. Special recognition 1s extended to the staff at AAVIM
for their invaluable contributions to the quality of the final printed
products, particularly to Robin Ambrose for typesetting; to Maniyn
MacMilian 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

There is a lot more to operating a vocational-
technical program than simply instructing students.
Occupational programs tend to be complex enter-
prises, involving considerable amounts of other peo-
ple’s money. Not only the teacher, but students,
administrators, employers, and members of the
community have a stake in seeing the prog,am run
efficiently, using good management practices. In a
sense, then, the vocational-technical instrustor must
also be part business manager, accountait, book-
keeper, public relations person, and travel agent.

We are specifically concerned here with those
teacher responsibilities having to do with school
funds, equipment, and supplies. As a vocational
teacher, you must be able to (1) operate your instruc-
tional program within a specified budget, (2) account
for all monies received and spent in your program,
(3) initiate properly prepared requests for purchases
of equipment and supplies, (4) prepare requests for
travel and reimbursement, and (5) handle proposed
gifts to your program.

In order to deal with all these responsibilities, you
are going to need to be fully informed about the
policies and procedures governing these activities

at your secondary or postsecondary institution. You
will also have to have some skill in working with the
community, a¢ 2l as the school administration, on
business matt. . In addition, you will need some
basic skills in keeping accurate and complete
records of your financial transactions for reportir.g

purposes.

None of these tasks is terribly difficult in itself, but
taken together, they are very important. To the ex-
perienced and successful teacher, they may almost
seem like common sense, yet they should not be
casually dismissed or ignored. If you are able to keep
your financial house in order with a minimum of time
and frustration, you will be better able to devote your
energies to the primary function of the good
teacher—effective instruction.

This module is designed to provide you with
general information and basic principles concerning
your responsibilities in handling and reporting on
financial matters. It also describes some generally
useful procedures and forms for your record-keeping
requirements. By applying this information, you
should be able to gain the skills you need to efficient-
ly prepare budgets, purchase requests, and reports.
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ABOUT THIS MODULE

Objectives

Toerminal Objective: In an actual teaching situation,
manage your budgsting and reporting responsibilities.
Your performance will be assessed by your resource per-
son, using the Teacher Performance Assessment Form,
PP. 47-49 (Loarning Experience 1if).

Enabling Objectives:

1. After completing the required reading, demonstrate
knowledge of the steps and procedures involved in
managing your budgeting and reporting responsibilitic's
(Learning Experience [).

2. Given case studies describing how three instructors
handled their budgeting and reporting responsbilities,
critique the performance of those instructors (Leaming
Experience ).

Prerequisitas

To complete this module, you must have competency in
projecting instructional resource needs. If you do nct
already have this competency, meet with your resource
person to determine what method you will use to gain this
skill. One option is to complete the information and p. ac-
tice activiiies in the following module:

* Project Instructional Resource Needs, Module E-1

Resources

Alist of the outside resources that supplement those con-
tained within the module follows. Check with your resource
person (1) io determine the availability and the location
of these resources, (2) to locate additional references in
your occupational speciaity, and (3) to get .ssistance in
setting up activities with peers or observations of skilled
teachers, if necessary. Your resource person may aiso be
contacted if vou have any difficulty with directions or in
assessing your progress at any time.

Leaming Experience |
Optional
A vocationa!-technical taacher, experienced in prepar-
ing and handling program budgets and reports, whom
you can interview.

Learning Experience ||
N~ outside resources

Learning Experience Il
Required
An actual teaching situation in which you can manage
your budgeting and reporting responsibilities.
A resource person to assess your competency in
managing your budgeting and reporting respon-
sibilities.

General Information

For information about the general organization of each
performance-based teacher education (PBTE) module,
general procedures for its use, and terminology that is
common to all the modules, see About Using the National
Center's PBTE Modules on the inside back cover. For
more in-depth information on how to use the moduiss in
teacher/trainer education programs, you may wish to refer
to three related documents:

The Student Guide to Using Performance-Based Teacher
Education Materials is designed to help onent preservice and
inservice teéachers and occupational trainers .0 PBTE in
general and to the PBTE matenals.

The Resource Person Guide to Using Performance-Based
Teacher Education Materials can help prospective resource
persone to gude and assist preservice and inservice teachers
and occu'pational rainers in the development of professional
teaching competences through use of the PBTE modules.
It also includes lists of all the module competencies, as well
as a listing of the supplementary resourcas and the addresses
whese they can be obtained.

The Guide to the Implementation of Performance-Based
Teacher Education is designed to help thcse who will admin-
ister the PBTE program. It contains answers ta implementa
tion questions, possible solutions to problems, and alternative
courses of action.
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. @ Learning Experience |

OVERVIEW

After completing the required reading, demonstrate knowledge of the steps
and procadures involved in managing your budgeting and reporting
responsibilities.

You will be reading the information sheet, Budgeting and Reporting Respon-
sibilities, pp. 6-26.

You may wish to interview a vocational-technical teacher experienced in

prepamgproo'ambudgeu completing transactions involving budgets, and
preparing related reports

You will be demonstrating knowledge of the steps and procedures invoived

in managing your budgeting and reporting responsibilities by completing the
Self-Check, pp. 27-29.

You will be evaluating your competency by comparing your completed Self-
Check with the Model Answers, pp. 31-33.
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For information concerning (1) the need for you to be aware of and involved
in the preparation and use of vocational-technical program budgets and (2)
the procedures you must follow in preparing budgets and reports and in req-
uisitioning budgeted monies, read the following information sheet.

BUDGETING AND REPORTING RESPONSIBILITIES

As a vocational-technical teacher, you will definite-
ly have some defgree of responsibility for preparing
budgets and repurts for your instructional program.
The amount and type of involvement *hat you can
expect will vary from state to state, district to district,
ard school to schooi.

In some cases, you may have major (or sole)
responsibility (if, for examgle, you are a department
chairperscn or the only instructor in a department).
In other cases, you will be expected to provide your
department head or chief administrator with input in
the form of budgetary information, or you may have
only minimal involvement with the preparation of
budgets.

In any event, you will need to do the following:

* Keep accurate and complete records of any
monies received and spent

* Arrange for acquiring the supplies and equip-
ment needed ‘or your instructiona! program

¢ Obtain approval and reimbursement for profes-
sional travel

* Account for equiprient and supplies acquired
as gifts to your program

The first step you need to take in this whole
budgetary process is so obvious and simple that
many teachers overlook it. Whethe- you are A first-
year teacher or an experienced teacher starting a
new school year, you need to find out very early (1)
exactly how much money you have in your program
budget, (2) how much of this money is already com-
mitted, (3) the conditions under which it can be used,
and (4) the procedures goverring its use.

You can go to your depar...ent head, chief ad-
ministrator, or business officer to get this informa-
tion. However, you may find that getting answers to
your questions is not an easy task. These are busy
people who have muny demands placed on them,
and they may not be able to provide immed:ate
answers that are as compleie and definite as you
would like.

If you find you aren't getting all the information you
need to proceed with your responsibilities confid~nt-
ly, you will need to be persistent. If you need more
information concerning the procedures you will be
expected to follow, you can talk to an experienced

vocational-technicai teacher or supervisor who might
have not only the information but the time to explain
what you need to know.

Following are some specific questions you could
ack to get concrete information concerning your
buogetary constraints and responsibilities and the
procedures you will be expected to follow:

¢ Willl have a set allotment of funds that is mine
to work with, or will my department head con-
trol all funds and make decisions about how
much | can spend?
Are ail faculty members in a department ex-
pected to work together to apportion available
funds?
Does the central administration have a budget
against which | make requests for each need-
ed item?
Is some combination of the above procedures
used?
In purchasing supplies and equipment, who has
the responsibility for approving my requests?
How much say 30 do | have in choosing ven-
dors from whom to make purchases?

Have most supplies already been ordered, or
can | order as the n2ed arises?
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¢ May | order from vendors directly, or must |
route all requisitions through the putchasing
department?

e Has a specified amount of money been szt
aside for travel expenses, and if so. how do |
get access to these funds?

¢ How much lead time do | have in making any
purchase or travel requesis?

¢ Are there specific forms | am expected to use
to make purchase and travel requests and to
keep records throughout the year, or co |
develop my own record-keeping forms?

Travel

¢ Does my department head keep all records, and
if so, what are my responsibilities in providing
him/her with necessary information?

¢ Do | keep duplicates of all my transactions and
then provide him/her with the inforrnation on re-
quest or at specified reporting times during the
year?

Prowision for travel is often part of the school/col-
lege or program budget. For example, there may be
funds to allow teachers to attend a statewide con-
vention or to allow an instructor from your occupa-
tional area to attend a workshop. There may also be
funds in the budget to cover travel costs incurred by
the teacher who is an advisor ¢ a vocational s.u-
dent organization. Sometimes schools allot funds to
allows each teacher a specified amount of money that
can be applied toward travel to a workshop or con-
vention of his/her choice.

Once you have determined what provisions have
been made for travel, you wili generally have to
follow three steps in order to gain access to these
funds:

1. Completing a travel request

2. Identifying the procedures you must follow in
planning and taking your trip

3. Completing all forms for reimbursement

Step one. First, you need to complete a travel re-
quest. Generally, local travel that is routine and has
received prior general approval does not require
separate travel authorization. Special travel within
the staie and out-of-state travel, however, nearly
always require specific authorization for the pro-
posed trip well in advance.

Assuming that you know that funds are available
for travel, you must then determine what procedures
you must follow and what forms you must use in re-
questing this money.

For example, you will need to know what the policy
is concerning when the request must be made.
Usually you will be required to submit such a request
a specified number of days in advance, primarily
because it takes time for these forms to go through
the necessary institutional channeis.

\\ y

You will need to identify those channels: Who
must *‘sign off’’ on your request? Do you need to
personally get each signature or, once initiated, does

the request get processed through channels
routinely?

You also need to know how much information
you must provide. This will usually be structured by
the form you are to use. An example of such a form
is shown in sample 1. Notice that the information re-
quested is fairly brief and straightforward.

You must know the account number against which
the expenses are to be charged, the estimated cost
of the trip per person, and what method of con-
veyance will be used. Your choice of method of




SAMPLE 1

REQUEST FOR AUTHORIZATION
FOR OUT-OF-STATE TRAVEL

Lepartment Date , 19

Division or institution

Account Numbe:.

Authorizeon 1s requested for the following out-of-state wravel to be charged to the account indicaterd above-

NAME OF OFFICER CR EMPLOYEE | TITLE OF POSITION | AMOUNT

TOTAL
FROM (Origin) — TO (Destination) —_—
DATE(S) TRIP TO BE TAKEN (Include travel time)
PURPOSE OF TRIP (Do not abbreviate)

| hereby certify that it is necessary for the employees or officers named above to make this trip on official business con-
nected with the duties of their positions.
Method of Conveyance*: a. State- or School-owned Vehicle[] b. Personal Auto]
c. Airplanel] CommercialD Charter[J State[] Personall)
d. OtherlJ  Explain Other

(Signed)

Head of Department or Authorized Agent

Date Signed

*The total cost of an out-of-state trip by private automobile shail not exceed the total cost for the same :np if railroad or
air transporiation were used, except uoon showing that the use of an automabile is necessary.

N




transportation may be affected by institutional
regulations and transportation rates (e.g., mileage
rate paid for the use of youi personal automobile,

whether a  hool-owned vehicle may ar must be
used, or ..  ost of airline fare to your proposed
destinatior,,

It is very importart to know and follow the regula-
tions of your particular institution; o.herwise, you
may find that you will noi get tully reimt -sed. You
must provide information about where you are go-
ing, when, and why. The “‘why” section is probably
one of the most critical in getting approval. An ad-
ministrator is more likely to approve a trip if you have
carefully explained how this trip will contribute to
your professional development and instructional
effectiveness.

Step two. If your request for travel is approved,
you must then identify the procedures you are to
follow in planning and taking your trip. First, you
need to plan your trip in detail to ensure that your
expenses (travel, lodging, meals, conference fees,
incidentals) fall within the budget restrictions.

In some cases, if you epply for travel authoriza-
tion far enough in advance, you may he provided
with money to cover the anticipated expenses of the
trip. Usually, however, you are expected to pay the
travel charges yourself, and you will be paic¢ back
(reimburzed) by the school or college after you
return.

During the trip, you need to make sure you docu-
ment expenditures and obtain all required receipts.
Some accounting officers require a printed receipt
for any expenditure over ~ stipulated amount (e.g.,
$2.00), while others are less strict about this. Some
states will now provide you with a fixed amount for
each day you are away from home (c2lled per diem),
and you can spend this amount for food and lodg-
ing as required.

Step three. The final step is to complete all forms
for reimbursement (unless the trip was prepaid or
the schooi/college was billed directly). The two keys
to completing these forms are accuracy and
thoroughness. If you have spent money out of your
own pocket, it is probably important to you to get ai!
your money back as quickly as possible. However,
if you fail to provide certain required receipts or
essential information or fail to calculate accurately,
you may not receive a full reimbursement, or the
reimbursement process may take a long time.

A school secretary or perso.:nel in the business
office may be of great help to you in completing the
forms correctly. An exanple of a reimbursement
form (ca''ed a travel expense vouchen is shown in
sample 2.

Notice that the form asks for the exact time of day
when ycu lefi and arrived. This information can be
very important. If there is a set figure you are allowed
to spend per diem (per day or 24-hour period), then
the institution must be able to compute the exact
number of hours you spent.

On the sample form, space is provided fcr you to
list each individual expeiise incurred in the follow-
ing areas:

¢ Private Auto: Here you would (1) indicate the
totul number of miles traveled (e.g., 120 miiles),
(2) multiply that figure by the amount of money
ailowed per mile (e.g., 21¢ per mile), and (3) in-
dicate the total amount (e.g., $25.20).

* Highway and Bridge Tolls

* Meals: There are usually regulations govern-
ing the maximum amount per day for which you
will be reimbursed.

¢ Tips: There may be a maximum percentage
allowed. In most cases, tips are not reimbursed
at all.

¢ Room (Lodging): There are usually regulations
about the maximum amount that will be reim-
bursed for lodging.

¢ Other: Here you would first use the bz.ck of the
form to describe any other expenditures you
made for which you can be reimbursed, the
date of the expenditure, and the amount spent.
These “other’’ expenses would the be totaled
and the total amount recorded in the ‘‘Other”
column.

¢ Total: By adding together each item listed, you
will get a total figure.




SAMPLE 2

TRAVEL EXPENSE VOUCHER

{Employu Name Social Security No.
—
Official Work Station |Home Address Agency or institution
Deperture Arrival Pm_ Rd &8¢ Monis Meal Other Totut
Duate FROM Time T0 Time Miles | Amoun, Tolis Breakfast | Lunch | Dinner Tips Room (From Back) Expunses
W
-t
o
TOTALS
oS 13
Employ gnature Date Approved By Date Agency Head or Repressntative Date i
41
A




Itis important to make sure that your figures are ac-
curately recorded, your caiculations are correct, all
necessary receipts are attached, all costs claimed
were approved beforehand, the total reimbursement
requested falls within budget allotments, and the
form is routed through the proper channels.

If you follow all three steps as described, you
should have no trouble in obtaining approval and
reimbursement for professional travel, and you will
also pave the way for future approval of your travei
requests.

If the purpose of your trip is to attend a workshop
or conference, you should tak. adequate notes so
that you can report fully on your experiences when
you return to your school or college. Often, you will
be expected to prepare a written report on your trip
to document its value or to share your experiences
by making a formal presentation to other staff.

Purchasing

In order to communicate the findings of your trip
effectively, you can follow an outline specified by
your institution, or you can use an outline simi'ar to
the following:

A. Name cf conference or nature of trip

B. Purpose of conference [The purposes or ob-
jectives are usually published in the conference
program.]

. Dates and location of conference

. Overview of conference program

1. Types of presentations

2. Content of presentations [Note the major
points covered by the presenters. If
possible, attach copies of pertinent
presentations.]

E. Personal plans for using competencies ac-
quired at conference [/ndicate how you can im-
prove your vocational-technical program as a
result of participating in the conference.]

OO

As you begin to plan for anew school year or term,
you will need to project your instructional resource
needs—to plan for the types and amount of supplies
and equipment you will need in the coming year in
order to achieve your course or program objectives.
Then you should determine how these projections
fit within your allotted budget. That is, (1) how much
money do you have to work with, (2) how much
money has been allotted for different kinds of pur-
chases, and (3) how do you go about using these
funds or making these purchases?

Y our school or college will have some very definite
policies and procedures for you to follow in making
necessary purchases (see sample 3). in some cases,
you may be making a written request, or requisition
(see sample 4), to a purchasing officer in your in-
stitution, who will then deal directly with suppliers,
or vendors, in filling your order.

Frequently, you will forward your request ‘o your
department head, who might then compile a depart-
mental requisition (see sample 5) and deal directly
with the purchasing officer or vendor. In this case,
you would supply a detailed description of the items
you need, indicating the quantity needed and the
estimated cost.

In cther cases, you may be preparing a purchase
order that goes directly to a vendor (see sample 6).
This purchase order would require additional kinds
of information, such as the agency to be billed, the
delivery date required, and now the item is to be
shipped.

If you are the one responsible for selecting the
vendors from whom you will order needed equip-
ment and supplies, you may be expected to locate
and evaluate these suppliers on your own. Or, there
may be a list of approved vendors from which you
would make your selection. Especially in small towns
or rural areas, there is often an unstated tradition
of purchasing all equipment and supplies from local
businesses. This may give you some problems if the
exact items you want are not available locally.

Whether you are dealing with vendors directly or
through your department head or purchasing officer,
you need to provide detailed specifications for the
items you need. Precise descriptions of the equip-
ment or materials and conditions of sale must be
turnished so that you are assured of getting the
quality of item required and have a ¥ asis for deter-
mining whether the supplier has fulfilled your needs.

PUSSLIEL if v 2
AT 10k

FRNIE




SAMPLE 3
FURCHASING INSTRUCTIONS

10: ALL VOCATIONAL INSTRUCTORS

Requisitions for supplies and equipment for the first semester of the next school year are to
be ir. the office of the Department of Occupational Education by Friday, March 26.

Requisition forms for vocational supplies are enclosed. The original pink copy signed by your
administrator should be sent to me. Please type or print. Send the green copy if you want to know
if items have been deleted; this copy will be returned to you with all changes indicated in red. The
white copy is yours. Order only the supplies and equipment needed during the period September
through February of the coming school year.

Please make your specifications complete «nd clear.

Erand names and identifying number should be given. include the name and address of the
dealer.

For replacement parts, check the item the part is for and include size, make, and model number.
Similar items should be grouped together, with equipment last.

If reference books are requested, include title, author, publisher, and approximate price if known.

Ail warehouse supplies are to be ordered on green and white opscan form, signed by ’

your administrator, and sent directly to data processing.

1. Use a Mumber 2 pencil only
2. Room number
3. School code number

After you receive the pink copy of the purchase order and material has been delivered, sign
this copy and return it to the school treasurer.

I¥ you have questions regarding invoices and/or deliver’ s, please call the Director of Business
Affairs.

Director
Occupational Education Department
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. SAMPLE 4

INSTRUCTOR’S ORDER BLANK

FOR BUSINESS OFFICE ONLY

Class Requistion No. _

Submitted to Business Account No.

Office on _

Item No. Description (in detail) Quantity | Unit Cost | Total Cost
SAMPLE 5

DEPARTMENTAL PURCHASE REQUISITION

Date

Division

Bureau

Account Number

Requested by

Suggested Vvendor

Delivery Date Requested

Organization Code
Estimated Cost

Quantity and Description of items to Be Ordered

Date Ordered

Approved By

13 06



SAMPLE 6

L.OCAL PURCHASE ORDER

Vendor

Date

19

Addiess

Coding

Bil To

School Order No.

Address

Date Required

Ship To

How Ship

Address

Tax Exempt No.

PLEASE SUPPLY ITEMS LISTED BELOW QUANTITY | PRICE

1.

TOTAL

©|lw|N|o|n|w N

10.

1.

12.

13.

14.

15

16.

17.

18.

19.

20.

IMPORTANT
OUR ORDER NUMBER MUST APPEAR ON
ALL INVOICES, PACKAGES, ETC.

TOTALS

Please Send 4 Copies of Your Invoice with Original BNl of Lading

Purchasing Agent

Date Received

Received By

14
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These descriptions will vary tremendously, of
course, but be sure to include information about
type, size, color, quality, and so on, as appropriate.
It is always better to include more information than
is necessary rather than to leave out an important
specification that could delay your order. You should
also state where and when the shipment is to be
delivered and how the order will be paid.

There may be different policies for the purchas-
ing of major equipment versus other types of
supplies such as reference books, bulletin board
supplies, or duplication matetials. An audiovisual
item or a reference book may have to be purchased
through library funds, a general fund, or your own
budget allotment. You may be able to make certain
kinds of purchases at any time during the year and
others only at specified times.

The amount of time you have for requesting and
obtaining a needed item may also vary depending
on the type of material, its cost, and the cir-
cumstances of your request. For example, there will
no doubt be a great dezl of difference between what
you must do to requisition or purchase an item that
had prior approval as part of your projected resource
needs, and what you must do to fill an unexpected
need, such as the repair or replacement of a major
piece of equipment that has broken down.

Student Fees

Some of the money you have available to you for
purchasing needed supplies may be coming in from
student fees or from work done for customers. Again,
the disposal uf this money and the conditions under
which you can use it in purchasing instructional
resources will vary depending on ycur particular
situation.

Expenditures for equipment (e.g., machines that
are expected to last many years) or for alterations
to the facility (e.g., installing additional electrical wir-
ing) call for special procedures. This kind of major
erxpenditure (called a capital outlay) will require
detailed planning and justification and prior ad-
ministrative approval. tJsually, the purchasing pro-
cess requires that the institution secure several
estimates or bids from interested vendors, with the
lowest bidder being given the order or contract. You
may be involved in writinq the specifications and
securing tha bids.

Whatever your school’'s policies in purchasing
needed equipment and supplies, you will be ex-
pected to provide accurate and complete informa-
tion conceming your needs and to keep careful
records of any financial transactions. Doing so will
help to ensure that you will have what you need,
when you need it, to carry out your present and
future instructional responsibilities.

We said earlier that some of the money available
for purchasing supplies may come from student fees.
Schools have many different policies for issuing or
selling supplies to students and for accounting for
instructional supplies. Thus, one of the first things
you should do in developing a procedure to collect
student fees is to become familiar with those policies.

Sometimes, this is a sensitive area that calls for
delicacy in handling. Some school systems are not
allowed to collect “fees’’ from students but may sell
laboratory supplies. It is essential that you determine
not only the policies of your institution but also the
accepted terminology for studerit funds.

Whatever your school policy, it is important that
you, as a teacher collecting students’ fees, keep an
accurate record of the daily transactions. You should
be able to present evidence concerning the amount
of money collected and to balance the amount col-
lected with the supplies purchased or money
deposited to the school’s accounts.

Schools also have different criteria for determin-
ing the amount of materials they furnish to students.
Some supply all materials to students; others require
students to purchase some or all of their own
supplies.




The following are considerations that will help you
set up a system for the sale of materials:

* Use simple procedures for acquiring,
distributing, and selling materials in order to
keep the time required for record keeping at a
minimum. You don’t want to spend the major-
ity of your time selling materials; you have more
important instructional functions to perform.

* Handle materia!s in an organized, systematic
manner. You should have the supplies arranged
in a way that will make it easy for you to
distribute them. The sale of materials will pro-
ceed a lot faster if you make certain you have
everything you need before you begin.

* Inform students of the system for handling
meney and supplies. If students are aware of
your procedures, they will be able to cooperzate
with vou in handling the transactions as quick-
ly and smoothly as possible.

* |ssue receipts for studentpurchases. There are
several reasons for this: (1) parents of second-
ary school students will know th ¢ any money
they give students for supplies is spent as in-
tended, (2) adult students will have a record for
their budgeting and tax purposes, (s) ycuas a
teacher will have a record of the money you col-
lect, and (4) your students will know that you
are handling their money carefully.

e Keep a complete and accurate record of all
materials and money exchanged so 1hat you
can document your transactions for the ad
ministration if necessary. You shouid make sure
that the amount of money collected and the
amount of money recorded in your book corre-
spond. If there is an error, be sure to correct
this error before ciosing your books for that day.

* Koep an up-to-date, running balance of the ac-
count. You shouid be able to tell at aglance the
amount of supplies purchased, amount of
money collected, and Guantity of supplies you
have on hand.

The procedure that you use to dispens<e supplies
should be one that fits your own needs. The four
plans outlined below may be used individually or
combined, depending on your particular situation
and the policies of your school or college.

All materials are sold from a central store. A
centrally located storeroom, cutside the vocational
technical instructional area, stocks all the materials
students require. A clerk manages the store,
distributes supplies, and collects the money. This
facilitates the sale of materials, especially if the store
is located near students’ work stations. The main
disadvantage of this plan is that students may come
to class without the needed supplies, or they may
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have to leave during the class period to get their sup-
plies. This plan works well when there is more than
one occupational program to be served.

Materials are purchased by the institution and
sold by the teacher. The teacher furnishes
specifications for items tn be purchased by the
schoo! or college. The mater.als are purchased and
turned over to the teacher. Supplies are kept in the
laboratory and are sold to students by the teacher
as they are needed. The disadvantages are obvious;
the teacker can become tied down to distributing
suprlies instead of teaching, and the teacher must
handle cash. The advantage is that the students will
be able to purchase needed supplies when they
come to class.

The school purchases mazerials and dispenses
them to students through supply cards. Supplies
are purchased in the same way as in the second
plan. Sipply cards of varying values (e.g. $1.00,
$5.00, $10.00) are then sold to students by the of-
fice or school store. To acquire supplies, students
present the card to the teacher, who punches it for
the amount of purchase. The advan.age of this
system is that the teacher does not have to handle
cash.

The teacher purchases and sells materials. In
this plan, tive teacher negotiates directly witn mer-
chants in purchasing supplies and then sells these
supplies to the students. This places the responsibili-
ty on the teacher to estabiish accounting procedures
that will accurately report the details of each trans-
action. Receipts must be on file for all money spent,
ard records need tr be meticulous. The disadvan-
tages of this plar, are obvious: it places a heavy
b.rden of responsibility on the teacher and could en-
cumber him/her with the iogistics involved. However,
this does allow the teacher to have compiete con-
trol over purchases and to get the supplies he/she
needs at the right time.

Whatever plan you use, you should avoid extend-
ing credit to students for supplies. Once credit is ex-
tended, the money may be difficult to collect, your
records may become confused, or you and the stu-
dent may forget the transaction. All of this may
create ill will between you and the students.

Of course, in a case in which a student genuinely
cannot afford to purchase supplies at this time, your
institution will probably have provisions for handling
this situation. In high schools, the PTA or the prin-
cipal may have funds available for these purposes.
Postsecondary students may be able to get help
from social agencies or human resources training
programs.

- e En e A WE e mp em e a= e




Conducting and Recording Transactiors

Coilecting and accounting for money require
carefully worked out procedures. Assume you will
ba collecting $15.CO from each of your students for
a drafting kit that will be needed for their
assignments. {n order to keep an accurate record
of the money collected and the number of kits left
unsold, you must establish a simple system for their
sale.

It is necessary that you have everything you will
need to complete the transactions arranged in an
orderly manner: the kits, a cach box with change (or
a container in which to place the money), a ball-point
pen, a receipt book, and an account book for record-
ing total collections.

You may ask a student to assist with the transac-
tions, or you may handle the transactions yourself.
Once you have made certain that you have received
the correct amount from a student, you will need to
make out a receipt. Stationers sell many different
kinds of receipt books, or your inslitution may have
some available. Two of the most commonly used
forms are shown in samples 7 and 8.

If the form in sample 7 is used, the receipt is
har ded to Keith Johnson, and the stub remains at-
tached in the receipt bock. If the forin in scmple 8

SAMPLE 7

RECEIPT

is used, you viill find that each original receipt can
be torn out and a duplicate of this wiil remain in the
book. Some form of carbon paper is used to get the
duplicate. The important point to remember is that
you must have a record of every receipt issued.

After you have issued all the receipts for the day,
you need to count the money to make sure the
amoum in the cash box corresponds with the total
amount shown in your receipt book. | the money in
the cash box balances with the total in the receipt
book, you should record the total amount collected
on a special form (see sample 9).

Once you have collected and recorded all monies,
these need to be properly handled. if there is a
school treasurer, you should turn in ali collected
money to that person and receive a receipt for your
deposit. You should always keep the money you
have collected separate from your personal money.
To avoid future headaches, you should not loan
yourself or anyone else any of the money coliected.
In addition, you should make it one of your policies
niot to take the money home with you. Rather, make
arrangements at the school or college for depositing
this money in a safe place.

J. Dinero

Cashier

Stub Receipt
(Remains in Receipt book) (Given to the student)
E___"L-_l i Carver School
'
Date: M3y 3, 1987 ' No. 1 Date: _May 3. 1987
Received From: | Received From: _Keith Johnson
Keith Johnecon i Amount: $15.00
For: Drafting Kit E Fifteen and 00/100 Dollars
Amount: $15.00 E For: Drafting Kit
: : :
:
i
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SAMPLE 8 o
RECEIPY ‘

ok

3
-

Carver Technical Center
401 North Union Avenue
Montgomery, AL 36101
No. 1 Date: M2y d» 1987
Received From: _Keith Johnson $15.00
Fifteen and 00/100 " Dollars
For: Drafting Kit
J. Dinero
Cashier
SAMPLE 9
Teacher School
Quantity Quantity
Date | Description on Hand Total Sold Total Balance
3/2 | Typewriting| 25 reams| $131.25 10 $5°.50 | 15 reams—-
Paper @ $5.25 $78.75
5/5 Drafcing Kit] 100 $1,500.00 30 $450.00( 70 kits—-
@ $15.00 $1,050.00
18 21
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Gifts

Another aspect of your budgeting and reporting
responsibilities involves gifts of equipment or money
that may be made to your program. These gifts may
be presanted to you by members of your advisory
committee, business persons, or interested citizens
in the community. In other cases, you may become
aware that a particular item is available, and you
could investigate the possibility of this item being
donated to the school. Because such gifts may be
valuable in improving your occupational program,
you need to be familiar with the generally accepted
procedures for receiving them.

Before accepting a gift, you must identify any rules
and regulations governing the acceptance of such
donations. The school or college may have policies
that restrict members of the stafi from accepting yifts
or that place stipulations on the types of gifts that
may be accepted or the conditions urnder which they
may be accepted. If this information is not included
in the institution’s faculty handbook or official
bulletins, you will need to check with an ad-
ministrator who is likely to have this information.

If the school policy states that teachers may ac-
cept gifts for the school, let your administrator know
what is taking place. It is a matter of courtesy to in-
form him/her that a gift has been offered to your
department and whether or not you intend to accept
it. It is wise to do this before the donation actua.:
takes place, so that the administrator has the oppor-
tunity to ask questions or suggest a change of
decision.

Not all gifts should be accepted; each should be
considered based on its own raerits and whether it
has value for your program. As you consider each
gift, ask yourself the foilowing questions:

¢ Can you usz it in your program? For example,
acommercial photography department does not
need an automatic donut-making machine even
though it's a very fine piece of equipment. A
photographic enlarger may be in working order,
but it may be of a type no longer uced in the
field.

¢ |s the machine in good working order or would
it cost you more to repair than it is worth? The
donor may simply want to clear out his/her
warehouse or contribute = basically worthless
piece of equipment in order to claim a tax write-
off for his/her business.

¢ Are thare strings attached to the jift? For ex-
ample, if you accept this piece of equipment,
will the business person expect you to purchase

your equipment and supplies from himvher in
the future? Are there restrictions on how the gift
may be used in your program?

If someone gives a particularly valuable gift to the
school, it may be a good idea to give the event
publicity. This is one way of letting the donor know
that you appreciate the gift. The student newspape,,
bulletin boards, community newspapers, and other
news media might be used to tell the story of the
school’s good fortune and the donor’s generasity.
An announcement may be made or an award may
be presented to .he donor at a school function, such
as a banquet, party, picnic, or assembly prcgram.

You must, of course, use discretion in selecting
the appropriate method of showing your apprecia-
tion. For example, holding a banquet would not be
an appropriate way of showing your appreciation for
the receipt of a small amount of scrap lumber. In that
case, a simple thank-you letter would suffice.

If you decide to write to the donor thanking him/her
for the gift, this letter should include (1) the name
of the specific gift, (2) the date received, (3} the pur-
pose for which you intend to use the gift, and (4) the
estimated value of the gift (see sample 10).

Whenever you accept a gift, you should provide
the donor with an estimation of the value of the gift
for tax deduction purposes. If you feel that you do
not have the competence to judge the value of a par-
ticular item, you should have an outside expert make
an estimate of the item’s worth.

As with all other transactions discussed thus far,
arecord should be kept of all gifts received and their
sources. A separate system may be estabiished for
this purpose (see sample 11), or you may record the
oifts received in ti.e regular inventory system.

Handled correctly, gifts from various segments of
the communitv can be a most welcome addition to
your program. You will need to consider each one
carefully to make sure that it does, in fact, further
the educational goals of the program and that it is
given withcut restrictive conditions.

If the gift is to be accepted, this should be done
within .ne procedures and policies established by the
school, and appropriate acknowledgement should
be made to the donor. If you cannot accept the prof-
fered gift, you sl ould decline the offer with due
courtesy. In either case, your occupational program
will benefit from the continued goodwill of the peo-
ple of the community.




SAMPLE 10
o

THANK-YOU LETTER

BLAIR COMMUNITY SCHOOL

Department of Occupational Education 1601 Union Avenue
(204) 288-3567 Prattville, IL 60610
May 5, 1987

Mr. Lester James
Sales Representative
Hi-Tech Corporation
1501 Maine Street
Prattville, IL 60609

Dear Mr. James:

The Hi-Tech Word Processor, Serial Number 18764521-2, ‘
that your company presented to the Cooperative Office Education

(COE) Program of Blair Community School is greatly appreciated.

The stu.ents are as excited as I am about the gift. This

equipment adds a new dimension to our program.

Prior to receiving it, students were unable to gain experience
on this particular type of up-to-date equipment. The word
processor will indeed be an asset to our program, and I will

be demonstratiug the proper use, care, and outstanding features
of this fine piece of equipwent.

For your own records, you may be inter.sted to know that
the word processor has a current estimated value of $1,500.00
and appears to be in good conditinn.

Again, the COE Program of Blair Community School thanks you
for your generous gesture. I hope if ycu are in this vicinity,
you will stop by for a visit.

Sincerely,

fhotd (e

Harold C. Ledger, Coordinator
Cooperative Office Education .




SAMPLE 11

RECORD OF GIFTS RECEIVED

Date Received

Item Received Donor

Estimated Value Condition

Report Preparation and Budget Projections

If you have maintained an organized and complete
file of all necessary documents and data during the
year, then it becomes = relatively simple task to com-
plete the required reports and to project budgetary
needs for the upcoming year.

Because vocational education has state and
federal funding sources, vocational teachers are re-
quired to prepare reports for these wgencies that pro-
vide detailed information concerning the number and
types of students served, the money spent, the
monies received, and so on. These agencies can
then use this information to predict trends, project
future funding needs, identify needea shifts in
priorities, provide cata to funding agencies as re-
quired by law, and supply the public with data that
satisfy the public’s demand for accountability and
document the responsible and efficient use of funds
spent.

By documenting past expenditures, you can also
project future budgetary needs. For example, If,
despite your careful planning for and efficient use
of consumable supplies, your records and :eports
show that you underestimated your needs for a par-
ticular item, then your projections for next year's
budget should be adjusted accordingly.

The amount of responsibiity you will have for com-
pleting reports and planning budgets will vary
according to the particular procedures followed in
your school. Consider sample 12. This is the type
of budget request that your chief school officer wiil
be required to prepare. It is unlikely that you will have
a great deal to do with personnel, salaries, and
operating costs.

However, items covering travel, supplies, and
minor and major equipment needs that can directly
affect the quality of your instructional program
should be of concern to you. Therefore, you rneed
to keep accurate records so that you can provide the
necessary information to the appropriate peopie for
purnoses of projecting a budget, thus ensuring that
the final budget reflects your instructional needs.

Regardless of your responsibilities in planning a
budget, of course, you should recognize the impor-
tance to your own instructional planning of monitor-
ing vour use of equipment and supplies. You should
also know the costs of items and repairs, how well
your projections matched actual use, and your pro-
jected and actual travel expenses.

- A
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Many of the documents you need to keep on file
have already been mentioned. When requisitioning
items, issuing equipment to and collecting fees from
students, making travel requests or requests for
travel reirnbursement, and accepting donations to
your program, you need to keep a duplicate of all
such transactions on file. In addition, your files
should contain the following types of information:

¢ Student enroliment and termination figures and
student follow-up data

¢ Equipment inventories, including information
concerning the condition of tr 2 equipment

e Supply inventories

e Servicelrepair records

¢ Articles or data supporting occupational trends
requiring new types of equipment

¢ Information concerning proposed workshops or

conventions that could contribute to your pro-
fessional development

¢ Notes on possible new sources of equipment
and supplies

SAMPLE 12

BUDGET REQUEST

Vocationa'-technical teachers who are thoroughly
mmersed in their mission of providing instruction
and working with students may tend to resent the
need to do financial accounting and to prepare
detailed reports. 't is, however, very necessary to
fulfill the requirements of instit :ional procedures if
you are to maintain the cooperation of the staff and
gain the support of the administration for the things
you as a teacher want to accomplish.

Every occupational instructor will need to become
thoroughly familiar with school or college procedures
and forms and be able to work with them until their
correct use is virtually second nature. Each form and
report will be complete; all data and records will be
completely accurate. If this is done, budgeting, pur-
chasing, and record keeping will become fairly
routine and quickly accomplished tasks rather than
burdensome duties.

Such aiention to detail will make administrators
pleased and grateful and will expedite the business
procedures that keep the occupational program run-
ning smoothly. In the long run, it will help to support
the success of the instructional program.

Fiscal Year 19

DISTRICTCODE

Department of Educstion
Bureau of Vocational Ecucation

Local Education Agency

Submit one copy for each

School

Vocational Program Area in

Region

each school.

CHECK PROGRAM AREA

CHECK SOURCE OF FUNDS

PROGRAM AREA

PART B—PROGRAMS

PART F—CONSUMER & HOMEMAKING

{1 Agribusiness O Practical Ants
{0 Business & Office [0 Public Service

0O Regular

O Disadvantaged

O Home Ec. (Homemaking)

0O Marketing &D.E. O Industrial Educ. O Handicapped
O Health & Personal  [1 Special Programs PART G—COOPERATIVE

0 Home Ec. 0O Disadvantaged

22
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SUMMARY OF FUNDS REQURESTED (Usu Budget Backups as needed)

REIMBURSEMENT
REQUESTED REIMBURSEMENT APPROVED
OBJECT CODE & ITEM TOTAL Post- Post-
COST | Secondary | Secondary | Adult || Secondary | secondary | Aduit | Totals

10-Supportive Personnel
11-Teachers
30-Misc. Operating Costs
34-Travel
37-Instructional Supplies
38-Minor Equipment (Under $300)
60-Major Equipment (Over 3300){
TOTALS

PRQJECT NUMBERS
REQUESTED BY: RECOMMENDED: (Bureat Use)
Department Chair or Teacher Director
Principal, Coordinator, or Director APPROVED:

Chief School Administrator

Asst. Superintendent for Voc. Education

Date

Date

23




Budget Backup No. 1 .

Local Education Agency Region

School Fiscal Year

SALARIES
(10 SUPPORTIVE PERSONNEL)

PERSONNEL SALARIES—(Not foundation units) including adult :

POSITION | % OF %GRAM LEVELIREIMBURSEMENT REIMBURSEMENT
NAME: Supportive Personnel TITLE TIME* JP. SecTAdU REQUESTED APPROVED

NAMT OF TEACHE®R | SUPERVISION MEETINGS MEETINGS| REQUESTED APPROVED

)

TOTALS {

(11 TEACHERS) )
|

NAME: Teachers |

- |

!

)

*Community Colleges & Special Programs only TOTALS |
|

TRAVEL ‘

(34 TRAVEL) }
STUDENT [|REGIONAL & STATE] OTHER |F!EIMBURSEMENT RE/MBURSEMENT :

|

|

}

|

)

)

TOTALS




Budget Backup No. 2

Local Education Agency Region
School Fiscal Year
OPERATING COSTS
(37 INSTRUCTIONAL SUPPLIES (including adult))
PROGRAM LEVEL
(Check) TOTAL REIMBURSEMENT
QUANTITY | ITEM DESCRIPTION S.1P.S. | Adut cosT APPROVED

l
® TOTALS

(30 MISCELLANEOUS OPERATING EXPENSES)

PROGRAM LEVEL
heck) TOTAL REIMBURSEMENT
QuUANTITY | ITEM DEL PTION s.TP.S. | Aduit cosT APPROVED
TOTALS
“n
“Q
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Budget Backup No. 3

Tocal Education Agency “Region

School Fiscal Year

EQUIPMENT
{39 MINOR EQUIPMENT)
List in priority order items costing $50 or more but less ihan $300.
PROGRAM LEVEL . REMBURSE-
{Check) UNIT | TOTAL | ACTION MENT
QUANTITY ITEM DESCRIPTION S. 1 PS. | Adun| COST | COST [;] 2] 3| APPROVED

TOTALS

(60 MAJOR EQUIPMENT)
List in priority order items costing $300 or more.
PROGRAM LEVEL . REIMBURSE-
(Check) UNIT | TOTAL | ACTION VENT
QUANTITY ITEM DESCRIPTION ST PS. ]| Acut] COST | cosT [1]2]3 | APPROVED
TOTALS

*Each item will be (1) Approved, (2) Deferred, or (3) Disapproved. Those items delerred may be purchased when addi-
tional funds become available.

26
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. Optional If you havg specifip questions related to your reading or if you would like
Activity additional information about how to prepare and work within budgets or how
to effectively complete program reports, you may wish to arrange through
2 ' your resource person to interview a vocational-technical teacher experienced
in these areas.

N

The fsllowing items check your comprehension of the material in the infor-

Activity mation sheet, Budgeting and Reporting Responsibilities, pp. 6-26. Each of
the six items requires a short essay-type response. Please explain fully, but
3 briefly, and make sure you respond to all parts of each item.
SELF-CHECK

1. The information sheet in this module has concerned itself with the general procedures of budgeting,
purchasing, and preparing reports. Why has this approach been used, and what should the teacher
do to acquire more detailec information about these matters?

2. Travel expenditures are typically relatively minor budgetary items, yet schools insist on a high degree
of completeness and accuracy in the teacher’s completed reports. Why is this so, and how can you
be sure to provide the necessary information?




3. What is the relationship between the teacher’s need to project instructional resource needs for the
vocational-technical program, and the task of preparing budgets and supply requistions?

4. What are some c! the essential differences between purchasing a small amount of supplies (say, four
dozen pencils) and purchasing a large piece of eg .ipment (such as an X-ray machine) in terms of
procedures that will probably have to be followed?

31
28




‘ 5: Handling student fees seems to call for nothing more than simple common sense. Is this true? Why
or why not?

‘ 6. Under what circumstances might a gift to your program be a poor bargain?




NOTES




Feedback Compare your written responses to the self-check items with the model
eedbac answers given below. Your responses need not exactly duplicate the model

4

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

MODEL ANSWERS

1. The general principles and procedures of
budgeting, purchasing, and reporting are widely
adhered to in all vocational-technical programs.
The specific application of these, however,
varies greatly among schools, districts, and even
states.

Legal requirements, vocational funding agency
policies, principles of accounting, and ethical
standards are relatively uniform across the coun-
try, and these dictate the kinds of records the
teacher must keep. It is not possible, however,
to provide the teacher with information or ex-
perience on procedures for any one institution,
so the teacher needs to be flexible and to learn
on the job.

An instructor entering a new secondary or
postsecondary institution will need to learn what
the business procedures of the institution are,
who the persons are who will be involved in some
way with the system, and what general expecta-
tions apply to the teacher. Usually, it is not dif-
ficult to learn all these things, but it does take a
good deal of directed effoit on the part of the
teacher.

To gain the necessary information, you can (a)
read the institution’s administrative handbook or
procedures manual, (b) read administrative
memorandums; (c) talk to and ask questions of
administrators, a supervisor, a school secretary
and/or treasurer, and other teachers; (d) collect
all the forms and materials used for budgeting,
purchasing, and reporting; and (e) write notes
about the information collected and prepare afile
on the topic for future reference.

When a new procedure presents itself, you
should go through the process carefully, verify the
results with knowledgeable personnel, make any
necessary changes or corrections, and place a
r.ote in your file that may be helpful when the
same kind of budgeting or reporting situation
arises again. By learningy these local procedures
well, you can then concentrate on the contents
of the budget or report rather than be unduly
caught up in the mechanics of the processes.

31

2. It may indeed seem a contradiction that so much

stress is placed on the completeness and ac-
curacy of travel requests and reports when other,
seemingly more important phases of school ac-
tivities are taken care of in a more flexible way.
However, there are almost always very specific
and exacting rules and regulations governing
travel, and these must be followed scrupulously.

Because school personnel are away from “home
hase” during the period of traveling, routine
supervision and observation do not apply, and ex-
penditures are subject to carelessness, if not
misuse. To counteract this, r'gid restrictions on
travel expenditures and specific reporting pro-
cedures are set up.

There may be rules for mode of travel, maximum
allowable cost of lodging, and the maximum ex-
penditure for meals and tips, among other things.
In order to be reimbursed, the traveler may be
required to present receipts for airline tickets,
highway tolls, motel or hotel rooms, restaurant
service, taxi service, and even parking charges.

In order to be sure thatthe travel will be approved
and the travel expenses will be fully reimbursed,
you should complete the following steps:

e Be fully informed of school policies, pro-
cedures, restrictions, and regulations when
plarning for travel

¢ Obtain proper authorization before embarking
on any trip

* Keep complete and accurate records of expen-
ditures during the travel period (use of a pocket
notebook specially designed for travel is very
helpful and convenient)

* Take notes on the professional outcomes of
travel experiences

* Fill out the necessary travel reports and reim-
bursement forms carefully immediately upon
return

Professional travel opportunities can be very
valuable to yo'ir growth and development; follow-
ing the accepted procedures minimizes the com-
plications of the experience.
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3. Budgeting is really forecasting future expen-

ditures. and preparing requisitions for supplies
is the tasx< of acquiring materials for present
needs. Neither of these teacher responsibilities
can be done in a vacuum but must grow out of
the planned instructior.a! program.

Forecasting future expenditures for laboratory
supplies, tools, and irstructional materials has to
be based on the curriculum for the vocational-
technical program and the planned series of stu-
dent learning activities in the classroom and
laboratory. The teacher must estimate the sup-
plies required for each of the several activities,
estimate the number of students who will be
engaged in those activities, and calculate the total
amount of the various supply items required for
the scinool year or other instructional period.

Budgeting, then, is the task of taking the projec-
tions of needed resources (e.g. supplies, tools,
equipment, media) for the total instructiona!l pro-
gram and fitting this to the amount of funds
available. Minor adjustments are usually no prob-
lem, but it the funds are clearly inadequate to
meet the instructional r,eeds, something must be
done. Either the proposed learning activities must
under,u major revision, or the available funds
must be increased so that effective instruction
can take place.

It is clear i at only by this process of comparing
needs with resources can future difficulties be an-
ticipated and avoided. Preparing a budget without
having made a study of instructional needs has
{ittle rational basis, and planning instruction
without a budget of financial resources is work-
ing with naive hope, trust. and unfounded
optimism.

Likewise, purchasing supplies must be based on
the budget and on instructional needs. The
budget provides the generat framework for pur-
chasing, so that the teacher knows that the
money is available and that the purchasing con-
forms to previously determined amounts for each
category or class of expenditure.

By rcferring to the projected instructional
resource needs, the teacher can make purchases
of specific iterns and accurate amounts, know-
ing that these will satisfy the needs of the planned
learning activities. This kind of planning and
buageting means that the teacher knows that the
supplies, tools, and equipment will be there when
they are needed and that teaching and learning
can proceed on schedule.

4. Both large and small purchases must, of course,

be made by foliowing established institutional
procedures. However, the teacher usually has a
great deal more leeway in purchasing routine
supplies and small amounts than in buying
expensive equipment. Small items (such as the
pencils) usually may be obtained by (a) a direct
purchase by the teacher from the chosen vendor,
the bill being paid by the teacher’s internal school
account; (b) routine requisition and purchase
order; 2r (C) request from the school’s warehouse
or stores.

Somatimes, though, it is actually difficult ¢~ pur-
chase very smal! and inexpensive items because
purchasing departments will not process orders
for jecs than a stipulated amount (usually $5 or
$10). This means that the teacher will have to wait
until a minimum order can be made up or pay for
the items cut of his/her own pocket (not a
desirable praci:ce).

The purchi:se of major equipment or other capital
outlay requires considarably greater planning and
attention to proper procedures. The amounts of
money involved ..re usually quite large, and the
purchase resuiic in a permanent addition to the
vocational-techriizal program—so mistakes must
be avoided.

Purchasing procedures for capital outlay are
usually clear aad rigid, and they generally follow
this order: (a) approval for the purchase must be
cbtained from the administrator or other autho-
rized person; (b) the teacher writes a detailed
description of (specifications for) the item needed;
{c) the specifications are submitted for bids by
vendors (usually three bids required); (d) the
lowest bidder is awarded the purchase order; and
(e) the teacher accepts delivery of the item,
verifies that it is correct and in good conditicn,
and signs the invoice or delivery ticket.

. Any school or college transaction involving

money, particularly where students are con-
cerned, calls for carefully defined procedures and
accurate record keeping. You should be able to
provide evidence that the amount of money you
collect and the supplies purchased or money
deposited to the institution’s accounts balance.

Your school or college has policies and regula-
tions for issuing or selling supplies and for
collecting fees from students for supplies. It is
essential that you follow these procedures rather
than use your *‘common sense” in devising and
implementing a system.




6. A gift of equipment or money from a business per-

son or other interested person 1n the community
can mean a real improvement in your occupa-
tional program. But, this will only be so if the gift
(a) does in fact contribute to the achievement of
program goals and objectives (i.e., can be used
in your program) ana (b) is properly given and
received.

It's unlikely that someone would donate a piece
of equipment totally unrelated to your program.
What could happen, however, is that a gift may
be in need of extensive repair or may be so old
that it can be expected to break down in a short

time. The gift might also be of a type that is no
longer used in the field or is about to become out-
of-date. Such gifts would not be very good
bargains in terms of their potential for helping
students achieve program objectives.

In 24ddition, if there are strings attached to the gift
or restrictions on how it may be used, the gift
would not be worth the trouble. For example, if
a donor stipulates that a gift of money is to be
used to help only male sidents in the program
or if he/she expects some favored treatment in
return, you would be ethically, and probably legal-
ly, required to turn it down.

Level of Performance: Your written responses to the self-check items should have covered the same major
points as the model answers. If you missed some points or have questions about any additional points you
made, review the materials in the information sheet, Budgeting and Reporting Responsbilities, pp. 6-26,
or check with your resource person if necessary.
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o Learning Experience Il

OVERVIEW

Enabling Given case studies describing how thres instructors handled their budgeting
Objective and reporting responsibilities, critique the performance of those instructors.
Activity You will be reading the Case Studies, pp. 36-39, and critiquing the perfor-

mance of the instructors described.

1
[
Feedback You will be evaluating your competency in critiquing the instructors’ perfor-
mance in handling their budgeting and reporting responsibilities by compar-
‘ 2 ing your completed critiques with the Model Critiques, pp. 41-43.
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The following case studies describe three different situations in which oc-

Activity

cupational instructors were involved with budgeting and/or reporting respon-

sibilities. Read each of the case studies, and then explain in writing (1) the
1 strengths of the instructor’s approach, (2) the weaknesses of the instructor’s
approach, and (3) how the instructor should have handled his/her

responsibilities.

CASE STUDIES

Case Study 1:

Mr. R. E. Porter, a first-year instructor, had experi-
enced a number of budgetary problems during the
year. Consequently, he had requested that an end-
of-the-year department meeting be held to clear up
those problems and to discuss the next year’'s
budget. Mr. Kapelimeister, the department head, had
agreed and had notified Mr. Porter and the other in-
structor in the department, Ms. Ann Arbor, of the
meeting. At the time appointec, the three individuals
met in Mr. Kapelimeister's office.

Mr. Kapellmeister:

| want to thank you for taking time to attend this
meeting. The reason for this meeting, Ann, is that
R. E. here has been having a couple-three budget
problems he wanted to talk about. Plus, | want to
take a little time to discuss the information | asked
you to bring. Okay, R. E.? Now, what exactly are
you concerned about? | thought when | explained
the procedures and told you the kind of money
we had to work with that you were set for the year.

Mr. Porter:

Well, | thought so, too. Based on the figure you
gave me, | was sure | had plenty of money to get
me through the year in good shape. | was taken
by surprise when one of my requisitions came
back in March marked “insufficient funds.” Ac-
cording to my calculations, there was still money
in the budget.

Mr. Kapellmeister:

| thought you understood that the figure | gave
you was for the whole department and that part
of that money was already allotted for various
departmental costs.

Mr. Porter:

No! | thought it was first come, first served, based
on need. | didn’t know | had to subtract a certain
amount and divide tine balance into thirds.

Mr. Kapellmeister:
Sorry about that. Anything else?

Mr. Porter:
Absolutely. The two new machines you bought me
for my lab just aren't enough. Those two are down
so much, I've got to have three new ones next
year if I'm going to keep operating.

Mr. Kapelimeister:
That’s too bad. Can you tell me the exact nature
of the problem? Were they fa'.lty to begin with?
Were they overused? Weren't the repairs satisfac-
tory? How long did it take you to get them fixed?

Mr. Porter:

I've had so much trouble with those machines,
| don’t even remember half of what happened,
when, or why. Looking back, all | know is that |
don't like that repair service we calied in—it
seemed to take forever to get service, and | spent
hours readjusting my lesson plans to work around
those machines when they were down. It was very
inconvenient.

Mr. Kapelimeister:

I'm really sorry; | wasn’t aware that was happen-
ing. Does that about cover it?

Mr. Porter:
I wish it did. Remember that workshop | went to?
Well, that was a really terrific experience for me—
until | didn’t get all my money back.

Mr. Kapellmeister:
What happened?

Mr. Porter:
Who knows? | got approval in advance, | listed
all my expenses during the trip, and | filled out
the request for reimbursement fully and accurate-
ly. But, the check | got didn’t cover it all.

Mr. Kapellmeister:
That's very unusual. Do you have any idea why
you didn’t get full reimbursement? And, inciden-
tally, | have a vague recoliection of your asking
me if you could present a ,eport on that trip to the
staff. Whetever happened to that?




-

Mr. Porter:

1 sent that request *~ the office and | haver:'t seen
it since, so | have no idea what items didn't get
reimbursed or why. As far as my trip report is con-
cerned, | meant to get something in writing, but
1 got so busy, it just went by the board. | may tr
to write something up this summer—if | can
remember what hagpened after all this time.

One more thing, you know those videotapes | told
you about that ! wanted to rent to show to my
cla.;ses” Well, | had to scratch that idea because
1 couldn’t get tne kind of playback unit needed to
show them. When | tried to put through a pur-
chase order, | got told our budget didn't allow for
such purchases. That sure put a damper on a
g. zat idea.

Mr. Kapellmeister:
1see. I'll have to check into that, | guess. If there’s
nothing else, 1I'd like to discuss the information |
asked you to bring to the meeting. Now, you
should have with you that form | gave you at the
beginning of the year with complete data concern-
ing how many supplies you requisitioned or
purchased, how muc’ vas dispensed, and your
remaining inventory— - hich, 1 trust, will balance?

In addition, | asked you to use that data to pro-

ject your resource needs for next year, and you

should have that list with you.

Ms. Arbor and Mr. Porter hand Mr. Kapellmeister
some papers. Mr. Porter’s supply and inventory
sheets are extremely detailed an accurate, and they
balance. Below is a portion of his list of projected
needs.

Projected Needs - R. E. Porter

(tems prioritized according to last year's consump-
tion, use, adequacy)
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3 mzmory typewriters

1 eight-mm film projector

1 pocket-sized dictaing machine

1 transcriber for a pocket-sized _ictating machine

2 dozen tapes for a pocket-sized dictating
machine




Case Study 2:

Ms. Price always dreaded the beginning of the
school year because that's when she had to go
through the bother of collecting stude.\. fees. Scr-ol
policy required that she provide the office with . st
of needed supplies, which they would purchase for
her, but then she had to collect the fees from the
students herself. Last year's fee collections had
been chaotic, and she was determined that this year
the process would run smoothily. She decided to
spend some time developing a system to guide the
process.

First, she designed sheets of receipts that she
coula de icate and cut up into individual receipts
so students could have proof of purchase. Second,
she got a strong, padded mailing envelope that she
could use to keep the money in. On the outside of
the envelope, she wrote each student’s name so she
could check off the appropriate name as each stu-
dent paid.

The following day, she explainec *~ zudents that
she would be colleciing a fee of $4.75 from each stu-
dent on Wednesday. She took time to explain why
fees were necessary and what they would be used
for. She described carefully what students would
receive for their money She then requested that any
student who would have difficulty paying the fees
should so indicate by raising his/her hand. No one
did.

Wednesday arrived and Ms. Price started class by
reexplaining the purpose of the fees. Unfortunate-
ly, one siudent had been absent on Monday and had
not known about the fees. Ms. Price asked her to
remember to bring the money in later in the week.
Then Ms. Price introduced a reading assignment
that students were to compiete that period. That
would keep them busy and productive so the period
would not be a total waste.

She set uo the materials—her receipts, her
envelope, ¢ ... ared pencil—and called out the name
of the first student on her class roster. That student
had only a five-dollar bill, so Ms. Price took a quarter

from her own pocket to give him change. The sec-
ond student had the correct change, so Ms. Price
put the four singles and the five in her envelope and
left the quarters on her desk for making change.

Things went well for a while after that. After each
student paid, she made change if necessary, careful-
ly put the bills in the envelope, wrote out a receipt
for the student, and checked off the student’s name
on the meziling envelope list. However, it was taking
ionger than she’d expected and time was running
out.

In addition, when she called on Jim Hood, Jim an-
nounced from his seat that this was supposed to be
free public education, and he absolutely refused to
pay any fees. A remark of that sort required im-
mediate attention. Ms. Price asked Max
McSweeney, a trusted student and vocational stu-
dent organization treasurer, to finish the collection
of fees. Then she took Jim out into the hall for a
heart-to-heart talk.

Ms Price arrived back in the classroom just as the
be'l rang, but efficient Max had finished the job. Ms.
Price thanked him and dismissed the class.

In checking the envelope, however, Ms. Pric 2 no-
ticed that (1) Max had not checked off any names,
(2) Max had used 50¢ of his own to make change,
and (3) Clyde had been short of cash and still owed
a quarter. Ms. Price took two dollars from the
envelope so she could get change on the way home.
She put the bills in her wallet and carefully locked
the envelope of money in her file cabinet.

She then made a note to ask the students to bring
their receipts to class on Friday so she could update
her list, and then she headed for the parking lot. She
was glad she’d taken time to systematize the pro-
cess; it'd gone a lot better this year.
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Case Study 3:

Mr. Black, a teacher-coordinator for a cooperative
business and office education program, has just ac-
cepted a donation of an expensive typewriter.

Ms. Hayes:
Mr. Black, isn’t that the ICN memory typewriter
they advertise on TV—the one that stores copy
$0 you can use it later?

Mr. Black smiles broadly and nods.

Ms. Hayes:
Wow! You must have paid a pretty penny for that.

Mr. Black:
Actually, it was loaned to me by a local office
supply company.

Ms. Hayes:
You mean you're renting it?

Mr. Black:
No, not exactly. They kind of told me to keep it
as long as 1 needed it. They're expecting to get
a big contract from us when we build the new
facility next year. They just write off things like this
on their income tax. It's good business for them.

Ms. Hayes:
Did you check with the director about this?

Mr. Black:
No. The sales representative from the company
asked me to keep it under my hat because of all
the red tape involved.

Ms. Hayes:
Yes, but won’t someone wonder where it came
from when your students start using it? | mean,
a machine like that is hard to miss.
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Mr. Black:

To tell you the truth, 'm planning to keep it in my
office and use it to. prepare my lessons,
handouts—stuff like that. It's got so many great
features, it'll be a real help to me in my teaching.

Ms. Hayes:
Well, | guess that's okay then. But how do you
keep track of .hings you receive like this?

Mr. Black grins.

Mr. Black:
In my head. I'm no fool. So long as these little
trans. :tions don’t become common knowledge,
everybody benefits—me, my students, the com-
pany, and the school.

Ms. Hayes:

I've got to get going, but I'd love to see that little
wonde; work before | leave. Do you mind?

Mr. Black:
Go ahead. | haven't tried it myself yet.

Ms. Hayes sets a dial, types a short note, pushes the
“‘record’’ button, the "‘recall’’ button, and the ‘“‘auto”’
button to bring back what she has ust typed. Nothing
happens. She tries again, with the same result.
Nothing.

Ms. Hayes:

Well, it's too bad you didn’t try it out before you
sent your thank-you letter. It seems they sent you
aused lemon. Is that smoke coming out of there?

Mr. Black unplugs the machine and reaches for a
pitcher of water.
Mr. Black:

They didn’t get any thank-you letter from me, and
I'm thankful for that!
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Compare your written critiques of the instructors’ performance with the model
critiques Jiven below. Your responses need not exactly duplicate the model
responses; however, you should have covered the same major points.

MODEL CRITIQUES

Case Study 1:

Mr. Porter’s response to the problems he en-
countered ail year was a good one. Asking for a
meeting with department staff to air concems and
clarify information for the following year is an ex
cellent way to resolve problems and avoid future
ones. However, it became apparent during the
meeting that there are serious problems with the way
this department handles the whole process of
budgeting and reporting.

In the first place, no one was really adequately
prepared for the meeting. General concems were
identified, but little concrete data and few explana-
tions or solutions were shared among the par-
ticipants. Ms. Arbor never gave any input at all, nor
was she asked to.

This lack of precision in clarifying and following
budgetary procedures and responsibilities is re-
vealed throughout the discussion. For example, it is
clear at the outset that Mr. Kapelimeister failed to
thoroughly explain to Mr. Porter how the depart-
ment's budget would be handled. Although he made
a sincere effort to provide his staff with necessary
budget information, he fidn't go far enough. He
didn’t tell them that the money was to te divided
among the staff, how the funds were to hbe diided,
what funds were already committed, or for what
purposes these funds could be used.

Mr. Porter could have avoided this problem if he
had asked Mr. Kapelimeister for more specific infor-
mation at the time. As department head, Mr.
Kapellmeister should have provided all needed in-
formation, but the alert instructor would know what
questions to a ¥ to get the needed information.

Another concern Mr. Porter brought up was his
difficulty with faulty equipment. He knew enough to
identify and make known his equipment problems,
but he had done little to determine solutions. He did
not do the following:

¢ Identify whether the problem was in the equip-
ment, its use, or the poor service

o Clarify why the service was slow

* Try to locate other service repair companies

¢ Keep detailed records of the amount of down
time, dates service was requested and when
repairs were completed

* Inform his department head during the year of
what was happening

He did project the need for three more such
machines based on his experiences, but this projec-
tion may well be unrealistic if it is just a service prob-
lem. Mr. Kapellmeister does try at this point to get
more information about the problem, but when Mr.
Po~ter fails to respond adequately, Mr. Kapelimeister
just lets it slide. There is serious question about how
Mr. Kapellmeister will be able to turn this kind of in-
formation into budgetary decisions for the follov.ing
year.

Mr. Porter also made an excellent attempt to put
the money budgeted for travel to good use. He iden-
tified a related workshop and tried to follow correct
procedures by filling out the appropriate forms, ob-
taining approval, and listing his expenditures. He at-
tended the workshop as an enthusiastic and active
participant.

We do not know why he was not reimbursed fully,
and neither does he. He might have assumed the
sky was the limit when actually there was a set allot-
ment (in the same way that he failed to clarify how
much of the total department budget was his to work
with). He might have been expected to keep receipts
and have failed to do so. Perhaps he did not fill out
the reimbursement request form correctly, aithough
this can’t be determined because he did not keep
a duplicate for his own records.

We dc know that Mr. Porter never bothe:ed to
follow up immediately on why he was not fully reim-
bursed (so that he could avoid making the same
mistakes in procedure in the future). Furthermore,
his workshop enthusiasm apparently flagged before
he got around to documenting his experiences in
writing. Evidently he took no notes with which he
could remedy this deviation from procedurs, oy com-
p'eting a report at a later date.
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Mr. Porter tried to use budget money for a very
worthwhile purchase (the needed videotape
playback unit). But again, when the request was
turned down, he didn’t at that time try to determine
either (1) why it was turned dzwn or (2) what other
options he had for acquiring suci a unit. He should
have at some point contacted Mr. Kapelimeister to
determine if there was money in other budgets that
could be used for purchasing audiovisual equipment
and aids (e.g. library funds, media center funds,
general operating funds, petty cash). Perhaps it is
school or department policy to borrow, lease, or
rent such equipment rather than to purchase it out
of the budget.

Finally, Mr. Porter apparently had kept and com-
piled good, detailed records of his supplies and
equipment—in stock, dispersed, and purchased. He
knew what he needed for the following year and was
thus able to provide Mr. Kapelimeister with a list of
needed resources to aid him in preparing next year’s
budget. Prioritizing these itams could also have been
helpful to Mr. Kapellmeister in making budgetary
decisions.

However, Mr. rorter did not provide any specifica-
tions for hiz projected needs. With no detailed
descriptions, it would be very difficult for Mr.
Kapelimeister (or the purchasing officer) to know just
whatto order (e.q., what kind of dictating machine,
other than “pocket-sized,” is needed?). In addition,
he did not include essential information, such as the
approximate costs of the items or manufacturers of
the items. It may ailso have been his responsibility
to list suggested vendors.

Overall, it is evident that Mr. Porter’s files are lack-
ing in information. He has not kept duplicates of
essential monetary transactions. Thus, it will prob-
ably be very difficult for him to fill out or provide in-
put into the district, state, or federal reports required.

Case Study 2:

Ms. Price started out with good intentions. She
was familiar with school policy concerning the
responsibility for the collection of fees, and she
recognized the need for developing a clear, simple
system for handling fee collections. She prepared
receipts to document the transactions. She careful-
ly explained to the students the need for paying fees.

In addition, she provided the students with a task
to accomplish so they would not have to sit idle while
fees were being collected. Finally, she called
students to her desk one at a time in alphabetical
order. This avoided the chaos that can occur when
students are gathe' ed around the desk awaiting their
turns impatiently and allows a teacher to ¢ mplete
each step of the transactior in an organized, un-
rushed fashion.

However, Ms. Price’s plans and procedures had
anumber of weaknesses. Although she noted school
policies regarding her responsibilities for collecting
the fees, we have no indication that she was aware
of any school policies regarding keeping a record
of these transactions. Even if there are no stated
policies, her record-keeping system is weak.

She should have used a system of writing receipts
that would provide her with a duplicate copy for her
records. Receipts aren’t just for giving students proof
of purchase; they should also provide the teacher
with a record of each transaction. In addition,
receipts should be filled out in ink so the informa-
tion is more parmanent. A simple checklist is not
adequate, since it provides only limited information,
and itis far too easy either to forget to check a name
or to check the wrong name by mistake.

While she took great care to explain why fees were
being collected, she never really explained the
procedures to be used. Thus, when Max took over,
he had to improvise when giving out change and was
unaware that he was supposed to check the names off.

In addition, Ms. Price did not cover the subject of
nonpayment very well. She created a situation in
which students who were unable to pay fees had to
publicly identify themselves by raising their hands.
The fact that no one did does not indicata that no
one was in that position, only that they may have
been too embarrassed tc admit it. This may have
been the cause of the subsequent problem with Jim
Hood. A better procedure wouid have been to re-
quest that students unwilling or unable to pay fees
stop by her office tc discuss it further and to explore
the options available.

Another problem was created by the fact that she
only mentioned fee collections once prior to the col-
lection day. She shouid have noted that one student
was absent on that day and either spoken to that stu-
dent individually the following day or reminded the
whole class about fee collections again. The latter
would probably be preferable since students may
tend to forget such things rather easily.

Ms. Price has a lot of loose ends left hanging. She
has to get the full fee from the absent studer?, get
a quarter from Clyde, do something about Jim's fees
(or Jim), reimburse herself a quarter, reimburse Max
fifty cents, ana get two dollars’ worth of change. She
has borrowed, extended credit, and mixed the feas
up with her own money.

This whole area could have been simplified if sne
had used a cash box rather than an envelope and
either (1) started with a small bank ($5.00) of change
drawn from petty cash or her p~rsonal resources or
(2) started by calling on students with the correct
change. Starting with a ba.k is the simplest, but
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there is a chan~e of losing money. If students are
encouraged early to bring the correct change, this
can be of great help.

Ms. Price never checked the amount of money col-
lected. Although the names weren’t checked off ac-
curately, preventing her from knowing what she
should have, she should have taken a count of ex-
actly how much money she had in her possession.
Pulling money in and out of an envelope and leav-
ing change on the desk had increased the chances
of errors. Furthermore, by the time she asks students
to bring in their receipts so she can update her
checklist and balance her monies, she will probably
find that some students will have lost their receipts
or thrown them away.

It's too bad, given the time limitations and the ex-
istence of Max, the vocational student organization
treasurer, that Ms. Price did not plan for Max to be
involved in the whole process. It might have served
to make the system more efficient and time saving.

fina.ly che should not have left the money locked
in afile drawer in her room. This is a great deal of
money for which to be responsible. By depositing
it with the appropriate school officer, she could have
avoided this responsibility and ensured its
safekeeping.

Case Study 3:

Mr. Black violated just about every reasonable riile
for accepting gifts to the school and in gen..al
behaved in a highly unethical manner. We don’t
know what the school policy for accepting donations
is at Mr. Black’s school. We do know that, under
these circumstances, he should have discussed the
matter with the administration before making any
decision. In any event, it is clear that this particular
gift should not have been accepted.

in the first place, there were very definite strings
attached to this gift--conditions that put Mr. Black
and his school in an awkward, if not unethical (o~
even illegal), position. The company expects a favor
in return, and Mr. Black had no nght to accept the
gift under those conditions without discussing the
full implications with his administrator.

Second, even though the typewriter would have
been a very useful gift for Mr. Black’s program and
would have helped to achieve course objectives,
those “strings’’ (and the company's insistence that
he keep the whole thing quiet) rendered the dona-
tion useless to the students and the program.

Mr. Black's assertion that he can use the
typewriter for lesson preparation is really just a con-
venient rationalization. Under the right ci.cum-
stances, his students should have the opportunity
to receive training on this machine, since it is one
that many of them will no doubt be using on the job.
The way the gift has been donated and accepted,
however, has made this impossible.

In the *hird place, the typewriter was apparently
worthless to begin with. it seems that the company
has donated a machine in need of (possibly) exten-
sive repair and that the tax write-off for the business
may have been the primary motivation for the dona-
tion, not the benefits to the school. Mr. Black should
certainly have checked the machine before he con-
sidered accepting it.

There were several things that Mr. Black did not
do in accepting the gift that he would be expected
to do had he been justified in accepting the gift. Nor-
mally, he should have made a record of the gift on
a form designed for that purpose, making note of the
donor, the value of the gift, its condition, and so on.

In addition, if the gift were of considerable value,
he should have publicly recognized the donor to pro-
mote good public relations between the school and
community. Of course, whatever the value of the gift,
it should be acknowledged in some appropriate way.
Finally, he should have provided the donor, perhaps
in a thank-you letter, v.ith an estimation of the value
of the gift for tax deduction purposes.

Mr. Black could not follow any of these pro-
cedures, of course, because the typewriter was
improperly given and accepted. As a result, the sup-
posed ‘‘benefits”’ to himself, his students, and the
company went up in smoke.

Level of Performance: Your written critiques of the instructors’ performance should have covered the
same major points as the model critiques. If you missed some poiiits or have questions about any addi-
tional points you made, review the material in the information sheet, Budgeting and Reporting Respon-
sibilities, pp. 6-26, or check with your resource person if necessary.
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o Learning Experience Il

FINAL EXPERIENCE

Terminal In an actual teaching situation,” manage your budgeting and reporting
Objective responsibilities.

|
As you fulfill your teaching duties, manage your budgeting and reporting
responsibilities. This will include—
* preparing requests for travel and reimbursement
* preparing purchase requasts for equipment and supplies
* accepting gifts of supplies and equipment to the program
. » devising a system for collecting student fees
Activity * supplying data for program reports for funding agencies
* preparing or contributing to the preparation of the program budget

‘ NOTE: Due to the nature of this experience, you will need to have access
to an actual teaching situation over an extended period of time (at least six
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 comy eted forms, records,
and other documentation.

Feedback Your total competency will be assessed by your resource person, using the
Teacher Performance Assessment Form, pp. 47-49,

2 Based upon the criteria specified In this assessment instrument, your
resource person will determine whether you are competent in managing your
budgeting and reporting responsibilities.

“For a definition of *‘actual teaching situation,”” see the inside back cover.
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| @ TEACHER PERFORMANCE ASSESSMENT FORM

Manage Your Budgeting and Reporting Respoissibilities (E-2)

Directions: Indicate the level of the teacher’s accomplishment by olacir
an X inthe cppropriate box under the LEVEL. OF PERFORMANCE heading.
If, because of special circumstances, a performance component was not ap-

plicable, or impossible to execute, place an X in the N/A box.

Name

Date

Resource Person

In preparing to hand'e vocational-tecknical budgets and
reports, the teacher:

1. secured all needed information concerning requests for
travel, supplies, equipment, and other budgetary items,
including:

a. monies allotted for each type of budget item . . ..
b. proced ‘estobefollowed ....... ... ... ...
c. foomstobeused....... ...... ... ... .. ...

2. identified institutional policies and regulations relative to
. acceptinggifts ....... ... ... . ... ... .. ...

3. identified institutional regulations and policies relative to
collecting student fees for supplies. . ........ ......

If travel was requested, the teacher:
4. followed established procedures ...................

5. completed the travel request accurately and completely
6. obtained all necessary receipts .. .................

7. completed all necessary reimuursement forms accurately
andcompletely .. .................... ... .......

8. completed a travel report documenting his/her experiences
9. kept duplicates ¢f all transactionson file ..... ......

If supplies and/or equipment were requested, the teacher:
10. followed established procedures ...................

11. completed all requisition forms accurateiy and completely
12. provided detailed specifications ...................
13. kept within budget limits .. .......................

‘ 14. kept duplicates of all transactions on file ... .......
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If gifts for the program were accepted, the teacher:
15. accepted only gifts that:
a. promoted the achievement of program goals and
objectives. .. . ........ ... ... . ...

b. were free of restrictive conditions .......... ..
c. were in satisfactory or repairable condition.. ... .
16. obtained administrative approval before accepting the offer

17. acknowledged the gift, including:
a. providing a brief description of the gift . ........ .

b. stating how the gift would be used . .. ....
c. giving an estimate of itsvalue . . . ...............
18. kept a record of all gifts received . ............... .

If student fees for supplies were collected, the teacher:
19. implemented a simple and easy-to-maintain system ..

20. provided receipts to students . ....................
21. kept a record of all collections . ..................

22. arranged for the deposit or :afekeeping of all money
collected ........... ... ... ..

23. established and maintained a cash system for distributing
SUpplies . . .. ...

in completing (or contributing to the completion of) reports

for funding agencles, the teacher:

24. had available an organized and complete file of budget
transactions . ...........:. ... ... .. oL, .

25. followed established procedures . .. ... ...........

26. provided accurate and complete information . .. .....

27. kept duplicates of all reportson file . ...............
in preparing (or contributing to the preparation of) a budget,
the teacher:

28. used past records us a hasis for projecting future needs
29. provided all needed input . .......................
30. provided accurate and completedata. .. ............
31. followed all established procedures ....... ...... .

32. ensured that his/her program needs would be met . . ..
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Level of Performance: All items must receive N/A. GOOD, or EXCELLENT responses. If any itam receives
a NONE, POOR, or FAIR response, the teacher and resource person shou'd meet to determine what ad-
ditional activities the teacher needs to complete in order to reach competency in the weak area(s).




NOTES

50 53







NOTES

52




ABOUT USING THE NATIONAL CENTER’S
PBTE MODULES

Organization

Each module is ‘asigned to help you gain competency in a
particular skill area considered important to teaching suc-
cess. A module is made up of a series of learning experi-
ences, some providing background information, some pro-
viding practice experiences, and others combining these
two functions. Completing these experiences should en-
able you to achieve the terminal objective in the final
learning experience. The final experience in each module
always requires you to demonstrate the skill in an actual
teaching situation when you are an intern, a student teach-
er, an inservice teacher, or occupational trainer.

Procedures

Modules are designed to allow you to individualize 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
complet.: it. Therefore, before taking any module, you
should carefully review (1) the introduction, (2) the objec-
tives listed on p. 4, (3) the overviews preceding each leam-
ing experienc . and (4) the final experienca. After compar-
ing your presc *needs ar«d competencies withthe inforna-
tion you have read in these sections, you should be ready to
mazke one of the following decisions:

o That you co not have the competencies indicated and
should complete the entire module
o That you are competentin one or more of the enabling
objectives leading o the fiial learning experience and,
thus, can omit those learning experiences
o That you are already competent in this area and a e
ready to complete the final leamning experience in
order to “test out”
o That the module is inappropriate to your needs at this
time
When you ar¢ ready to complete the final learning 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 rescurce 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 avaitable in each of the
learning experiences preceding the final experience. 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 parts of the module
previously skipped, (2) repeating activities, (3) reading sup-
plementary resources or completing additional activities
suggested by the resource person, (4) designing your own
learning experience, or (5) completing some other activity
suggested by you or your resource person.

Terminclogy

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 intern, 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 when you are
taking the module, you can complete the module up to the
final leaming experience. You would then cc aplete the
final learning experience later (i.e., when you have access
to an actual teaching situation).

Alternate Activity or Feedback: An item that may substi-
tute for required items that, due to special circumstances,
you are unable to complete.

Occupational Specialty: A specific area of preparation
within a vocational service area (e.g., the service area
Trade and Industrial Education includes occupational spe-
cialties such as automobile mechanics, welding, and elec
tricity.

Optional Activity or Feedback: An item that 1s not re-
quired but that is designed to supplement and ennch the
required items in a learning 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-
cultural educaiion, business and office education, market-
ing and Jistributive education, health occupations educa-
tion, home economics education, industrial arts education,
technical education, or trade and industrial education.

You or the Teacher/Instructor: The person who is com-
pleting the module.

Levels 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 criteriun, al-
though it was relevant.

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

Fair: The teacher is unable to perform this sxill 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.




Titles of the National Center’s Performance-Based Teacher Education Modules

?hgory A: Program Planning, Development, ana Evaluation
1

Prepara for a Community Survey

gmogory G: Sciool-Community Relations
-1

Develop a School-Community Relations Plan for Your Vocational Program

Q

A2 Conduct a Community Survey G2 Gwve Presentations to Promote Your Vocational Program
A3 Report the Findings of a Commumty Survey G-3  Develop Brochures to Promote Your Vocational Program
A4 Organiza an Occupationa) Advisory Commiftee G4  Prepare Displays to P Your | Program
A5 Maintain an Occupational Advisory Comr 1ge G5  rFisoare News Releases and Articles Concerning Your Vocational Program
A8 Develop Program Goais and Objuctives G6  Armrange for Talevision anc Radio Presentations
A7 Conduct an Occupational Anr'ysis Conce.nng Your Vocational Progrem
A8  Deveiop a Course of Study G-7  Conduct an Oren House
A9  Develop Long-Range Program Pians G8  Work with Members of the Communtty
A-10  Conduct a Student Follow-Up Study G-9  Work with State ar.d Loca! Educators
A-11  Evaluste Your i Prog G-10  Obtan Feedback sbout Your Vocational Program
| Category H: Vocstional Student Organization
Category B: instruchonal Planning H1  Develop a Perso. ai Philosophy Concerning
B8-1 Determine Needs and Intsrests of Sty fents V,
Devors St s ¥ ocational Stuc 1t Organizations
82 P Por Objectives H2  Es.ablsh a vocatx nal Student Organization
83  Develop a Unit of instruction H3  Prepare Vocationa! Student Orgar Members for L p Roles
B84 Deveiop a Lesson Plan H4  Assist Vocational Student Organization Members in Developing and
B5  Select Student Imtmcﬂ?nll Materials Financing a Yearly Program of Activities
B8 Prepare TeacherMade ‘nstructional Matena. H5  Supervise Actvities of the Vocational Student Organization
H6  Guide Partcipation in \ | Student Organizat n C
c_c'1"°°w' 'C'FLH"“T"M""""" Execution :‘-:togc')(ry l:ui'vofudgnd Role and Development
c2 ¢ Group De Paoel D . and Symp 00 Uip-to-date Professionally
C3  Employ Bramstorming, Buzz Group. and Question Box Techniques Lg Dms" ve Your L"nm"“.,'g m""“mph" of Educat
C4  Dwect Students in Instructing Other Students oo an Hosophy of Education
-4 Serve the School and Community
C-5  Employ Simuiation Techniques H
C8  Gunde Student Study 1e o autable Teaching Postion T
C-7  Dwect Student Laboratory Expenence Laboratory Exp .
C8  Direct Students m Applying Problem-Solving Techniques L‘; Plan the sg'“’""l 7;‘”"“‘“ Experience
a v Mos:yp:lwwcaoovdlmuon f Educatio
L 10 Introduce a Lesson : o n
C-11  Summanze a Lesson J-1 Estabiish Guideines for Your Cooperative “‘ocationsl Program
C-12  Empioy Orat Questionng Techniques j-g L % the Attend T P and T of Co-op Students
C-13  Employ Remnforcement Techniques - Enroli Students in Your Co-op Program
C-14  Provide Instruction for Slower and Mcre Capable Learners J4  Secure Traning Stations for Your Co-op Program
C-15  Present an Hiustrated Talk Jl:g Place Comag $tudenls A‘::I :y"o"%b
C-16 D 2 Manpul Skill Deveiop ranIng n-the-Job instructors
C-17  Demonstrate & Concept or Principre +7  Coordinate On-the-Job instruction
C-18  Indmdualize Instruction i: §vasum'Co;ap Students’ (::modw Perfoimance
C-19  Empioy the Team Teaching Approach repare for Students’ Relal
C-20 Use Subject Matter cxperts to Present information J-10  Supervise an Employer-Employee Appreciation Event
c21 Bulletn Boards and E: Category K: kv lementing Competency-Based Educstion (CB
C-22  Present information with Models, Real Objects, and Flannel Boards K-1 ?’zpm Yourself for (':'B'E 88
C-23  Present Information with Overhead and Opaque Matenals K2 Organize ihe Content for a CBE Program
C-24 Presentin’ maton with Filmstrips and Slides K3  Organize Your Class and Lab to Instali CBE
C-25 Prosent Infc 1ation with Fims K4 Provide Instructional Materals for CBE
C-28  Present Infor .ation with Audio Recordings n-5  Manage the Daity R of Your CBE Prog am
C-27  Present Information with Televised and Videotaped Materials K6 Guide Your Students Through the CBE Program
G20 £meloy Programmed insructon Category L: Serving Students with Special/Exceptional Needs
C-29  F,a2sent Information wrth the Chalkboard and Fiip Chant L1 Propa;e Yourself to Serve Exceptional Students
Category D: Instructional Evaluation C ory and megnos e
O-1  Estabish Student Performance Crenia tj :lr:cade Appropn':tre lnm::cﬂonds:;:l::ll for Exceptional Students
02 Assess Student Perfo:maxce Knowledge ]
D3  Assess Siudent Performance L-5  Modity the Learning Environment for Exceptional Students
o4 & b g“"l“m L6  Promote Peer Acceptance of Exceptional Students
os c““"‘m"mm“""s' m b G'°'r m“""“ ils L7 Use instructional Techruques 1o Mest the Needs of Exceptional Students
D6  Evaiuate Your Instructionsl Effectve s L8 Improve vour Communcation Skills
L-9  Assess the Progress of Exceptional Students
- o
Catogay E: nsructonsl Managemer: T Ao i St o Socu potems,
E-1 Project Instructional Resource Needs ~ iy v e
L-12  Prepare Exceptions! Students for Employability
E-2  Manage Your Budgeting and Reporting Responsibilities L-13  Promote Your Vi | P with Ex_aptional Stud
E-3 Arri for Imp of You F: e -
E4  Manton a Fiing Systom " Category M: Assisting Students in Improving Their Basic Skills
E-S Prowida for Student Safety M-1  Assist Stud in A g Basic g Skills
E Prowide for 1 Needs of Studen M2 Assist Students in Developing T al Reading Skills
E7  ade lor the Fi Deveiomng Sut pgente M3 Assist Students in improving Thenr Writing Skills
E8  Organiza the Vocational Laboratory M4 Assist Students in imp g Their Oral C 'nication Skilis
£9 Manage the Vocationa! Laboratory M-5  Assist Students 0 Improving Their Math Skills
E-10 Combat Problems of Student Chemical Use M6 Assist Students in Improving Thewr Survivai Skifls
Category N: Teaching Adults
Catego:y F: Guidance N-1  Prepara to Work with Adult Learners
F-1  Gather Student Data Using Formal Data-Collection Techniques N2 Market an Adult Education Program
F2  Gather Student Data Through Personal Contacts N-3  Determme Indvidual Training Needs
F-3  Use Conterences to Heip Meet Student Needs N4 Plan Instruction for Adults
F4  Provida Information on Educational and Career Opportunities N5 Manage the Adult Instr Process
F-5  Assist St in Applying ploy or Further Ed N-6  Evaluate the Parformance of Adults
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Guide to the impiementaticn of Performance-Based Teacher Education
Parformance-Based Teacher Education: The State of the Ant, General Education and Vocational Education
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Materials, 120 Driftmier Engineering Center, University of Georgia, Athens, Georgia 30602, (494) 542-2588
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