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FOREWORD

After an intensive program of research and development by the Nationat Center for
Research in Vocational Education™ at The Ohio State University, a set of performance-based
teacher education (PBTE) materiais was devsioped, and a guide was prepared {o help those
serving as resource persons in teacher education programs designed around the use of these
materials. Since the first edition of this guide was published in 1878, many such programs
have been implemented, and a new acronym was bomn: when the PBTE materials were used
by local secondary and two-year postsecondary schools for staff development purposes, the
programs were called competency-based staff devoiopment, or CBSD, programs.

This second edition of the Resource Person’s Guide includes material from the original
guide that passed the test of time, as well as new material drawn from the experiences of
those who have actuafly served as resource persons for PBTE or CBSD programs. The guide
also has been updated to include information about the 32 new modules that have been added
to the series since the first edition of the guide was produced,

Among those people who may find the materials in this document heipful are those respon-
sible for implementing PBTE/CBSD programs and those serving as resnurce persons in such
programs, whether their employer is a state department, four-year university/college, two-
year postsecondary institution, secondary school, or business/industry training department.
Though prepared for those installing the Center’s PBTE/CBSD curmicular materials,
it Is intended that thie guide may also prove useful in a wider sense to all who are interested
in exploring the potential of performance/competency-based education at any level and in
any subject matter field,

Acknowledgement is dus {0 James B. Hamilton, former director of the Center’s PBTE/CBSD
module development activities, for taking malor responsibility for preparing the second edi-
tion of this guide. Recognition is also given to Lois G. Harrington, program associate, for
the refinement and editing of tha manuscript.

Special recognition is aiso extended to the staff at AAVIM for their invaluable contribu-
tions 1o the quality of the final printed product, particularly to Jason Edwards for module layout,
design, and final art wori; to Suzanne Bowman for typesetting; and to George W. Smith,
Jr., for supervision of the module production process.

*Now the Center on Education and Training for Employment.
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The mission of the Center on Education and Training for Employ-
ment is to faciitate the career and occupational preparation and
advancement of youth and adults by utilizing The Ohio State
University's capacity to increase knowledge and provide sercos
with regard to the skill neads of the work force.

The Center fulfills its mission by conducting applied research,

ment, technical axsistance doevelopment. and informa-
tion cervices pertaining 10
« impact of changing technology in the workplace and on the

» qualty and natire of partnerships with aducation, business, in-

dustry, and labor
= ppportunity for and special populations to suc
ceod in education, training, and work environments

* short: and longfangs planning for education and training
* approaches 10 enhancing economic development and job
creation

| AMERICAN ASSOCIATION
CENTER ON EDUCATION \/-'}' re‘ FOR VOCATIONAL |
INSTRUCTIONAS.
AND TRAINING FOR EMPLOYMENT . N . MATERIALS
1900 KENNY ROADCOOLUMBUS, OHIO €210 120 Driftmier Engineering Centor
Athens, GA 20602

The American Association for Vocationa! Instructional Materials
{AAVIM) is a non-profit national institute Jocated on the campus of
The University of Georgia.

The institute is a cooperative effort of universities, colleges, and
clivisions of vocationsl and technical eduction in the Urnited States,
established o provide excellence in instructional materials.

Directior. 18 y'van by a representative from each of the siates.

AAVIM also wurks ciosely with teacher onganizations, govemment
agencies and industry.
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INTRODUCTION

Tte purpose of this guide is o assist you in using
the Froisssional Teacher Education Moduie Series
developed by the Center on Education and Train-
ing for Empioyment (formerly the National Center for
Ressarch in Vonational Education) at The Ohio State
University. The design of these pertformance-based
teacher education {(PBTE) or competency-based staff
development (CBGD) imnateriais requires that
knowiedgeable, comyetent, professional educators
fulfill the role of resource person—the individual
using these materials 10 develop or improve the
teaching competence of pre- and inservice teachers
(instructors, trainers).

Vaguely knowledgeable people cannot fulfill the
role effectively. As teachers use these modularized
materials, the role of the resource person is to pro-
vide guidance, to assist, and {o svaluate perfor-
mance. These different functions may be carried out
by separate individuals or by one individual, depend-
ing upon ths particular setting in which the curricular
materials are being used.

A resource perscen rnight be a teacher educator
on a college campus, a supervising or master
teacher in a kocal school, a director or coordinator
of staff development in a secondary or two-year
postsecondary institution, a siate or local instruc-
tional supervisor, a schoo! or coliege administrator,
a training direcior in business or industry, or any
other professional educator who assists others in
developing teaching competance.

Some basic assumptions have been mads in the
develiopment of this guide. The first of these assump-
tions is that you have aiready made a decision 10
conduct a performance-based teacher education
(PBTE) or competency-based staff development
(CBSD) program. it Is also assumed that a decision
has been made to use the Center’s PBTE/CBSD
materials—or that, at least, serious consideration is
being given to adopting their use in conducting the
PBTE/CBSD program.

We assume further that some planning has been
done toward implementation of the program and, of
considerable importance, that you will be fulfilling the
role of a resource person 1o individuals using these
curricular materials. This guide has been developed
to assist you in performing the functions of the
resource person in an effective and efficient manner.

The Center’s materials consist primarily of over
130 performance/competency-based modules. A set
of supporting print and audiovisual materials is also
available to assist in the implementation and use of
these modules.

in a FBTE/CBSD program, the resource psrson
has a unique and essential role to perform, serving
as advisor, facilitator, and assessor. Field-testing and
training experience with many educationa! institu-
tions and other agencies repeatedly reinforced the
need for the adequats training of rasource persons.
Hence, both the developer and publisher strongly
recommend that institutions planning to use the
Centor’s materials arrange for the provision of ade-
quate training 1o ensure the most effective use of the
materials. This guide is one tool for assisting those
preparing for and serving as resource persons.

This guide includes three chapters and append-
sd resource matenails. The first chepler provides a
basic introduction to PBTE and CBSD and tc the
Center's materials. Characteristics of PBTE/CBSD
are presented and discussed, and characteristics
and components of the modularized materials are
presented. The second chapter deals specificpily
with the resource person’s responsibilitios relative
to planning each teacher’s prog:am, guiding learn-
ing activities, and assessing teacher psrformance.
The third chapter is devoted to managing the role
of tha resource person.

Appended materials are provided as resousces for
your use in working with pre- and inservice teachers
who are using the PRTE/CBSD materials. An over-
view of the teacher compstency research base and
the curriculum developmant process is also append-
ed to add to your knowledge about the materials.
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TEACHER EDUCATION, STAFF DEVELOPMENT, AND
THE CENTER’S PBTE/CBSD MATERIALS

This section presents information about
performance-basad \eacher sducation (PBTE),
competency-based staff development (CBSD), and
the Center's PBTE/CBSD materials. You should find
this information useful in furthering your own
knowiadge and understanding of these concepts and
materials, as well as in communicating this informa-
tion to thoss with whom you will be working in your
PBTE/CBSD program.

PBTE Defined

PBTE is an approach to teacher education in
which the teacher is required to demonstrate essen-
tial teaching tasks in an actual teaching situation.
Actual performance of ‘he tasks ensures that the
teacher has not only the knowledge required, but
aiso the ablilty to perform the compstencies (skills
or tasks) that are essential to successful teaching.

Traditionally, teacher education courses have
tended to place emphasis on the theory of teaching.
in PBTE programs, the focus Is on mastery of the
specific teaching skills needed and the ability to ap-
ply those skills in an effective, orchestrated way—
the art and science of teaching.

In response {0 state certification standards,
teacher education programs have often focused on
giving teachars the necessary number of courses,
with the proper course fitles, in order to meet gradua-
tion and certification requirements. in PBTE pro-
grams, the focus is on enabling teachers to
demonstrate the knowledge, skills, and attitudes
essential to successful teaching by structuring the
program around teacher competencies that have
been (1) identified through research as important
and (2) analyzed to determine the instructional
elements Involved in their mastery.

CBSD Defined

Like PBTE, a competency-based staff develop-
ment program is structured on the basis of identified
and verified teacher competencies and requires ac-
tual performance as proof of competence. The dif-
ference between the two approaches is that public
and private educational institutions, businesses and
industries, govemmentai agencies, and others use
CBSD programs with Individuals aiready on the job
to prepare them for their instructional role. CBSD

provides instructors with a systematic program for
improving their present teaching skills and acquir-
ing new ones.

This approach to staff development has particular
significance for occupational instructors in two-year
postsecondary institutions and trainers in business
and industry, who may be drawn into teaching on
the basis of their occupational expertise and who
now need to acquire a core of teaching skilis. A
CBSD program also offers those instructors who
have had formal preparation as teachers & uaique

opportunity for professional growth.

Characteristics of PBTE
and CBSD Programs

The terms competency-based and performance-
based are defined s being separate concepts by

some educators. For them, the word compstency
emphasizes the fact that leaming in competency-
based programs is structured around the identified
and verified competencies needed by teachers,
The word performance, on the other hand, sm-
phasizes the fact that perfformance-based programs
require teachers to demonstrate thelr abliity to per-
form the essential competencies in an actual
classroom or laboratory setting.

The Center's modules are structured upon iden-
tified and verified teacher competencies that the
leamner is required to perform in an actual teaching
situation. The curricular materials are, therefore,
both competency- and performance-based. Further-
more, regardliess of the terminology preferred by
individual practitioners, the preparation of the in-
dividual to perform effectively in the teaching role
remains of utmost importance. Thus, the following
characteristics are considered by Center staff to be
essential for any PBTE or CBSD program:

* The competencies to be achieved by the
teacher are rigorously identified, verified, and
made public in advance of instruction. This
establishes what is taught in the PBTE/CBSD
program.

* The criteria to be used in assessing achieve-
ment and the conditions under which achieve-
ment will be assessed are explicitly stated and
made public in advance. This establishes what



procedures and criteria will be used to evaluate
what the teachers in the PBTE/CBSD program
have learned.

e The instructional program prevides for the in-
dividual development and evaluation of each of
the specified competencies. This estabtishes
how instruction will occur in the PBTE/CBSD
program.

* The assessment of the teacher’s competence
uses hisfher performance in the teaching role
as the primary source of evidence but takes the
teacher's knowledge and attitudes into account
as well. This establishes what learning is to be
tested in the PBTE/CBSD program, and how it
is to be tested.

e The instructor’s rate of progress through the
program occurs at hisfher own best rate and is
determined by demonstrated competence
rather than by time or course completion. This
sstablishes how teachers wili advance through
the PBTE/CBSD program.!

in addition to the above elements, there are some
faclitating characteristics that contribute to the
achisvement of the PBTE and CBSD essentials:

* instruction is individualized and personalized.

The leaming experience is guided by continual

and detailed feedback.

e The program as a whole is systemic.

e Emphasis is on exit, not entrance,
requirements,

* The instructional materials used (e.g., learning
guides dr modules) are keyed to the competen-
cies to be achieved.

* The instructor is held accountable for
performance.?

PBTE/CBSD and Conventional
Approaches Contrasted

From the characteristics of PBTE and CBSD pro-
grams, it is evident that a great deal of emphasis is
placed upon the identification, attainment, and
assessment of teaching competencies. #t may be
helpful in describing the PBTE/CBSD approach to
contrast several features of this approach with
features characterizing a conventional approach.

in sample 1, characteristics of seven aspects of
a conventional approach are contrasted with the
characteristics of a PBTE/CBSD approach. These
contrasts are presented as general contrasts be-
tween the two typss of approaches. it should be
noted, however, that any existing “‘conventional™
teacher education program may include program
features characterizing a PBTE approach as de-
scribed in sample 1,

You may find the further comparisons between
conventional and PBTE/CBSD aproaches shown
in sample 2 to be useful in explairing and clarifying
these differences to teachers in your PBTE or CBSD
program.

1. Adapted from Amencan Association of Colleges of Teacher Educaton,
Achieving the Potential of PBTE. Recommendarons. MBTE Series No. 16
{Washington, DC' AACTE, 1974}, pp. 32-33

2 Adapted trom AACTE, Actweving the Potensal of PBTE Recommends
bons, pp 32-33
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SAMPLE 1

FEATURES OF CONVENTIONAL AND PBTE/CBSD

APPROACHES
Conventional PBTE/CBSD
Objectives QGenaral Specific and Behavioral
Content Textbcok(s), Lectures Modules, Multimedia
Nature of Group Oriented— individual Oviented—
instruction Lectures, Reciiations M-Pm Study, Tatoring
Evaluation Tests, Quizzes, and Written  Performance in Teaching Situations;
Exams; Norm-Referenced Criterion-Referenced
Emphasis Achigving Grades— Achigving Competence—
Knowing Doing
Completion Time-Based Pertormance-Based
SAMPLE 2
LET'S COMPARE APPROACHES
Conventional PBTE/CBSD
1. Content-Based 1. Competency-Based
2. Time-Based 2. Performance-Based
3. Group Paced 3. Individually Paced
4. Group Needs 4. Individual Needs
5. Delayed Feedback 5. immediate Feecback
8. Textbook/Workbook 8. Multimedia Materials
7. Course-Oriented 7. Module-Oriented
8. Classroom-Based 8. Field-Based
9. Instructors 9. Resource Persons
10. General Objectives 10. Specific Objectives
11. Subjective Criterie 11. Objective Criteria

12. Norm-Referenced

12. Criterion-Referenced



The Center’'s PBTE/CBSD Materials

The Center has developed a perfor-
mance/competency-based curriculum especially
designed for use in implementing preservice and/or
inservice PBTE and CBSD programs for vocational-
technical teachers. These curricular materials con-
siJt of over 130 modules and a set of print and
audiovisual supporting materials.

The development of the materials involved four
major phases: (1) identification of important teaching
competencies (reszarch base), (2) development and
testing of curricular materials, {3) dissemination and
implementation activities, and (4) additional research
and development, plus revision of the original 100
modules. The four phases are more fully described
in appendix A.

Characteristics and Advantages
of the Materiais

There are five unigue characteristics and advan-
tages inherent in the design of the Center's instruc-
fional materials.

First, learning matorials in the system are
developed and organized in the form of individual-
ized packages, or modules, each of which has as
its base one or more competencies identified and
verified through research. By basing the modules on
the verified competencies, there is solid assurance
that the modules represent the actual competencies
needed by vocational-technical teachers.

Second, the program Is designed to maximize in-
dividuaiized instruction. All the modules have bsen
developed to aliow each program to be tallored to
meet teachers’ individual needs and interests. Pre-
and inservice teachers, with the help of their
rasource persons, can decide on the total number
of modules they need to take, and on the sequence
and pace in which they can pest develop the re-
quired competencies.

Third, the instructional system hes been designed
to provide teachers with immediate feedback after
each learning experience. Explicit criterion-
referenced evaluation guvivus are 1.sed o assess
each teacher’s progress and final performance. This
method provides teachers with timely guidance to
assist in their leamning.

Fourth, one of the most important characteristics
of the modules is that teachers are always required
to demonstrate in an actual teaching situation that
they have achieved the expected competency. The
final experience in each module requires this actual
teaching performance. Opportunity 1 practice the
competency in simulated situations is provided prior
to tinal performance tc ensure that teachers have

sufficient preparation to gradually gain competence
in their new professional role in the field.

Fifth, aimost all the modules include all the essen-
tial information a teacher needs to achieve the
specified competency. This provi-les great flexibili-
ty, allowing the modules to be used with a group or
on an individual basis.

Cccasionally, outside references are required
when it is feit that (1) the reference is so exceptional
cr important that ~ achers in the field should be
familiar with the original reference and/or (2) the in-
formation can best be obtainad through reading the
original document (e.g., reading the state plan for
vocational education or the handbook for the voca-
tional student organization in a specific service arsa).
Sometimes, additional outside references are sug-
gested as optional readings to supplement and
enrich the leamer's experiencss.

The Curricular System Defined

Many important elements undergird the Center’s
curricular system. Four of them are essential to suc-
cesstul implementation of a PBTE/CBSD program:
modules and related materials, trained resource per-
sons, access o resources, and twaching setting.

Moduies and reiated materials. Basically, a
module is a unit of learning. It includes a set of ac-
tivities intended to assist in the teacher’s achieve-
ment of a teaching competency specified in the form
of a terminal objective. Some modules focus on
finite teaching competencies that can be achieved
in a short time, whereas others are broad in scope
and require tonger periods of time for completion.
Although the scope, size, and content of the modules
vary depending upon the terminal objective and set-
ting, module format is standardized.

There are at present 132 modules in the PBTE
series. They have been grouped into 14 categories
and color-coded for easy reference as follows:

Color No. of
Category Thie Code Modules
A Program Planning, Devel- Red 11
opmert, and Svatuation
8 Instructionat Pianning Yelow 6
c instructiona! Execution Turquoise 29
D Instructional Evaluation Lime 6
3 instructional Management Orange 10
F Quidance Goid 5
G School-Community Relstions Rust 10
H Vocatio 1al Student Qchre 8
Oryganization
I Protessional Role and Gray 8
Development

10



J Coordination of Cooperative Green 10
Eocucation
K mplementing Competency- Mauve 6
Based Education (CBE)
Serving Studenis with Special/  Olive 13
Exceptional Needs
M Assisting Students In improving Brown ]
Their Basic Skills
N Teaching Adults Copper &
Tote! 132

In addition to the 132 modules, other related
materials have been developed to ensure effective
implementation of the curricutar system. These in-
ciude a teacher competency profile, an impiemen-
tation guide, this resource person's guide, a source
guide for securing the outside resources suggested
in each module, a student guide, a stideftape presen-
tation on PBTE and the modularized materials, a
stide/tape presentation on the role of the resource
person, a slide/tape for orienting pre- and inservice
teachers to PBTE, and a 1978 staie-of-the-art report
on PBTE.

All the modules and related materials have been
carefully developed, and the modules have been
rigorously reviewed and/or tested in the fieid. The
modules are well-designed units of learning, cover-
ing verified teaching competencies and containing
reliable information and strategies for developing the
competence of vocational-technical teachers.

Resource persons. By themselves, the modules
cannot produce or frain competent teachers; they
must be incorporated into a total performance- or
competency-based program and implemented effac-
tively so that the pre- and inservice teachers using
them can achieve the expected competencies.
Guiding the teacher’s effective use of the modules
in such a program is the function of the resource

person.

A resource person is the professor, instructor,
cooperating teacher, administrator, supervisor,
director of professional development, instructor
trainer, or other individual responsible for helping
each teacher plan for and progress through his/her
educaticnal program. With the Center's curricu-
lar system, a teacher may work witihh one resource
person for all modules, with a team of resource per-
sons for each module, or with different resource per-
sons for different modules.

The success of any PBTE or CBSD program
depends io a great extent on the effectiveness of the
resource person in (1) guiding the selaction of and
the teacher's progress through appropriate learning
experiences ang activities; (2) arranging for the
teacher 1o demonstrate competence in an actual
teaching setting; and (3) assessing the teacher's
performance in the actual teaching situation. It is
essential that each resource person be trained 10
carry out these functions effectively.

11

Access to resources. Resources are an integral
part of the PBTE/CBSD curricuiar system. The
modules are, for the most part, seif-contained; that
is, the .~formation and devices needed to complete
a module are contained within the module. Other
resources that may be needed might include
materials for applying the skill to the local setting:;
additional references for more in-depth study of the
topic or to accommodate varying learning styles.
videotape equipment; and facilities for pianning, tap-
ing, role-playing, and conferring with resource per-
sons and other learners.

One effective means of providing teachers in a
single location with the needed resources is to set
up a resource center. However. in some situations
{e.g., outrsach programs) the resource person must
use other means o make the resources readily
available to each teacher at the times and locations
needed, Whatever means are used to provide
resources to the teachers in the program, provision
must be made for maintaining sufficient numbers of
materials and equipment for the effective operation
of the program. Resource persons, as well as
teachers, must be familiar with the opsrational pro-
cedures prescribed fci gaining access to and using
the resources effectively.

School setting. Assessmant in the PBTE/CBSD
curricular system is field-based. The final learning
experience of each module requires the teacher to
demonstrate his/her competence in an actual
teaching roie; that is, to perform the skill in an ac-
tual secondary, postsecondary, or business/industry
training setting when he/she is serving as an intern,
student teacher, inservice {eacher, instructor, or
trainer.

General Learning Proceoure

The pre- or inservice teachur entering a PBTE or
CBSD program is provided with a list of prescribed
competencies he/she needs to develop (or identifies
these competencies with the help of the resource
person). The modules covering those competencies
are then selected. The teacher can compiete these
modules one at a time or can work on two or more
modules simultaneously. Guided by the resource
person, the teacher determines which fearning ex-
periences in & module he/she needs to complete
(i.e., those in which the teacher is not aiready
competent).

Each module provides the teacher with
background information regarding the competency,
as well as an opportunity to practice the compsten-
cy in a simulated situation. When the teacher feels
that he/she has adequate background and practice
in the competency, arrangements are made for
assessment by the resource person in an actual
teaching situation.



Module Components

Module format is standardized into a titie page and
four major components: (1) introduction, (2) About
This Module, (3) Abuvut Using the PBTE Module
Series, and (4) iearning experiences. These
components—their nature, their intended purposes,
and the approaches used in each—are discussed
in the order of their appearar:ce or reference in a
module.

SAMPLE 3

TITLE PAGE

Title page. The title page lists the module title and
the module category and number (see sample 3).
The module title spells out in performance terms
{through the use of an action verb) the competen-
cy to be achieved, such as Direct Students in Apply-
ing Problem-Solving Technigues. Under the title and
edition, you will {ind the module category and
number. They help you, the resource person, locate
the module in the series master list, identify its rela-
tionship with other modules, and organize ‘e
modules for storage and use.

12



introduction. The introduction explains whatcom-  skill and to establish a frame of reference for the
petency is covered in the module and the importance  module. if necessary, terms related to the competen-
of this competency for effective teaching. it is de- ¢y 1o be covered are defined. Sample 4 shows the

signed to motivate the teacher to want to acquire the

SAMPLE 4
INTRODUCTION

introduction from Module C-8.

INTRODUCTION

If there were no problems 1o solve, e in modemn
sociely woukd be a ot easier—but infinitely less n-
teresting and challenging. Your vocational-technicat
siudents will find, however, that there are plenty of
problems that they must deal with: personal prob-
fems in coping with daily living. societa! problems
that affect'us all in one way or another. and of course,
the problems that are a part. to a greater or lesser
extent, of every occupation.

Ocrupational insiructors are concemed with help-
ing students develop the knowledge, skills, and at-
tudes they need to live well and work effectively in
this society One of the most important skills tor stu-
dents io learn is the ability to solve problems on theyr
own—to be able fo apply problem-solving tech-
miques o the great vanety of situations they will face
in their personal, as well as working, lives.

Problem solving Is not a simple or natural pro-
cess: it is not buill into our genes, and 1t is not just a
matter of usng “common sense.” EMicient problem-
solving techmgues can be leamed and. therefore,
should be taught. It you simply give your students
the 1ght answer 1o every queston or supply them
with a facile solution 10 every probiem. you will not
be providing them 1 :ith the opportunity 1o learn and
to practice problem-solving skifls. Faced with a new
problemn or dectsion, they will not know how o ap-
proach it or how 0 come 10 a rational conciuson.

Problem solving is an integral and essental pan
of all but the most basic occupations. In the techni-
cat fields, the abllity to systematicatly deline, attack,
and denive solutions o problems is vita! to occupa-
tional success. The computer programmer must be
skilled in “debugging” @ new program. The agricul
tunst annually faces the problems of selecting crops,
planning for disease control. and deciding on mar-
keting sirategies. The nurse must be able to deal
with patients and families experiencing deep per-
sonal difficutties. None of these are easy tasks with
ready-made solutions.

The underiying assumption of this module is that
mmngammsamnymmhkumcaﬁyam
is & fungamental responsibity of
teacrmrsa!a!l!evels Students need to be taught to
identify a problem, gather relevant information, eval-
uate the data, ascess the allernatives. and denve a
course of action. At the same time, you will be using
problem solving as an instructional methoo. It is a
method that can add realism and relevance 1o the
subject matter, create interest and motivation, chal-
lenge students 1o apply afl their knowledge and use
all their faculties, and serve as a capsione exper-
ence in putting together a vanety of other skilis.

The learmning experiences 0 s module are de-
signed 1o give you the backgr.ung knowledge and
expenence you need in order {0 use problem soly.
nQ as an mstructional method in your subject matter
area and to teach the skilis of problem sodving to
yous students.




About This Module. This component of the
module familiarizes the teacher with the moduie ob-
jectives, prerequisites for the module (if any),
resources needed for the module, and general in-
formation (see sample 5).

The objectives section lists the terminal objective
(the competency the instructor will be expected to

perform in an actual teaching situation) and the
enabling objectives provided to lead the teacher to
achievement of the terminal objective.

If there are crmpetencies the teachsr should
possess in order to successfully pursue the module,
these are listed in a prerequisites section. These
competencies are listed in terms of module titles.
However, the explanatory information advises the
teacher that the prerequisite competencies may in-
stead be acquired through other means agreed upon
by you and the teacher. it should also be noted that,
although meeting the listed prerequisites is con-
sidered highly desirable for the successful comple-
tion of a module, there are times when expediency
demands that the module be pursued without full
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compietion of the prerequisites. Experience has
shown that this is often done successfully,

The resources section lists, by leaming ex-
perience, the required and optional outside
resources needed in order to complete the module,
with & brief explanation of how they will be used. This
enables you to make arrangements to secure the
necessary resources prior to the time when a teacher
starts the module. A complete list of resources need-
ed for all modules, with directions for obtaining these
resourcs s, is supplied in one of the supporting
documents; Supplementary Resources Suggested
for the PBTE/CBSD Mooules.

The general information section directs the
module user to the inside back cover of the module
for information about the general organization of
each module, general procedures for its use, and
terminology that is common to all the modules. For
more in-depth information on how to use the
modules in eacher training programs, the module
user is referred to three related documents; the Stu-
dent Guide, the Resource Person’s GuiJe, and the
Implementation Guide.
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SAMPLE 5
ABOUT THIS MODULE

ABOUT THIS MODULE

Objectives

Torminal Objective: In an actual teactnng situation. dr
rec! students o applying prodlem-sphng technmues  Youwr
performance will be assessed by your resource person.
using the Teacher Performance Assessment Form pp 85~
58 (Learnmny Experence V)

Enabling Objectives:

1 After completng the required reading. demonstrate
knowiedge o! problem-sotvng techmiques and how
fo use problem solwng 85 an mstruchional method
tLearrming Expenence 1)

2 Goven a smulated problem stuation. drect of crnque
the direchion of a student i applying problem-solving
techmiques (Learming Expenence 1}

3 For 8 smulaled classroom situation, execute of Cre
tique the execution of 8 problem-solving lesson {Learn-
g Expenerce i1t

Prerequisites

fo complete this mogute. you must have competency in
developing a3 lesson pian if you do not aiready have this
competency, meet with your respwrte person 1o o .e1-
nine what method you wilt sse to gawn this skt One
0phion s 1o compieh. the informahion and practce ac-
vities 1n the toltowing module

» Deveiop a Lesson Fian, Module B-4

Resources

A Iist of the outside resources that suppterment those con.
tained within the modute foliows Check with your re-
Source person {1) to determmnae the avaiability and the io-
cation of these resources. (2} 1o locate sddironat references
n your pecupahonal specialty, and (3} to get assistance
n seting up achvibes with peers or obsenvatons of skitied
teachers. it necessary Your resource perspon may also de
comacted # you have any dfficully with direchions or n
ASSOSSNG YOUF Progress at any time

Learning Experience |
ptional

A locafy proguced wdeofape of a leacher directing
students n applymg probiem-sclving techmgues that
you can view for the purpose of critiquimg that 1i-ach-
er's performance

Videotape equipment 10 use I viewing a videolaped
presentstion mvoiving the use of problem.solving
techmques

Learning Experience i
Required
Apeer t0 sole-play a student whom you are directing
" applying problem-soiving technmues amxi o

cntique your performance 0 deecting him her in

applying problem.sotwing techmiques It a peer s

unavatable an alternate activity has been proviceg
Optional

Yideotape equipment tor taping. viewing. angd seft-

evaluating your girection of the peer

Learning Experience i1

Requrred
-5 peers 10 role-play the students to whom yous are
presenting a8 problem-solving fesson. ano o
crnbgque your performance i presenting 8
problem-selving lesson it pee s are unavadable an
alternate activily has been proviged

Optional
A resource person 1o evaluale your competency n
developing 8 lesson plan
Videotape equipment 101 taping. viewing. ang seil-
evaluating you. presentaton

Learning Experience IV
Required
An aclual sching srituatmn m which you can direct
students in applying problemn-soiving lechnigues
A resource person 1D a58ess your compstency ¢ di-
reching students in applying probiem-spiving tech.
nques

General information

Fot information about the general organzation of sach
petformance-hased teacher educaton (PBTE) modute,
genaral procedures for s use. ang termunology that s
common to all the modules, see About Using the PRTE
Module Serms on the mmaide back cover For more ingdepth
information on how 1o use the moduies tn teachedirainet
educahon Programs, you may wish to refer 1o three related
documents

The Stxent Gude fo Uising Performance-Based Teachnr
Ecucaton Matenals i gesigned 10 heip onent presenice and
meanvice feachers ang occupationat rraness to PBTE
general and 10 thn PATE materals

The Assource Person’s Gude 10 tsing Performeance. Based
Toacher Ecucaton Matenats can help prospectve esowrce
PETSONS 1D QLRI Ak ASSIST PFERBTVICS 313 INSEAVICE tBAChers
and occupshions! tramers m the development of profo sinna!
teRching competences through use of the PBTE rwoduiss
11 also nclpdes ists of all 1he modde competent es

The implementaton Ginde for Performance-Rasec’ Teacher
Foocanon & Competency-Based Staft Programs
& desgned 10 hefp those who wifl agmirsster the FBTE pro-
Qram it CONAMS SNSwrs 10 IMPIGMBMARON QUESHONT. POSS:
bie solions 1 probiems. ang altemative courses o acton
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About Using the PBTE Module Series.
Located on the inside back cover of each module,
this component provides general information ap-
plicable to each of the 132 modules: moduie
organization, procedures for using modules, module
terminoliogy, and explanations of the levels of per-
formance for final assessment (see sample 6).

The organization section explains in very general
terms how a module is structured and the types of
learning experiences found in & module.

The procedures section tells what options the
teacher has for completing a module—how to decide
which leaming experiences need to be completed,
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which van be skipped, and whether 1o attempt to
meet the terminal objective immediately.

The terminology section defines the standard
terms used in all modules. (Terms specific to a par-
ticular module are defined in the introduction or in
an information sheet within a learning experience.)

The leveis of performance for final assessment
section further explains and defines the terms used
to rate the teacher’'s level of performance on each
criterion in the Teacher Performance Assessment
Form provided in the final experience of each
module.



SAMPLE 6
ABOUT USING THE PBTE/CBSD MODULES

ABOUT USING THE PBTE MODULE SERIES

Organization
Each module s designed 1o help you gam Competency n a
particutar shill area consxdered important 1o teaching suc-

€058, A module 1s made up of a senes of isamng expen-
8nces, sOme providing background IoMaton, SOMe pro-
viding prachce expenences, and others combsnng these
two functions. Completing these expenences shouid sn-
able you {0 achiove the terminal obectve m the hnal
learmnmg expenence The final expenence in esch modide
always requires you to demonstrate the skl i an actual
leaching sstustion whoen you are an sitem, 8 sfudent teach-
©F, 8N MSETVICS 10RCNET, OF OCCUPahonal traner

Procodures
Modules are designed 1o allow you 10 Mitiviualze your
teacher education program You need 1o take only those
mockules covenng skiils that you o not atready possess
Srruiarly, you need not compigte any learrung expenence
within a module  you ateady have the siuli needed 1o
complete ¢ Thershore, defore takmg any module, you
shouid carehlly review (1) the miroduchon, (2} the obyec-
tives Iisted on p. 4, (3) the overviews each leam-
g expenance. and (4} the inal expenence After compar-
N YOUr presen! needs and competencias with e informa-
ton you have read inthese sectons, you shoukibe ready 1o
make one of the foliowing decisions
& That you do not have the compstencies mcicated and
shouid compiete the entire module
+ That you are competent in one of more of the enabing
obyectives leading to the fmai learming experence and,
thus, can oml those leaming expenences
« That you are already competent n this area and ae
ready 1o complete the hinal leammng experence i
order 13 test out
* That the modute 18 nappropnate 1o yous needs at this
nme
Whea you are ready o compigte he tnat learnmg exper:-
ence and have access to an actual teaching suaton,
make [he necessary arrangements with your resource per-
son it you do noet complete the imal expenence success-
tully, mee! with your resource person and arrange to {1}
repeat the expenence o (2} complele tOr review) previous
sections of the module or other related actwies suggested
by your resource person before aftemping 1o repeat the
Hnal expergence
Options for recyching are also available n each of the
learming expenences precedmg he tinal expenence Any
fme you (0 not meet the mumumum leve! of performance
requred t meet an obIECIIVE. yOuU and your resource per-
SON may meet 10 select activives 10 halp you reach compe-
tency This could involve { 1) cumpieting pants of the modute
previously skipped. (2) repesting actvites, (3} reading sup-
plementary resources or complsting additional actkvihes
by the resource person, (4} desigmng your own
leariing expenence or {5} completing some other actwly
suggested by you of your resouree person

) trasner would be
n an actal teaching situation. i you do nol
have access {o an actual teaching sdusbon when you are
takmg the modude, you can complete the moduie up to the
final leamng expenence, You would then complete the
final learning expenence later (Le , when you have access
1o an actual teaching stushon).
Afternate Activity or Fesdback: An tem thal may substi-
tute for reqrared dems that, due to SpeCial Croumstances,
you are unabig to compiete.

Specialty: A specific area of preparation
within 8 vocatonal service area (eg. the servee area
Trade and industnal Education mciudes ocoupatonal spe-
craies such as avtomobyie mechanics, welding, and elec-
trictly
Optional Activity or Feadback: An dom that « not re-
quired bt that s designad to supplement and ennch the
reqisred tems 10 a legrming expenence.

Resource Person: The person in charge of your educa
thonal program (e ., the professor, msructor, adminstrator,
mstruchonal  superwisty, cooperating/supenasing/class-
room teacher. O training SUDENVISOr who 18 guithng you i»
completng this moduie)

Student: The person who 1§ recening ocoupabonat m.
struchon in & secondary, postsecondary, of ather hairing
program.

Vocsilonal Service Aren: A major vocahonal teld agre
cuttural educaton, busingss and ofice educaton, market-
ng and distnbutive ecucation, heatth occupanons educa:
tron. home economics educaton, ndusinial ans educaton,
techmscal educaton. of trade and mdusinal ecucation

You or the Teacher/Instructor: The person who 15 com-
pletng the module

Levels of Performance for Final Assessment
N/A: The criterion was not met because i€ was not appéi-
cable 10 the situation

None: No attempt was made 1o mest the critenon, al-
though il was refevant

Poor: The teacher s unable 10 perform this skilt or has only
very limited ability to perform it

Fair: The teaches is unable 10 perform ths skit m an ac
ceplable manner but has some abifity 1o pestorm i
Good: The teacher 15 able 10 perform thus skill v an effoc-
tive manner

Excellent; The teacher 1s able to perform this skitl in a very
effective manner

*Formerly cafled About Using the Nationat Center's PBTE Modules.
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Leaming experiences. Each leaming experience
is preceded by an overview. The overview serves
as a table of contents for the learning experience,
giving the user brief descriptions of the learning ac-
tivities for that experience. This summary is

SAMPLE 7

designed to orient the teacher to the learning ex-
perience and help the teacher decide whether
he/she needs to complete the fotal learning ex-
perience, portions of it, or none of it. Sample 7 shows
an overview from Module C-8.

LEARNING EXPERIENCE OVERVIEW

Learning Experience |

OVERVIEW

18
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Following the overview, the instructor is jed step-
by-step through the leaming experience via the
detailed directions provided for each learming ac-
tivity to be performed. Scme Isarning activities pro-
vide the teacher with necessary knowledge or
background information concerning the competen-
cy; for example:

* Reading an information sheet or outside
reference
* Observing an experienced teacher
* Viewing a film, filmstrip, or videotape
¢ Discussing with peers or experts in the skiil area
Other learning activities give the teacher the oppar-

tunity to practice or apply the competency; for
example:

* Role-playing with peers
* Reacting to case studies or case situations
» Critiquing videotaped performances
* Planning in writing
+ Operating equipment
in the final learning experience, the instructor puts

this knowledge and practice to use by performing
the competency in an actual teaching situation.

19

Information sheets, self-check devices, case
studies, planning and critiquing forms, and the like,
are included in the module. Resources such as
videotapes or optional references need to be
secured from a resource center or through you, the
resource person. If an activity involves the observa-
tion of experienced teachers or role-playing with
peers, the teacher will also general'y need your
assistance in making the necessary arrangements,

For example, in the module Direct Students in Ap-
plying Proiverm-Solving Techniques, directions for
readiny an information sheet (see sample 8) im-
mediately follow the overview for Leaming Ex-
perience I. The information sheet is included in the
module. After the information sheet, an optional ac-
tivity is suggested. viewing a locally produced
videotape (see sample 8). If the teacher chooses to
compiete this activity, he/she needs to check with
the resource person in advance to secure the
videotape and arrange to use the facilities and equip-
ment necessary for this activity.

Many learning experiences suggest optional ac-
tivities designed to supplement and enrich instruc-
tion. These can include such activities as reading
outside references, interviewing experienced
teachers, discussing concepts or concerns with
peers, observing skilled teachers, and participating
in role-plays.



SAMPLE 8
INFORMATION SHEET EXCERPT

Good problem solving involves followng a rather ngorous sequence of 1a-

Activity tional steps, not simply waiting for a flash of understanting For info-mation

expianing ihe steps invoived m the probilem-solving process and gescriting

1 howlousepwb&emsoMngasanms!wchonatmemod.readﬂmfoﬂowmg
information sheet.

DIRECTING STUDENTS IN APPLYING
PROBLEM-SOLVING TECHNIQUES

Many situations in life present problems that need . Identifying the relevant {actors
to be soived. A problem exists in any situation in Gathering the needed mformation (tacts and
which thers is a difficulty or uncertainty that needs knowiedge about the problom)
some creative or fogical solution. Examining possible solutions 1o the problem
Froblems that need solutions can arise in ones Selecting a tenlative soluton or sllermnative so-

[ ]

4.

5.
home'masmlmonthem. For example, how futions
can a family with a limited income use their finances 6. Testing the proposed sohustion(s)
fo provide adequately for food. shefter. and clothing 7. Assessing the results of the testing

and slill have funds avsilable for recreational pur- i
poses? How can an employee deal with a superv- The following example illustrates the problem-
807 who is unknowingly creating friction between the  Solving approach: Mr O'Leary. a recently employed
members of his‘her stalt? teacher, has the option of enrofling in a group med-
ical-benetits program. The program has two plans
from which he may select. Mr. O'Leary wants to en-
roll bt is unsure about which plan would be most
suitadle for his situation,

First, he analyzes the situation in terms of his es-
tmated immediate and future medical needs and
those of his wife and children. As a result of this
analysis, he is able to compile a kst of s tamiiy's
possible medical needs.

n order to deal with these problems thal arise, a
rational end organized approach 18 needed-—one that
can be applied in deveipping solutions to these
problems.

One valuable technique that is commonly used to
deal with a problem is called problem solving. This
technique requires the collection, application, and
testing of information for the purpose of determining
an appropriate solution to an existing problem. The
probiem-solving approach is a syslematic proce-
dure that involves the foliowing basic steps:

1. Formidating and delining the problem clearly

and concisely

20




SAMPLE 9

OPTIONAL ACTIVITY DIRECTIONS

-~
{ QOptonat

Activity
\s’a

Toward the end of each learning experience, pro-
vision is made for the teacher to get feedback on
how well he/she is doing. It may be in the form of
a self-check with model answers; a case study with
model critique; or a checklist for the teacher, peers,
and/or you to use in rating the teacher's achieve-
ment. Model responses and checklists, along with
the directions for their use, are always on a separate
page to facilitate their use,

Most self-checks are in the form of essay ques-
tions (see sampie 10}, although some modules in-
ciude self-checks in the form of worksheets to be

21

Your instdution may have avalable videotapes showng esamples of tpach
ors grechng stugents in applymg problem-soiving techrrgues so you may
wish {0 view one Of more ! these videotapes You mught alsp choose o
cntigue the performance of each teache] i drecting stugents i applying
problem-solving tlechmques using the cntena provided i this mpduie or -1
tque forms or checkhsts provited by your "esourcy person

completed, case studies to be reacted to, or match-
ing questions. Model answers are always provided
for the items in the self-check.

The number of learning experiences within the
modules varies from as few as three to as many as
eight. The number of learning experiences within a
specific module is dependent upon the nature and
complexity of the teaching skilt to be developed and
the sequence of learning strategies chosen 1o
develop that skill. A typical instructional sequence
for the modules is shown in sample 13,



SAMPLE 10
SELF-CHECK EXCERPT

The following items check your comprehension of the malenial n the
information sheet. Directing Students in Applying Problem-Soiving Tech-

Actity nigues. pp. 6-15 Each of the five items requires a short essay-type re.
sponse Please expisin fulty but bretly, anc make sure you respong 1o ail
3 parts of each item.
1 Explain why the probiem-solving method of teaching ss appropriate 10 teachimg skils and knowl-
edge to students

2 I an nstructor 15 interested i teaching students about human relahonships by using the problem-
sohang method. what techmgue might he she use. and why?
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SAMPLE 12

FINAL LEARNING EXPERIENCE DIRECTIONS

Learning Experience IV

)

“For o detrmnon of “actust teacheng SHhon ~ soe Ihe sisde back cover

The final experience of each module always re-
quires the instructor 10 demonstrate the competen-
cy in an actual teaching situation {see sample 12).
There is no overview for this experience, nor any
detailed directions. it is assumed that if the teacher
is ready for the final experience, he/she knows what
is involved in performing the compsetency.

24

The teacher's performance is assessed by you,
the resource person, using the Teacher Performance
Assessment Form (TPAF) provided in each module
(see sample 13). This assessment form lists the
criteria against which the teacher's performance
must be judged and provides a scale for indicating
how well the teacher has met each criterion.
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SAMPLE 13

TPAF EXCERPT

TEACHER PERFORMANCE ASSESSMENT FORM

Direct Students in Applying Problem-Solving Technigues (C~-8)

N

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

an X in the appropriate box under the LEVEL OF PERFORMANCE head- e

ing. i, because of special circumstances. a performance component was

not applicabie, or impossible 1o execute, place an X inthe N A box. ST

1. The introduction was interesting and motivating

2 The introduction ciearly identified the purpose tnb;ectwe)
ot the lesson

. 3 The objective was one that lends self to the use of prob-
lem-solving techmgues . .

4 11 a case study problem was used it
a. was designed to help students meet the lesson objec-
tive ‘

L]

b was well developed

¢ wmcluded all the information needed by the students to
work with the problem

5 The presentation inciuded adequate directions for and gud-
ance in
a clearly identitying and defining the problem D

b dentiying all major factors invpived in the problem

8 Theteacher :nvolved students actively in solving the prob-
fem by asking questions, encouraging discussion. seek-
ing leedback, etc. . . . D D D D D D

9. The teacher's girections and guidance were such that the
students should be able to use these same probtem
solving steps to solve future problems . . . D D D D D D

Level of Performance: All tems must receve N A, GOOD. or EXCELLENT responses if any item re-
ceives a NONE, POOR, or FAIR response the teacher and resource person should meet 1o determing
what adghitionat activities the teacher needs t© complete i order to reach competency in the weak areals)

hath
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Chapter i

THE RESOURCE PERSON’S RESPONSIBILITIES

You, the resource person, are the single most
important factor in conducting an effective
performance-based teacher education or com-
petency-based staff development m. Cur-
riculum materials specially designed for
PBTE/CBSD programs are important. A well
planned and well-structured PBTE/CBSD program
is important. Physical resources (facilities and equip-
ment) are also important. However, without one or
more knowiedgeable and competent professional
educators assisting, guiding, evaluating, interacting,
and helping the individuals pursuing the program,
continued effective development of the desired
teaching skilis will not likely occur. it is this interper-
sonal dimension, so important to the individualiza-
tion and personalization of the program, that you as
a resource person must provide.

in carrying out the responsibilities of the resource
person, it is necessary to function in several different
roles. First of all, you need to wear the hat of ad-
visor. In the advisory role, your responsibilities will
include (1) interpreting the PBTE/CBSD program to
the pre- or inservice teacher, (2) assisting in select-
ing appropriate skills for the teacher to pursus, and
(3) assisting the teacher in determining what pre-
requisites should be met.

A second role of the resource person is that of
helper, or facilitator. In this role, you provide
assistance to the teacher when assistance is need-
ed. Such assistance may include (1) answering the
teacher's questions; (2) suggesting additional or op-
tional resources and leamning activities; and (3) ar-
ranging for the teacher 1o have access {0 materials,
equipment, and teaching settings when needed.

A third major responsibifity of the resource person
is that of evaluator. Your evaluation responsibilities

include (1) interacting with the teacher regarding his
or her own self-evaluations; (2) helping the teacher
evaluate the materials or products he/she has
produced and, perhaps, videotepes of his/her own
performance; and (3) assessing the teacher’s per-
formance of each teaching skill in an actual teaching
setting (terminal objective).

The number of functions you perform as a
resource person will depend upon the structure of
the PBTE/CBSD program with which you are work-
ing, as well as the staffing pattem employed. in scme
inservice programs, someone from outside the in-
stitution (e.g., a fleld resource person employed by
a university/college or a district director of siaff
development) may have the entire responsibility for
providing all guidance, hslp, and evaluation
assistance to a given Instructor for the entire pro-
gram. In other program structures, pant of the
responsibility for providing assistance to each
teacher may be assigned to resident resource per-
sons or master teachers within the teacher’s own in-
stitution or agency.

In some preservice program structures, on-
campus teacher educators serve as resource per-
sons while the preservice teachers are on campus
pursuing a set number of modules up to the final
lsaming experience. A cooperating teacher, a
clinical professor, a master instructor, or a resident
resource person then assumes the resource per-
son's responsibilities for guiding, assisting, and
svaiuating the teacher’s performance in an actual
teaching role (the modules’ final experiences) dur-
ing the figld experience portion of the program.

Regardiess of the extent of your responsibility as
resource person, the role requires your commitment
as a highly professional educator to promoting and
improving the teaching profession. You can do this
by providing guidance, assistance, and professional
judgment in helping others develop the desired level
of professional competence.

This section of the guide Is designed to help you
function effectively as a resource person. Your
responsibilities are discussed more fully in relation
to each of your several functions as a resource per-
son, and techniques and procedures are suggested
to assist you in carrying out your role.



Planning the Teacher’s Program

Teachers entering a PBTE/CBSD program may
very well find the concepts quite new and different
from those of the subject-centered, group-oriented
types of instruction to which they have been ac-
customed. You may be the first to explain the pro-
gram to the teachers, and if not, teachers still are
likely to have many questions about the program.
You will also need to assess individual and group
noeds relative to the planned program and then help
gach teacher plan an appropriate prograrn of com-
petency development.

Teacher Orientation

Ons of the first questions a teacher is likely to ask
is, What is CBSD or PBTE? The Student Guide has
been developed to answer that question and many
more questions about the modules and how to use
them. Ensuring that each teacher in your PBTE/
CBSD program has access 1o a copy of the guide
can help your orientation effort. A color siide/tape
presentation has aiso been developed o assist in
orienting teachers to PBTE/CBSD and the curricular
system.

You should also provide teachers with materials
that explain your specific PBTE/CBSD program.
Will teachers be required to complete an entire
PBTE/CBSD program of specified modules? is there
a cluster of modules that is being substituted within
an existing course structure to fully or partially
replace conventional instruction? What modules are
required of every teacher; that is, what modules form
the basic core of the PBTE/CBSD program or of your
course? What modules are optionai? When do
teachers start taking modules? Where? How long
does the program take? How do teachers show they
have successfully completed a module? How will
they be graded?

Answers to these and other questions must be
provided for your specific program and setting. A
description of your program or course, including
graphic explanations, will help you interpret your pro-
gram, the teachers’ role, and your role to your
teachers. An /mplementation Guide is available to
help teacher education planners design PBTE/
CBSD programs and develop answers to these
questions.

Needs Assessment

Whether you are incorporating modules within
your existing course structure or as part of a
specifically designed PBTE/CBSD program, some
decisions wiill need to be made conceming which
modules specific individuals should take and,
perhaps, the order in which they should be pursued.

if teachers in the program have had no prior teacher
training or experience, you may be able to assume
that most of them will need all the core or required
moduies and that, with few exceptions, they should
probably pursue the modules in an established se-
quence, as identified in the program or course
description,

For teachers who may have develcped adequate
competence in several teacher tasks through on-the-
job teaching experience and prior preparation for
teaching, such an assumption may not betrue at all.
in that case, you will have to assess each individual's
need for the required competencies and, if ap-
propriate, the individual's need for the optional com-
petencies available through your program.

As a preliminary indication of which competencies
individuals might aiready possess, you can ask
teachers to review the listing of modules in your
course description or PBTE/CBSD program descrip-
tion and to check those in which they feel they have
some degree of competence. You may then, through
questioning, determine the nature and extent of ex-
perience or training they have had. in this way, you
can help them decide whather to attempt to *‘test
out” of these modules—to demonstrate competence
in an actual teaching situation (the moduie’s finai ex-
perience) without having completed any of the earlier
learning experiences in the module.

A listing of module titles and the performance
elements covered in each module is included in ap-
pendix H. You and the teacher can examine these
for each module in question to gain further informa-
tion about the nature of the performance required
in the module.

Before a final decision is made that an individual
should attempt to test out of a module, you should
direct him or her to examine closely the criteria on
the Teacher Performance Assessment Form in the
final learning experience of the module in question.
When you meke it clear that these are the criteria
against which the performance will be judged, there
should be little question in the instructor's mind
regarding his/her readiness to perform the con:-
petency satisfactorily.

Competency/Module Selection

The competencies included in your PBTE/CBSD
program may be listed in the form of module iies
{see the back cover of this guide), which represent
broad competencies. Or they may be listed in the
form of the more-specific performance elements
identified by Center staff during the research phase
(job analysis) and then clustered for module develop-
ment purposes.
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If the latter approach is used, you can identify
which modules cover which performance elements
by using appendices B-G in this guide. Appendices
B-G list the performance elements and numbers for
each category of modules in the series, and appen-
dix H indicates which performance elements (by
number) are included in each module.

A PBTE/CBSD program Isading to teacher cer-
tification may be rather rigidly structured, and
teachers may thus have limited latitude in selecting
the sequence of modules they will take. For exam-
ple, a university teacher education program is fikely
to include a specified set of modules covering the
skills required by the state’s teacher certification
standards.

Similarly, the certificates {recognition awards) pro-
vided by the National Association of Trade and
Technical Schools (NATTS) to instructors in their
member schools represent successful completion of
specific modules. A certificate is awarded when an
instructor documents that he or she has competence
in all the skills covered by one of the sets of modules
specified by NATTS for each of three professional
development levels.

More flexibility in module selection will likely be
available for the experienced teacher who has some
degree of competence in a number of areas. {n help-
ing experienced inservice instructors select a pro-
gram of modules, you should build on their interests
and what you know about their teaching strengths
and weaknesses.

You should encourage each teacher to start with
a module that is likely to yield quick retums in terms
of improved teaching and personal satisfaction. For
example, if an inservice teacher’s lesson introduc-
tions are weak (or missing) and students display a
lack of interest and enthusiasm in the lessons, then
Module C-10, Infroduce a Lesson, may be a good
place o stant, perhaps foliowed by Module C-12,

Employ Oral Questioning Techniques.

As modules are selected for an individual's pro-
gram, it is important that prerequisite competencies
for each module are considered and included in the
plan. The prerequisite competencies for each of the
PBTE/CBSD modules are shown in chart form on
the inside back cover of both this guide and the Stu-
dent Guide to aid you in quickly identifying pre-
requisites for any one or more modules.

The prerequisite competencies are stated (in the
guides and in the individual modules) as module
titles or numbers. However, the competencies that
teachers possess should be recognized regardiess
of whether they were deveioped through module use
or by some other learning approach.

Effort has been made 1o design modules with as
few prerequisites as possible in order to maximize
the fiexibility you have in planning your PBTE/CBSD
program. Some sequencing of moduies is general-
ly required, howe +er, iv avoid repetition of leaming
experiences among closely related competencies
and to effectively build upon more basic
competencies.

Another factor to be considered in module selec-
tion is the time required to complete each module.
This would be of particular concem in planning a
university-based program where module completion
needs to be equated fo a semester’s or quarnter's
work. Even in a school-based staff development pro-
gram, however, planning a realistic program of work
involving modules s more easily accomplished if you
have a general idea of how long it will take to com-
plete each module. You can gain some indication
of the time required to complete the initial 100
moduies in Categories A-J by examining the time
estirgatesdeteminedaspanofﬁeldtesﬁng(seeap-
pendix I).

In planning a schedule of module completion, you
also need o be aware thai two or more modules can
sometimes be effectively pursued by a teacher at the
same time. This is especially true for closely related
modules, such as Develop a Lesson Plan, introduce
a Lesson, and Summarize & Lesson. This also
enables a teacher to periorm more than one com-
petency during a single lesson presented in an ac-
tual teaching situtation, which can allow you to carry
out your evaluation responsibilities more efficiently.

The modules selected or required shouid then be
listed on a record-keeping form, such as the Per-
sonal Progress Record contained in the Student
Guide and shown here in sample 14. Copies of each
compieted form shouid be available both for the
teacher’s reference and for your use in monitoring
and recording teacher progress.



SAMPLE 14
PERSONAL PROGRESS RECORD
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Guiding the Learning Activities

In assuming the role of resource psrsonina PBTE
or CBSD program, you are not giving up the role of
teacher educator or instructor trainer, although you
will fuifill part of the role in a different manner. Your
expertise in demonstrating effective teaching tech-
niques and conducting seminars and group discus-
sions is still needed. Furthermore, you still have
responsibility for planning for and managing the ac-
tivities that will best develop the needed instructional
skills.

For instance, atthough the modules contain the ac-
tivities and materials needed to develop a given skill,
the materiais and activities you have developed in
the past may be appropriate as well. In fact, their
use may be required in order to ensure that the
modules prepare teachers for the speciiic educa-
tional system (state, district, local) in which they are
or will be working. Likewise, your expertise is re-
quired for determining whether, for example, an op-
tional activity provided in a module needs o be a
required activity for the teachers with whom you are
working.

Learning Experience Selection

Each 1. .odule includes a series of enabling objec-
tives (and related learning experiences) ieading to
the terminal objective and final experience: perfor-
mance of the competency in the actual teaching
situation. However, flexibility is provided within each
module for instructors to complete only those leam-
ing experiences necessary for their specific needs.
Through prior study or experience, individual
teachers may already possess the knowledge or skill
specified by a given enabling objective; if so, they
may be able to bypass that learning experience.

In the procedures section on the inside back cover
of each module, teachers are thus instructed to read
the introduction to the module and to examine the
module objectives as a first step in determining how
much of the module they really need to complete in
order to develop the specified competency. You may
need to encourage and assist teachers in doing this,
at least for the first few modules or untii you are
assured that sound decisions and choices are be-
ing made.

A teacher pursuing the module Assess Student
Performance: Knowledge, for example, may very well
say to you, *‘I know all about objective tests; | read
all about them when | was a teaching assistant.
Therefore, | don’t need to do Learning Experience
1.”" You may need to ask two or three well-chosen
questions to determine whether the teacher does in-
deed have a firmn grasp of the information presented
in the first leaming experience and is ready to pro-

ceed 1o other learning experiences covering other
information or requiring application of the
knowiledge.

You must, of course, be thoroughly familiar with
the content of the module in order to provide the
necessary guidance to each jeamer in selecting or
omitting learning experiences. You and the learners
may find the Module Worksheet (sample 15) useful
in assessing a leamer's need for specific module
leaming experiences and in planning and coor-
dinating the completion of module activities.

Reading Assignments

You may be able to assist leamers in getting the
most out of the information sheets by suggesting pro-
cedures to follow in studying the information provid-
ed. A procedure for studying information sheets that
many find to be effective involves the following steps:

* Read through the entire information sheet
quickly to get a “*feel’’ for all of the concepis
presented.

» Study the information sheet, section by section,
and respond to the self-check items.

* Compare the self-check responses with the
mode! answers,

* Reread those parts of the information sheet that
were not understood accurately or adequately.

Completion of Feedback Devices
involving Self-Evaluation

Feedback activities in the module leamning ex-
periences often direct the instructor to *‘consult with
your resource person.” Module design Is intended
1o encourage self-evaluation and deveiop teachers'
skill in evaluating their own teaching performance.
The majority of teachers completing modules appear
to like the self-evaluations and carry them out
conscientiously and successfully. However, teacher
interaction with a knowisdgeable, competent educa-
tional professional is often needed to provide rein-
forcement, clarify the concepts in the context of a
specific seiting, or answer any questions regarding
the instructor’s own evaluation.

The need for consultation and discussion may oc-
cur when instructors are comparing their own
answers to seif-check items with the model answers
provided, when they are comparing their own cri-
tiques of a case study with the model critique pro-
vided, when they are comparing their own solutions
1o a case situation with the module solutions provid-
ed, or when they are using a checklist to rate their
own performance.
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You should be prepared to clarify points that are
unclear, to provide additional examples, and if
necessary. to explain the content in terms of a
specific instructional setting or particular instruc-
tional area. You may need o suggest that the lsamer
read additional materials that provide a more in-
depth discussion of the points in question (e.g.. the
readings suggested in a leamning experience or other
references with which you are familiar).

Sometimes teachers are overly critical of their own
responses, you may need to call their attention to
the Level of Performance statement at the end of the
model answers, which tells learmners that their
responses should have covered the same major
points as the model answers. The model answers
go into greater depth than the learner is required to
provide in hisfher responses; they are designed to
provide a review of the key information to reinforce
learning.

Some individuals wili short-circuit the learning se-
quence by going directly from the information sheet
to the model answers, without completing the self-
check. Although this approach will likely result in
some learning and reinforcement, much opportuni-
ty for learning is lost by omitting the study, review,
analysis, and synthesis of information required to for-
mulate responses fo self-check items and to critique
case studies.

An approach you might find useful is to orally pose
other sell-check questions that will verify whether the
learner has assimilated the necessary information
and concepts. if he or she has not, it should then
be evident to the learner that skipping activities is
detrimental 1o the learning process. Another, more
painful, checkpoint is the final experience; in-
dividuals who reach the final experience unprepared
will be unlikely to perform successtully and will need
to recycle back through the moduie. They should
soon discover that it is easier and more efficient
simply to complete the necessary learning activities
thoughtfully and thoroughly the first time.

Should it become evident that an individual needs
to complete each full learning experience but lacks
the self-discipline 0 do so, model responses and
model critiques can be removed from the module.
These canthen t Jvided to the learner when he
or she has presemed a completed self-check that
represents his/her honest efforts and ability.

Peer Involvement

Critiques of simulated performances, role-play ac-
tivities, and discussions involving the use of peer
groups are frequently suggested in module learning
experiences. Sometimes it is not possible or prac-
tical o have peers available for participation in the
learning experience as suggested. Whenever the

use of peers is required, alternate activities not re-
quiring the use of peers are almost always provided
for those finding the use of peers impractical. In a
few modules (e.g. Employ the Tearn Teaching Ap-
proach), the use of peers is mandatory, and no alter-
native is orovided.

You should, however, encourage peer interaction
whenever possible because of several advantages
‘t offers to teachers pursuing modules. Teaching is
largely an interactive process; therefore, ample op-
portunities for interaction shouki be provided for
those preparing to teach. Participation in small
groups, which allows each teacher to learn through
the success and errors of other group members, can
prove to be the most efficient use of leamers’ time
since fewer practice trials are required on the pan
of any one individual. In the same way, role-playing
activities involving small groups allow all members
to benefit from the experience, regardless of the
specific role played by each member.

in deciding whether to be present when a
teacher’s performance is being critiqued by peers,
you will need to use professional judgment, assess-
ing the maturity of the group as well as the nature
of the performance. Being judged by peers could be
a very traumatic experience for a timid or sensitive
individual, with the outcome being a negative rather
than a positive learmning experience for that in-
dividua!l. You need o be aware of such potential
situations and ready to temper the tone of the discus-
sion and critiques, supplying positive feedback, sup-
port, and encouragement as needed.

Observation and Interview Activities

To develop some competencies, such as using
oral questioning techniques, observing the actual
classroom performance of a real professionai may
be the ideal iearning activity. For other competen-
cies, such as organizing a vocational laboratory, in-
terviewing a professional in his or her own laboratory
may be ideal. For teachers in field experience pro-
grams, such activities should be fairly easy to
arrange.

Inservice instructors, however, may have little time
to observe others if they are carrying a full teaching
load. You would, therefore, need to assist each in-
structor in finding opportunities to observe other
instructors, perhaps during planning periods and
free periods. Your assistance in making or encourag-
ing arrangements can help the instructors overcome
any hesitancy in contacting other professionals and
making their needs known. it will also help to make
such observations and interviews truly professional
growth experiences.

For on-campus preservice leachers pursuing
modules, making satistactory arrangements for
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these individuals to observe and interview on-the-
job teachers prior to the field experience portion of
the program can pose more ditficult problems. You
need to guard against excessive disruption of nor-
mal school activities or excessive demands on the
time and hospitality of teachars in schoois that hap-
pen to be located near the campus.

Several approaches can be taken to provide ex-
cellent opportunities for teachers to observe or in-
terview top teachers:

* Make one or more videolapes of the specific
teacher performances the teachers need to
observe.

* Make video- or audiotapes of one or more in-
dividuals conducting the needed teacher
interviews.

» Bring highly competent teachers onto the cam-
pus for interviews with large groups of teachers
concerning one or more module learning
activities.

* Arrange group field trips 10 one or more near-
by schools to carry out observations and
interviews,

s Use color slides to illustrate specific skills, such
as effective methods for storing materials and
equipment in the vocational laboralory.

 ldentify observation and interview activities
needed in a number of modules prior to
teachers’ spending a week or two in the field
for observation purposes.

You can probably add several more suggestions
thai may be appropriate to your specific setting.

Videotaped Performances

Videotapes of the leamer’s performance can pro-
vide excelient feedback, both to the learner and to
you in helping him or her to self-evaluate and im-
prove performance. Judicious use of microteaching,
focusing upon single key teaching performances,
can add immeasurably to effective iearning and the
development of the needed teaching skills. Modute
learning experiences often suggest videotaping
learner performance as an optional leaming activi-
ty. if you and your teachers have access 10 videotape
equipment, you are encouraged to take advantage
of this excelient teaching-learning tool.

Development of a library of carefully chosen
videotaped performances can also provide an ex-
cellent source for you and the teachers-in-training.
A variety of exemplary teaching performances can
be saved to provide models; a variety of less-than-
exemplary performances can be judiciously selected
and used for critiquing activities.

Videotaping can be time-consuming for the per-
former, the peers who serve as the "'students,” and
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you as the resource person who may need to make
ail arrangements for equipment, space, scheduling,
and analysis of the videotape with the performer. it
18, therefore, essential that videotaping be used only
for those teacher performances in which it can pro-
vide the most effective form of feedback. Video-
taping lesson introductions, lesson summaries, and
oral questioning can be very effective and, thus, ap-
propriate. However, its use for lesson planning and
writing a news article would obviously be
ingppropriate

Use of videotapes for seif-evaluation purposes
may not be new to some teachers; however, others
may need more introduction to the equipment and
to the reality of seeing themselves on television. You
may find the use of Module C-27, Presont Informa-
tion with Televised and Videotaped Malerials, ap-
propriate for introducing learners to the equipment
and its proper use. Each individual should have
the opportunity to view and hear him/herseif on the
television monitor long enough to ensure that
the noveity has worn off prior 10 his/her firs: taping
session. The instructor needs to become acquainted
with that strange image and voice that tumns out to
be hisfher own.

Following the first one or two taping sessions, you
may want to give the performer the opportunity to
privately view the tape prior to discussion of his/her
performance with you and/or peers. If the perfor-
mance is very poor and the weakness is obvious to
the performer, you may need to give the teacher the
opportunity to redo the performance prior to evalua-
fion and the discussion of evaluation forms,

Inservice teachers and student teachers may be
able to arrange to use the school’s videotape equip-
ment for taping entire class sessior:s or specitic ac-
tivities for which feedback is desired. If not, portable
equipment might be periodically made available to
the teacher. Scheduling the use of videotape equip-
ment on campus will be influenced by the availabili-
ty of the equipment and space, and any s and
constraints regarding their use. You shouid De able
to adapt the system for scheduling peer interiction
to include sign-ups for videotaping sessions.

Product Reviews

The more immediate the feedback you provide
learners, the more effective you can be in improv-
ing their performance. This holds true when perfor-
mance involves a written product, such as a lesson
plan, proposed publicity items, or a lefter to advisory
committee members. Teachers can lose interast if
their written work is not evaluated and returned to
them soon after it has been completed.

Quality checklists are generally provided in
module learning experiences requiring written prod-
ucts, and learners are often instructed to evaluate



their own work and then to check with their resource
person only if they have questions about the written
product or the evaiuation. In some learning ex-
periences, the leamer is instructed to present histher
work to the resource person for evaluation.

You can heip make this procedure work effectively
for the learner by being available 1o answer ques-
tions and by ensuring that you review and evaluate
products shortly after they are dropped in your “'in”
box. When your written comments are not sufficient
and it is evident that the individual needs more help,
then a “See Me” note can be sftached to the
materials before placing them in the “out” box. The
instructor can then make arrangements o discuss
the product with you.

‘when leaming experiences calj for the develop-
ment of a project or a display, you should make
sure that all needed materials and equipment are
available and that necessary space is provided for
the display of the materials developed. For exam-
ple, the development of a bulletin board display for
creating interest in a unit of instruction may require
several different types and colors of paper and card-
board, lettaring devices, cutting equipment, colored
pens, and a place to display the finished rroducts
for critique and evaluation,

For the inservice teacher and the preservice
teacher in a field experience program, these re-
quirements may be readily found within the teaching
sefting, and you may need only 1o assist teachers
in finding out where they are located and how fo gain
access to them. Many teacher education depart-
ments make these materials available to individuals
within the depariment or through the book store.
Whatever the procedures, you need to make this in-
formation available to the teachers and to provide
the necessary space for display and critique pur-
poses. You may need to develop a schedule for use
of the display ar?a in order 10 accommodate
everyone's needs.

Helping Conferences

You are responsible for providing feedback to
teachers concerning their performance as they
develop, practice, and demonstrate teaching com-
petencies. Effective conferences are characterized
by advanced planning and the use of clinical super-
visory techniques that help the instructor analyze,
interpret, and arrive at decisions in a self-directed
and constructive manner,

A record of the teacher's performance is needed.
if the skill is a teaching process, then the record of
performance may be a videotape, an audiotape, or
the notes from your personal observation. When the
skill involves a product (such as a lesson plan}, then
the product itseif serves as the record of
performance.

The conference with the instructor may be viewed
as a five-step process:

* You display the data recorded during the obser-
vation, without evaluative comment.

+ The instructor analyzes what was happening
during the performance as evidenced by the
data. You simply help clarify what behaviors the
recorded data represent.

* The instructor, with your help, interprets his/her
behaviors and/or those of the students as
represented by the observational data. At this
stage, the instructor’s observations become
mere evaluative Since causes and conse-
quences must be aiscussed as desirable or
undesirable. Module checkiists and perfor-
mance assessment forms are valuable tools in
carrying out this step.

* The instructor, with your assistance (or
guidance), decides on alternative approaches
to use in the future to remedy problems with the
observed performance or to build on those
aspects that were satistactory.

* You reinforce the instructor's announced pians
for change or help the instructor modify the
pians if there is some disagreement.’

3. T five-slep process is adapted from work done by E. K. Allen at in-
chans: University of Pennsyivania

Field Experiences

Arranging field experiences for inservice instruc-
tors does not normally pose a problem because the
instructors have opportunities to plan for, practice,
and perject their teaching skills in cartying out their
regular teaching responsibilities. Opportunities for
on-campus preservice teachers to practice or
demonstrate teaching competencies in an actual
teaching situation prior to student teachingor an in-
ternship program may be quite limited, however.

You may be able to expand these opportunities
by taking advantage of teaching-leaming settings in
college classrooms. Teachers may, for exampis, be
abie to participate in the instruction of sume of their
own and other technical subject-matter courses.
Considerable caution should be exercised, however,
to avoid placing teachers in a completely foreign en-
vironment that would yield invalid assessments of
their abilitios as teachers.

Opportunities within the college can be sought for
teachers to demonstrate concepts, principles, or
manipulative skills; to present information through
the use of one or more types of audiovisual equip-
ment and materials; or 1o assess student perfor-
mance. Other opportunities to provide assistance
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should be explored for their potential in developing
teaching competence and in making a contribution
to the college instructor and the class.

if the competency 1o be practiced o, demonstrated
requires sustained contact with and considerable
knowledge of the students, these coliege teaching-
learning settings would not, of course, be ap-
propriate. In addition, assistance to your teachers
should never interfere with the normal progress of
the college class.

You can aiso encourage teachers to take advan-
tage of the numerous opportunities to participate in
instructional roles with community groups. Oppor-
tunities to try out and practice a wide range of
teaching skills are available with such community
groups as Girl Scouts, Boy Scouts, church schoois,
4-H Clubs, hobby clubs, avocational night courses,
and aduit education courses. You need to become
aware of such oppoiunities in your community so
that you can help your teachers take advantage of
them as they pursue module leaming experiences.

Optional and Alternate Learning
Activities

Optiona! leaming activities generally provide
enrichment and reinforcement. Alternate activities
are provided as substitutes for required activities
which might be highly desirable but which may not
be feasible in some settings in which the module will
likely be used. As the resource persen, you will need
to use your knowledge of the setting and of the in-
dividuals’ interests and needs and your professional
judgment in encouraging or sometimes requiring in-
dividuals to pursue certain optional or alternate
tleaming activities. Of course, it is best if you can lead
the individual to personaily make the decision most
appropriate to the need and setting.

Remember that additional, situation-specific op-
tional learning activities are always appropriate. You
should supplement the module activities w.ith
readings, videotapes, slides, discussions, and other
resources that are especially appropriate {0 your
teachers’ needs, to the setfting, and to the instruc-
tionatl area.

Assessing Teacher Performance: The Final Experience

In the PBTE/CBSD modules, assessment of
teacher progress is a continual process. Some of the
feedback is provided by model answers or model
critiques, which are immediately available to
teachers upon completion of a seif-evaluation activi-
ty. Feedback is s.metimes provided to instructors
through some typ» of checklist that they use
themselves to eva'utte their lesson plans or other
products. Additionglh, feedback is often provided on
at least one learrirg experience by one or more
peers and/or the resource person.

The real test comes, however, whes: the teacher
reaches the final experience in which he or she must
actually demonstrate ability to perform the given
competency under real teaching circumstances. The
final experience aiso places special responsibility on
you, the respurce person, as it is yor: who must make
as objective and as fair a decision as possibie about
the teacher’'c iavel of competence.

Aithough the design of the modules helps in the
objective assessment of performance, your profes-
sional judgment must also be exercised in making
the final assessment. You mst also have the
courage to insist that a teacher repeat a iearning
oxperience, or at isast part of i, if in the final ex-
perience, the teacher’s performance has not been
an effective (satisfactory) one. Of course, it is best
to suggest that the teacher practice more or prepare
further prior to attempting the final expenence if you
can detect that he or she is not yet ready.

Teacher Readiness

Before arrangements are made for the teacher to
demonstrate the competency in an actual teaching
situation, you need to make an informed judgment
about the individual's readiness. If you have been
helping the teacher and monitoring his/her progress
through the various learning activities, you should
have a reasonably good idea of the individual's
likelihood of success.

Before scheduling a final assessment, however,
it is recommended that a short conference be held
with the teacher to review his or her progress and
evaluate his or her readiness by checking the
teacher’s performance on previous leaming ex-
periences. This can be done by reviewing the com-
pleted self-checks, products developed, peer
evaluations, and so forth. You may also wish to orally
quiz the instructor to assess his/her cognitive
understanding of the concepts and principles that
are basic to performing the given compstency inan
effective manner.

I other resource persons have also worked with
the teacher, you may want jo check with them
regarding their reactions to the individual's
readiness. Finally, you may want to ask the instruc-
tor 1o express his/her own feelings about how ready
he or she fesls. The amount of confidence expressed
will often be a good indicator of the individ .al's ability
to perform effectively. With these kinds of inputs, you
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should have no difficuity in making a weli-informed
decision about the teacher's readiness.

Arrangements to Be Made

For interns, student teachers, or inservice instruc-
tors. arranging for the final assessment will usually
be fairly easy. Except during vacation periods,
numerous classroom, laboratory, and other teaching
situations are usually readily available to them. It is
mostly a matter of their deciding on the date, time,
and place, and then arranging with their resource
person o be present if necessary to observe and
avaluate the performance.

In the case of on-campus preservice teachers,
however, you may need to make the necessary ar-
rangements or, at least, 10 help make them. Thus,
you will need to identity nearby schools and teachers
who would be able and willing to help provide the
necessary opportunities. Another option, and in most
cases the preferred one, is 0 defer the final ex-
perience until the individual starts student teaching
Or an intern experience.

Once you ¢ > teacher have agreed on a
mutually convs ... 1 date and time, arrangements
should be made with the appropriate personnel and
through the appropriate channels. Often, previous
arrangements for student teaching, observation ex-
periences, and the like, will have aiready been made
with the approval of local boards of education; the
superintendent, principal, or vocational director; and
selected vocationaktechnical teachers. The same
established channeis and procedures will normally
be adequate for setting up final assessments. Once
approval has been obtained, such arrangements are
usually quickly and informally made.

The TPAF

The Teacher Performancy Assessment Form
(TPAF) is the last instrument in every module. it con-
sists primarily of a series of process/product
statsments that identify the essentiai criteria to be
used in evaluating the teacher’s performance. Each
TPAF also has four other components: (1) directions
for its use; (2) space for recording the teacher's
name, the date, and the name of the resource per-
son, (3) a rating scale; and (4) a statement describ-
ing the expected level of performance to be achieved
(see sample 13, p. 25).

Each TPAF is identified by module title, and each
provides directions for its use. On the left-hand side
of the form is the list of performance components
considered critical to successful demonstration of
the specific competency in question. The number of
performance components (or criteria) usually ranges
from a minimum of 10 items to as many as 30 or 35
items.
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On the right-hand side of the TPAF, a level-of-
performance scale indicates the various ratings—
N/A, None, Poor, Fair, Good, and Excellent—that can
be given for each item. in order to help ensure unifor-
mity in the ratings used. the terms are defined as
foliows:

» N/A—The criterion was not met because it was
not applicable to the situation.

* None-—The teacher made no attempt to meset
the criterion, although it was relevant.

* Poor—The teacher is unabie to perform this
skill or has only very limited ability to perform
it

* Fair—The leacher is unable to perform this skill
in an acceptabte manner, but has some abifli-
ty to perform it.

* Good—The teacher is able to perform this skill
in an effective manner.

* Excellent—The teacher is able 1o perform this
skill in a very effective manner.

Observation/Assessment

The observation of teachers who are completing
the final experience is one of the mos! important
tasks you must complete. The final experience of
each module is the point at which the instructor is
asked to “‘put it ail together'—to integrate the
background knowledgs, the proper attitudes, and the
skills practiced in earlier learning experiences into
a meaningful, realistic, and very effective demonsira-
tion of competence.

The instructor will, in most cases, have worked
hard to prepare for this demonstration, and it is very
imporiant that you observe the total performance if
at all possible. At this point, you need to be an ac-
tive listener/fobserver and as objective as possible.

Although the specific situation and competency to
be demonstrated will influence the observation pro-
cedure and the required jength of observation,
saveral guidelines are offered here to help ensure
objective and fair observation:

* Be thoroughly familiar with the objectives and
content of the moduie covering the competen-
cy being performed.

* Be as familiar with the setting as possible. The
more you know about the school, the class, the
students, and their regular teacher, the better
you will understand the environmental factors
that might influence the teacher’s performance.

* Be sure the instructor knows in advance the
criteria against which hisfher performance will
be assessed.

¢ During the observation, iry to be as unoblrusive
as possible so that the teacher and the students

¢
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are not affected by your presence to any great
extent,

* Remember always that you are observing the
individual’e performance as a teacher, not the
individual as a person.

* Try to observe more than one performance dur-
ing any given observation period. Often, several
competencies can be assessed during one visit
or even one class period.

After the competency has been performed, you
shouid compiste the TPAF as soon as possible. You
may atso want the instructor to fill out the same form
at the same time as a kind of solf-assessment. A con-
ference should follow completion of the TPAF so you
can discuss with the teacher the various ratings
given and the reasons for them. You should use tact
and professional judgment in conducting the assess-
ment conference.

Teachers will, in some cases, be nervous about
performing; their anxiety levels could be raised to
an unnecessarily high degree by critical comments
or a lack of encouraging remarks where they are
deserved. Itis your responsibility as a resource per-
son to set the tone of the assessment conference
s0 as to ensure positive results in what, to many, may
be viewed as a very threatening situation. it is an

opportunity to really enhance the resource person-
teacher relationship if properly handied. Above all,
sirive for objectivity and fairness, while showing
sincere concern for the instructor as a person.

Recycling

if a good job has been done in assessing each
teacher's readiness for the final experience, there
should be few cases in which a teacher does not
achieve at least the minimal leve! of competence the
first time he or she performs the skill, However, if
the objective assessment of an individuai's perfor-
mance indicates that competence (at least a Good
rating on all applicable criteria) has not been
achieved, then you need to ask the instructor to
recycie—to repeat some of the module’s leaming ac-
tivities, to complete optional enrichment activities,
or fo complete whatever special learning activities
you mutually deem appropriate for removing the
deficiencies.

Before a teacher is asked to recycle, however, you
shouid always carefully explain why you feel such
action is professionally sound and necessary.
Although recycling may seem to be harsh treatment,
in the long run both the instructor and the teaching
profession will be better off because of your in-
sistence on guality.
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Chapter Il

MANAGING THE ROLE OF THE RESOURCE PERSCN

The management of a PBTE or CBSD program
rests largely upon your shoulders as a resource per-
son. In fact, you are the individual who, in all
likelihood, will make the program go. If you are to
do an effective job in carrying out all the advising,
heiping, and evaluating tasks of the respurce per-
son, then the management of this role is a critical
matter. You will need to be familiar with your
PBTE/CBSD program procedures and the content
of the modules. You will also need to budget your
time and keep adequate and accurate records.

Getting Ready

Your specific role and responsibilities and the pro-
cesses and procedures for fulfilling that role will vary
depending on your PBTE/CBSD program design
and staffing struciure. Resident resource persons
working with teachers in a single institution, fieid
resource persons working with teachers in a number
of institutions, teacher educators, master teachers
or lead instructors, industry trainers, and staff
developers all need to be trained for their roles as
resource persons.

How might you become knowledgeable about
general program procedures andg module content?
ideally, you would partic ate in a training workshop.
The Center at Ohic State and the National Associa-
tion of Trade and Technical Schools (NATTS)
periodically offer truining workshops tor PBTE/CBSD
resource persons. Some institutions conduct their
OWN resource person training programs.

These training efforts may vary from a minimum
of a two-day workshop to a more highly structured
resource person training and development program
that uses modules and a seminar series to enhance
resource person skills on an ongoing basis. Discus-

Scheduling

sions with others who have been trained and have
served as resource persons in using the PBTE/
CBSD materials can also be very effective.

Regardiess of who conducts the training, you need
an understanding of (1) the organization and scope
of the PBTE/CBSD module series, (2) the module
structure, and (3) the procedures for using modules.
The first chapter of this guide and the appendix
materials are provided to help you develop this
understanding. In addition, you need to become
familiar with the general terms used in all moduies.
For example, the term feacher or instructor refers to
the person who is complsting the moduls; the term
student refers to the person who receives occupa-
tional instruction in a secondary, postsecondary, or
other training program.

You will aiso need to have a thorough knowledge
of each of the modules used in your program. The
only way to gain this knowledge is to study each
module. As you read through each module, you
shouid make a list of all the outside resources need-
ed so you can arrange to make them available to the
teachers. it is extremely difficult to provide efiective
learning experiences for instruciors if they do not
havs easy access to ail the materials needed for
each leaming activity.

It is essential that you are knowledgeable about
the totai PBTEICBSD program, are totaily familiar
with the terms used in each moduls, have studied
each moduie 10 be used, and have acquired all the
rescurce materials requirad in every leaming activi-
ty in each module. Without these four elements, it
will be extremely difficult for you to guide a teacher
through the PBTYE/CBSD program. A superficial
awarenass of the content of each module is nat
enough.

Numerous scheduling concems must be dealt with
in order to facltitate and enhance isachers’ module
work. You need to monitor module completion to en-
sure that timely progress is being made. You nead
to schedule your time so that you are available to
work with teachers when they need help. And you
need to provide some sort of procedure that will aliow
and encourage teachers to work togeth: - on
activities.

Module Completion
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in the operation of 2 PBTE/CBSD program, one
real difficuity is the problem of compisting the
modules in a reasonable period of time. The in-
dependant study and ssif-pacing aspects are con-
sidered to be strengths of the program, but at some
point ateacher must be expected to have completed
a specified number of competencies.
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However, there is a tendency for some teachers
to postpone final assessments and to allow un-
completed modules to stack up. This poses serious
problems for both you and the teacher; it soon
becomes difficult, if not impossible, to schedule the
needed performance assessments into the short re-
maining period of time. You need to provide
guidance to prevent this from becoming a serious
problem.

The PBTE/CBSD materials may be used with both
preservice and inservice instructors, and you must
be aware of and sensitive to the differing re-
quirements of these two groups. in scheduling time
for module completion, it is important to consider the
individual instructor.

A copy of the Module Worksheet (see sample 15,
p- 32) is inciuded in the Student Guide for use in help-
ing instructors set goals for module co~.pletion and
to assist in he'ping them move toward those goals.
When a teache:” has established realistic target dates
and documented them in writing, these dates can
serve as a motivational force for completing each
module.

Consultation Hours

Generally, you will have responsibilities other than
monitoring the PTBE/CBSD program. Therefore, a
vitally important aspuct to consider is the schedul-
ing of your time. Since teachers can complete
modules on an individualized basis and at their own

SAMPLE 16

pace, it becomes important in the management of
time that you have some control. If not, you are like-
ly to find every working hour of every day devoted
to advising, evaluating, and guiding teachers.

Consequently, you need to provide instructors with
a specific schedule of times when you are available
for consultation or advice. In the event that more
than one person is serving as resource person, time
shouid be scheduled in such a manner that there
is a resource person available throughout each work-
ing day. This maintains the concept of individualiza-
tion and seif-pacing in that assistance is available
to teachers at all times and they can thus get the
help or feedback they need when they need it.

It must also be noted that, in every module, the
final experience always takes place in an actual
teaching situation with resource person assessment.
A scheduling scheme for both resource persons and
teachers 10 use in arranging both individual consutta-
tions and observations of performance is an impor-
tant phase in the management of a PBTE/CBSD
program.

Sample 16 is suggested as a possible device 1o
use in scheduling your time. Posting a schedule,
sucn as the one shown in sampie 16, in a location
accessible to all teachers allows them to schedule
a meeting with or an observation by a resource per-
SOf as hecessary.

CONSULTATION SCHEDULE

i1 Hours Avai Time
Resource Person/ l '
| Location 8-9 | 8-10}10-11}11-12}12-1 12 | 2-3 | 34 | 4-5 intervals
Joo Stecle Otson Norton 15 min.
(University Hall) Larson i 15 min.
15 min.
Johrson 15 min.
Mary Walsh Meyer 15 min.
{Training Center) Cartson 15 min,
Spiit 15 min.
15 min.
Marry Andrews Serberg 20 min.
(Johnson Senior Mamilton 20 min.
High School Voc.
| Dept.)

e
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Peer Group Activities

When a leaming activity calle for the involvement
of peers (usually 1-5 persons), probiems can arise
in ensuring that peers are available when and where
needed and are prepared to participate. One solu-
tion to this problem is to use sign-up shesets on the
scheduling board in a resource center or training
center. Using this approach, an individual who is
ready for the involvement of peers in a leaming ac-
tivity puts up a sign-up sheet listing his/her name,
the module number, and the leaming experience
he/she is ready to pursue. A suggested date and
time should also be shown.

For example, it the individual is ready o
demonstrate a manipulative skill to a group of peers,
as suggested in Learning Experience Il of the
module Demonstrate & Manipulative Skifl, the sign-
up sheet might read as follows:

Moduie Learning {Demonstrate a
C-19 Experience IV Manipulative Skill)
Suggested Time
Sue Biack  Monday, October 10

1:00 p.m.

Peers (often individuals who are pursuing the
same module) may then add their names to the list,
indicating alternate times if they cannot be available
at the time suggested. When the required number
of peers is signed up, with a time agreed upon, the
next individual ready for peer involvement would
start a new sign-up sheet for that leamning ex-
perience. Each smail group would then schedule ad-
ditional meetings, if needed, to complete the peer
interaction needed by all members for that learning
experience.

This approach places more responsibility for leam-
ing on the individual. It also makes it possible for you
to coordinate activities and to be available when
needed. If you use this approach, you may find it
necessary to do some scheduling of your own to en-
sure that no one is neglected and that everyone has
the needed opportunities for interaction with peers.

A variation of this approach would be for you to
identify all the learning experiences suggesting or
requiring peer involvement and then to schedule
specific time blocks for each peer activity, with a
specified number of sign-up slots for presenters and
observers allotted for each time block. Teachers
would then place their own names in the appropriate
slots as they become ready for the learming ex-
perience specified. You can help ensure adequate
peer group participation if, when modules are being
used within a course structure, you require that each
teacher participate in a specific number of peer
groups.
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Large- and Small-Group Activities

Another aspect of resource person management
is the scheduling of instructors for group instruction.
The PBTE/CBSD program provides opportunities for
you to schedule large-group instruction and small-
group discussion sessions.

The use of large-group instruction will be most
successful if several instructors are working on a
specified set of modules. A large-group meeting can
provide opporiunities for you to present information
not included in 28 module and for teachers to discuss
and resolve problems being encountered in the
modules. A number of teacher questions and con-
cerns can be ciarified in these meetings.

in the early stages of a PBTE/CBSD program, it
is extremely helpful to schedule large-group
meetings on a daily basis for 30- to 80-minute
periods. After four or five of these dally sessions,
regular large-group meetings could be scheduled
{e.g., once a wesek) until the program ends.

Caution should be exercised regarding the poten-
tial overuse of large-group meetings. There is a
tendency on the part of some resource persons to
revert to the role of presenter of information and for
the large-group discussion sessions to become a
primary instructional vehicle. This places a duai load
on teachers: regular class requirements pius com-
pletion of modules. if this is aliowed to occur, re-
actions to the class and to the PBTE/CBSD program
will certainly be less then positive.

The use of small-group discussions is another
effective means of clarifying points that are not clear
to teachers. In these sessions, two to five (or more)
teachers can spend a short time discussing some
issue or issues with you. You should recognize the
importance of these informal sessions with teachers.
The interpersonal communication they provide can
prove io be extremely valuable in the smooth opera-
tion of a PBTE/CBSD program.

¥



Record Keeping

Teacher progress through the modules must be
monitored and documented. Thus, you must
establish and maintain a record-keeping system that
provides for indicating when each learmning ex-
perience is compileted, as well as the date of the final
performance in each module and the level of per-
formance achieved.

It is suggested that you organize a notebook in
which you can record each teacher's progress on
each module. Copies of the Personal Progress
Record form (see sample 14, p. 30) are provided in
the Student Guide and can be used for your progress
records as well as for the teacher’s own records.

The Vocational Teacher Competency Profile
shown on pp. 45-48 of this guide can also be used

SAMPLE 17
PROGRESS CHART

both as a record of instructor progress and as a
device for explaining your program to teachers.
Moduies that are to be completed in your program
can be identified on the chart, perhaps by
highlighting them with a marker. Then, upon com-
pletion of each module, the compsetency rating can
be entered in the small box provided on the charn
for each module title.

It may be heipful to you to document group prog-
ress as well. This can help you in scheduling group
activities. Sample 17 is suggested as a means of in-
dicating group progress through the PBTE/CBSD

program.

Course/Program Title

e
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Improving Your Skills as a Resource Person

The instructors in your program shouid be ex-
pected to assume a professional responsibility to
continually improve, pesfect, and expand their
teaching skills. It is necessary that you as a resource
person serve as a role mode! and also continuaily
seek ways to improve, perfect, and expand your
resolirce person skills.

Experienced r-source persons often find that they
can improve their effectiveness by further develop-
ing their observational and recording skills,
conferencing skills, and evaluation skills. Other
areas of need may include learning to use videotap-
ing equipment skififully, to schedule and coordinate
activities more efficiontly, and to manage peer group
activities more effectively.

You may need to aggressively pursus oppor-
tunities to further develop your resource person

skills. Aithough for most resource persons no set pat-
tern of opportunities exists, an array of potential
sources should be explored. Some PBTE/CBSD pro-
grams have a formal resource person training
program.

Help with many of the above fopics may also be
available through outside workshops and seminars,
university course work, in-house workshops address-
ing problems and concerns of the PBTE/CBSD pro-
gram, and one-t0-one contact with and observation
of other resource persons. And, of course, individual
reading and study of professional resources is
always appropriate.

The list of resource person do's and don'ts shown
in sample 18 provides a concise summary of key
points that are important in successfully fulfilling the
role of resource person.
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SAMPLE 18

RESOURCE PERSON DO’S AND DON'TS

EXPMNMTPBTEICBSDIS
USETIﬁmLESASANND

FAGIUTATE PEER GROUP DISCUSSIONS

mmmmomms
~mmmmem
'mmmmsav

~»_mmawmnewsn.m
ASSESSOR -

DON'Y

JUST GIVE OUT THE STUDENT GUIDE
RELY TOTALLY ON THE MODULES

FORGET YOUR TEACHERS' UNIQUE
NEEDS AND INTERESTS

EXPECT THE MODULES TO BE SELF-
INSTRUCTIONAL—THEY ARE NOT

TELLTEAWERSNWDMN.O%E
nmnemwmmﬁns

LETTEMERSMTMODULESBY
THEMSELVES

LECTUREQN‘IFEMGONTENT
AS COVERED BY THE MODULES

LEAVE EVERYTHING YO THE TEACHERS

RELY COMPLETELY-ON PAPER-AND-
PENCIL TESTING.

mmmm
OBJECTIVITY.

REQUMWMMWSOF
EVERYONE

EXPECTMLTDWEVEOOMPETEWE
AT THE SAME TIME

EKPEG?WERSTO QETTOGETHER
BY THEMSELVES
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Appendix A

DEVELOPMENT OF THE CENTER’S

PBTE/CBSD MATERIALS

Development of the PBTE/CBSD materials in-
volved four major phases: (1) identification of impor-
tant teaching competencies (initial research basse),
(2) development and testing of curricular materials,
(3) dissemination and implementation activities, and
{4) additional research and development, plus revi-
sion of the original curricular materials. These
phases are shown in diagram form in sample 19.

Phases 1-3 resulted in the publication of the 100
modules in the original PBTE/CBSD series. Phase
4 resulted in the publication of an additional 32
PBTE/CBSD modules, as well as revision of the
original 100 modules for incremental releass in sec-
ond edition form,

Original PBTE/CBSD Series

initial research base (384 competencies). Work
began with two research projects designed to iden-
tify and verify the competencies important to
vocational-technical teachers responsible for
secondary and two-year postsecondary programs.
Approximately 1,100 vocational-technical teachers,
supervisors, and teacher sducators were involved
in this identification/verification effort.

First, the performance elements (competencies)
important to teachers in conventional vocational-
technical education programs were identified and
verified. Conventional programs were defined as
secondary and two-ysar postsecondary programs in
seven service areas: agricultural education,
business and office education, marketing and
distributive education, heaith occupations education,
home economics education, technical education,
and trade and industrial educalion.

Second, the performance elements (competen-
cies) important to teacher-coordinators in coop-
erative education programs were identified and
verified. The cooperative education programs in-
cluded those available through off-farm agricultural
programs, wage-eaming home economics pro-
grams, office occupations programs, marketing and
distribution programs, special needs programs, and
trade and industrial programs.

The performance elements in each case were
identified through occupational analysis, starting
with a literature search and then using introspection
and interview techniques. The performance
elerments were then verified through national critical-

incident studies and ratings provided by panels of
experts,

For teachers in conventional programs, 237 per-
formance elements were Iinitially identified and
clustered by sta¥ into ten categories. A 21-member
panel of educators representing all seven service
areas and 19 states confirmed the relevance of the
ten categories, and panel ratings indicated that—

* 84 percent of the performance elements
represented common competencies (those
needed by teachers in two or more of the seven
service areas studied), and

* 226 of the performance elements were impor-
tant to teacher success.

The national critical-incident survey verified the im-
portance of the 226 performance elements and iden-
tified an additional 30 important performance
eiemen!smatneedadmbeaddedbmeﬂst—atow
of 256.

For teachers in cooperative sducation pro-
grams, 385 performance elements (including those
from the previous study) were initially identified by
ctaff. Ratings provided by the 300 teachers involved
in the critical-incident study (50 teachers in each of
the six cooperative program areas) indicated that—

» 92 percent of the performance elements
represented common competencies, and

* 385 performance elements (100 percent) were
important to teacher-coordinator success.

The final step in this phase involved merging the
results from the two research studies, which pro-
duced a list of 390 elements. The list
was then refined to eliminate duplication, producing
a final list of 384 performance elements, or com-
petencies, clustered into ten professional categories
(see appendix B). Finaily, a set of performance-
oriented general objectives, each specifying the task
and the general criteria for evaluating a teacher's
performance of the stated task, was developed.

Development of curricular materials. Following
the competency identification/verification phase,
work was initiated to develop the curricular materials
needed to provide training in the competency areas
identified. The curricular materials were produced
in the form of modules (individual learning
packages), each of which had as its base one or
more of the 384 competencies, thus providing solid
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Anslysis of Combat Problems of Student Field Testing
Teacher Role Chemical Use (Module E-10)
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assurance that the module objectives represented
the important skills actually needed by vocational-
technical teachers.

To further ensure that the materials would refiect
teachers’ actual needs and would be acceptable to
the field, the module development process was
structured to provide maximum involvement of peo-
ple actively engaged in vocational-technical teacher
preparation. Faculty writing teams at iwo universities
(Oregon State University and the University of
Missouri-Columbla) drafted the initial set of
modules. with a Center staff member on site at each
university 1o facilitate the developmental effort and
ensure that isculty from all service areas were
repres:anter).

A :igoroL s system of module development, review,
and revisinn was followed to ensure quality control.
Responsidilty for deveioping the pr-nosed 123
modules was divided between the two universities.
After a given moduie was drafted and approved by
faculty at one site, the module was forwarded to
faculty at the other site and to Center staff for review
and critique. A synthesis of reviews was then
developed, and each module was revised by Center
staff on that basis. in some cases, revision involved
combining modules; as a result, the set of materials
prepared for initial testing included 118 modules.

Preliminary testing and revision. Initial testing
of the modules was carried out at Oregon State
University, the University of Missouri-Columbia, and
Tempie University. Each of the 118 modules was
used by a minimum of ten preservice and/or inser-
vice vocational-technical teachers at one or more of
the test sites. Reaction forms were compieted by
each teacher for each module used and by each
resource person (e.g., faculty member or master
teacher} for each module administered. In addition,
in-depth taped interviews were conducted with
teachers and resource persons for a sampling of the
modules tested in order 1o clarify the written re-
actions and gain additional feedback.

Concurrent with the preliminary testing effort,
psychometric refinement of the objectives and
assessment devices for each module was carried out
by the California Testing Bureau of McGraw-Hill. In
addition, several modules covering specialized skills,
as well as several categories of moduies, were
reviewed and critiqued by independent consultants
and subject-matter experts to ensure accuracy and
consistency.

Based on alil this feedback, it was determined that
major revision was needed and that it should involve
the following tasks:

+ Improving and expanding the directions within
each module
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» Sequencing module activities and materials
from front to back in order of use, rather than
presenting all the activity directions first and ap-
pending the materials

Making each moduie essentially seif-contained
by developing information sheets to cover all
essential information, rather than referring the
user t0 outside references

Providing alternate activities each time a leam-

ing activity required the use of peers in order

to aliow for the fact that some users might not

have ready &ccess 1o peers

» Providing optional activities for enrichment pur-
poses and to allow the leaming experiences to
be more easily adapted to meet individual
needs

» Adding graphic symbois to heip guide the user

in working through a module

Recombining some elements and modules to

form more substantive competency clusters and

improve articulation among modules

Each module was revised accordingly by Center staff
in preparation for advanced testing, and the resulting
set of materials included 100 modules.

Advanced testing and refinemem. Advanced
testing of the 100 modules wus conducted at 18 sites
representing a wide range of geographic areas and
seftings, as well as several different program struc-
tures. Feedback was gathered from each individual
using the modules and each resource person
guiding module use. Over 2,000 pre- and inservice
teachers and over 250 resource persons participated
in the testing. The resulting data showed the
modules, in general, to be highly effective in help-
ing both pre- and inservice teachers to cevelop the
specified competencies.

Following advanced testing, each module was
refined in prepamation for publication. Few sub-
stantive changes were necessary, and most revision
involved polishing and editing. Subsequent publica-
tion by the American Association for Vocationat
Instructional Materials (AAVIM) provided the follow-
ing additional module improvaments:

» Several additiona! illustrations were included in
each module.

Explanatory materiai common to all modules
was moved to the inside back cover of each
module.

Color was used to identify each category, and
color screening was used to highlight samples
and enliven the illustrations.

* Moduie content was typeset.

Modules were saddie-stitched and three-hole
punched; pages were perforated for easy
removal.
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The Expanded Series

Additional research and development. Four
new duties of vocational-technical teachers wers pin-
pointed in the years following the Zevelopment of the
original PBTE/CBSD serics Specifically, it became
clear that additional training materiais were needed
lo enable vocational-technical teachers and other
trainers to do the following:

¢ install and manage training programs embody-
ing the principles and concepts of competency-
based education (CBE)

* Create leaming environments that are accessi-
bie, accommodating, and equitable in meeting
the instructional needs of students with
special/exceptional needs

s Integrate the teaching and reinforcement of
basic skills into their regular instruction

* Plan and carry out instruction appropriate for
aduit learners

In addition, teachers now needed help in learning
fo combat problems of student chemicai use.

in order to develop the materials needed in these
areas, staff convened a series of panels of
vocational-technical educators with expertise in each
of the areas identified. Panel members used a
DACUM consensus workshop approach to identify
the teacher competencies needed for each area. The
competencies were then verified and clustered for
materials development purposes. The results of this
research were as follows:

s Category K: Implementing CBE—A ten-
member DACUM panel identified 83 competen-
cies for this duty area; this competency list was
merged with a list produced as part of an earlier
study, and a final list of 84 competencies was
produced and verified (see appendix C). The
competencies were ciustered into six functionat
areas for materials acvelopment purposes.

» Category L: Serving Students with
Speclal/Exceptional Needs—A series of
DACUM panels was convened for competency
identification. Each panel contained 8-11 ex-
perts in setving one type of special/exceptional
needs group: persons enrofled in programs
nontraditional for their sex, adults requiring
retraining, persons with limited English profi-
ciency; members of racial/ethnic minority
groups, urban/rural economically disadvantag-
ed, gifted and talented, mentaily retarded, and
sensory and physically impaired.

Eight separate lists were produced, with a total
of 716 very specific performance slements. A
nine-member panel then reviewed the lists to
identify common elements. As a result, the eight
lists were merged and refined, and the resulting
li~* of 380 performance elements was sent out

for verification. Clustering and synthesis of
those elements produced a listing of 50 com-
petencies (see appendix D), which were
ultimately clustered into 13 functional areas for
materials development purposes.

» Category M: Assisting Students in Improv-
ing Their Basic Skills—A nine-member
DACUM panel identified a list of 80 competen-
cies for this duty area; this competency list was
refined by staff, and a final list of 85 competen-
cies was produced and verified (see appendix
E). The compstencies were clustered into six
functional areas for materials development
purposes.

» Category N: Teaching Aduits—A nine-
member DACUM panel identified a list of 50
competencies for this duty area; this competen-
cy list was refined by staft and verified by
experts in the tield (see appendix F). The com-
petencies were clustered into six functional
areas for materials development purposes.

* Module E-10: Combat Problems of Student
Chemical Use-—A seven-membsr DACUM
pansi identified a list of 52 very specific perfor-
mance elements for ihis task; the list was re-
fined by staft, and a final list of 47 performance
elements was produced and verified. Cluster-
ing and synthesis of those elements produced

a listing of four competencies (see appendix G).

Once developed by staft and selected consultants,
Module E-10 and the modules in Categories K-M
were field tested at 20 institutions (including second-
ary schools, two-year institutions, and
four-year colleges/universities) in 17 states and
Canada. The modules in Category N were subjected
fo extensive field review and critique. The materials
were then revised, and the resulting 32 modules
were delivered to AAVIM for publication and
distribution.

Revision of the original series. Many of the 100
moduies in the original series are in second edition,
as is this guide. User feedback from extensive
module use, as well as the passage of time, called
for the updating of the content, resources, and il-
lustrations in the original materials. in addition, some
revisions were necessary in order to make the
original materials more consistent with the content
of the 32 new moduies developed. Finally, effort was
made to modify the terminology somewhat in order
to make the contert more applicable to the wide
range of settings in which occupational instructors
and trainers are being prepared.

Ariiculation among competency lists. As each
new duty area (Categories K~N) or competency area
(Moduie E-10) was analyzed, the DACUM panelists
were asked to identify competencies that (1) were
unique to the ¢-ca being analyzed, (2) were of critical
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importance to effective teacher performance in that
area, and/or (3) required an approach or application
that was significantly different from that used by the
“reguiar’’ vocational-technical teacher. As a result,
there is some overlap among the competency lists
in appendices B-F.

However, in the development of the new modules
and in the revision of the original 100 modutes, care
was taken to avoid large-scaie repetition of content.
Content was presented in depth in only one module.
ff that same content needed to be covered in another
module, it was presented only as a reminder, and

the reader was referred through a footnote to the
moduie that is the primary source of that informa-
tion. Or, it was presented only in terms of its unique
applications relative to the specific skil in question.

Training for Module Use

Joint dissemination and training activities are con-
ducted by Center stalf in cooperation with the
publisher {AAVIM) and numerous user institutions,
firms, and agencies.
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Appendix B

MASTER LIST OF PERFORMANCE ELEMENTS

FOR MODULE CATEGORIES A—J

A. Program Planning, Development,

and Evalustion

1. Organtes astuering commitias to assist in the preplanning
aciivities of 8 community survey.

2. idontity the gecgraphical amsa in which & community sur-
vay will be conducted.

3, Obiain administrative approval for conducting a commu-
nity survey.

A. Solicit ansistance of the vocational aducation personnal
from the state department and/or university in conducting
& communily sirvey.

S. Adapt sxisting cormnmunity survey materiais 1o focal neada.

& Consult the chamber of commerce to identlly area em-
ployers to be contacted in a communily survey.

7. Consult the jocal office of the 118, Employment Service to
obizin information on manpower trants and neods.

8. Persuade labor representatives 1o participate in a commu-
nity survey.

8. Invoive the steering committae in conducting a commu-
nity survey.

10. Recruit teachers and guidance personne! to participate in
cenducting & commumnily survey.

11, Estadiish communication with empioyer represrniatives
who wiil be invoived in a community survey.

12 Devise a plan of activities for the survey staff to follow in
conducting a community survey.

13 Pudlicize the purposes and objectives of a community
survey.

14. Orient the survey staff to thelr dutios and responaibifities in
coliecting occupational data.

18. Diract students in the collection of data for a8 community
s

16. Collact occupational data from empiloyers to kfentify voca-
tiona! aducation neads.

17. Collsct student occupational interest data to identify voca-
tionat education nesds.

18. Recommend a vocational education program based on
the findings of a community survey.

18. Dissseminate the findings of &8 community survey,

20. Kontily the role and junction of the acvisory commities.

21, Esiadblish the criteria for selection of the advisory cominit-
oo membears.

22. Obtain schoo! board authorization for organizing the advi-
SOy committee,

23. Oain adminisirative approval of the selected advisory
committes moembers.

24. Publicize to the school and community the establishment
of the advisory committee, its members, and its function.

25 Orient the advisOry committes members 1o their role and
function.

26. Pian the annual ageixia to be considerad by the advisory
committes.

27. Communicate the dats, plave, snd sgencia for thy advisory
commitise mestings to ait parsons concamed.

28. invits resource persons who can provide consuliation ser-
vioe 10 aftend the advisory commiites meetings.

20, Serve as the flaison for the advisory commitiee and the
schoo! administration.

30, Assist in the identification of the schools vocational edu-

cation purposes and goais.

31. Determine the for which training is to de
offerad in the vocational aducation program.

32 Consult the advisory committee in planning an analysls of
an ocoupation.

33 Analyze ocoupations with the assistance of employers snd
iabor representatives.

34. idantity the competoncies needed for ontry into an oocu-

35, Describe the occupational standards of performance for
sach task in sn occupation.

38. Assist in writing genaral objectives for the vocational edu-
cation program oflerings.

37. Develop vocational education afferings by dlustering and
sequencing retated tasks.

38. Kdentify the knowledge and attitudes requsired for the per-
formance of aach fask inchxted in a vocationat aducation

offering.
39, Write stucent performanne nlénctives for the vocational
acucaiion offssing.
40. Consult the advisory commitiee indmbptngaw
range program pian for vocationa! aducation,
41. mmmmmmdmm
education program.

42Mmmmmwwm
neads for the vocationsl education program,

43, Assist in the preperstion of a long-range budget for the
vocationa! education program.

44, entily the long-range neods for employing faculty for the

45, Assist in preparing the long-range pragram plan for voda-
tional sducation.

AR Analyze continual follow-up information on the place-
ment, empioyment, anct iaining status of each gradugteof
the vocstional edusation program.

47. Obtain follow-up data from employers of graduetes of the
vocational sducation program,

48 Detarmine the ressons students lesve the vocationat adu-
cstion program.

48, Review supervisory evaluation reports for agsessing the
vocations! aducation program.

50. Aseossthe relevancy of the vocationsl sducation offerings.

81. Disseminate 2 summary of the vocational exucation pro-
gram evaiuation 10 administrators, advistry committes
members, and mambers of the board of acucation.

B. Instructional Planning

52 Review ganeral objectiv * “or the vocationat aducation
offerings.

vocationst education
54 smwmmmbrmm
in the vocational sducation program.

55. Determine shudent nenads and interests,

SOURCE: Calvin J. Cotrell of of,, Mode! Cuarictsa for Vocational and Technical Teacher Education: Report No. ¥, General Objectives— Set I (Columbus,
OH: The Center for Vocationa! Education, The Ohio State Universily, 1672). See appendix A, p. 47, for adkfitional irformation on the competency iden-
fification process.
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C.

56, involve the students in planning a unit

57. Selsct student performance cbjectives for & unit,

S8. Write contant outiine for a unit.

58. Corraiate unit content with on-the-job and/or iaboratory
Sxpariances.

80. mmmmmmm.
unlt basod on individual diferences of

81. MMGMMWM
Throughout & unit

Pt San
o remelr

82. identlly the student performance objectives for a lesson.

83. Select teaching techniguss for a Jesson,

84. Ptan he introduction of a jesson.

85 Pian the content of a leeson.

88. Pian the summaty of a lesson.

§7. Pian student lsaming sxperiences for a lesson.

88. Ssiect methods of svaluating stuclents” attainment of
specific student performance objectives.

2. Yiite & Jesson pian.

70. Obisin textbook, referance, and other instructiona!
materiate.

71. Seloct tooly and/or squipment for a jesson.

T2 Assembdio ponsumable supplies for instructionsl
purpossa.

73. Develop original Instructional materials such as
WMWMM

74. invoive students in the preparation of instructional
matorials.

T8 Obtain programmed instructional materials,

76. Prepare instructional matorals with a epirit duplicator.

77. Prepas instructional materials with & stencil duplicator.

78 Prepare instructicnal materiais (hard copy and
transparency) with & photocopler.

instructional Execution

78. Conduct fisld trips.
B0. Direct studants in gathering information from sources in
the community.

81. Conduet symposiums.

82 Conduct brainsiomming sessions.

83 Direct stuciant presentations.

84. Direct students In instructing other students.

8B mmmmpmmmngmnqm

89, Prasent information through case study problems.

0. Prasent information by the project method.

81. Direct student study of textbooks, bulleting, and
pamphiets.

82 Direct student stidly of information and assignment

83. Direct studants in preparing laboratory work or job plans.

84. Guide stucent progress through the usa of aperstion
andfor job sheels.

85 Lead group discussions.

88. Conduct ;.ane! discussions.

97. Conduct buzr groups.

88 Employ the question box techniqus.

88. Empioy role-piaying techniques.

100. introduce a lasson

101. Obtain summary for a lesson,

102 Empioy oral questioning techniques.

103. Acknowiedipe student verbal and nonverbal cues.

104. Enrich instruction to challenge the abifities of the more
capable studont.

105. Reinforce jearning.

108. Provide remadial work for sfow leamers.

107. Empioy rewsrd techniques.

108. Establish frames of refersnce to enable the students to
understand a sihiation from seversl points of view,

108. Apply nonwerbet technigues.

110. Demonstrate & manipuiative skill,

111. Present a conoept or principle through a demonstration.

112. Give a ectume,

113, Give an iustrated talk.

114, Present information with analogies.

115. Presart information by use of individusiized instruction.

116. Present information through tasm feaching.

117. Qive an assignment.

118. Prosent information with the assistanoe of a resource

parson.
118. Present information with bulistin boards.
120. Present iInformation with sxchibits.
121, Bustrats with models and real objects.
122, Present information with an overhead projector.
123 Present information with an opague projector.
124. Present information with filmstrips.
125. Prevent information with siides.
126. Present information with sound motion pictures.
127. Present information with single concept films.
128 Presont information with an audio recorder.

128 Presentinformation with a victeo recornder or closed circuit
television.

130. Presont information with & tele-ecture.

131. Presen! informatjon with a recond piayer.

132, Present information with educational television.

133, Direct teaching-machine programmad instruction.
134. Prasent information by computer-assisted instruction.
135. Diract written programmed instruction.

138 Present information with the aid of a fianne! board,
137. Present information witts the aid of a flip chart

138. Prosent information with the aid of a chalkboard.

instructional Evaluation

139. Estabiish criteria for studant performance.
140, Formulate a system of grading consistent with school
policy.

141, WM'Mmrdmwmm
performance siandards.

142 Appraiee students’ performance in relation to student
pestformance objectives.

143. Evaluate indivituniired assignments completad under
directed study.

144. Deviss seif-evaiuation tachniques for use by students.

145. Arrange for stucents to evaluate their own progress.

148. Engage in cooporative evaluation of achievement with

147. Determine students’ grades based on related instructron
and laboratory or on-the-job sxperionce.
148. Interprot students’ evatuation of instruction.

148. Formulate aseay test itema,

180. Formuiate true-faloe test ftemns.

151. Formulate compietion test ftems.
152. Formuiste meiching test items.

153. Formulate multipie-choloe test Hems.
154. Devise ishoratory performance tests.
155, Devise lahorstory performance rating sheets.
156. Formuiate test itoms for an oral test.
157. Adminisiar teacher-made tests.

158. Devise case study problems

159. Anglyre teets for validity.

160. Analyze tests for meliabliity.

161. Review student progress and/or achievement records to
assgss alfactiveness of instruction.



1862 invoive students in formulating the procedures for their
participation in the evalustion of instruction.

163. Obtain information from fetiow teachere anx! supervisory
personnel reganting the quality of one's instruction,

184. Sask opportitnitiss for seli-evaiuation of instruction,

E. Instructional Management

165. Compile a list of supplies needad for the scademic year.

188. Mdsntily new tools and/or equipment neoded for the
ACAOMYC YORT.

167. Recommend refarence books and perindicals related to
vocstional education that shouki be added o the ir-ary.

168. anmwmfam

168, MMWWMWW
supplies, sorvices, and instructional

17 ﬁmawfwmmmim
in vocational activities.

171. Arrange for additional vocational facilities to
accommodate expandad srvolimants and technological
advancements,

172 Propare purchase reguests for approved vocational
equipment and suppiies.

$73. Design a procedure for aoquiring needed consumable
supplies anx! materials.

174. Accept gifts or donations of supplies and equipmaent for
the vooational aducation program in accordance with
schoo! policy.

175. Devise a system for determining and collacting student
foes for consumable suppiies.

178. Structure a filing system for records and report forms.

177. Suppiy thedata for vocational reports required by thestate
dapartmant of aducstion.

178. Devise a filing system for instructiona! matsriaie.

178. Devise a system for maintaining occupational opportunity
information for use by vocational students.

180. Record vocational student aftendance according to
sahool policy.

181. Record vocstional stidents’ grades according o school

182. Assembie individual student files documenting personal
charactoristics, attitutes, and grades.

183. Provide approved safely apparel and devices for
vocational students assigned to hazardous eguipment.

184. Establish aprocedureforattending to the first aid needs of
vocationsl students.

185. Maintain a record of safety instruction prasantad in
compilance with sxlety Jaws and reguiations.
188. Uphold schoo! stanciards of expected student bohavior.

187. Formulstewith students acosptabile standards of behavior
in vocationa! classrooms and taboratories.

188. Uphold acoeptabls standards of student behavior in
vocationa! ciassrooms and isboratories.

188, Carry out approved discipiinary action when warranted.
190. Encournge students fo exercise self-discipiine.

181. Controf outbursts of fighting and aggressive behavior.

182, Maintain an inventory of vocational tocis, supplies, ant

183 Establish 2 systom for repalring and servicing tools and
equipment in the iaboratory.

184. Arrange for the storage and security of sup,.ies and
squipment,

155 implament siudent chack-out procedures for tools,
supplies, and equipmeant used in the laboratory.

198. Direct students in for and maintain
o \ & system for cleaning ng

187. Schadule laboratory equipment for maximum utifization
by students.

188. Amangeiayoutof thevocational laboratory lo simidate the
occupationat environment,

199. Arrange faboratory work areas and storage space 1o
facilitnts student work performance.

200. Contro! heat, iight, and ventitation in vocational
laboratories and classrooms.

201. Estadlish a policy for use of the physical facilities snd
equipment by other school personnet and outside groups.

F. Guidance

&

202 Determine students’ background and environment.

20Q. Administer subject matier diagnostic tesis.

204. Analyzre students’ cumuistive racords.

205. Maintain anecdoial records.

208. Determine reiationships among studenis through the
sociogram or cther sociomedic techniques,

207. mmmwmmm»wm
understanding the students,

208 Assemble information for case study repovts.

208, Communicate with prospective and continuing students
during the summer.

210. Maintain an open door policy for student consultation.

211. Encourage stiients to disouss carser aspirations.

212, Demonstrale & mgard for, and an infarest in, students as
Individuals,

213 Dewsiop constructive working retationships among
students.

214. Demonstrate personal concermn for the student and his

215. Conduct home visits.

216. Recognize potential problems of students.

217. Conduct a conforence with a student.

218, Consuct group conferences.

219, Confer with the student and his/her parents regarding
hig/her aducational development.

220, intevpret ocoupational tasts and inventories to students.

221. Assist students in developing good study habits.

222 Establish communication pattarns for exchanging
information and for oooperating with the guidance staff.

223. Supply gukiance staff with performance data about

224. Refer sludents to guidance staff and other speciatiste.

225. Assist students with their problems by working
cooperatively with cutside agencies such as health and
welfare services.

226, Work with other wachers to heip students with individua!
concems.

227. Refer studenis to quailfisd resource persons for
occupational and educational information,

228. Arrange with professional staff for administration and

of personsiity, aptitude, and intelligence
taste for specific studionts.,

229. Arrangeforthelooal office of the U Employment Service
to administer and imerpest the General Aptitude Tesat
Battery.

230. Present information 10 students on ocoupational
opportunities.

231, Present information to students on advanoced training and
sducationa! opportunities svalisbie to them.

232, Assiststudents in determining ways to best describe their
salabie skills,

233. Write letters Of recommeandation for students.

234, Assipt students in preparing for interviews with

235. Assist studants in securing and completing
for jobs, scholamhips, sducstions! ioans, or college

» .
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G. School-Communt.y Relations H.
236. Asaist in the developmen? of policiss regarding
school-community relstions.

Z37. Pias the schookoommunity relations activities for the
voostional aducaion program.
238 Procure clasrancs from the school administration to

239 Express a philosophy consistent with that of the vocational

240. Spoak to achool snd community groups about the
vocations! agucation program.

241. Provide brochires to inform the schodl and community
sbout the vocational educstion program.

242. Provide displays in the school and community about the
voostional education program.

243 hmmt““m;aﬂmacﬁﬁ::m
periodiceis,

244. Present activities of the vocationa! education program on
television.

245, Presont activities of the vocational education program on

R46. Direct student prasentations dsscribing activities of the
vocationa! education program.

247. Conduct an open house to amifiarize members of the
school and commusitity with activities of the vocationat
sducation program.

248. Sponsor student-parant activities for the vocationa!
ecucation program.

248, Assist with specis! community socis! evente.
250 Assist with community business and industry sponsorad

251. Serve in professional nonvocational organizations to
improve the image of the vocational education program.

252. Serve in a community civic, service, or social organization
toimprove the image of the vocational education program.

253. Provide consultantservices t010cal business and industry.

254. Maintain liglson with union officials and employers.

255. Maintsin Hiaison with employment agencies.

258. Maintain liaison with community professional, service,
fraternal, sockal, and religious organirations.

257. Maintain good relations with other schools.

258. Maintain liaison with state department personned.

259. Obiain informal teadback on the vocational education
program through contacts with individuale in the schoot
and community.

260. Conduct opinion surveys in the school and community
concerning the vocational education program.

2681. Analyre snroliment trends fo determine atudent end
parent acceptance of the vocational education program.

262. Obtain information from parents relative 1o their
sxpectations of the vocational aducation program.

263, Consult the advisory committee to oblain information
concemning their expectations of the vocational education
program.

264. Acquire information from members 0f the community

affecting

community support. '
206. Sty in-achool slection resulte (student council, class .

officers) to determine the image of the vocational students

in the achool.

267. Mzintgin working relstionships with the school
administration and faculty.

268. Assist in planning the goals of the fotal school program.,
268. Maintain working relationships with the schoo! supporting
staff through cooperation and mutual effort.

56

Vocational Student Organization

<70. Obtain approval from the schoo! adminisiration for
establishing the vocstional student organization.

2. Conact stote deparimant personnal reganding the stops
to be foltowed in organizing & vocational student
organization.

]

Acquaint prospective membens and their parents with the
purposSes. activitien, and values of the vocational studem
organtzation.

. Organize a student committes io assess student interest
in joining a vocational student organization.

Assist in the development of a constitution and bylaws
for the vocntiona! student organization.

MwmﬁmnManwammm-
dent orpganization.

Diract initiation actvities of the vocationa! student
organization.

Orient students to the vocational ghudent organization.
Assist in the slection and instaliation of officers of the
vocational stxtent organixation.

Conduct a loadership training session for the officers of
the vocationa! student organization.

Obtain the assistance of state department personne! in
maintenance of the vocational student organization.
Assist students in developing a yearly program of work
for the voestional student organization.

Assist students in advancing within the available degrees
in the vocational student onganization.

Supervise social and educational activities for the voca-
tional student organization,

invoive elacted chapter parenss in the activities of the
wvocational studem organization.

Assist students with publicizing the vocational student
organization activities.

Assiat students with the financial management of the
vocational stixient crganixation.

Assist in planning and organizing fund-raiging activities
for the vocational student organization.
wamdmam{hbbbrmemm

siudent organtzation.
mmmmwanmmm
the vocational stisdent organization.

Supervise the development of a chapter scrapbook for
the voeational student organization.

Evaluate the vocationa! student organization.

Affiliate the vocational student orpanization with the state
and national vocations! organieations.

Assist in the prepanation of state and national reports for
the vocational student arganization.

Provide advice for student entries in state and national

vocational student organization contests.

Send student representatives to dhstrict, state, regiona,
and nationa! vocationa! student organizalion activities.

Assigt in the doveiopment of rules and procedures for
conducting district, state, regional, and national voca-
tional student orpanization contests.

Setve as an advisor or judge for district, state, raglonal,
or national vocational student crganization contests.

Participate in districl, state, regional, and national ac-
tivities of the vocational shutent organization,

Professional Role and
Development

209. kientify current trends of the teaching profession.

300. Promote the attainment of the goals of the teaching
profassion,

301. Express a personal professional phitosophy consistent
with the goals of the teaching profession.

2. Exprose a personal professional philosophy consistent
with the goals of vocaticnal education,

Z 3 58?8??255555?5?5553553?3
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303, Maintain the ethical standards sxpected of a professional
304. Exchange observational visils, innovations, and ideas with
othara in the profession.
308, Support professional organizations through mempership
meestings.

and attendance at
308. Serve professional organizations as an officer and/or
chairperson, or member of a commitiee.

307. Reprasont the teaching profession as a commitiee
member, delegate, oF program participant at meetings
and activilies of other related professions.

308. Participale in experimental and other data-cotlecting
research activities.

308. Write an article or book for publication which contributes

1o the titesature of the profession.

Asgist in orienting teachers who arg new 10 the school

systom.

Woark with & team from the school and/or community on

pertinent schoo! activities.

Serve community needs by contributing professionat

sxpertise o community activities.

313. Consult supervisory and administrative evaluations o
determine attitudes of others toward one’s personal and
profassional abilities and jimitations.

314. Use a seff-analysis form to ovatuate personal and

profossiongl abilities and fimitations.

Salect the teaching position which is in keeping with

perecnal and professional abilities and limitations.

316. Maintain professional certification through enrolling in

graduate, extension, and inservice sducation programs,

Expand aducational background and leadership potential

by achisving advanced degrees.

318. Keep up 1o date through reading professional literature.

318. Acquire new occupational skifls and information needed

to keep pace with technological advancement in

vocationa! education.

Update professional personnel file regularly.

Participate in noninstructional school activities {cateteria

supervision, homsroom, bus duty. chaperoning, ete.).

322. Assist with nonvocational student organization activities,

323, Provide opporturities for potential teachers (0 observe

and participate in the public schoo! program.

Interpret the policies and regulations of the local school

district to the student teacher,

Plan act sties for the student teacher which draw upon

and ennch coliege course work,

Assign responsibliities commensurate with the student

teachser's background of knowiedge andt axperience.

Demonsirate instructional techniques for student

teachers.

328. Consult regularly with the student teacher regarding
pianning, implementing, and svaluating teaching.

329. Conter rogularly with the student teacher.

330, Confer with thecoliegesupesvigor and the student teacher
regarding plans for. and evaluation of, the total studem
teaching experiencs.

31

31,

312,

31

317

320.
at

328,
325.
326,

327.

Coordination of Cooperative
Education

331. Estabdlish criteria for selection of student-learners.

332, Provide prospective student-lsarnars with resource
materials on occupational opportunities to aid them in
selecting & vocation.

333, Administer occupational tests reiative to student-learner
salection and placement.

334. Gather student-earner selsction dats.

335 interview students and parents to obtain student-leamer
interest and aptitde information.

338. identify a prospective student-learner on the basis of
selection criteria and data.

57
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337. Mateh a student-lsarner's unique chamcteristics with an
appropriate training station.

338. Negotiste on-the-job training hours and wages for
studont-leamers.

339. Estadblish criteria for evaluating the training station
potential of & dusinese or industry.

340. mnmpmapecﬁncoopumamplmtopwvidn
on-the-job training stations.

341. Establish criteria 10 evaluate qualificotions of prospective
on-the-Jod inatructors.

342. Assess training capability of the on-the-job instructor of
the prospective training siation.

343, Assess sducational adeguacy of the prospective training
stations fncilities and equipment.

343, Aspem safety provisions of the facilities and equipment of
the prospective training station.

345. Convince an employer o provide a training station for
cooperative vocational education.

36. Arrange with & union to make contract provisions for
student-taamers.

347. Develop a training agreament belween student-laamer,
mmmmngmm

348. Arrange school and work scheifules with student-leamers
and schoo! and empioying personne.

348 Msmmmmmmthmhm
empioyer and/or the on-the-jod instructor

mmmmmmm

351. Assist the cooperating employer in obtaining information
concerning federal art stale wage and hour
clasgifications.

Assist the cooperating employer in acquiring a federal
permmit 10 pay & training wage,
Ammamopenﬁngmp!minmmmwﬂwof
employing a student-learner in a hazardous occupation.
Establish the cooperating empioyer's qualifications for
reimbursement for training 8 student-laarner.

Qbtain reimbursement for the cooperating employer
providing on-the-job training.

3568 Obtsin reimbursemant for the student-lsarmer for
altowable fraining costs suth as clothing and tools.
Prepare the studentJeamer for an interview with the
cooperating employer and training station personnel.
358. Assist the studentieamer in on-the-job training
orisntation.

Assist the ing employer's personnel in accepling
the training status and role of the student-leamnsr.
Maintain good working relationships with training station
personnet

s
353.
358.

355,
357.

359.
360

Develop a procedurs to ensure student’s safety and

protection in the training station.

362 Develop & plan for sup.wvision of on-the-jod training.

363. inform ihe adminigtration of the coondination itinerary.

364. Agsess the on-the-jod experience daily reports with the
student-leamer to plan future instruction.

385 Encournge the on-the-job instructor to follow the training
plan in providing experiences for the student-learner.

386 Maintsin the studentdsamer’s progress reports for

on-the-job training and retated instruction.

Examine the student-iearner's progress reports to

determine future on-the-job training experiences and

related instruction.

368. Maintain @ record of indlvidual work hours, wages, and
work axperiences of on-the-job training.

368. Assist the student-learner in the solution of problems

related 1o on-the-job triining.

Contro! student-learner absentesism from schoo! and

on-the-job training.

Control the transier of student-learners within ike

cooperative vocstiona!l education program and to other

school programms.

Conduct termination procedures for on-the-job training

for the student-learner whan conditions demand it.

381

367.

370.
371
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373. Sponsor an employer-employes RpprECiation svent,

12 8 mmmhmmmmnmnm

375, Evaiunte the siudenieamers personal traits and
charactaristics on the jod,

37 aﬁuwmbmmmmmasm

377. Check the shudent-lsamer’s progress with the on-the-job
fnstructor and other training station personnel.

378 Assess the studentlearner's performanoe with the
aspistance of the on-the-job instructor.

378 anmmmpwmmeogum
the selection of lessons for related instruction,

350. Evaluate the quality of the on-the-job training recaived by
the student-iepmer.

381 Provige & workshop to aseist on-the-job instructors in
techniques for teaching student-learmners.

362 Assist the cn-the-job instructor with development of
Mwmmm%»m

383 ummwmmmmmmmm
basis of information on technology obtained from
cooperating employors.

384. Qbtain information from the advisory committee on ways
to improve refated instruction and on-the-job training.

L S
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Appendix C

MASTER LIST OF PERFORMANCE ELEMENTS
FOR MODULE CATEGORY K: implementing CBE

naE wp

10.
11.

12.

13,

14.
15.

16.

17.

18.

. Determine the roles, functions, and charac-

teristics of a CBE teacher and assess your

qualifications and willingness to perform in
those roles.

Observe programs where CBE is being used.

Participate in someone eise’'s CBE program as
a student,

. Enroll in courses and workshops covering CBE.
. Keep up-to-date with what's going on in/with

CBE (e.g., by reading the literature, attending
conferences).

. increase your skills in developing rapport and

communicating openly (e.g., with admin-
istrators).

Provide information to orient administrators to
CBE and to the need for alternative grading
procedures.

Orient advieory committee to CBE and your CBE
program.

Orient employers to the individualized,
competency-based approach,

Orient counselors .and teachers in. feeder
schools to the CBE program.

Orient the community to competency-based
instruction.

Promote your CBE program, explaining the ad-

vantages of this approach fo prospective
students.

Identify basic materials, equipment, and
facilities needed, quantities needed, and their
costs and sources.

Pian the physical arrangement of facilities and
major equipment.

Organize a resource center, including provision
for storage of software.

Provide an environment conducive to viewing
media and listening to tapes without
distractions.

Evaluate the physical placement of equipment
and facllities.

Arrange for the purchase and/or duplication of
multiple copies of matarizis.

19.

20.

21,

24,
25,

27.

31.

8
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40.

41.

Ensure that a relevant record-keaping system
exists for CBE (developed statewids, institu-
tionally, or by instructor).

Establish a “‘grading’’ procedure consistent with
CBE and institutional requirements.

Determine time periods during which it is
reasonable for students to enter the program.

Encourage the administration to provide a
reasonable student-teacher ratio.

Organize fieid-based instructional settings.
Develop a task list.

Cluster tasks.

Sequence tasks.

Secure advisory committee verification of task
lists.

. Determine limits of program content.

Assist in determining student selection criteria
for your CBE program.

. Set standards t0 assess student readiness for

exit or advanced placement.

Specify levels at which students can enter in-
dustry, as correlated with task clusters.

. Return to industry to ensure that you, as aCBE

instructor, can perform the specific skills that are
taught in the program.

. Assess the effectiveness of the way in which

tasks are clustered and sequenced.

. Determine whether instructional materials will

be secured elsewhere, adapted, or developed
locatly.

. Determine sources of CBE curmriculum materials.
. Modify materials secured from other sources.
. Develop appropriate instructional materials.

. Develop skills in writing clear, precise instruc-

tional materials that communicate to students.

Develop an awareness of how multimedia can
be used in the classroom/iab (where each works
best, when, etc.).

Gain skill in working with a wide variety of
media.

Establish format for instructional materials.

SOURCE: The competencies on this fist were identified, veritied, and refined as part of a National CenerfOSU project direcied by James B. Hamilton;
project ataff included Lois G. Harrington, Michag! E. Wonacott, and Chery! M. Lowry; Glen E. Fmdmummdcmmmam

tart. The DACUM

identification panet included the following educators with

com based education; Odell

in implementing petency-
Chism, Robert Dubanasid, Netl Reske, Ball Nichoison, Robert Rannells, Richard Sediacek, William Shoat, Kris Shier, Michaet Strohaber, and Ann Vescio,
Ses appendix A, p. 50, for additional information on the competency identification process.
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49.

51.

57.

59.

61.

%8 & B & B

Estabiish, for each task, minimal acceptable in-
dustry standards to be met.

Establish genseral time lines for completion of in-
dividual competencies.

Develop assessment devices (skill tests, perfor-
mance tests, written tests, pre- and post-tests).
identify the learning activities required to learn
the task.

Design student learning activities.

Select materials to support the leaming activities
specified.

Ensure that copyright laws are not violated
within locally developed materiais or by the
reproduction of outside materials.

Conduct ongoing evaluation of instructional
materials to ensure that they do what they are
supposed to do.

Assess the readability level of materials for par-
ticular students.

Assess materials periodically to ensure that the
content is up-to-date (e.g., in terms of the tasks
covered and references to the resources
required).

. Develop the skills necessary to manage and

coordinate multiple, diverse Iearning activities.
Maintain a safe, ordered, yet flexible learning
environment (job atmosphere).

Function as a leaming manager, being willing
to let students work on their own, with your trust,

. Gain skill in using a wide variety of teaching

techniques well.

Provide for the development of competency-
based programs unique to individual student
needs.

Schedule individual/group leaming experiences.
involve students in providing assistance to other
students.

Coordinate student activities occurring in dif-
ferent areas (learning activities, lab main-
tenance).

Manage the storage and use of CBE materiais,
equipment, records, and overall inventory of
supplies, tools, and other materials.

Develop a system for students to check
materiais in and out as required.

60
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65.

66.

67.

69.

71,
72,
73.

74.

75.

76.

77

78.

8

81.

82.
. Allow students to experiment, knowing that

Esiablish student performance data-coliection
procedures.

Provide for continual performance feedback to
students.

Conduct student performance assessment of
occupational competencies.

Maintain appropriate individual records of stu-
dent progress (e.g., start, stop, achievement of
competencies). .
Evaluate your management procedures (e.g.,
record-keeping, “‘grading”).

Orient students to the CBE concepts.

Orient students to the assessment system.
Orient students to the ieaming materiais.
Orient students to their roles and responsibilities
in CBE.

Orient students to specific skills available
through your course.

Orient students to the CBE faci'ties (e.g.,
resource center, records storage).

Assess students 1o determine needs, abilities,
and goais.

Assist students in determining whether this
specific CBE program is appropriate to their
needs, abilities, goals.

Work with students to devise individua! learn-
ing plans (e.g., use of contrac’s).

Develop the counseling skills needed to deal
with working with students on a one-on-one, in-
dividualized basis.

Know when to counssi and when {and where)
to refer.

Counsel/advise students in self-assessment of
their progress through the CBE program.
Employ constructive criticism.

Sustain motivation by a generous use of praise
for a job well done.

Encourage open communication such that
stiudents feel free to ask for help.

Assist students in developing self-motivation.

“failure’ at that point can be a learning ex-
perience and that they can continue {0 praclice
until they succeed.

Evaluate student progress.
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Appendix D

MASTER LIST OF PERFORMANCE ELEMENTS

FOR MODULE CATEQORY L:

Serving Students with Special/Exceptional Needs

1.

2.

11.

12,
13.

14,

15.

17.
18.
18.
20.

21,
2.

® ® N & v A @

Define your role in serving exceptiona! students.

Review your attitude toward exceptional
students,

Improve your knowladge, skills, and experience
regarding exceptional students.

ldentify students who appear to have excep-
tional needs and abilities.

. ldentify the exceptional needs and abilities of

students.
Diagnose the specific needs/abilities of stu-
dents.

interpret results of diagnosis of students'
needs/abilities.

Gather and interpret basic information about ex-
ceptional students.

. identify modifications required in program goals

and objectives and occupational tasks in light
of students’ exceptional needs.

. Prepare a tentative individual training plan.

Conduct a planning meeting to finalize the in-
dividual training plan.

Evaluate instructional materials for bias.
Evaluate instructional materials against the
capabilities of your exceptional students.
Adapt, develop, or select instructiongl materials
for your exceptional students.

vonsult with students about their cxceptional
reeds and modifications needed in the Iaarn-
ing envhorment.

. Analyze the Jeaming environment for modifica-

tons needed to serve your exceptional students.
Make needed modification to the leaming en-
vironment for exceptiona! students.

inform students about their peers with specia!
naeds.

Demornstrate acceptance of students with
special needs,

Provide activities to aliow students 1o interact,
cooperate, and relate 1o one ancther.
Encourage student suppon groups,

Basa the selection of tesching techiniques on the
general principles of good teaching.

3
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. Individualize instruction for exceptional

students.
Reinforce instruction for exceptional students.

Use specific activities to remediats, accelerate,
and accommodate a variety of student needs.

Communicate actively with students.
Communicate honestly with students.
Communicate fairly with students.
Communicate understandably with students.

Jse assessment techniques appropriate to the
exceptional needs of students.

Minimize the fear of testing.

Record results of assessment of exceptional
needs students’ progress.

Provide frequent and continual feedback to ex-
ceptional needs students.

Use an appropriate grading system for excep-
tional needs students.

Identify exceptional needs studsnts who need
assistance with personal/social problems.
Develop raupport with exceptional needs
students.

. Counsel students with specific personal/social

problems.

Refer students to other professionals if
necessary.

Assist exceptional needs students in develop-
ing decision-making skills.

40. Assist exceptional needs students in increasing

& & & & B

solf-awareness.

. Assist excertional needs students i~ gaining

Career awareness.

Assist exceptional needs students in setting and
accepting realistic career goals and plans.
Assure representation with cognizance
of the needs of exceptional needs students.

Gather specific employment opportunity infor-
mation for students with exceptional needs.

{dentify the employability needs of exceptional
neerds students.

Pian techniques to meet the employability needs
of exceptional needs students.

WWWmMNmW.W.MMdermwmmwm&t-lammm

project staff included Lois Q. Marington, Michas! £, Wonscot, Karen M. Cuinn, Cneryl
the United States ssrved or: the eight DACUM competoncy identification pansis, one for each of the ppeciatiex-

tsachers and supervisors rom
cepional newds groups invluded in the study, Soe appendix A, p. 50, for addiiional irormation on the competsncy

M. Lowry, and others. Approximately 80 vocational-technical
Process,
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47. Help students with exceptional needs obtain
employment,
48. Identify prospective students with exceptional

40. Select and use appropriate recruitment
strategies with students with exceptional needs.

50. Use promotion to gain school and community
support and to establish the credibility of your
program in preparing students with special
needs for employment.



Appendix E

MASTER LIST OF PERFORMANCE ELEMENTS
“OR MODULE CATEGORY M:
Assisting Students in Improving Thoir Basic Skills

S PR
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10.
11.
12.
13.

14.

15.

16.
17.

18.

19.

21.

N~ o w

. Accept your responsibility for the provision of

reading instruction.

. ldentify the reading skills required for entry into

the trade/vocation.

. Assess students’ reading abilities.

Diagnose students’ readirj problems and
reading levels.

Use care in interpreting existing student
records

. identify available instructional materiais written

at the appropriate reading level.

. Use appropriate support personnel and

materials.

. Demonstrate a positive attitude toward reading.
. Create a classroom environment conducive to

reading.

Provide incentives to encourage student
improvement.

Use students' specia! vocational interests to
motivate them to read.

Teach appropriate technical and related
vocabulary.

Demonstrate practical reading tips (e.g., skim-
ming, pointing, underlining).

Deveiop students’ ability to follow written in-
structions (e.g., have students read instructions
and perform a specific series of hands-on
activities).

Individualize reading instruction (e.g., through
the use of modules).

Use small groups/pairings in reading activities.
Use reading games (e.g., crossword puzzies,
word scrambles, word searches).

Use audiovisual techniques (e.g., audiotape
reading assignments).

Assis! students in using self-evaluation tech-
niques to determine their reading compre-
hension.

Provide opportunities for the practice and re-
inforcement of reading.

Accept your responsibility for the provision of
writing instruction.

3
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41,
42.

43.
44, Ask students to repeat written and oral instruc-

g B 2 8 BE8 B B

Identify the writing skills required for entry into
the trade/vocation.

. Assess students’ writing abilities.
. Diagnose students’ writing problems (e.g.. in

spelling, clarity, punctuation, grammar).
Provide standards for written materials (e.g., for
spelling, clarity, punctuation, grammar).
Provide modet! formats for written materials (e.g.,
memos, reports, business letters, work orders).

. Provide vocationally related writing assign-

ments.

Assign writing topics related 10 students’ special
vocational interests.

Encourage student use of appropriate technical
and related vocabulary.

individualize writing instruction.

Use writing games (e.g., paragraph scrambles).
Provide oppottunities for students to critique
writing samples.

. Assist students in using self-evaluation tech-

niques to determine their writing ability.

. Correct students' writing errors (e.g., in spell-

ing, clarity, punctuation, grammar).

- Accept your responsibility for the provision of

oral communication instruction.

. Identify the oral communication skills required

for eniry into the trade/vocation.

. Assess students’ oral communication skills

(speaxing and listening).
Diagnose students’ oral communication prob-
lems {e.g., in grammar, pronunciation, clarity).

. Teach appropriate technical and related

vocabulary.
Encourage student use of appropriate technical
and related vocabulary.

Correct students’ errors in speech (e.g., by
focusing on one or two esTors at a time).
Develop students’ awareness of body language
{nonverbal communication).

Use oral questioning techniques.

tions to ensure their urderstanding.

SOURCE: The competencias on; this fist were identfied, verified, and refined as part of a National CenterfOSU project directed by Jamses B. Hamihon;
project staff included Lois G. Marringon. Michael £. Wonacolt, Catherine C. Fiteh, Ehzadeth Kendafl, and others. The DACUM competency identification
pane! ncluded the following educators with erpertise in assisting students in improving thelr basic skills: Mifton Amold, Lewis Cain, William Chancier,
Jim Frazier, Jackie Marsha.l, Teresa Paige. Thomas Peterson, Marie Schemitz, and Nancy Underwood. See appendis A, p. 50, for additional informahion
on the competency identlfication process.
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Use role-playing techniques to improve oral
communication.

Use oral communication games {e.g., rumor,
one-way communication).

. Have students give small- and large-group oral

presentations.

Provide opportunities for students to practice
their listening skills.

Teach techniques for using the telephune
effectivety.

Provide simulated and real-life opportunities for
telephone use.

. Assist students in using media to evaluate their

own performance and progress.

Use guest speakers to stimulate student dis-
cussion.

Encourage students to take advantage of the op-
portunities for communication available through
participation in vocational student organizations.
Accept your resp- nsibility for the provision of
math instruction.

identify the math skills required for entry into the
trade/vocation.

Identify the math skiils required 10 succeed in
the vocational program.

. Assess students’ math skills.

Diagnose students’ math deficiencies (e.g., in-
ability to add and subtract).

Assess the riatoness of math-related ex-
planations in your instructional materials.

60. Identify available math-related materials ap-

o]
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propriate 1o students’ abilities and your voca-
tional area.

. Use appropriate support personnetl and ma-

terials.

Teach appropriate technical and related math
vocabulary.

individualize math instruction.

Use students’ special vocational interests o
motivate them 1o deveiop their math skiils,
Provide practicat math application activities
(e.g., computing income tax, balancing
checkbook, computing supply nrders).

67.

3

3

3

3
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. Provide simulated and real-life opportunities for

math usage (e.9., through business situations).
Use audiovisual aids to teach and reinforce
math concepts.

Use tutors (e.g., students, retirees, volunteers)
to aid students in improving math skills.

. Assist students in using self-evaluation

techniques.

. Accept your responsibility for the provision of

survival skills instruction.

. Assist students in clarifying their values.

Assist students in setting realistic shori-term and
long-term goals.

Assist students in developing personal dacision-
making skills.

. Assist students in dealing with a multiplicity of

adult roles and responsibilities.

Promote good safety habits.

Assist students in developing appropriate per-
sonal hygiene and nutrition habits.

:ksgii:t students in developing time management
Provide opportunities for students to improve
their Interpersonal relationship skills {e.g.,
through the vocational student organization).

Ass“ist students in developing personal financial
skills.

Help students to become more knowiedgeable
consumaers.

. Teach students to use reference books (e.g..

telephone book, dictionary, maps, thesaurus).
Help studrnts identify, understand, and use
sources of career information.

Prepare students to find, obtain, retain, and
properly exit employment.

Assist students in developing an awareness of
their fegal rights and responsibilities on the job
{e.9.. knowledge of minimum wage laws).
Assist students in developing an awareness of
their rights, responsibilities, and benefits as

employees (e.g., knowledge of company policy,
insurance benefits, and promotion policy).



Appendix F

MASTER LIST OF PERFORMANCE ELEMENTS
FOR MODULE CATEGORY N: Teaching Aduits
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. Demonsirate knowledge of differences between

andragogy and pedagogy.
Demonstrate knowledge of factors that motivate
adult leamers.

Demonstrate knowledge of life responsibilities

of the aduit learmer.

Analyze own personal developiment process.

Anailyze own leaming experiences.

Analyze own leaming styles.

:’repare a personal professional development
an.

Assess training needs.

Devsilop customized training.

Provide for distance iearning options.

Describe your program.

Recruit learmers.

.. Monitor lsamer satisfaction.
. ASSess program outcomes.

Report program resuits (outcomes).

. Establish external linkages.
. Establish internal linkages.
. ldentify support services for overcoming

barriers.

Assess leamers’ prerequisite skills.

Assess learners’ prior experiences.

Clarify learners’ goals.

Analyze leamers’ learning styles.

Verify correct placement of learner in training
program.

Maintain training record and related data.
Determine (job-related) learning objectives
bassed on needs assessment.

Maintain proper balance between meeting
learner needs and content requirements.

Empicy a variety of instructional techniques.
Match instructional techniques to learning
styles.

ml
30.

8

£ 8
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37.

s 88
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Employ instructional strategies to increase
loamers’ confidence.

Employ instructional strategies to increase
group cohesion.

. Employ coaching techniques to reinforce

leaming.

Select, develop, or modify materiais to meet
leamers’ needs.

Employ new educational technology (e.g., in-
teractive video, videotape, computer-assisted
instruction).

Provide for physiological needs of individual
learners.

Manage physical snvironment.

Demonstrate sensitivity to sociocultural
differences.

Demonstrate skill in working with an LEP
population.
Establish adult-to-adult rapport.

Use language relevant and appropriate to the
adult isarner.

Demonstrate acceptance of adult as a leaming
resource.

Reiate classroom activities to experiences of
learners.

Respond to the need of the adult to be
independent.

Create a participatory environment.

Serve as a role mode! in learning.

Adjust pace of instruction to individual leamers.
Advise leamers on career piacement.
Provide support services.

identify available referral services.

Employ collaborative assessment techniques.

Conduct follow-up assessmeant to see if need
has been met.

SOURCE: The competencies on this list were ideniified, verified, and refined as part of & National CenterfQ8U project directed by Robert E. Norton,
project staff included Lols G, Harrington, Catherine C. Fitch, Kathieen Kopp, and David J. Kalamas. The DACUM competency identification pane! inchud-
ad the following ecucators with expertise in teaching acults: Doe Hentache!, David Hoimes, Joanne Jorz, Jean Lowe. Jim Menapace, Norma Milanovich,
Cuba Miler, Donaid Mocker, o Michael A. Spewok. See apperdix A, p. 50, for additions] information on the competency iden.fication prooess,
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Appendix G

MASTER LIST OF PERFORMANCE ELEMENTS

FOR MODULE E-10:
Combat Problems of Student Chemical Use

1. Prepare yourself to deal with student use of 3. Use intervention techniques in dealing with stu-

alcohol and other drugs. dent use of alcohol and other drugs.
2. Use prevention techniques in dealing with stu- 4. Use support and follow-up techniques in deal-
dent use of alcohol and other drugs. ing with student use of alcohol and other drugs.

SOURCE: The competencies on this list ware identified, verified, and refined as part of a National Centar/OSLI project directad by James B. Hamilion;
project staff included Michas! E. Wonacolt, Lois . Hamrington, and others. The DACUM competency identification panel included the following educators

with expertise in combating problems of student chemical use: Earl Emery, Mari Kaptain, Thomas Lively, Otive Miller, Thomas Murray, Wiltiam Segeieon,
and Mike Stecyk. See appandix A, nnVMMmmmymm
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Appendix H

MODULE TITLES AND ASSOCIATED PERFORMANCE ELEMENTS

Category A
PROGRAM PLANNING, DEVELOPMENT, AND EVALUATION

—— —

Performance
Module Title Elements
A-1 Prepare for a Community Survey 1-12, 14, 15
A-2 Conduct a Community Survey 13, 16, 17
A-3 Report the Findings of a Community Survey 18, 19
A4 Organize an Occupational Advisory Committee 20, 24
A5 Maintain an Occupational Advisory Committee 25,29
A6 Develop Program Goals and Objectives 30, 31, 36, 52
A-7 Conduct an Occupational Analysis 32-35
A8 Develop a Course of Study 34-38
A9 Develop Long-Range Program Plans 40-45
A-10 Conduct a Student Follow-Up Study 46-48
A-11 Evaluate Your Vocational Program 49-51
Category B
INSTRUCTIONAL PLANNING
Performance
Module Title Elements
B-1 Determine Needs and Interests of Students 55
B-2 Develop Student Performance Objectives 39, 53, 54
B-3 Develop a Unit of instruction 56-61
B-4 Develop a Lesson Plan 62-69
B-5 Select Student Instructional Materials 70-72, 75 T
B-6 Prepare Teacher-Made Instructional Materials 73, 74, 76-78

NOTE. The performance elements for the mixtules in Categories A-J {with the exception of Module E-10) are Iisted in eppend x B.
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Category C

INSTRUCTIONAL EXECUTION
Performance
Module Title Elements
C1 Direct Field Trips 79, 80
c2 Conduct Group Discussions, Panel Discussions, 81, 85, 96 -
and Symposiums
c3 Employ Brainstorming, Buzz Group, and Question 82, 97, 38
Box Technigues
C4 Direct Students in Instructing Other Students 83, 84
Ccs Employ Simulation Techniques 85, 99
C6 Guide Student Study 86, 91, 82, 117, 221
C-7 Direct Student Laboratory Experience 87, 93, 94
c8 Direct Students in Applying Problem-Solving Techniques 88, 89
c8 Employ the Project Method 80
-10 Introduce a Lesson 100
c-11 Summarize a Lesson 101
c-12 Employ Oral Questioning Techniques 102
C-13 Employ Reinforcement Techniques 103, 108, 107, 109
Cc-14 Provide Instruction for Slower and More Capable Learners 104, 106
C-15 Present an lllustrated Talk 108, 112-114
C-16 Demonstrate a Manipulative Skill 110
C-17 Demonstrate a Concept or Principle 111
Cc-18 Individualize Instruction 115, 143
C-18 Employ the Team Teaching Approach 116
C-20 Use Subject Matter Experts to Present information 118, 130
C-21 Prepare Builetin Boards and Exhibits 119, 120
c-22 Present information with Models, Real Objects, 121, 136
and Flannel Boards
C-23 Present information with Overhead and Opaque Materials 122, 123
C-24 Present information with Filmstrips and Slides 124, 125
C-25 Present Information with Films 126, 127
C-26 Present information with Audio Recordings 128, 131
c-27 Present Information with Televised and Videotaped 128, 132
Materials
C-28 Employ Programmed instruction 133, 135
C-29 Present Information with the Chalkboard and Flip Chart 137, 138

NOTE: The performance slements for the modtles in Categories A-J (with the exception of Module E-10) ame fisted in appendix B.
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Category D
INSTRUCTIONAL EVALUATION

Performance
Module Title Elements

D-1 Establish Student Performance Criteria 138

D-2 Assess Student Performance: Knowledge 142, 149-153, 156-160

D3 Assess Student Performance: Attitudes 142, 149, 156, 158-160

D4 Assess Student Performance: Skills 141, 142, 144-146, 154,
155, 167, 159, 160

D-6 Determine Student Grades 140, 147

D-6 Evaluate Your Instructional Effectiveness 148, 161-164

Category E
INSTRUCTIONAL MANAGEMENT
Performance
Module Title Elements

E-1 Project instructional Resource Needs 185-167

E-2 Manage Ycur Budgeting and Reporting Responsibilities 168-170, 172-175, 177

£3 Arrange for improvement of your Vocavionat Fa 17

E4 Maintain & Filing System 176, 178-182

E-S Provide for Student Safety 183, 185

E-6 Provide for the First Aid Needs of Students 184

E-7 Assist Students in Developing Self-Discipline 186191

EsS8 Organize the Vocational Laboratory 194, 198, 199

E-9 Manage the Vocational Laboratory 192, 193, 195-197,
200, 201

E-10 Combat Problems of Student Chemical Use 1-4

NOTE: The performance slements for the modules in Categories A-J {with the exception of Module E-10) are iisted in appendix 8.
The performance elements for Module E-10 are fisted in appendix G.
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Category F
GUIDANCE
Performance
Module Title Elements
F1 Gather Student Data Using Formai Data-Collection 202-208, 212, 222, 223,
Technigques 228, 229
=2 Gather Student Data Through Personal Contacts 209, 212, 214-218, 222,
226
F-3 Use Conferences to Help Meet Student Needs 210212, 217-220, 222,
224, 225, 227
F4 Provide Information on Educational and Career 212, 213, 222, 230, 231
Opportunities
F-5 Assist Students in Applying for Employment or Further 212, 232-235
Education
Category G
SCHOOL-COMMUNITY RELATIONS
Performance
Module Title Elements
G-1 Develop a School-Community Relations Plan for Your 236-2309, 248
Vocational Program
G-2 Give Presentations to Promote Your Vocational Program  * 240, 246
G-3 Develop Brochures to Promote Your Vocational Program 241
G4 Prepare Displays toc Promote Yourr Vocational Program 242
G-5 Prepare News Releases and Articies Concerning Your 243
Vocational Program
G- Arrange for Television and Radio Presentations Concerning 244, 245
Your Vocational Program
G-7 Conduct an Open house 247
G-8 Work with Members of the Community 249-256
G-9 Work with State and Local Educators 257, 258, 267-269
G-10 Obtain Feedback about Your Vocational Program 259-266

NOTE: The performance slements for the modules in Categories A-J {with the axception of Module E-10) are tisted in appendix B.
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Category H
VOCATIONAL STUDENT ORGANIZATION

] Performanrce
Module Thie Elements
H-1 Devslop a Personal Philosophy Concerning Vocational 270
Student Organizations
H-2 Establish a Vocational Student Organization 270-275, 277, 280, 292
H-3 Prepare Vocational Student Organization Members for 276, 278, 279, 282, 295
Leadership Roles
H4 Assist Vocational Student Organization Members in 281, 286, 287, 289
Developing and Financing & Yearly Program of Activities
H-5 Supervise Activities of the Vocational Student 283-285, 288, 290, 291,
Organization 293, 298
H-6 Guide Participation in Vocational Student Organization 204-2C7
Contests
Category |
PROFESSIONAL ROLE AND DEVELOPMENTY
Professional
Module Title Eloments
-1 Keep Up-to-date Professionally 299, 304, 318, 319
-2 Serve Your Teaching Profession 300, 305-309
-3 Develop an Active Personal Philosophy of Education 301303
-4 Serve the School and Community 310-312, 321, 322
-5 Obtain a Suitable Teaching Position 313-317, 320
-6 Provide Laboratory Experiences for Prospective Teachers 323, 325
7 Pian the Student Teaching Experience 324-326, 330
-8 Supervise Student Teachers 327-32%

NOTE: The performance elements for the modules in Categories A-J (with the sxception of Module E-10) are listed in appendix B,
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Category J
COORDINATION OF COOPERATIVE EDUCATION

Performance
Module Thie Elements
J-1 Establish Guidelines for Your Cooperative Vocational 331, 339, 341, 354-356
Program
J-2 Meanage the Attendance, Transfers, and Terminations of 370-372
Co-op Students
J-3 Enroli Students in Your Co-op Program 332-336
J-4 Secure Training Stations for Your Co-op Program 337, 340, 342-345
J-5 Place Co-op Students on the Job 337, 338, 346-353, 357
J-6 Develop the Training Abllity of On-the~Job Instructors 359, 360, 365, 380-382
J7 Coordinate On-the-Job Instruction 358, 361-364, 366-369
J-8 Evaluate Co-op Students’ On-the~Job Performance 374-378
J-9 Prepare for Students’ Related instruction 379, 383, 384
J-10 Supervise an Employer-Employee Appreciation Event 373
Category K
IMPLEMENTING COMPETENCY-BASED EDUCATION (CBE)
Performance
Module Title Elements
K-1 Prepare Yourself for CBE 1-12
K-2 Organize the Content for a CBE Program 24-33
K-3 Organize Your Class and Lab to Install CBE 13-23
K4  Provide Instructional Materlals for CBE 34-51
K-5 Manage the Daily Routines of Your CBE Program 52-66
K-6 Guide Your Students Through the CBE Program 67-84

NOTE: The performance elements for the modiles in Categories A-J (with the exceplion of Module E-10) are listed in appendix B.
The performance slements for Category K are fisted in appendix C,
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Category L
SERVING STUDENTS WITH SPECIAL/EXCEPTIONAL NEEDS

Performance
Modute Title Elements
L-1 Prepare Yourself to Serve Exceptional Students 1-3
L-2 identify and Diagnose Exceptional Students 4-7
L3 Pian Instruction for Exceptional Students 8-10
L4 Provide Appropriate instructional Materials for Exceptional 11-13
Students
L5 Modify the Leaming Environment for Exceptional Students  14-16
L6 Promote Peer Acceptance of Exceptional Students 17-20
L-7 Use Instructional Techniques to Meet the Needs of 21-25
Exceptional Students
L8 improve Your Communication Skills 26-29
L-9 Assess the Progress of Exceptional Students 30-34
L-10 Counsel Exceptional Students with Personal-Social
Problems 35-38
L-11 Assist Exceptional Students in Developing Career 39-42
Planning Skills
L-12 Prepare Exceptional Students for Employability 43-47
L-13 Promote Your Vocational Program with Exceptional
Students 48-50
Category M
ASSISTING STUDENTS IN IMPROVING THEIR BASIC SKILLS
Performance
Module Title Eiements
M-1 Assist Students in Achieving Basic Reading Skills 1, 3-8, 8-10, 13, 15-20
M-2 Assist Students in Developing Technical Reading Skills 2,67, 11,12, 14
M3 Assist Students in Improving Their Writing Skills 21-34
M4 g?st Students in Improving Their Oral Communication 35-53
s .
M-5 Assiet Students in improving Their Math Skills 54-69
M-6 Assist Students in improving Their Survival Skilis 70-85

NOTE: The parformance elements for the Category L are listed in appendix D.
The performance elsments for Category M are listed in appendix E.



Category N
TEACHING ADULTS

Module Title

1 Prepare to Work with Adult Learners
Market an Adult Education Program
Determine individual Training Needs
Plan Instruction for Adults

Manage the Aduilt Instructional Process
Evaluate the Performance of Aduks

Z
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Appendix |

TIME ESTIMATES FOR COMPLETION

OF THE PBTEI/CBSD MODULES

The figures shown under each module number
represent the percentages of teacher trainees com-
pisting the module in the time ranges shown during
advanced testing of the original 100 modules in
Categories A-J. These seif-pstimates of time were
made by preservice and inservice teacher trainees
upon completion of the field-test version of each in-
dividual module and in response to the question,
“Approximately how much time (in hours) did you
spend completing this module?”

it should be noted that, in some cases, field testing
involved completion of the module only up to the final
iseaming experience because the leamers did not
have immadiate access to the actual teaching situa-

tion required for the final experience or because ac-
tual performance during the fieid-test time period
was impractical for some other reason.

Thus, the time required to fully compiete all lear-
ning experiences may be somewhat longer than the
times listed. in fact, for modules invoiving such tasks
as conducting a community survey, the time need-
ed to complete all the leaming experiences might
be substantially longer than the time jisted.

It shotiid aiso be noted that the time requirements
for inservice teachers to compiete specific modules
vary widely to the degree that previous work con-
tributes toward module requirements.

CATEQORY A: PROGRAM PL.NNING, DEVELOPMENT, AND EVALUATION

HOURS Al A2 A3 A4 AB A AT A8 AD A0 AT
0-1 45 3186 105 211 30 100 71 54 154 — 37
2-3 59.0 53 219 474 573 700 196 243 462 412 704
4-8 182 168 168 224 273 150 250 270 289 178 119
7-10 182 105 63 668 30 50 178 243 115 78 37
11-18 — 53 158 13 30 — 143 81 ~ 178 111
16+ — 38 916 13 61 — 181 1108 — 59 -~
CATEGORY B: INSTRUCTIONAL PLANNING
HOURS B1 B2 B3 B4 BS B
0-1 150 122 980 84 218 300
2-3 409 338 367 383 438 417
4-6 339 297 288 311 282 200
7-10 71 188 130 18: 51 67
11-15 16 27 85 34 13 17
18+ 16 27 40 37 -~ -
CATEQORY C: INSTRUCTIONAL EXECUTION
HOURS C1_C2 €3 C4 C5 C8 ¢C7 C8 C9H CI0 Ci11
0-1 143 101 348 65 111 77 108 254 228 162 195
2-3 357 522 994 419 06 436 415 524 351 492 473
4-8 286 304 197 274 333 833 246 159 281 208 238
7-19 143 29 45 113 222 51 162 48 88 91 68
11-15 7M. 29 ~—~ 48 — 28 28 18 18 30 23
18+ ~- 14 15 81 28 77 42 — 35 25 04
HOURS C12_C13 C14 C15 C18 C17 C18_ C19 C20 C21 C22
0-1 127 189 151 141 86 88 120 200 50 62 89
2-3 415 460 4862 485 375 415 440 618 500 345 392
48 338 252 244 253 414 325 280 145 200 354 316
7-10 99 63 101 104 73 114 110 — 150 133 127
11-18 07 14 25 380 34 186 50 — -~ 80 13
18+ 14 14 17 10 17 33 20 38 100 27 63
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HOURS C23 C24 €% €28 C21 C28  C20
0-1 18.0 ic.8 113 208 200 152 238
-3 430 H0B 415 542 487 5185 333
48 274 282 340 187 2867 242 286
Tt 7.1 7.7 94 4.2 — 9.1 111
{15318 24 3.1 1.8 — 6.7 - 1.6
16+ -— 1.5 1.8 4.2 —_ -_— 18
CATEGORY D: INSTRUCTIONAL EVALUATION
HOURS D-1 D-2 D-3 D4 D-5 D-8
0-1 12.7 1.2 34 85 158 193
a3 3685 225 431 495 496 489
4-6 397 3\7 345 308 230 250
7-10 32 175 138 84 5.0 4.5
11-18 48 112 1.7 3.7 6.5 -—
16+ 32 8.7 34 0.8 —_ —_—
CATEGORY E: INSTRUCTIONAL MANAGEMENT
HOURS E-1 ER E3 E-4 E-5 E-8 E-7 E-8 E-9
0-1 14.3 174 3.7 48.1 9.6 138 268 237 350
2-~3 618 652 B52 518 491 5§38 38.1 500 450
4-8 18.0 13.0 T4 - 254 215 239 184 175
7~10 — 43 3.7 - 10.5 9.2 5.2 2.6 25
11-15 48 - - - 35 1.5 22 —_— —
18+ —_ —_— - - 18 - 3.7 53 —_
CATEGORY F: GUIDANCE
HOURS F1__F2 F3 F4 F5
0-1 12.7 148 214 5.7 59
2-3 418 370 4768 472 412
4-6 253 222 180 340 1.2
7-10 127 185 7.1 13.2 8.8
11-156 38 3.7 48 —_ 28
16+ a8 3.7 -— —_ -
CATEGORY G: SCHOOL-COMMUNITY RELATIONS
HOURS G-1 G-2 G-3 o-4 Q-5 G-8 G-7 G-8 G8 G-10
0-1 2.1 — 18.7 10.5 11.8 —_ - 45 16.7 5.0
2-3 227 583 30 36B 33 308 455 182 750 400
4-8 273 313 187 105 235 462 318 408 83 500
7-10 273 1256 167 ~ 88 231 136 227 — 50
11-15 45 — —~ 318 88 ~— 45 81 - -
16+ 81 — 200 105 118 — 45 45 —  —
CATEGORY H: VOCATIONAL STUDENT ORGANIZATION
HOURS Hi_ H2 W3 H4 M5
0-1 85 280 268 323 8.3
2-3 452 380 452 387 167
4-6 238 120 3.2 65 25.0
7-10 21.4 120 18.4 65 41.7
11-15 —_— 8.0 6.5 16.1 8.3
16+ - 40 —_ —_ _—



CATEGORY I: PROFESSIONAL ROLE AND DEVELOPMENT

HOURS +1 -2 -3 -4 8 -8 -7 8
0-1 1.1 3.1 48 211 138 88 18.9 18¢
2-3 432 571 21.0 421 448 368 340 518
4-8 34.8 7.1 B2 2011 276 263 264 16.7
7-10 8.7 36 238 53 138 140 188 1.1
11-15 1.2 .- 57 1058 -_ 35 —_ 1.8
16¢ 8.2 -— 8.6 —_ — 105 1.9 -
CATEGORY J: COORDINATION OF COOPERATIVE EDUCATION
HOURS M b2 48 4 M5 8 T JB HB 10
0-1 8.5 8.5 3.2 9.1 127 106 116 233 94 278
2-3 587 674 323 409 428 617 395 567 719 B39
4-8 233 213 419 318 190 213 372 167 188 56
7-10 87 108 129 114 127 8.4 9.3 33 —_— 28
11-15 22 —_ 3.2 23 83 - 23 - — —_
18+ - 2.1 6.5 4.5 6.3 - —_ -_ - —_
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Prerequisite Competencies
i . for the Center’'s PBTE Modules

Modules shown before the arrow (—») are prerequisite to modules to which the arrow points. Module
numbers within parentheses { ) indicate prerequisites from other module categories.

Program Planning, Instructional Coordination of
Deveiopment, and Evaluation Management Cooperative Education
A~ A=2 —>A-3 21 — .2 J-1 2
A—4—» A-5 3
A~8=> A-Q E4 J-3 ~a
A-7 A~11 (C~18)~> E-ﬁ JJ:«; — J-5 7
A-8 -6
-A-10 (B-4)>E-7 JJ--?O -9
Instructional Planning e
B-1~, E-10 *implementing
B—2 = g:g Guidance Competency-Basecd
B-4 Education (CBE)
<:la-s (34)\1;-1 ~t F~2 —» F-3 K1
~4 .
.
< School-Community (E-8) K
‘B4 :f':"’""’ K8
G-2 *Serving Students with
(B-5 Gﬁ-j Special/Exceptionsl Needs
C-23 G-5 L] .2
C-24 L-3
C-25 &3 L4
C~26 g; L-5
cz & e
G-10 tg
C-12—-C-13 Student Vocational L-9
g‘_}g Organization H?
C-18 H-1—>H-2 L12
C17 H-3 L-13
c-19 o
C-20 H-5 *Assisting Students in
c22 H-6  Improving Their Basic Skills
C-29 Protessional Role M-1
(B4 and Development M-2
B~ B30 1 M3
(B8-2) kC-'lB -2 M-4
- s
instructional -4 \
Evaluation {D-6) "';:;_* :‘; g  Teaching Adults
D- =t D-5 N-1
D-2
D3 N3
D4 N-4
.D_s N.s
* Competence in the broad aress of instructiona! planning, axscution, and evaluation is required. N8
** Toaching exponience io prereq. isite.
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A7  Comchst Analysis Prepare Displaye t0 Promole Yeurr Vocationsl
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Emgloy Smulation Techniques R Serve Yaur Teaching Profession
Cuiide Stude? Btuly 3 Develop an Active Persona) Philosophy of Education
Diveci Stuiant Laboratory Experience 4 Servs the School and Community
&wh&m&m T : m’mwhwvm
bk a Lesson 7 Pian the Suxient Tonching E.oerience
m&.w 8 Suporvise Student Teachons :
Employ m'? Techniquos Category J: Coordingtion of Looperative Education —
Expioy Reinforcament Wm 41 Extabitgh Guithiines & Yow Coopevative Vocotional Program -
m”mmmmm Capebin Lesmers 42 Manage the Atendance, Transters, and Terminations of Co-op Students
Pruseat an Rustaded 43 Ervod Swadents in Yowr Co-op Program
Demonstals a Maniulative Skit 44 Securs Training Sintions for Yosw Co-op Progrem
Inciviats Inatnction 30 Doveloy 1 Teaiing AdiRty o Onwo-iob rstrectors
Use h!ﬂ:mhﬁwm ﬁ Evakmto Co-op Students' On-the-Job Performance
Propare Rowrds and Exhidbits Stxionts’ Related
Provent Infrmation with Overhead and Qpegue Matorials X: Education -
Prasent information with Fitmetrips and Siides Category Competancy-Based (CBE)
Prasent tnlrmation with Fiims K+ Prepere Youssell for
Prasera inkornetion with Aucio Reoonsings Organizo the Content for a COE
Prasent inlmation with Televised and Videctaped Materials Ks mmw;mm
3. the Routines of Your CRE
Present Information with the Chalichoard and Fip Chart e Bmnage he Dul Aok > oo CHE Proc
Calegory D: instrustionsl Evalustion Category L: Students with Neods
g; engmmr-mm t; M:Y.gahm
D3  Assoes Student Pevionrance: Aiudes L3  Plan inetwct » Jor Exceptionad
D4  Assess Snxdent Performence: Sidis 1-4 Appropriste for Excoptional Students
DS  Datermine Budent Grades L5  Modify the Lecming Environmmt for Excaptional Siixients
D8 Bwdusie Your insbuctional Eftectivennes L8  Promote Pear Acosptence of
e t:; aed Your ”&?u o
gnpq nstructional Masagement e A "
E2 Menspe Your Budgeting and Reporting Rosponstbiities {10 Counsel Siucente with Pergorml-Social Problens
E3  Amange for bnprovament of Your Vooationa! Facifitios L-11  Aseist Extaptiona! Bhudents in Deweloping Careor Planning Skite
Provide for . Promole Voostions! Program Students
Es Mmmm%"mam Catogory : in Their Basic Skills
EY  Assist Students in Doweloping Sedt-Discipiine M1 Ansist Students in Basic Reacling
ES Ovganire thy Vooations! Laboratory MR Assial Studenty in Technical Reading Gkile
£0  Manage the Yoostona! Laboraiory M3 Assist Snxtents in improving Wiiting Skis
E-10  Combst Problerms of Skxien Chemice! Use m mm:mmzmmm
F: M8  Assist in Thelr Survival Skitts
m . y "-mums fmproving
2 Gu's Data Through Parsonal Contacts m,” "'m'-',""’m"!,‘ Mmm
F3  Us L. o Help Meat Student Neads N2 Market an Adull Education Frogram
4  Provxie information on Educstions! and Carser Opporiunities N3  Dmarmine hxividual Traingg Needs
F5  Assist Students in Applying kv Employmend o Further Education N4 Pan nstuction for Adalts
NS Manage the Adu? Instructions! Process
NS  Evelusie the Rerformance of Adults
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