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FOREWORD

This module 15 one of a senes of 127 performance-based tsacher
education (PBTE) learning packages focusing upon spectfic pro-
fessional competencies of vocatonal teachers The competencies
spon which these modules are based were Wentified and verfied
through ressarch as being important 1o successful vocatonal
teaching at both the secondary and postsecondary levels of in-
structon The modules are surttable for the preparabon of teachers
and other occupabonal trainers in all occupatonal areas

Each module provides learming expenences that integrate theory
and apphcabon, each culminates wih cntenon-feferenced as-
sessment of the teacher s (instructor s, traner s) peciormance of
the specified competency The matenals are designed for use by
teachers-in-training working indmidually or in gioups under the
direction and with the assistance of teacher educators of others
acting as resource persons Resource persons should be skiiled n
the teacher competencies being developed and should be thor-
oughly onented to PBTE concepts and procedures before using
these matenals

The design of the matenals provides considerabie fiexibility for
planning and conducting performance-based training programs
for preservice and insefvice teachers, as well as business-INGus-
try-labor trainers. to meet @ wide vanety of indmvidual needs and
interests The matenals are intended for use by unwversities and
colieges. state departments of educaton, institu-
nons. local educabon agencies. and others responsibie for the
professionat development of vocabonal teachers and other occu-
patonal rainers

The PBTE cumculum packages in Categones A - J are oroducts
of a su..aned iesearch and cevelopment efiort by the Natonat
Centers Program ‘or Professional Development for Vocatonal
Educabon Many ndnaduals, institubons. and agencies parbcpat-
ed with the Natonal Center and have made contnbutens to the
systematc deveiopment, testing, revisson, and refinement of these
very significant raining matenals Caivin J Cotrell directed the
vocational teacher competency research study upon which these
modules are based and also directed the cumnculum development
affort from 1971 - 1972 Curts R Finch provided leadership for
the program from 1872 - 1974 Cver 40 teacher educators pro-
vided input in development of inthal vers:ons of the modules over
2 000 teachers and 300 resource persons in 20 universities coi-
leges and pestsecondary ‘nsitutons used the matenals and
provided feadback 1o the MNatcnal Center for revigions and
refinement

Earty versions of tne materiais were deveioped by the Nato~ -
Center in cooperation wrh the vocatonat teacher egucation facur
ties at Oregon State University and at the Un:versity of Missour: -
Columbia Preliminary testing of the materiais was corductec at
Oregon State University Tempre University and the Univers:ty
ot Missoun-Columbia

Forowing pren nary testing mayor 7evision of all mater:als was
pertormed by Nationai Center staff aith the assistance of numer
ous consutants 2nd visiing scholars from throughout the country

Acdvanced testing of the matenais was carried out with assistance
2t tne vocationas teacher educators and students of Central Wash
‘ngton State Cotiege Coiorado State Un.wversity Ferns State Co’
rege Michigan Flonda State University Holland College PE!
Canada Oxiahorna State University Rutgers Unwersity New
Jersey State University Coiiege at Buffaio New York Temple
university Pennsylvama Unwversity of Anzona University of
Michigan-Funt University of Minne ota-Twin Cities Universty
of Nebraska-Lincoln University of Northern Colorado Univer-
sity of Pitsburgh Pennsylvanmia Unwersiy of Tennessee Unwer-
sity of Vermont ana Utah State University

The trst pubished ecition of thy modules found widespread . se
nat-onwide and 1 many other couniries of the world User feed-
sack from such extens,ve use as weil as the passage of tme
caned ter the updating of the content resources and idlustrators
ot the onginar matenats Furthermore three new categones (K-M,
nad ceer acdded 10 the series covenng the areas of serv g
stugents wih speciat/excepiionai needs improving studenrts
pasic and personal skills and implementing compeiency-based
ecucatien This additon required the artculation of content among
tre or-g ~al modules and those of the new categores

Recogninon 1s extended to the foliowing indwviduals for thewr 73'es
i the -ewision of the oniginal matenals Lois G Harnngton Cath-
ernre C King-Fich ard Michael £ Wonacott Program Associates
tor revis:on of content and resources Cheryl M Lowry Research
Spec-abst for mustration spec:hcatons and Barbara Shea for
arwors Special recognition 1 extended 10 the staff at AAVIM
tor *her invaiuable contnbutions 1o the quahty of the finai printed
oraducts particular.y to Syivia Corae for typesetting to Maniyr
MacMo an ‘or mcdu'e :@,0u! Jesign and final artwork and 1¢
George W Smith e for suge v.sior of the module produet on
ornzess

Y THE HATIONAL CENTER
' FOR RESEARCH W V%!QAL EDUCATION

THE TeaC STATE
b KENNY ROAD TOUMER S A 4 X

The Nabonal Center for Research i Vocabonal Educaton s mis-
si0n 1§ 10 ncrease the abxitty of diverse agencies, :nstitutons and
organizabons 10 scive educational problems rela g tc mcvcual
career planning, preparation and progression The * atonal Center
futhils s missior by

« Generating knowledge through research

« Developing educational programs and procucts

« Evaluanng indmvicual program neecs and outcomes

« ‘roviding informabon for national planning and potcy

« installing educatonal programs and products

« Operabing iNforMaton Systems ang senvices

« Conducting leadership development and rairing orogrars

AMER'CAN ASSOCIATION

FOR VOCATIONAL
INSTRUCTIONAL MATERIALS

The Natonal Insttute for Instrucbons: Marera ¢
120 Onftrer Engineenng Center
Athens Georgia 30602

The Amencan Association for Vocational instructional Mater ais
| AAVIM) s a nonprofit nabonal institute

Tre nsitute 1s a cooperative effort of unversties colleges and
drvisions of vocational and technical education in the United States
and Canada to provide for excetlence in instructional matenais

Direction s given by a representative from each of the states
provinces and termtones AAVIM also works closely with teacher
organizatons government agencios and ngustry
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VOCATIONAL STUDENT ORGANIZATIONS

AlIASA FHA/HERO
American Industrial Ants Student Associaticn Future Homemakers of America/
1908 Association Drive Home Economics Related Occupations
Reston. VA 2209 2010 Massachusetts Avenue, NW
(703) 860-8000 Washington, DC 20036
(20¢) 833-1925
DECA
Distnbutive Education Clubs of America HOSA
1908 Assoctation Drive Health Occupations Students of America
Reston. VA 22091 1601 Militown Road. Suite 7
(703) 860-5000 Wimington, DE 19808
(302) 995-6020
FBLA—PBL
Future Business Leaders of Amernca— CEA
Ph: Beta Lambda. Inc Office Education Association
P O Box 17417—Dulles 1120 Morse Road
Washington, DC 20041 Columbus. O:* 43229
(703) 860-3334 (614) 888-5776
FFA ViCA
Future Farmers ¢* America Vocational Industnal Ciubs of America
National FFA Center P O Box 3000
PO Box 15160 Leesburg. VA 22075
Alexandna VA 22309 (703) 777-8810

(703) 3£3-3600
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INTRODUCTION

To operate a vocational student organization suc-
cesstfully. you—the advisor—must strongly believe
that the organization’s activities are important and
have a real place in the vocational-technical cur-
nculum  Strong beliefs are not enough, however.
Certain specific steps must be taken in estabiishing
the organization 1n order to ensure a smooth begin-
ning ard provide a solid foundation for all the ac-
tivities the students wili be undertaking under your
direction

Administrative support and approval must be
secured Relevant organizational matenals must be
gathered Studentinterest in the organization must
be created: at the secondary level, parent support
must also be sought The purposes and structure of
the organizatton must be delineated through orga-
nizational meetings and the development of a con-
stituton and bylaws And. through state anc national
affiiation, a certificate of charter may be obtained.

Though the details of establishing a vocationaPstu-
dent organization will vary with the specific occupa-
tional area, general principies and practices apply
to all. It should be noted that some organizations
refer to the local umit as a chapter and others as a
club In this module, the term chapter is used

This module ts designed to help you~—a new ad-
visor or a present advisor wishing to upgrade your
organization—with the task of actually establishing
an organization. You will need additional competen-
cies to operate the organization effectively, but
these first steps play a major role in setting the stage
for a successful program.

In addition, the skills you develop in building a
vocationai student organization will help you in cther
areas, such as instruction, supervision, and human
relations. For that reason, the learning experiences
in this module should provide a valuable personal
growth experience for you.
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ABOUT THIS MODULE

Objectives

Tetmmat Objective While serving as an advisor In an
actua!ieacmmauatmn, *establish a vocational student
orgamzaﬁpn :You na will be.assasséd by your
resource: person “using ” the-‘Teacher: Perfofmance
Assessment Form, pp. 29-30 (Léarning Experience 1),

Enapling Objectives:

1 After compieting the required reading, demonstrate
knowledge of the steps and procedures involved in
establishing a vocational student organization chapter
(Learning Experience 1)

2 Given a case study descnbing how one advisor
establhished a vocational student organization chapter.
critique the performance of that advisor (Learning Ex-
perience 1)

Prerequisites

To complete this module. you must have developed an
active personal philosophy concerning vocational student
organizations If you have not already developed such a
phiiosophy, meet with your resource person to determine
what method you wili use to do so One option is to com-
plete the information and practice actvities in the follow-
ing module

» Develop a Personai Philosophy Concerning Vocational
Student Organizations. Module H-1

Resources

A list of the outside resources that supplement those con-
tained within the module follows Check with your resource
person (1) to determine the availabiity and the location
of these resources, (2) 10 locate additional references in
your occupational specialty and (3) to get assistance in
setting up activities with peers or observations of skilied
teachers, If necessary Your resource person may also be
contacted if you have any difficulty with directions or in
assessing your progress at any time

Learning Experience |

Required
Reference The offic*al handbock for the vocational
student organization In your service area

Optional
Avocational student organization adviscr. expenenced
in establishing an organization, with yvhom you can
consult
The state advisor for the vocational student organiza-
tion in your service area whom you can contact for
materials and advice
A new vocational student organization whose
organizational meeting you can attend
Avocational student organization member with whom
you can discuss approa. es for creating <*dent in-
terest in the organization

Learning Experience il
iNo outside resources

Learning Experience il
Regquired

An actual teaching situation In which you can establish
a vocational student organization

A resource person 10 assess your competency In
establishing a vocationa! student organization

Genera!l Information

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

The Student Guide to Using Performance-Based Teacher
Education Materials 1s designed to help onent preservice and
inservice t2achers and occupational trainers to PBTE in
general and to the PBTE inaterals

The Resource Person Guide to Using Performance-Based
Teacher Education Materrais can help prospective resource
persons to guide and assist preservice and inservice teachers
and occupational trainers in the development of protessional
teaching competencies through use of the PBTE modules
it also includes lists of all the module competencies, as 'vell
as a listing of the supplementary resources and the addresses
where they can be obtained

The Guide to the implementation of Performance-Based
Teacher Education 1s designed to Lelp those who will admi.-
1ster the PBTE program It comains answers {0 implementa-
won questions, possible solutions to probiems, and aiternative
courses of action

~1
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Optiona!
Activity

J

(P

You may wisn to meet with a current or former vocational student organiza-
tion member to discuss his/her orientation to the organization.

You will be demonstrating knowledge of the steps and procedures involved
in establishing a vocational student organization chapter by completing th
Self-Check, pp. 17-20. .

You wiil be evaluating your competency by comparing your completed S -
Check with the Model Answers, pp. 21-22.




Activity

Getting your local vocational student organization chapter off the ground will
be a busy and productive time for you. For information on the steps and pro-

cedures that will make it fly, read the following information sheet.

ESTABLISHING A VOCATIONAL STUDENT ORGANIZATION

To effectively establish a local vocational s:udent
organmization (VSO) chapter, you must do the follow-

Ing

* Work with your school or college administration

¢ Communicate with individuals in the state
association

¢ Create student interest in the organization

¢ Conduct an organizational meeting

¢ Develop a constitution and bylaws

¢ Affiliate with the state and national associations

Let's look at each of these steps more closely

Working with the Administration

Perhaps the most critical step in the establishment
of a local VSO chapter is gaining the enthusiastic
and sympathetic support of the school or college ad-
ministration. Many valiant efforts by well-meaning
advisors have failed simply because there was little
or no effort made to work with the administration

Your belief in the benefits of the organization is
cnitical. However, If you jail to generate this same
enthusiasm In your administrators, you may very well
falter in your effort to create a successful
organization.

You should, therefore, meet witn the administra-
tion to discuss the purposes, philosophy, and
positive benefits of a VSO for both students and the
school or college. Highlighting the major activities
of a successful VSO, with examples of activities
undertaken in other chapters, should be effective.

During the meeting you need to emphasize the
fact that VSO activities are designed te be an in-
tegral part of the vocational-technical curriculum and
to assist with the personal growth of the student. Few
administrators will be opposed to an effort that 1s
specifically designed to develop positive student at-
titudes and reinforce essential learning

Administrators will typically want to know the
following kinds of things:

* What steps are to be taken to establish the VSO
chapter?

* What facilities will be used, and how?
* How much of your ttrme will be required?
* What will be the extent of the activities?

* What will be the involvement of people outside
the school or college?

You must know your administraticn and be
prepared to present your proposal in an effective and
tactful manner. It 1s usually helpful to include
audiovisuals and printed matenals in your presen-
tation Involving interested students and other facuity
can also give support to the cause. In some situa-
tions, you may find it wise to invite the administra-
tion to go with you to visit a successfully operating
chapter in another school or college or to attend a
regional or state conference to view VSO activities
at those levels.

Probably the most beneficial approach to obtain-
ing continuing support for your VSO I1s to involve key
administrators by formally installing them as adult
or assoctate members of the organizzticn. The -
stallation event should be handled in a dignified
manner to ensure that the individua!s feel they are
part of something worthwhile




Once these administrators have identified with the
organization, keep them involved and you will have
supporters who will give added zest and spark to
your program. Do not dismiss this activity as
something that might be nice to do if you have time
Plan immediately to involve members of the ad-
ministration as active supporters of and participants
in the VSO.

Communicating with
the State Association

Each vocational-technical area usually has an in-
dividual at the state level whose responsibility is to
work with the VSO specific to that area To find out
who your state advisor 1S, you may contact the na-
tional office of the organization; your state depart-
ment of education, bureau or dision of vocational
education, or the adwisor of a local chapter 1n your
area.

The state adviscr is generally the source for all
available matenals relating to the VSO Many state
associations have organizational packets availabie
to assist 1n the initial effort of establishing the local
VSO chapter These packets includ2 such matenals
as the following

* Official guide or handbook

¢ State and national constitution

¢ Recommended local constitution
¢ Program of activities

¢ Affiiation forms (to joii the state and naticnal
association)

¢ Chapter supplies catalogs
¢ Awards and contest information
¢ Leadership matenails

Be certain that you have all avaiiable matenals that
relate to your organization Each publication has a
purpose; do not assume that some of the publca-
tions available may not be relevant.

Some states use state officers or advisors from
nearby local chapters to assist new advisors in the
develcpment of their chapters. Many VSOs assist
in organizing new chapters, and their interest in the
development of new chapters i1s genuine. In fact,
some VSOs ofier an award each year to the chapter
installing or reactivating the greatest number of other
chapters.

The state office can be a valuable source of infor-
mation in the creation of a VSO. However, be rea-
sonable 1n your requests. State advisors often have
spht assignments; they serve as state advisors part-
time and have other administrative duties in the state
operation as well. The success of the program reles
on local advisors who work to find answers and keep
the enthusiasm of those involved at a high level

Creating Student Interest

A successful chapter requires capable officers, a
challengirg program, adequate financing, shared
responsibilities, and proper equipment and records
Most important, however, it requires knowledgeable
and motivated members.

The task of securing student and, if necessary,
parent approval and support is not a one-time affarr;
it1s continual. Because you encounter a new group
of incoming students each year—and frequently
some r:ew students during the year—the task of sell-
ing the opportunities available through the organi-
zation 1s always present. In fact, the advisor who
performs this task well 1s ikely to have a chapter that
15 growing 1n effectiveness and in popularity.

Your students must be aware that the orgarza-
tion 1s an important segment of the total vocationa!-
technical program. Your positi -e atitude toward the
organization will convey itself to students You must
use adequate tme dunng regular classes to discuss
the orgamzation with your students and to allow
them to examine the manuals and handbooks. Every
aspect of the VSO, with emphasis on individual
benefits, should be discussed. Students need to
understand that the VSO s their professional
organization and that they will run it.

Slides, films, and brochures may assist 1n this
orientation effort. Speakers, other advisors,
members of neurby chapters, or members of other
successful VSOs in your school or college can help
motivate ~tudents to join and participate. The state
association wil! probably have hsts of such
resources—including suggested promotionai
activiies—for you to vse in your imt:al efforts to
organize a chapter and motivate students to become
iny olved




in your efforts to pubticize your organization, do
not negiect to talk to students in your feeder
schodls —lower-.evel schools that send you their
students As you visit feeder schools to inform
students about your vocational-technical program,
you can also tell them about the VSO chapter and
its planned activities This should ensure a steady
flow of new and enthusiastic members as students
enter your program

While such careful introduction of studerts to the
VSO may seem time-consuming, students’ attitudes
toward the organization will be shaped by these ini-
tial activities On the other hand, some nstructors
take weeks trying to convince students of the worth
of this effort, instead of actually getting the chapter
oft the ground and engagirg in the activities of the
organization. In the final analysis, remember this:
There 1s no better motivational device than actual par-
ticipation in the organization

ideally, as students are acquiring knowiledge of the
purpose, activities, and values of VSOs, they will
want to start doing something to get their own
chapter going You will notice some students taking
the lead in promoting the chapter Ask these
students to meet with you to discuss the concerns
of their fetlow students and the steps to be taken to
estabiish a chapter It s likely that they can assess
student interest better than you can, in that some
students are hesitant to express their feeiings to a
teacher

You can eswablish a committee of these interested
students to survey how their classmates feel about
participating in a VSO chapter The committee can
divide the ciass membership so that each student
IS interviewed by a committee member whose rela-
tionship with that student will promote free and
honest discussion The reports from this committee
should make clear the next steps to take to get stu-
dent cooperation

One barrier to student participation arises when
VSO activities are treated as secondary to other ac-
tivittes  You must fully integrate the activities and
principles of the VSO into tne everyday classroom
and laboratory experiences In this way, students are
more likely to realize its importance and meaning
This integration i1s a common charactenstic of suc-
cessful VSO programs

Operating the VSO as a part of the rurnculum
allows the free flow of chapter information in the
everyday classroom environment Such an approach
enables students to see the relationship between
/SO activities and their future as Amerncan wage
earners and citizens

S/

Your effort to involve students in a specific phase
of the vanous degree, award, or recognition pro-
grams offered by the VSO 1s equally important. Each
member must be actively involved in some phase
or activity of the organization. Involvement is the
key to having students accept the organization as
something meaningful and worthwhile

You should be aware of—and have student
representation iIn—the district, reginnal, state, and
national functions of the VSO These events and ac-
avities not only bring recognition and reward to the
individuals who participate in the activities, but also
develop a sense of “‘team effort’” as your chapter
selects 1ts representatives to these events The suc-
cess of these activities and events is direct!, related
to the advisor Your belief in the program, its ac-
tivities, and its events helps to determine the ultimate
benefit to your students

Communicating with Parents

At the seconZury school level, another group you
reed to work with in establisming your chapter is
parents Parents want the school to provide the best
education possible for their children. You would be
giving your students less than the best if you did not
have an active VSO 1n your vocational service area.

Even though some communication exists between
home and school, parents are sometimes r ot knowl-
edgeable about the VSO and how it affects their sons
and daughters Therefore, activities and materials
must be developed to inform the parents When
parents become famihar with the organization, their
approval 1s almost guaranteed

re
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A letter sent witn approprate handouts or
brochures to parents of prospective members can
bring the parents closer to the orgamization Sam-
ple 11s an example of such a ietter

A *‘Parent Night can alsc provide you with the
opportunity to communicate the purposes and value
of the organization This one activity can mean the
beginning not only of gooa parent relations  but aiso
good community relations as the parents iscuss this
expenence with the.r fnends and acquaintances A
parent night often brings favorable comments from
the community to the school aamunistrators further
=sintorcing for them the value of VSOs

Once your chapter 1s well established parents wili
stili need to be nvolved and kept up-to-date Keep-
irg parents up-to-date can be accompiished through
various promnt.onal activites—ietters. fhers news
arucles ang sometimes personal vists However
the coportunity tor parents to actually observe
scme activity of your chapter will have a better e
fect than aimost anything else

Conducting an Crganizational Meeting

Early in the vocationa -.echnicai program stugerts
should be infosmed of the value of and need for the
VSC While interest :s hign you shouid hoid an or-
ganizational meeting 10 get things startea

This first meeting (involving all your studentsi
should be planned io be impressive and tc have an
impact on the studenis—to stir their interast in the
activities of the oraganmization Detailed planning and
organization are necessary to create that first :m-
pression State and naticnal VSO matenals. former
student leaders or current members and aavisors
from other scnools and organizations as weit as your
own students. can pe of help in this planning

10

Enlist a group of your students to participate on
a committee to plan and conduct the first meeting
Although some of these students already will have
demonstrated quahties of leadership. take a httle
time to discuss the quahties of a good leader and
the responsibilities of the officers during your regular
class sessions and during the meetings of this plan-
ning committee

Let the members of the coramittee decCide who
should be the temporary chairperson the temporary
secretary. and the other temporary officers that they
feel are needed The committee will have more to
do than the members are like'y to anticipate. so
prepare them for thew tasks ard plan tme for
meetings

As you work w:ith the temporary officers and the
pianning committee determine when and where the
first organizational meeting should be held Deter-
mine who 1S to be responsible for getting clearance
an the school calendar having the meeting preper-
ty scheduled, and having the room set up for the
meeting Work 1o iave 100 gercent attendance at
the meeung

¥You may toitow the meeting agenaa sugjested n
the official nandbook ‘.t the VSO in your vocationai-
techrical area Durning the first meeting. some of the
tems may not apply. such as the opening ceremony.
e creed unfinished business, and closing
ceremony Omit these and decide what 1s to be
ncluged

Be certan the ~g2nda includes an expianation of
the purposes of tae organization and how these pur-
poses relate to the grewth and future of each stu-
dent member Emphasize that membership also
means a responsibility to the organization—its pur-
pose. goals and values—as well as stmilar respon-
siprities to school and community

The meeting should describe the grganizational
structure and the responsibilities of each organiza-
tional element. including responsibiities of the in-
dividuals who will be chosen to carry out the dut-es
and assignments n2cessary for an effectve
organization

Determine who s respons:bie :0r presenting
known items of business such as the foilowing

» Evtablishing a chapter

» Adopting the constitution and Dy!aws
+ Selecting 2 nominating comm:ttee

» Eiecting officers

¢ Setting dues

¢ Sett:ng ineetirg dates and trmes

e Plannng the next meeting




-

SAMPLE 1

LETTER TO PARENTS OF PROSPECTIVE MEMBERS

Dear (Parent’s Name):

By enroll: g in a vocational education class at

School, your (son, daughter) has done more than just enroll in another
class. (He, she) has actually embarked on a new way of life because -
of the wany extraordinary advantages available through this experience.

In connection with the vocational program, your (son, daughter)x.'
will be invited to join the vocational student organization associated

with the vocational program.

This program is a specific organization available for students
enrolled in the vocational area choseu by ycur (son, daughter), and
it is designed to give the student that something "extra" which will
help (him, her) to take (his, her) place more effectively in society.

In our vocational chapter, we stress leadership through the
election of student officers. We stress participation through social
activities, leadership development seazsions, business meetings, and
friendly competition by means of skill and academic contests on the
local, district, and state levels.

The cost to the student for participation is being kept at a
minimum. The dues are § for state and national membership,
plus whatever local dues are required. Through these dues, your
(son, daughter) may take advantage of the chapter and reap many
benefits through participation.

Sincerely,

The Vocational Instructor
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Then be certain that you heip each of the students
fulhiti histher assignments so that each feels confi-
aent about participating and enjoys the satisfaction
of success.

The temporary chairparson and other temporary
officers may also need help in carrying out therr
responstbilities You must give them the required at-
tention so that their performance 1s successful It
may be wise to take a class period or two to teach
the students some of the common procedures for
conducting a bus.siess meeting.! such as the follow-
ing

¢ Receiving and disposing of a motion of
business

Receiving and disposing of a motion and its
amendments

Rising to a point of order
Referring to a committee
Adjourning a meeting

°
[ 2

At this first meetin] and also 'n later meetings.
nian the business session so that it lasts from 30
minutes to not more than 45 minutes With proper
officer preparation, this can be done This wili per-
mit important business to be conducted during the
usual allotted time of an activity period. It also per-
mits time to conduct the other activities of the
chapter. wrether they are social, rerreational. or
educationai

It 1s one of your responsibihities to help students
plan and make commiments ielating to participa-
tion in ciass work. occupational expernence, and the
activities of the chapter Here is where they are
calied upon to gwe senous thought to how the
chapte Jrogram can help them achieve their overall
goals With your guidance, they can acceptincreas-
ing responsibility in the organization, perform ther
roles effectively. and as a result, move closer to
achieving their occupational and life goals

Developing the Constitution and Bylaws

The official handbook or nanual for the VSO in
your vocationai-technical area includes the constitu-
tion and bylaws that apply to the national, state, and
local organizations Your task and that of your
students 1s to become thoroughly familiar with these
official regulations

You will notice that the constitution deais with
fundamental laws and principles that serve for alos g
period of ime They can be changed--or additions
can be made—Dby following the stringent regulations
prescribed by the constitution

1 To gan ckill in teaching shudents 10 Contuct Meetings 2nd 10 use « of
roct parliamentary proCedure yoU may wsh ‘o reter to Mcdulo M 3 Prepare
vscational Student Orgamzation Memoers *or Leadersip Romwes
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Ir. Jntrast, the bylaws are more easily changed
and are designed to guide the operational pro-
cedures. For the local chapter, bylaws should cover
such areas as the following:

Duties of officers

Procedure for electing officers
Responsibilities of committees
Meeting schedule

Financing of chapter activities
Responsibihties of members

The packet of mateniais that you recewve from the
state advisor (including state department pclicies for
VSOs) should contain the information you and your
students need to write the bylaws. This may include
guidelines for developing the bylaws or even a sam-
ple constitution and bylaws.

Since it 1s quite difficult and time-consuming to in-
volve all students in arriving at bylaws, it is best to
have a committee of interested members study the
needs and do the writing. During their deliberations,
you snould work with them to maustain interest and
ensure satistactory results. Copies of the suggested
constitution and bylaws should be made avaiiable
to all members. A few minutes of class time shouid
be sufficient to get member reactions.

When 1t appears that the constitution and bylaws
are reasonable, in keeping with institutional policy,
not contrary to the state and national constitutions
of the organization, and acceptable to the students,
you should meet with your admunistration and seek
their approval After this has been granted, the fina:
version should be presented at a designated meeting
and accepted by a voting majority of the students
The final version should be placed on file with the
state association

Sample 2 1s an example of a constitution and
bylaws that you may refer to in developing your loca
constitution Another excelient source of assistance
1s Robert’s Rules of Order, Revised Edition, under
the section entitied Bylaws'' and subsection **Sam-
ple Bylaws.” (Robert's Rules of Order also has
several sections on the organization and develop-
ment of a new asscciation )

~
-ty
<




! SAMPLE 2

l CONSTITUTION AND BYLAWS.

Section 1. The official name of the organ‘!zauon shall be be
Istafo] - - - associat;on Gi the'.

asll

Section 1. The

Section 1. The

Section 1.

AR’HCLE lil——Organizﬁtion
[state assocfeﬂon]

chap:er of tbe

students anrolfed in

ARTICLE lV—Memberahip

organizations upon approval of the __

Sastion 2. The classes of membership that shall b recognized are: o
{insert mambarshfp categoriss as Inthcated in the fatioanal or state handbook I

ARTICLE V—Voting
[state iscoclation]

chapter members shall exercise franchise.in

f ERIC

Aruitoxt provided by Eic:

through voting delegates to the state meetings. Voting shall be as follows:

[insert voting delegate Informaticn from state constitution.]




ARTICLE Vi—Meetings

Sectlon 1. Regular meetings shall be held at least once each month during the school year,

Section 2. Parliamentary procedure cf all meetings will be governed by Robert’s Rules of Oc‘der;~ Revised Edition,

ARTICLE Vii—OCfficers

Section 1. The officers of the chapter shall consist of ‘1 president, vice-president,
secretary, treasurer, reporter, sergaant-at-arms, and parliamentarian; and each shall exercise the
,usual duties of the office to which he/she has been glected. [These ¢ utios should be Identified in

the bylaws.] . -

Section 2. The officars of the <hapter shall be nominated and elected by ballot at
the first regular meeting of each school year. A majority vote of the active membership shall bs
necessary to elect.

ARTICLE Vili—Advisors

Sectlon 1. The chapter advisor shall be the vocational or related teacher of the
program. Other teachers in the sckool system who are interested may

serve as advisors.

ARTICLE IX—Finances

Section 1. chapter shall be responsible for state and national dues according to
the number of individual members claimed in each membership classification, times the amount
established for that classification.

Sectlon 2. The chapter advisor shall be responsible for the chepter finances and
will furnish an annual report to the state advisor.

ARTICLE X—Symbolism, Motto, Pledge, Colors, Creed

[Insert symbolism, motto, pledge, creed, etc., from the state or national handbook, ]

ARTICLE Xi—Amendments

Sectlon 1. To amend this constitution, the proposed amendment must be presented in writing by a local member '
to the president. The president will present the amendment to the membership where it must be
approved by a three-fourths majonty vote for adoption. '

[A review of the state and national constitutions may provide additional ideas to include in your local *
constitution. A rather detailed examination of both documents could also provide additional under-
standing of the organization.] i
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Sectlon 2. The compositton of. the ceunclt ofoﬁ‘tcers shail cons!stof the seven ct‘fv;ersvas‘d
. members: oéthtébrganmnfépresanted N

1V, Sec!ion‘t cﬁthls constittzﬁcnhe elected bir the student

Section 2. The executive commsttee shatl be respons:bte for makmg recommendatians for.the total operatton
of - flocal]l -~ . AW recommendations coming:irom i executive’ il
| be presented by ths advisor to. the-supsnisor of the. vocational’ ‘sducatlon sarv‘tce r_ea,L whd, will
o

have ultim“aggpagtf‘?omy for. maktng, formutattng. and stxputaﬁng alk pohciestn regard 16
) f

Section 3.

rdtise meetmgs

Section 4, The viceoprestdent shall preside over the meetings in the absence of chairperson or when the chairper-
son wtshes to speak from his/her own posrtlon .

Section 5. 1t shalt be the responsrbtlrty of each member of the executive commlttee to submtt !n wrmng\to"the
« sacret.ry of the executive committee any proposed items for the agenda at Ieast three days prror
to the scheduled mesting date.of the exacutive committee.

Section 6. It shall be the duty of the secretary to prepars | mlnutes and agendas for ail executive meetings
‘ ltems not appearing on the agenda may be discussed by the executive committee. but no deci-
: sions may be reachad on any topic not appearing on the agendas ;
: Section 7. To conduct buslness, aquorum must be present. A quorum will conslst of two-thirds of the members
‘ of the executive:committes. Each member of the executive committes-in attendance shall have
\ one vote. Any member of the executive commitiee missing three meetings within one business year
shall be automatically removed from the committee and replaced by oxecutive committee appoint-
| ment from the category in which the disposed member is removed.
I
|
!
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Affiliating with the State After submitting the application, you will receive
and National Organization a certificate of charter signed by the state advisor
and appropriate state officers. This entitles the

During the organizational meeting, the students  chapter—and, of course, the members—to par-
should favorahly vote on the mation to affiliate with ticipate in the activities of the state association and
the state and national organizations. Among the  national organization. In most of the VSOs, the
materials you secured from the state advisor should  members receive copies of the state and nat:onal
be the application form for the chapter representative  news builetins or magazines. Check your official
to complete and return to the state advisor. The ap-  manual to familianize yourself with the rights and
plication form differs among the various organiza- privileges of members Be certain your students
tions, but 1t generally requires the following understand that they must submit annual reports to
the state association in order to maintain good stand-

School and cha ame
. pter n Ing with the state and nationa: levels

* Date
s Address After you receive your charter, have it framed and

« Name of the administrative head of the school ~ Prominently displayed in your classroom. (Some
or college schools hang all charters in the school office for

public display.) It should be a proud moment for you
* Names of the officers and each student member when your charter arrv~
« List of chapter members

¢ Copy of constitution and byl.~s

¢ Chapter fee

¢ Annual mermbership dues

* Signatures of the president and advisor

Obtain a copy of the offictal handbook for the vocational student organiza-
tion In your service area. and review any sections relevant to establishing
the organization

Activity

v
Optionai You may wish to arrange through your resource person to meet with an ex-
Activity perienced vocational student organization advisor to discuss tne steps he/she

é" followed In establishing the chapter and tore  w any organizationai materais
3 &/ he/she has on file
AN
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- You may wish to meet with the state advisor for the vocational student
Optional organization in your service area, who Is usually located in the state’s bureau
Activity or division of vocational education. During this meeting, you could obtain

materials and advice on establishing a local chapter. Establishing personal

contact with this person now can aid you in your future efforts as a chapter

adwvisor.

4

z )

/ b -
0 | If a vocational student organization in your service area I1s being organized
A%ttlv?/?t; In a school or college near you, you may wish to arrange through your

resource person to attend an organizational meeting to observe the pro-
cedures followed and to i1dentify the responsibilities of the advisor, officers,
and members In these procedures.

VRN
Optional You may wish to arrange through your resource person to meet with a cur-
Activity rent or former vocational student organization member to discuss ways to

motivate students to Join the organization.

%,

The following 1items check your comprehension of the matenal in the infor-
mation sheet, Establishing a Vocational Student Organization, pp. 7-16. Each
of the ten items requires a short essay-type response. Please respond fully,
but briefly, and make sure you respond to all parts of each item.

SELF-CHECK

1 Whatc 1e reason for secuning administrative support {or the vocational student organization, and what
are the steps in securning administrative approval?

L}
~
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2 What matenals are available from the state adwisor to help you establish a local chapte

3 Who., besides the state advisor. can be a source of help in organizing a local chapter?

4 What methods would be effective in getting students to share your desire for an active chapter?

18




5 Why s parental support for the vocational student organizatior important at the secondary level?

6 List some important agenda items to cover during an organizational meeting.

7 Why 1s early student involvement in the organization impcrtc nt?

N
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8. Why is local represantation at district, regional, state, and nationial events important to your chapter?

9. What function does a well-planned organizationatl meeting serve?

10 How does a local chapter affihate with the state association and national organization?

(9
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Compare you written responses to the self-check items with the model
answers given below. Your responses need not exactly duplicate the model
resporses, however, you should have covered the same major points.

MODEL ANSWERS

1

Local administrators are held accountable for all
that goes on in the school or college. Therefore,
they need to know how and where the local VSO
chapter fits into the total educational program.
They need to know that the teacher is using
his/her time profitably and that these efforts are
in keeping with the function of the department
and the school.

Thus, the administration needs to authorize the
operation of the student organization. Indiidual
support on the part of the administration also
gwves recognition &nd prestige to the program,
so necessary in establishing the vocational stu-
dent organization (VSO) as a significant educa-
tional experience.

You must first have a well-developed personal
philosophy for the VSO You also must identify
the kinds of questions (concerns) your particular
administration s lkely to raise about the
establishment of a VSO

With that foundation, you can plan the best
strategy for gaining administrative support- what
information you need to provide, what points
you need to emphasize, what resources (e g,
interested students, audiovisuals, brochures)
you need to include in your presentation, and
what activities (e g. a wisit to a successfully
operating chapter) you should invite the ad-
ministration to participate in.

Then you can set up a meeting with one or more
members of the administration to carry out your
plan for gaining their enthusiastuc support You
can cevelop and sustain an administrator’s en-
thusiasm and support by involving hirn/her in
the organization as an official member

2 The organizational packet that must be used

when establishing a local chapter can be ob-
tained from the state vocation. division. This
packet may include an official guide or hand-
book, state and national constitutions, a sam-
ple local constitution, a suggested program of
activities, affilation forms, supplies catalog,
awards and contest information, and leadership
materials

You should request lists and sources of
teaching aids pertaining to the organization,
such as mot.on pictures and slides. Also, get the
names and addresses of state officers, state
staff, and others who can be called upon for
help.

3 VSO0 officers and/or advisors in nearby schools

or colleges are often a valuable source of assis-
tance in the development ¢ your vocational
organization. These individuals usually are eager
to assist in such an effort because of (1) the per-
sonal satisfactior: they get from seeing the ef-
forts of the organization expanded, and (2) the
recogrution and awards given by some VSOs to
the chapter installing or reactivating the greatest
number of other chapters.

To create student interest in establishing a local
VSO chapter, you should take time during in-
class instruction to discuss, in general, the pur-
poses, degrees, officers, activities, and dues.
Present slides and discuss the activities of suc-
cessful chapters. If possible, take students to
a meeting of a successful chapter and prepare
them to observe and ask questions about the
organization. Be certain that your students
understand what it takes to have a suczessful
organization and are ready to assume therr
responsibilities

You undoubtedly want 100 percent student
membership in your YSO chapter, and you want
those students to actively participate in VSO ac-
tivities. You will greatly enhance your chances
of meeting these goals if the parents of those
students are also sold on the value of VSO
participation

In addition, parents who are aware of the
benefits of the VSO become a significant public
relations tool in their communication about the
organization to friends and acquaintances. This
positive feedback can be one of the best rein-
forcers of your VSO




The organizational meeting should include ex-
planations of the purposes of the organization.
the organizational structure and the function of
officers within the organizational operation,
membership responsibility; local constitution,

at the local level These activities also bring
prestige and recognition to the schoo! and com-
munity, emphasizing the need and rationale for
the chapter’s existenc2

nomination and election of officers; dues: 9 tThetorganlzatuonaI me;tatng‘ ptr:wdesthe oppoz
meeting dates, and affihation requirements unity to exammg, \n ge at:, € programsEan
(See your official handbook for more specific activiies available to the members Each
information ) member can scan the opportunities and zero in
on an activity that may have some particuiar
Early student involvement is the best way to meanina for hum/her This initial effort must be
sell ' students on the value and benetits of the well planned, with proper emphasis given to
organization Work quickly to get all students ac- each activity. to create a chapter environment
tively involved in some aspect of the organiza- that includes a multitude of student options
tion's activitizs  Each organization has sufficient 10 To afuhiate with the state association and na-

offices, committees. and awards and recogni-
tion programs to offer a wide range of student
involvement posstbilittes An involved student
will probably be a motivated student. eager to
improve the organization and thus him/herself

Lucal representation at district, regional, state.
and national events brings the chapter together
in a greater team effort As the activities ana ac-
complishments of otner chanters are recog-
nized enthusiasm i1s created for improvement

tional organization, you need to get student
& sistance to establish a chapter, adopt a con-
stitution and bylaws, and prowide the ctarter fee
and the charter membership dues Then you
and the members need to complete the appir-
cation form, secure administrative approval,
piovide the proper signatures, and submit the
application to the state advisor (See your officiai
handbook for more specific information )

Level of Performance: Your written responses to the self-check items should have covered the same ma-
jor points as the modei answers |f you missed some points or have questions about any additional points
you made review the matenal in the intormation sheet Establishing a Vocational Student Organization,
pp " -16 andror in your official handbook or check with your resource person if necessary
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The following case study describes how an advisor estar.ished a vocational

Activity

you should explain (1) the

treated his responsibilities.

student organization chapter in his service area. Read the case study and
critique in writing the performance of the advisor described. Specifically,

strengths of the advisur's approach, (2) the

weaknesses of the advisor’s approach, and (3) how the advisor should have

CASE STUDY

Mr. Martin, a new vocational-technical instructor
at Smithvilie Tech, wanted to estabhish a vocationai
student organization (VSOj chapter in his service
area The other occupational programs at Smithvilie
had iong-established, successful VSO chapters, and
Mr. Martin was somewhat envious of the rapport the
VSO advisors seemed to have with their students

He assumed that, as with most extracurrnicular ac-
tvities. the socializing that vent on brought teachers
and students closer together and increased the
teachers popularity In addition. some friends in his
own service area who were teaching i cther schoois
had established chapters. and he iooked forward ¢
traveling to contests and getting together with them
for some reiaxation

Mr Martin wasn't quite sure how to go about
establishing the new VSO chapter—being new to the
schooi. he couldn t be expected to krow the ropes.
and none of his teacher educat.cn courses had deait
with the subje.t. He dec:ded to write to the state ad-
visor for his service area. ass. ~ung that everything
he needed wouid be available from this person Hav-
mng written Mr Martin sat nack and waited for the
matenals 1c arrive sIince wit- Hut them his hands
were tied

After the packet of matenals arrived, Mr Martin
looked everything over, skimming the unnecessary
sections on the history and purpose of the srganiza-
tion, but carefully studying the section on the proper
procedure to follow in organizing a chapter

Feeling ready to go, Mr. Martin annov. ced in ail
his classes that a meeting would be held after school
that day to organize a VSO chapter for the program.
Mr Martin was disappo:nted at the rather small turn-
out for the meeting, but he was hiappy that those who
attended seemed eager to start a chapter “fter ex-
plaining about dues, cost of pins and jackets, and
the chapter contests they would be holding, Mr. Mar-
tin took a vote on setting up a iocal chapter and ap-
plying for a charter The vote was unanimously in
favor

Mr Martin, who had expected a favorable vote.
passed out duplicated copies of the constitution and
bylaws for the students to study in preparation for
adopting them at the next meeting He told the
students that he wou'd fill out and maul in the appuca-
tion for a charter

After the meeting. Mr Martin felt confident that the
chapter was off to a good start and . »at membership
would grow (even if ne had to dc a lttle “arm
twisting  at first)




Feedback

Compare your written criique of the advisor’s performance with the model
cntique given below. Your response need not exactly duplicate the mode!
response; however, you should have covered the same major points.

MODEL CRITIQUE

Mr Martin’s confidence may be short-lived—the
chapter ss off to anything but a good start, and if he
wants a successfui chapter, he will probably have
to start over. Unfortunately, Mr Martin may not start
over, even when th:ngs begin to go badly, because
he lacks the most important quality of a vorationa!
student organization (VSO) advisor—a sohd
understanding of and belief in the purposes and
values of the VSO He sees it as little rnore than a
social club and. what 15 worse, one that i1s mainly
designed for his benefit

Such a misconception might have been corrected
had he taken the time (1) to read the sections in the
offical t,andbook on the h'story, purpose vaiues.
etc . of the organization and 2} to study and really
think about the meaning of the organization's creed
andthe respons:bilities of the adv.sur These are nc.
rrelevant window dressing in the official manual
They provide the framework within which any mean-
ngful VSO is established, and they are concepts that
the advisor 1s expected to communicate to students
before any vote is taken on forming a iocal chapter

Even though Mr Martin's teacher education pro-
gram did not provide him with information about
VSO0s. there was ample coportunity for him to learn
what the organizaton was all about. as well as to
get help in establis* .y a chapter. Advisors in the
v S0s in the ott:. service areas in his school were
ane source of help Help more specific to his needs
»as available from his colleagues in other schoois
and from curren* and former members of their or-
ganizations

Mr Martin was correct in wnting to the state ad-
visor for information and matenals, but there was a
iot more he couid ana should have done to get things
moving. Being new to the school 1s no excuse for
not attempting to find out what procedures exist in
his scheol for establishing any new organization Any
VSO adwvisor could have toid him that he would be
expected to obtain approval from tus schoo! adminis-
tration and could have given him some ideas on the
kind of “’case” he should be prepared to present

25

instead of doing nothing until the materials arrived
and then immediately holding an organizational
meeting, Mr. Martir should have spent time introduc-
ing students (during class and in informal discus-
sions) to the idea of a VSO and assessing their in-
terest in forming their own chapter. intergst already
existed among some of his students (those who
showed up at the meeting). Before any vote was
taken, these students could have been asked to form
a committee to talk to their peers and discover how
they felt about organizing a chapter.

Mr. Martin faiied to discuss the essential aspects
of the VSO. Dues, pins, and jackets are important,
but without a sohd organizational philosophy and
purpose, they are just meaningless paraghernalia.
He aiso ignored his responsibility to see to it that
students realized the organization was their own and
to develop the ieadership potential of his students.
He completely took over some of the steps in
establishing the chapter—steps in which students
shouid have been actively involved. pianning the
organizational meeting, developing and revising the
constitution and bylaws, and applying for a charter.

Mr Martin's faillure to actively invoive students in
establishing the new chapter makes it unhkely that
it will be successful. Without a solid foundation in
the purposes and values of the organization or a
sense of personal responsibility for making it grow.
the original members will probably not make very
good ambassadors for the organization. Mr. Martin s
pianto use "‘arm twisting’’ to increase membership,
instead of developing an orientation program to ex-
ptain the goals, benefits, and activities of the
organization, 1S consistent with his other methods
What 1t 1s not consistent with is a heaithy, active, seif-
renewirg vocational student organization

o




Level of Performance: Your written critique of the advisor’s performance should have covered the same
major points as the model critiyue. If you missed soine points or have questions about any additional points

you made, review the matenai in the information sheet, Establishing a Vocational Student Organization,
pp. 7-16, or check with your resource person if necessary.
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TEACHER PERFORMANCE ASSESSMENT FORM

Establish a Vocational Student Organizatizi (-2}

Name

Directions: Indicate the level of the teacher’s accomplishment by placing
an X in the appropriate box under the LEVEL OF PERFORMANCE heading.  Date

If, because of special circumstances, a performance component was not ap-

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

LEVEL OF PERFORMANCE

00'

In establishing a vocational student organization (VSO)
chapter, the teacher:
1 informed the school or college administration of the need
for a VSO

)

2 outlined for the administration the philosophy and purposes
of the suggested VSO

3 described for the administration the role and respon-
sibilities of the advisor

4 obtained from the state department all procedures, forms,
and maternials necessary for organizing a VSG chapter

5 explamned the purposes and values of the VSO to prospec-
tivemembers and (at the secondary level) to their parents

6 nvolved members and advisors from other VSOs or other
VSO chapters in promoting the organization

7 organized a student committee to assess student interest
in forming a VSO chapter and assisted the committee as
needed

8 helped to conduct an organizational meeting for the VSO
chapter that included:

a an explanation of the purposes of the VSO

b adiscussion of the responsibihities of the VSO chapter
to each member, to the school, and to the state associa-
tion and national organization

¢ an explanation of the organ:»ational structure of the
VSO

L O O O OO0 0 0 0 4

OO 000 O O 0000 0 O %,

d an explanation of the responsibilities of members and
officers

9 obtained a sample constitution for a local chapter from the
state department

oo o O Oooogogodgaod
O oo O C O000ddds«

O 0O O
]

10 assisted studerus in developing, revising, and finalizing the
% consttution and bylaws for the local chapter

oo
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12

13

14.

Level of Performance: All tems must receive N/A. GOOD, or EXCELLENT responses. If anv item recewves
a NONE, POOR, or FAIR response, the teacher and resource person should meet to determine what addi-
tional activities the teacher needs to complete in order to reach competency in the weak area(s)

oriented students to the degree and awards program of
the VSO

onented students to the local, district, state, regional, and
national VSO activities D D D D

organized the chapter in a manner that fulfilled the re-

quirements set up by the state association and national
organization D D D D

helped students obtain. complete, anu return all forms R
needed for affillation with the state association and national —
organization D D D D

*
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PBTE MODULES

ABOUT USING THE NATIONAL CENTER’S

Organization

Each module is designed to heip you gain competency ina
particular skill area considered important to teaching suc-
cess. A module 1s made up of a series of learning expern-
ences, some providing background information, some pro-
viding practice experiences, and others combining these
two functions. Completing these experiences should en-
able you to achieve the terminal objective in the final
learning experience. The final experience in each module
always requires you 1o demonstrate the skill In an actual
teaching stuationwhenyou are an intern, a student teach-
er, an inservice teacher, or occupational trainef

Procedures

Modules are designed to allow you t0 individualize your
teacher education program You need to take only those
modules coverng skilis that you do not already possess
Similarly, vou need not complete any learning experience
within a module if you already have the skill needed to
complete it. Therefore, before taking any module, you
should caretullv review (1) the introduction, (2) the objec-
tives listed on p 4, (3) the overviews preceding each learn-
ing experience, and (4) the final expenence After compar-
ing your present needs and competencies with the informa-
tion you have read in these sections, you should be ready to

emake one of the following decisions

Q

¢ Thatyou donot have the competencies incicated and
should complete the zntire Module

o Thatyou are coinpetentinone or more ui the enabling
objectivesieadingto the final learning experience and,
thus, can omit those learning experiences

e That you are aiready competent in this area and are
ready to complete the final learning experience in
order to “test out”

e That the module i1s inappropriate 10 your needs at this
time

When you are ready to complete the fina carning expert-
ence and have access to an actuai teaching situation,
make the necessary arrangements with your resource per-
son If you do not compiete the final experience suUCCess-
fully, meet with your resource person and arrange 1o (1)
repeat the experience or (2) complete (or review) previous
sections of the module or other related activities suggested
by your resource person before attempting to repeat the
final experience

Options for recycling are also avallable in each of the
learning expenences preceding the final experience Any
ume you do not meet ‘he minimum level of performance
required to meet an objective, you and your resource per-
son may meet to select activities to help you reach compe-
tency This could involve (1) completing parts of themodule
previously skipped, (2) repeating activities, (3) reading sup-
plementary resources of completing additional activities
suggested by the resource person, (4) designing your own
learning experience, or (5) completing some other activity
suggested by you or your resource person

RIC

Aruitoxt provided by Eic:

Terminology

Actual Teaching Situation: A situation in which you are
actually working with and rasponsidle for teaching sec-
ondary or postezcondary vocational students or other oc-
cupational trainwes. An intem, a student teacher, an in-
service teacher, or other occupaticrial trainer would te
functioning n an actual teaching situation. f you do not
have access to an actual teaching situation when you are
taking the module, you can complete the module up to the
final leaming expsrience. You would then compiete the
final learning experience later (1 e., when you have access
to an actual teaching situation).

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

Occupational Specialty: A specific area of preparation
within a vocational service area (e g, tne service area
Tradec and Inc:strial Education includes occupational spe-
cialties such as automobile mechanics, welding, and elec-
tneity.

Opticnal Activity or Feedback: An ‘tem that is not re-
quired but that 1s designed to sumplement and earch the
required items in a learning experience.

Resource Person: The person in charge of your 2duca-
tional program (e.g., the professor, instructor, administrator,
instructional  supervisor, cooperatmg/supervusmg/class-
room teacher, or training supervisor who Is guiding you in
completing this module).

Student: The person who IS receiving occupational in-
struction 1N & secondary. postsecondary, or other traning
program,

Vocational Service Area: A major vocaticnal field agr-
cultural education, business and office education, market-
ing and distributive education, health occupations educa-
tion, home economics education, industrial arts education,
technical education, or trade and industnial education

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

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

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

Pcor: The tear heris unableto perform this skill or has only
very limited aoility to perform it

Fair: The teacher is unable to perform this skill in an &ac-
ceptable manner but has some ability to perform i
Good: The teacher s able to perfarm this skdlin an effec-
tive manner

Excellent: Theteacher 5ableto perform this skillin a very
effective manner




Aruitoxt provided by Eic:

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

A 2
A3
A4
AS
A6
AT
A8
A9
A-10
A1

B~2
83
B84
B85
B6

C7
c-18
C-19
c-20
C-21
c-22
c.23
C-24
c.25
C2s
C.27
c-28
c.29

-1
0-2
03
b4
05
D6

0

'no mmmmmm

F2
F3
F4
Fs5

Category A: Program Planning, Development, and Evalus*ion

prepare for a Community Survey

Conduct @ Community Survey

Report the Findings of a Community Survey
Organize an Occup Adwisory C
Maintain an Occt Advisory C “
Qevelop Program Goals ang Objectives
Conduct an Occupationai Analysis

Develop 8 Course of Study

Develop Long-Range Program Plans
Conduct & Student Follow-Up Study
Evaluate Your Vocational Program

Category B: Instructionai Planning

Determine Neads and interests of Students
De elop Student Performance Objectves
Develop @ Unit of Instruction

Develop a Lesson Plan

Select Student Instructional Matesials
Prepare Teacher-Made Instructional Materials

Category C: instructional Execution

Drect Freld Trps

Conduct Group D 1s. Panel D s ang Sympx
Employ Brainstorming, Buzz Group ang Question Box Techniques
Drrect Students in Instructing Other Students

Employ Simuiation Techmques

Guide Student Swudy

Direct Student Laboratory Experience

Drroct Students in Applying Problem Solving Techniques
Empioy the Project Method

Introduce a Lesson

Summarnze a Lesson

Empioy Cral Questioning Techniques

Employ Reinforcement Techniques

Provide Instruction for Siower ang More Capable Learners
Present an lilustrated Talk

Demonstrate a Manipulative Skilt

Demonstrate a Concept or Principle

Indivigualize Instruction

Employ the Team Teaching Apptoach

Use Subject Matter Experts to Present Information

Prepare Bulletin Boards and Exhibits

Present Information with Mode!s Real Objects and Flanne! Boards
Present Information with Overhead ang Opaque Materiais
Presen' Information with FIlmstrps and Shdes

Present Information with Films

Presont Information with Augro Recordings

Present Information with Televises ang Videotaped Matenals
Employ Programmed instruction

Prosent information with the Chatkboard ang Fiip Chart

Category D: Ingtructicnal Evaluation

Establish Student Performance Criteria
Assess Student Performance Knowledge
Assess Student Performance Atttudes
Assess Student Performance Skills
Delernune Student Grades

Evaluate Your Instructional EHfectiveness

Category €: Instructional Management

Project Instructional Resource Needs

Manage Your Buggeting and Reporting Responsibiities
Areange for Improvement of Your vocational Facilities
Maintain & Filing System

Provide for Stucent Safety

Provide 10r the First Alg Noeds of S udents

Assist Students in Developing Seif Disciphine

Qrganize the Vocational Laboratory

Manage the vocational Laboratory

Combat Problems of Stugent Chomical Use

ategory F: Guidance

Gather Studont Data Using Formal Data-Collection Techniques
Gather Student Data Through Personal Contacts

Use Conterences 10 Help Meot Student Needs

Provide Information on Educational ang Career Opportunities
Assist Students tn Applying tor Employment or Further Egucation

RELATED PUBLICATIONS

Category G: School-Community Relations
& Schoot-Com

G9
G-10

munity Relations Plan for Your Vocational Program
Give Presentations to Promote Your Vocational Program
Develop Brochures to Promote Your Vocational Program
Prepare Displays to Promote Your Vocational Program
Prepare News Releases and Articles Conceming Your Vocational Program
Arrange for Telovision and Radio Presentations
Conceming Your Vocational Program
Conduct an Open House
Work with Members of the Community
Work with State and Locai Educators
Obtain Feedback about Your Vocational Program

Category H: Vocational Student Organization

H-2
H3
H4

H-5
H-6

Davelop & Personal Philosophy Concerning
Vocational Student Organizations

Establish & Vocational Student Orgamization

Prepare Vocational Student Organization Members for Leadership Roles

Assist Vocatk Student Org on Members in Developing and
Financing a Yearly Program of Actmties

Supervise Activities of the Vocational Student Organization

Guide Participation in Vocational Student Organization Contests

Category 1: Professionai Role and Development

I 2
+3
-4
-5
1-6
-7
-8

Keep Up-to-date Professionally

Serve Your Teaching Profession

Develop an Active Personat Philosophy ¢f Education
Serve the School and Community

Obtain 2 Suttabre Teaching Position

Provide Laboratory Experiences tor Prospective Teachers
Plan the Student Teaching Expenence

Supervise Stugent Teachers

Category J: Coordination of Cooparative Education

J 2
J3
J-4
J-5
J-6
J-7
J-8
J9
J10

Establish Guidelines for Your Cooperative Vocational Program

Manage the Attendance Transters, ang Terminations of Co-0p Students
Enrott Students in Your Co-op Program

Secure Training Stations for Your Co-op Program

Place Co-op Students on the Job

Develop the Training Abiity of On-the~Job Instructors

Coordinate On-the-Job Instruction

Evaluate Co-op Students’ On-the-Job Performe.ace

Prepare for Students’ Related Instruction

Supervise an Employer-Employee Appreciation Event

Category K: Implementing Competency-Based Education (CBE)

K-1
K2
K-3
K-4
K5
K6

Prepare Yourselt for CBE

Organize the Content tor a CBE Program
O-ganize Your Class and Lab to Instali CBE
Provide Instructonal Materals for CBE

Manage the Daiy Routines of Your CBE Program
Guide Your Studants Through the CBE F.ogram

Calegory L.. Serving Studsnts with Special/Exceptional Needs

L2
L3
L4
LS
L&
L7
L8
L9
L0
Lt
L-12
L13

Propare Yourself to Serve Exceptional Students

identity and Diagnose Exceptional Students

Pian Instruction tor Exceptional Students

Provide Appropriate Instructional Matenals for Exceptional Students
Modity the Learning Environment for Exceptional Students
Promote Peer Acceptance of Exceptional Students

Use Instructional Technmiques 1o Meet the Needs of Exceptional Students
Improve Your Communication Skils

Assess the Progress of Exceptional Students

Counsel Exceptional Studoents with Personal-Social Problems
Assist Excoptional Stugents in Developing Career Planning Skilis
Prepare Exceplional Students for Employability

Promote Your vocational Program with Exceptional Students

Category M: Assisting Students In Improving Their Basic Skills

M 2
M3
M4
M-5
M6

Assist Students in Achieving Basic Reading Skills

Assist Studengs in Developing Technical Reading Skills
Assist Students in Improving Their Wnting Skills

Assist Students in Improving Their Oray Communication Skills
Assist Students in imr 1ng Their Math Skills

A3s1St Students 1n Im,. wving Their Survival Sxills

Category N: Teaching Adults

NZ
N3
N-4
NS
N6

Prepare ' Work with Adult Learnars
Market an Agult Education Program
Determine Individual Training Neods
Plan Instruction for Adults

Manage the Adult Instructional Process
Evaluate the Performance of Adults

Student Guide to Using Perforrrance-Based Teacher Education Materials

Resource Person Guide to Using Performance-Based Teacher Education Matenals

Guide 10 the implemen ~tion of Performance-Based Teacher Education

Performance-Based Teacher Education The State of the Art, General Education and Vocational Education

For Information regarding availability and prices of these materials contact— AAVIM, Amsrican Association for Vocational Instructional
Materials, 120 Driftmier Engineering Center, University of Georgla, Athens, Georgla 30602, (404) 542-2586
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