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FOREUOPD

Certain elements are deemed essential to the successful
utilization of this "Format and Criteria for Analysis of State
tgencies for Vocational-Technical Education. These include:

1. Someone thoroughly familiar with the theory, intent,
and use of this instrument must work closely with the State
Agency in applying the instrument. Otherwise the potential
value from application of the instrument may not be realized;
equally important, mds-use of the instrument could precipitate
undesirable effects.

2. Adeauate involvement of an institution which is
obviously nnt an integral part of the State Agency (and hence
less likely to have far be thought to have] vtsted interests
or biases) will do much to insure obiectivitzin The Analysis -
and insuxe the prospects for eventual implementation of change
for improvement. The fact and the image of objectivity are
equally essential.

Initially, personnel ftom The Center for Research and
Development in State Education Leadership will cooperate in
the application of this instrument. As others become familiar
with the theory and application, they may well perform this
functian.

3. Personnel in the State Agencies for Vocational-
Technical Education are of course knowledgable in pertinent
program areas and cognizant of various fundamental needs.
Those cooperating in the application of this instrument should
have adequate understandings of vocational-technical educa-
tion programs and needs - if The Analysis is to be pertinent,
adequate, constructive, acceptable and usable.

Because there are various significant differences among
the states, no one instrument can be completely appropriate for
every situation. Mien a given state elects to utilize this
instrument, personnel from the state agency and The Center
should discuss procedures and criteria, pinpoint factors which
merit modifications, additions, or deletions - and proceed
accordingly.

Allen Lee
Director,
The Center for Researdh and
Development in State
Education Leadership



Format and Criteria
For Analysis of State Agencies
For Vocational-Technical Education

INTRODUCTION

In recent years there has been nationwide concern about

the respective roles of state and federal agencies; the

fragmentation of responsibility for education on both state

and federal levels; the organization, financing and efficiency

of educational institutions; the actual or imagined abdication

of some state responsibility for government; the suggested

dangers in the growth of federal power centralized in Washington;

the use of interstate compacts to solve multi-state problems;

and the need for change and improvement in state education

leadership.

Many politicians, political scientists and journalists

would have us believe that state government is dying. If we

go much further, warns Senator Strom Thurmond,". .in a few

years, the states will be nothing more than territories."

Thomas Jefferson warned that the only way to prevent the

encroachment of federal power into areas beyond its proper

sphere is to strengthen state governments. Many agencies and

persons in the Congress, in the U. S. Office of Education and

elseWhere have recognized the:need to gtrengthen and improve

State Agencies for Vocational-Technical Education, to equip

them to fulfill a role best suited to the needs of education

in the individual state today.

The Center staff formulated certain assumptions concerning

State Agencies for Vocational-Technical Education, and these

are embodied in the philosophy which has undergirded and

guided the development and implementation of the Plan sub-

sequently described in this document. These assumptions include

the following:

1. Many education functions cannot be efficiently and

appropriately petformed at the local district level, and can

best be fulfilled at the state level.

2. Legally, logically, and desirably, the State Agency

has the major responsibility for Vocational-Technical Educa-

tion in the State.
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3. Strengthening and improving the State Agency offers
the greatest potential for needed improvement of Vocational-
Technical Education programs.

4. Evaluations of State Agencies go on continuously,
formally, and informally. They evaluate themselves. They

are evaluated by a variety of professional educators. The

evaluations which determine the functions and the resources
of these Agencies are made by the electorate or their represent-
atives in legislatures and governing boards. Evaluations

determine the course public education will take.

5. Staff on the State Agency are in optimum position to
identify their own strengths and weaknesses; hence, there is
need for systematic self-analysis.

6. There is need to "See ourselves as others see us":
hence, competent persons from outside the Agency should be
brought in as a Visiting Team to react to the staff's Self-
Analysis and make independent observations.

7. An informed and public-spirited staff is potentially
the most capable and the nost trusted group in a state in the
development of policy and program. To approach this potential,

there must be 'a broad vision, many contacts, tine for discussion
and reflection, and willingness to boldly assuue initiative.

8. An evaluation sbould be realistic, not defensive. It

Should be geared to State needs, not the desire of individual
staff members.

9. A state's lay policy-nakers should know about the
Analysis activity, and should be kept informed of progress
so that findings and recommendations will not come as a
complete shock to them.

10. An activity (Analysis) such as hereafter described
should lead to requests for approval, for personnel and for
funds to do the job that needs to be done.

The objective of this Plan is to improve Vocational-
Technical Education through strengthening and improving the
State Agency, its organization and administration. The intent

is to get the greatest possible benefits to education in the

expenditure of available tax dollars.
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The procedures as described hereafter provide for the Final
Report to be made to the State Director. Information regarding
the Analysis of the State Agency for Vocational-Technical Educa-
tion should be disseminated at the discretion of the State
Director (only).

iv
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DEFINITIONS

Administration1Thel

The Director of the State Agency for Vocational-Technical
Educatima.

Agency (The)

The State Agency for Vocational-Technical Education

Apalystsatel

The coMbined results of the activities of the Staff, the
Visiting Team, and The Center for Research and Development in
State Education Leadership (Teaching Research Division, Oregon
State Systan of Higher Education)

Board (111,1

The body of persons usually known as the "State Board
for Vocational Education" with certain control over the state
Agency for vocational-technical education. The rembership
nay or may not be identical with that of the State Board of
Education

Center (The)_

The Center for Ptsearch and Development in State Education
Leadership (an integral part of Teaching Research, A Division
of the Oregon State System of Risher Education)

Enamtganalseasa_1112.1

The outside agency or institution which cooperates with
the State Agency for Vocational-Technical Education, supplies
technical knowledge concerning application of this instrument
(Format and Criteria) for analysis, provides the essential
objectivity for The Analysis, supplies one of the Co-Chairmen,
and in general coordinates the three phases of The Analysis.

The "Cooperating Agency" is currently The Center for Research

and Development in State Education Leadership. Vote the preceding

Introduction.



,-.11@custsDisted in order of development):

1. Preliminary Report (The)

The reports of the several Staff Committees (after
they have been reviewed by the 'Staff and reflect Staff
consensus) are combined into one document Whirl is mailed
to The Center. This is the "Preliminary Report" (of the

Staff Self-Analysis).

2. Visiting Team Report (The)

The Center receives the Preliminary Report (0 1 above),----.
studies it, and causes it to be carefully reviewed by the
Visiting Team. When the Visiting Team's reactions are
formalized, these become "The Visiting Team Report."

3. Self-Analysis Report (The)

The Staff has the opportunity to reconsider its
"Preliminary Report" (0 1 above) in light of the Visiting
Team Report ( 0 2 above). The Staff then has the privilege
of revising, deleting, or adding to its Preliminary Report.
The product of this reconsideration is labeled "The Self-
Analysis", and is transmitted to the Cooperating Agency
for use with the Visiting Team and in cor- tion with the

final report of The Analysis to be prepart:_ oy the Cooperating
Agency and subeequently submitted to the State Director.

4. Report of the Analysis (The),

The Cooperating Agency combines the Self-Analysis
Report and the Visiting Team Report along mith specific
reconmendatious (and suggestions re timing, procedures
and probable costs) into one document mhich is ultimaxely
transmitted to the State Director. This is the "Report

of the Analysis".

Staf f (The)

Professional members of the State Agency for Vocational-

Technical Education.
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OVERVIEW AND MAJOR STEPS IN
UTILIZING TFE FORMAT AND CRITERIA

OVERVIETI

One may better understand his own role and responsibilities
in a given undertaktng if these are shown in context with those
of others having related roles and responsibilities. The over-

view or outline which follows is presented with this in mind.

The Plan for analysis of the State Agency for Vocational -
Technical Education has three major parts, each of which is
uniquely distinctive and essential. These are:

I. Self-Analysis by the State Agency for Vocational-
Technical Education (the foundattmn for the Overall

Analysis and the Tak_n2Lilar.
Chairmen).

II. Visiting Team Reactions to the Agency's Self-Analysis
(directed by The Centss).

III. The Final Report to the Directory (Eegpaglimgle
CRELIAX. This should consist of:

A. A summRry of the Self-Analysis (Item I. dbove)

B. A summary of the Visiting Team reactions to the
Self-Analysis Report (Item 2-above)

C. Specific redanmendations, with suggestions sudh

as timing, procedures and probable costs.

Major Steps

1. A person from the Agency and one from The Center

should serve as Co-Chairmen of the Self-Analysi6
phase of The Analysis.

2. The Co-Chairmen confer with the Agency Director
and The Center Director for mutual orientation

purposes.

3. A SteertnkCommittee composed of Staff nembers is

designated by the Director of the Agency.
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4. The Steering Committee is appointed by the Director
of the Agency.

5. There are Department Staff orientation sessions as
needed.

6. The Steering Committee appoints Department Staff
Committee members for various assignments.

7. Staff Committees are to be oriented (by the Co-
Chairmen).

8. A time schedule is agreed upon by the Steering
Committee and the Co-Chairmen.

9. Members of a Visiting Tean should be identified and
recruited (The Center).

10. The Visiting Team is oriented by The Center.

11. Individual Staff Committees function.

12. Staff caacensus is achieved by the several staff

committee (and the Steering Committees) interacting
under the direction of the Co-Chairmen of the Self-
Analysis.

13. APreliminary_praft of the Self-Analysis Report is
formulated under the direction of the Co-Chairmen
and submitted to The Center.

14. Copies of the Preliminary Report ere studied by
The Center.

15. The Center discusses the Preliminary Report with
the Visiting Team and causes them to study it.

16. The Visiting Team confers with the Dtpertment
staff, makes observations, formulates reactions,
achieves consensus, and develops a Vlsiting Team
Report,

17. The significant reactions of the Visiting Team

are transmitted through The Center (preferably in

group discussion) informally to the Steering

Committee.
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18. The Staff (of the Agency) reconsiders the Preliminary
Report of the Self-Analysis, in the light of the
Visiting Team reactions, and finalizes the Staff
Self-AsReort, which is then transmitted to
The Center.

19. The Center staff prepares a tentative draft of the
Report of the Analysis (summary of the Self-Analysis,
summary of the Visiting Team reactions, specific
recommendations, etc.).

20. The Center staff reviews the tentative draft with
the Director of the Agency.

21. The Center staff finalizes the Report of the Analysis
of the State Agency for Vocational-Technical Education
and transnits it.to the Director (only).

22. The Director of the State Agency for Wcational-
Technical Education has the prerogative for final
approval concerning organization of the Analysis,
personnel to be involved in the various activities,
procedures, release of information, and actions to be
implemented. He is an ex-officio nember of the
Steering Committee.

The reader is referred at this time again to the
word which precedes the Introduction. Note also the -ssignment
of responsibilities for the Co-Chairmen (page 1 ), for the
Staff Committees (page 5) and for The tenter (pages 6 to 7).

For adequate understanding and conduct of assigned responsi-
bilities, eadh person or group involved in The Analysis must
be aware not only of his own responsibilities but those of
others as well.

Intentions and efforts are to conduct the Analysis in such
a constructive, cooperative, interdisciplinary, and discerning
manner, involving many knowledgable and concerned persons, as
to adhieve a degree of agreement and willingness (desire) to
implement the recommendations ubich 'dill he made in this Report
submitted to the Director.

The Center will be available upon request from the Agency
Director, to discuss or elaborate upon any facet of The Report
of the Analysis of the State Agency for Vocational-Technical
Education.

ix



Obviously, the determination of what implementation, if any,

is to occur rests with the Director and his co-workers.



PART I! THE, SELF-ANALYSIS OF

THE STATE AGENCY FOR VOCATIONAL-
TECHNICAL EDUCATION

A. itesponsibilithe Co-Chairmen

These two persons constitute the lifeline of the Self-
Analysis phase of the averall Analysis of the State Agency.
Perhaps the most vital responsibilities of the Co-Chairmen
are to maintain close liaison at all times ulth the Director
and The Center respectively, and to maintain continual
interaction and communication with and between the Steering
Committee and the Staff Committees. In addition, they:have
primary responsibility to insuret

1. That all aspects of the Self-Analysis Proceed in
an orderly, systematic, worthwhile, expeditious, and generally
desirable manner.

2. That 'trouble spots or Problem areas are identi-
fied quickly and prompt action taken to resolve these.

3. That the Steering Committee and Staff Committees
are correctly and adequately oriented, that these function
somewhat uniformly, and on schedule.

4. That Staff Committee reports are properly prepared
and revieved by the individual Staff Committees and by the
Staff Committees collectively with the Steering Committee.

5. That the Preliminary Report of the Self-Analysis is
truly representative of Staff thinking, rather than just that

of a single Staff Committee.

6. That the Preliminary Report is completed and is sub-

mitted on schedule to The Center.

7. That the Visiting Team Report (reactions to the Pre-

liminary Report ) is adequately communicated to and considered
by the Staff.

8. That the Self-Analysis Report repres.ents the consensus

of the Staff and is completed and submitted to The Center an
schedule.

9. That a realistic schedule for the Self-Analysis is
developed and adhered to.

1



10. That necessary precautions are taken to preclude

release of any results of The Self-Analysis or other phases

of The Analysis of the State Agency prematurely or through

any channel other than the Director.

U. That anonymity of responses (to all aspects of the

Self-Analysis) is maintained at all times. Appraisals should

be identified only as Staff appraisals, and not as appraisals

of the Steering Committee or a particular Staff nember.

12. That all aspects of the Self-Analysis are conducted

on a constructive basis at all times.

13. That appropriate staff are appropriately involved

in the Self-Analysis.

14. That any gversights, and especially those which may

be the responsibility of the Agency Director or The Center

are promptly cailed to the attention of those concerned.

15. That the Agency Director and The Center assist with

orientation of the Steering Committee.

16. That adequate facilities are available for Visiting

Team activity (phone, secretarial, duplicator services, meeting

rooms, chalkboard, etc.).

17. That assistance is given to Visiting Team members

in arranging conferences with Staff.

18. That necessary materials such as those indicated

under the following item are systematically asseMbled

(possibly put in notebooks with index tabs) and provided to

The Center with the Preliminary Report (for subsequent dis-

tribution to the Visiting Team by The Center).

of:

19. To secure, prepare, or bring about the preparation

a. A. brief statement of the legal basis for the Agency

b. A. brief statement of the philosophy and objectives

of the Agency

c. An organizational chart of the Agency

d. A. brief listing and description of advisory groups

2



e. A copy of any existing information on Agency policies

f. A copy of the Agency salary schedule, and personnel
policies and provisions

g. An outline of existing provisions or procedures for
preparation and distribution of information per-
taining to Agency plans, reports, and activities

h. A brief description of internal supporting services
such as financial, statistical, graphic arts, consul-
tant, etc.

i. Individual staff information (vitae)

j. A chart showing staff organization for each progran

k4 A list of names and titles of each staff member for
each program

1. A list cf Agency programs which should be analyzed.

B. Responsibilities of The Steerin Committee

This vital Committee should work closely with the Co-
Chairmen in discharging mutual and respective responsibilities.
Tbe Steering Committee has, as its area of major concern, the
successful conduct of the Self-Analysis phase of the Analysis.
It should function as its name implies 'steering the Self-
Analysis. It should:

1. Advise the Co-Chairmen in discharging
sibilities

2. Serve as eyes, ears, and spokesman to
Self-Analysis in general

for:

their respcn-

expedite the

3. Formulate a time table including recommended dates

a. The orientation of the Staff regarding the Analysis
of the Agency

b. The orientation of Staff Committees in regard to
details of the Self-Analysis

c. The submission of Committee reports to the-Steering
Committee

3



d. Completion of the Preliminary Report of the Self-
Analysis and its submission to The Center

e. The work of the Visiting Team

f. Review of the Visiting Team Report

g. Completion of the Self-Analysis Report and sub-
mission of the Self-Analysis Report to The
Center.

h. Other events

4. Designate sone of the Steering Committee member-
ship to serve as Staff Committees for:

a. The Legal Basis for the Agency

b. The Philosophy and Objecttves of the Agency

c. The Organizational Structure of the Agency

5. Designate Agency staff to serve on committees and
the various program committees indicated under PART I.
C. which follows.

6. Keep the Agency staff advised of the direction and
progress of The Analysis.

7. Make suggestions whiCh the Co-Chairmen nay communi-
cate to The Center for the selection of Visiting Team
menbers.

8. Conduct meetings for the purpose of achieving staff

consensus, so the Preliminary (and also the Self-Analysis)
Report will represent Staff rather than =rely individual
conmittee consensus.

9. Became familiar with the Visiting Team Report or
especially those reactions which are in conflict with apprak

al. in the Preliminary Report.

10. Assist the Co-Chairmen as requested and advisable.

4



C. Responsibilities Of The Staff Cammittees

Committees made up of members of the Agency actually
represent the major fountain of knowledge which the Self-
Analysis phase of this study is designed to tap, and which
is essential to both the identification and implementation
of desirable change to strengthen and improve the Agency.
Adequate functioning of these Staff Committees nay well be
the most influential factor in the success of this venture.
Each of these Comnittees shouldt

1. Elect or have designated one member to serve as
Chairman.

2. Organize as efficiently as possible to perform
assignments and meet the time schedule.

3- Review and carefully study the criteria suggested
for its assigned area of responsibility (PART I.C.).

4. Revise, add to, or delete each criterion until
these are deemed appropriate and complete for the task at

hand.

5. Discuss their appraisals among themselves, but
under no circumstances with outsiders.

6. Arrange for all Staff Committee reports to be un-

signed. Each Comnittee member should make an appraisal

(reply) to each criterion, and transmit this (also unsigned)

to his Conmittee chairman.

7. Arrange for all results of Staff Committee work to

be kept anonymous so far as individual opinions are concerned.

8. See that individual Committee member reports are
presented to the Connittee Chairman to achieve consensus of

the Committee, then to the Steering Committee Chairman to

achieve staff consensus and to develop a Preliminary Report

which will be delivered to The Center for subsequent use with

the Visiting Team (for its reactions).

9. See that Visiting Team reactions to the Staff Pre-

liminary Report are communicated to the Staff, after which

the Staff (through the Steering Committee and with the

aid of the Co-Chairman) prepares a Peport of the Self-

Analysis, which in turn will be incorporated as one of three

parts of an overall report whidh the Center will prepare and

submit to the Director of the Agency for his consideration

and disposition.
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D. Responsibilities of The Center

The Center for Research and Development in State
Education Leadership designed this instrument (Format and
Criteria for Analysis) and should therefore be in optimum
position to assist others in its use. The Center has one
averall responsibility to coordinate the three phases of The
Analysis (Self-Analysis, Reactions of the Visiting Team,
and preparation of the final Report of The Analysis, note
page of the Overview). The Center also:

1. Pravides detailed orientatim for all those
involved in the Self-Analysis.

2. Actually recruits and directs the activities of the
Visiting Team (phase two of the Analysis).

3. Prepares the Final Report of The Analysis and pre-
sents it to the Agency Director.

Pertinent and more detailed responsibilities of The
Center are to!

a. Confer as necessary with the Director and other staff
of the Agency.

b. Orient Agency Staff in general with the various
intricacies of The Plan for Analysis of the State
Agency.

C. Designate one of the two Co-Chairmen for the Self-
Analysis phase of The Analysis.

d. Insure that the Co-Chairman designated by The Center
is in position to perform the functions essential
to his assignment.

e. Identify (in conference with the Director and his
staff) desirable metbership for the Visiting Team,
and recruit the Team.

f. Receive the Preliminary Report of the Self-Analysis
and study it.

g. Orient the Visiting Team.

h. Transmit the Preliminary Report to the Visiting
Team, make certain it is studied by and discussed
with the Visiting Team.

6



i. Oversee the work of the Visiting Team (note PART II
of this Plan).

j. Oversee the preparation of the Visiting Team's

Report (reactions).

k. Receive the Visiting Team Report and study it.

1. Commmicate significant reactions of the Visiting
Team to the Agency Director and appropriate Staff.

m. Receive the final Report of the Self-Analysis and
study it.

n. Prepare. a tentative draft of the Report of the
Analysis of the State Agency for Vocational-Technical
Education including a summary of the Self-Analysis
Report, a summary of the Visiting Team Rtport, spe-
cific recommendations and suggestions on timing,
procedures, and probable costs.

o. Discuss the tentative draft (above) with the Agency
Director.

p. Prepare a final draft of The Analysis and deliver
copies to the Director of the Agency.

E. Instructions Por The Self-Analysis Phase And The
Use Of Symbols

On pages which follow, are included the several areas

for analysis of the Agency. Under each of these areas are

listed a number nf criteria. Instructions for each Staff

Committee include the following steps:

1. Initially, tlle Staff Coamittee which has been assigned

the responsibility for a given area should read through the

entire list of ctiteria for the area in qt.cistion.

2. Next the Staff Committee should consider each individ-

criterion per se, and reflect upon its appropriateness.

3. If the criterion is deemed (by the S'c.aff Committee)

appropriate as stated, (and this will be true in most instances),

then the criterion should be left unaltered.

4. If, for some reason, the Staff Committee should agree

that some change (aRlitions, deletions, or revisions) in the

wording of the criterion would make it more.appropriate for

use in their assignment, then the §t4ering Committee should make

such changes as it deems in order (subject to approval by the

Center.
7



5. When each criterion has been considered as suggested
above, the Staff Committee members should proceed, individually
to make their analysis for each criterion. This should be
done by placing a synbol in the appropriate place opposite
each criteria.

NOTE

To the right of each criteriaa are two lines.
The first is for the Agency Committee analysis.
The second is tor subsequent Visiting Team
reactions.

6. After eath Staff Conmittee nember has nade (individually)
his analysis of the existing situation or conditions for each
criterion, then the Committee should convene and reach a con-
sensus rating for each criterian.

7. The Staff Committee should prepare one copy of the
Staff Committee's consensus, and this should be reported as
requested by the Steering Comnittee Chairman.

8. After each Staff Committee report has been reviewed
(as deemed advisable by the Steering Conmittee) and a consensus
of agreement readhed by the Staff, all of the Committee
reports should be combinGd (in the special volume which will
be provided by The Center) and will then constitute the Pre-
lininary Rei,ort of the Self-Analysis.

9. The Co-Chairman representing the Agency should mail this
to The Center

10. Subsequently, The Center will study the Preliminary
Report, ascertain Visiting Team reactions, and comhnnicate
these to the Steering Committee.

11. Subsequently, the Steering Committee will confer (as
it deems appropriate) with Staff Committees in light of the
Visiting Team reactions and develop a Report of the Self-
Analysis (which may or may not differ appreciably from the
Preliminary Report). Accordingly, this step may or may not
involve formal staff meetings.

Following are explanations of symbols to be used by Staff
Committees and these ia turn are followed by 'Areas and Criteria
for the Self-Analysis'.

8



Symbols for Staff Committee Use:

Analysis of
Symbol Provisions or Conditions

Excellent
VG Very Good

Good

Satisfactory
F......... G Fair

-Poor

Missing and Needed
Missing but not Needed

Symbols for Visiting Team Uset

Visiting Team
Symbol Reactions

Would have given the same rating
Would have given a higher rating
Would have given a lower rating

0 Not rated



F . Aztas And Criteria For Analyses

1. Foundation for the Agency

a. The Legal Basis for the Agency

Criteria

1. State statutes adequately provide for
an Agency and an Agency Director
responsible for administering the
State Program of Vocational-Technical
education and for executing laws,
rules, and regulations governing
the Agency

2. State statutes provide for a suitable
administrative structure that fits
the Agency for its leadership role
in Vocational-Technical education . .

3. State statutes have made adequate
provision to promote and assure
a workable cooperative relationship
between general education and
Vocational-Technical education

Staff Visit
Comm. Team
Anal. React.

0.101101M.11.1

4. The State and its legally constituted
Agency clearly assume the responsibility
for seeing that the Vocational-
Technical educational needs of the
State are met

5. State statutes are sufficiently
flexible to permit changes in
the Agertcy pattern of organization
for meeting new conditions and
attaining the most efficient
organization

6. State school laws are sufficiently
uell-codified and free from
problems of interpretation so
that they form an excellent basis
for use by all concerned

1U

Mao 11111111111.011.1.11r.
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Criteria

7. Responsibility for the conduct
of local public education is
delegated to local school
districts

8.

9.

10.

(Note next page)

Staff Visit
Comm. Team
Anal. React.

Iboeorrorweo
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In an over-all appraisal of the effectiveness of the

Legal Basis for the Agency the assigned Staff Committee

should summarize briefly its perceptions of:

Principal strengths:

Principal weaknesses:

Suggested strengthening measures:



b. Philosophy and Objectives of the Agency

Staff Visit.
Comm. Team

Criteria Anal. React.

1. The Agency maintains a written statement
of philosophy and objectives that is
periodically reviewed and revised as
necessary by the staff and administra-
tion

2. The Agency perceives its major role
and function to be one of providing
vocational-technical educational
leadership to the schools of the
state .

3. The Agency contributes signifi-
catily to-the 'improvement of vocational-
technical education and to education -
generally .

4. The Agency is impartial and con-
sistent in the application of
policies and regulations

5. The Agency encourages the maximum
local autonomy consistent with
effective educational programs

6. All major related social issues,
including civil rights, are concerns
of the Agency

7. Close working relationships are
maintained by the Agency with all
other areas of education

3. Close working relationships are
maintained by the Agency with
institutions of higher education. . .

9. The regulation function of the Agency
is no greater than that required to
assure compliance with State and
Federal regulations . .

13
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Staff Visit.
Comm. Team

Criteria Anal. React.

10. The Agency recognizes the contribution
of independent, private, and parochial

schools

11. AB a matter of practice and philosophy,
the Agency can and does frequently waive
requirements expressed as minimum stan-

dards to encourage worthwhile research
and experimentation

12.

13.

14.

(note next page)

14



In an over-all appraisal of the effectiveness of the

Philosophy and Objectives of the Agency the assigned

Staff Committee.. should summarize briefly its perceptions

of:

Principal strengths:

Principal weaknesses:

Suggested strengthening measures:



c. The Organizational Structure of the Agency and Its
Relationship to Other Agencies

Criteria

1. The organizational pattern of the Agency
is simple, flexible and adaptable to
existing and developing needs

2. The Agency Staff and its competencies
are used to best advantage in renderine
professional services .

3. The Agency coordinates its activities
closely with other state Aeencies and
with federal agencies concerned with
education

4. The administrative officers of the
Agency are adequately involved in
policy decision

5. The potential effect upon various
facets of education is considered before
policy recommendations are made

6. The Administration has sufficient
autonomy to carry out the objectives of
the Agency within the framework of
established policies., OOOOOO

7. The number of persons reporting to
each supervisor is small enough to
permit the development of satisfying
working relationships on a person to
persan basis

8. There is readily available, a formal
organizational chart which clearly
defines the duties, responsibilities
and working relationships within the
Agency ********* 00J SS

9. In exercising the responsibilities
assigned him, each individual regularly
reports to and receives direction from a
single, clearly identified colleague . .

16

Staff Visit.
Comm. Team
Anal. React.
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Criteria

10. Sufficient authority is delegated to

Staff members to permit them to carry
out their assi9ned responsibilities. . .

11. Effort is made to keep the responsibili-
ties assigned to any one individual
as homogenuous as possible . . . . . .

12. The number of professional staff
(actually employed) is adequate to carry

out the objectives of the Agency

13. Major responsibilities of the Agency

are identified and accounted for in the

organizational chart

14. The responsibilities for recommendine
and for approving allocation of funds

are clearly defined and specifically

assigned

15. The organizational pattern of the
Agency is conducive to effective
coordination among staff members
in program development and operation

in areas of joint responsibility . . .

Staff Visit.

Comm. Team
Anal. React.

an.0110.101.11

mlyo...

111.010.0.0.11

a 11111

16. The Agency has one or more persons
whose chief responsibility is program
development and curriculum development .

17.

18.

19.

(note next page)
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In an over-all appraisal of the effectiveness of the

Organizational Structure of the Agency the assigned Staff

Committee should summarize briefly its perceptions ofl

Principal strengths:

Principal weaknesses:

Suggested strengthening measures:



2. Administrative Functions of the bgency

a. Agency Policy Formulating

Staff Visit
Comm. Team

Criteria Anal. React.

1. The State Board responsible for
Vocational-Technical education
understands that its primary role
ip policy making and differentiates
this from administration

2. The State Board and the Super-
intendent of Public Instruction
and/or the Agency Director, as
the case may be, clearly understand
their separate responsibilities .

3. The State Board and the Super-
intzmdent of Public Instruction
and/or the Agency Director, as the
case may be, seek the advice of
Iroups that would be affected by
policies adopte.4

4. The Agency Director recommends
in writing items for which policy
should be established or revised.
If he is responsible diztly
to the Board, he makes his re=

commendations direct to the Board.
If he is responsible to the State
Superintenesnt of Public
Instruction he makes his rec-
ommeLdations to and through the
Superintendent

OmOMMIMPONIMME.

.0.4411.11.M.M.O.

WINIMMII

5. New polizy statements ate
systematically codified, indexed,
and promptly distributed to all
affected boards or interested
parties

6. Proposals for policies or revisions
are planned in anticipation of the
state's I.eds or before potential
problems arise.

19
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Criteria

7. The Agency staff is given opportunity
to participate in policy functions . .

8. The Agency staff accepts an active
responsibility for initiating,
developing and reviewing policy

9. Estmblished policies provide for
variations for unusual circumstances . .

10. The effective date of a new policy
is set far enough in a&vance to
allow those affected to make necessary
adjustments

U.

12.

13.

(Note next page)

20

Staff Visit
Comm. Team
haal. React.
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In an over-all appraisal of the effectiveness of Agency

Policy Formulating the assigned Staff Committee should sunmarize

briefly its Derception of:

Principal strengths:

Principal wealakesses:

Suggested strengthening measures:

21



b. Agency Staffing

Criteria

1. There is a clear and concise job
description ubich defines the duties
and responsibilities for each
position

2. The profession is informed about
positions to be filled and given
directions for making application . .

3. Persons considered competent
are encouraged to apply

Staff Visit

Comm. Team
Anal. React.

4. Staffing is regarded as one of the

most important administrative
functions

5. Applicants are interviewed by
appointing officers as well as

by some of the persons who will
work directly with the new

employees

6. Applicants are fully informed
about personnel administration
practices, appraisal of work,
expectations of and provision
for further training, opportunity
and obligation to attend pro-
fessional meetings, salary
schedules, opportunities for

advancement s etc

7. The beginning salary and salary

increments are sufficient to
attract qualified applicants

8. Staff members with sinilar
responsibilities receive
comparable pay

9. The primary consideration in
selecting new employees Is their
ability to perform the required

services

22
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Criteria

10. There is no discrimination based
on personal characteristics such
as religion or ethnic background

11. The selection process includes
a review of the applicant's
personal characteristics

12. The selection process includes a
review of the applicant's educational
background and experiences

Staff Visit
Comm. Team
Anal. React.

111.11011111

0111111.1.10

13. The selection process includes a
review of the applicant's demonstrated
ability to write and speak
effectively

14. The selection process includes a review
of the applicant's history of working
relationships with the profession
and laymen .

15. There is provision for staff nembers
to obtain leaves for professional
purposes

16. There are adequate clerical services

17. The number of Staff members is
sufficient to perform the services
required of the Agency..

18. The efficiency of the Agency is
not damaged by the amount of turn-
over in the Staff

190 There is a planned and systematic
orientation of all new employees
with the responsibility for this
service clearly assigned

20. There are planned in-service
programs for Staff nembers

23
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Criteria

21. There are ttgular and called
meetings of supervisors of programs
with the Director or his Assistant,
with minutes kept

22. There is nutual respect, good
working relationships, and adequate
communication among tbe units in the
Agency

23. Staff members regularly report to
their supervisorb in regard to their
work

24. Staff nembers within individual
units participate in reviewing
current programs and in developing
new programs

25. Appointments are nede from within
the Staff to fill vacancies when
qualified individuals are
available

26. Transfers.are made only after
being discussed with the
individual involvad

27. Information in each employee's
personnel file is confidential and
available only to the employee and
to the responsible Administrative
staff

28. On personnel matters the Administration
deals with each employee on an
individual basis

29. The lines of communication are
observed in channeling
cammunications on personnel
matters so that all persons
involved are adequately informed

24

Staff Visit

Comm; Team .

ANIL React.
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Criteria

30. Adequate time is available to
Administrators of programs for

personnel management

31. Supervisors discuss with their
Staff individuallly, the quality
of tr work and encourage Staff

mdmhers to react to the discussion. . . .

Staff Visit
Comm. Team
Anal. React.!

32. Staff members ere not dismissed
without being given proper opportunity
to discuss the cause for the contemplated
dismissal and the dismissal does not
occur until efforts to adjust the

employee have faller' . .....

33. The personnel policies under
which the Agency operates are
clearly stated, compiled in
convenient form and available
to all interested persons

34.

35.

36.

(Note next page)

25
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In an over-all appraisal of the effectiveness of Agency

Staffing the assigned Staff Committee should summarize briefly

its perceptions oft

Principal strengths:

Principal weaknesses:

Suggested strengthening neasures:

26



c. c'...ency Financing

Criteria

1. The Director consieers the requests
nf 1114F i+hicifa lInfr.rm

budget request for the Agency

2. The budget_request for the%figency
is supported by suf!acient data
and narrative to justify it

3. Clear and concise fiscal summaries
are made periodically

4. Standards for the allocation of
use of capital outlay funds are
clearly stated and readily available . .

5. Any revisions necessary to
administer the annual budget are made
or approve, by or through the
Directoir

6. Educational activities for vhich the
Agency has the authority to distribute
funds are approved for reimbursement
only if the activities meet the
established minimum requirements . . .

7. The responsibility for administering
the various budgets within the
Agency is clearly defined and
specifically assigned

8. All Agency staff members who
handle money are adequately bonded

9. The policies on fiscal management.
are clearly stated and available to
all interested persons

in. Staff members who administer various
budget items are promptly informed
of revisions which may affect their
programs

27

Staff Visit
Comm. Team
Anal. React.
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Criteria

11. The budget items for instructional
programs are developed cooperatively
with the educational specialists
concerned

12. The division of responsibility
between Staff menbers involved in
fiscal control ami those mho
administer educational programs
is clearly defined and generally
understood

13. Channels for developing and
securing approval of the I:gamy
budget are clearly defined and
appropriate

14. The State Director has responsibility
for final reviewing, approval and r
subimission of the budget

15.

16.

17.

(Note next page)

28

Staff Visit
Comm. Temn
Anal. React.
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In an over-all annraisal of the effectiveness of kency

FinancinR the assigned Staff Committee should summarize briefly

its percention:

Principal strengths:

Principal Tyeaknesses:

Suggested strengthening measures:

29



1
Agency Planning

AT

Criteria

I. The staffing pattern of fhe Agency
has been developed with due
consideration to the legal
responsibilities, philosophy,
and objectives of the Agency

2. The Agency has long-range goals
for statewide needs for (1)
professional staff development,
(2) instructional program
development and (3) fiscal support. . . .

3. The Agency's long-range plans
include statewide needs for
(1) professional staff development,
(2) instructional program development
and (3) fiscal supro-t

4. The Agency develops long-range
plans for meeting the vocational-
tedhnical needs as a guide to school
districts in planning fheir programs. .

5. Provision is made in fhe planning
process for the advice and consultation
of representatives of lotal educational
agencies, laymen, and specialists both
from general education and from
vocational-teChnical education

rt

6. Provision is made for regular review
of Agency operating policies to adjust
to changing conditions and needs of
the state

7. State guides for local vocationa/-
technical instructional programs
are cooperatively developed by the
Agency and local district educators
using special consultants as needed. . .

30

Staff Visit
Comm. ,.eam

Anal. React.
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Criteria

8. State plans for local vocational-
technical programs are cooperatively
develcpee and they state in precise,
clearly written form the minimum
standards for state approval

9. The Agency provides leadership
in the develop%cult of -'ncational
programs for urban e '11 areas
with unique problem '1r drop-

outs and adults . .

10. The Agency plans coop .:.vely with

other agencies that have an over-
lapping interesc in educational
programs, health and employment
security

110 Supervisory personnel from the
state level are_regularly availatle
to suggest, promote, and to assist
local schools and communities in
evaluating and implementing
changes and/or new programs in
vocational-technical opportunities. . .

12.

13.

14.

(Rote next page)

31

Staff Visit
Comm. Team
Anal. React.
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In an over-all aRpraisal of the effectiveness of kraisz

Planning the assigned Staff CcAmittee should summarize briefly

its perception oft

Principal strengths:

Principal weaknesses:

Suggested strengthening measures:

32



e. LF,ency Coordinatiai;

Criteria

1. The basic operating policies and
procedures for instructional
program areas in the ARency are
developed cooperatively with local
educational personnel and are
provided in written form for use
by both state and local educators. . . .

2. There is evidence of mutual respect
and good working relationships
betueen the Agency and the
institutions of higher education
that provide teadher education
programs

3. There is mutual respect, under-
standing, and good working
relationships among the various
agencies involved in the
certification of teachers .. ...

4. The Staff works cooperatively
in developing, promoting and .

implementing at the local
instructional level an expanded
and improved program of
occupational information and
guidance services for youth

5. Joint program efforts of the
Lgency are coordinated through
comthittees mdth the specific
fields affected being representee. .

6. The characteristics of an
effective program are defined or
clarified by the Staff aad
opportunities for flexibility
and'choice are provided to local
educational agencies

33
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Staff Visit
Comm. Team

Criteria Pnal. React,

7. The Agency organization provides
for close coordination of the
vocational-technical program
with other educational programs

8. Staff members responsible for
developing or approving building
plans work closely with program
specialists and those responsible
for compliance with minimum
standards

9. There are good active working
relationships between the Agency
and other agencies such as business
and labor, the Employment Service,
Welfare programs and others concernez1
with manpower training and development .

103

11.

12.

(Mote next nage)
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In an over-all appraisal of the effectiveness of Ageacy

2_11_matimoorc the assigaad Staff Committee should summarize

briefly its perception of:

Principal strengths:

Principal weaknesses:

Suggested strengthening measures:



f. Agency Directing

Criteria

Staff activities are guidad by
the philosophy that the administration
of schools is the responsibility of
local school administrators, with
the principal function of the state
staff being consultative and
advisory .. .

2. The Staff recognizes and
cooperatively functions within
the framework of the Agency
organizational pattern

Staff Visit
Comm. Team
Anal. React.

3. The Staff members have their work
contacts with local administrators
and work through them in making
teacher contacts

4. The Staff works with local sdhools
in promoting, conducting and

evaluating pilot programs

5. The Staff applies policies
impartially in dealing with
local school districts

1111.110

6. The Agency recognizes that its
major role is in leadership with
regulation kept to the minimum
that law and state regulations permit

7. The Staff works with local schools
in making periodic evaluations of
their programs

8. The Staff recognizes that a
primary function of state level
directing is to aid in praviding
ia each school district the most
effective teaching-learning
situation

37
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Criteria

10.

11.

(Note next page)

Staff Visit
Comm. Team
Anal. React.



In an oarz211.11muisal of the effectiveness of Agency

Directing the assigned Staff Committee should summarize briefly

its perception oft

Principal strengths:

Principal weaknesses:

Suggested strengthening measures:

39



g. Agency Communicating

Staff Visit

Comm. Team

Criteria Anal. React.

1. The attitude and practices of the
Administrative officers encourage
the free exchange of information
and ideas between Staff members .

2. Frank and open discussion of mutual
problems on a face-to-face basis is
generally regarded as the most
effective means of communication
among people

3. Staff meetings are beld at regular
intervals with a carefully rlanned
agenda of general interest to
those attending. ........

4. The Director assumes over-all
responsibility for public relations

5. There is a planned procedure for
informing local school districts of
new polic7ies and of revisions to
old policies . ........ C

6. Regular press releases are provided
to state and local newspapers

7. The Agency keeps abreast of education
news throughout Cie state through
a clipping service or same similar
device

8. There is a planne0 program for
keeping the Legislature and the
executi7e brandh of the state
government informed about the:
accomplishments and the needs of
vocational-technical education
throughout the state

9. Appropriate professional edu&it.!on
organizations are included among the
special groups tn be kept informed
through the public relations program . .

40
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Criteria

10. Advisory committees are regarded
as an essential part of the Agency's
communication system

11. Effort is made to balance the
membership of the advisory committees
so that all interested groups are
represented

12. Members of the advisory committees
receive official confirmation of
their appointment from an appropriate
authority

13. There is available a set of
operating policies which define
the role of advisory committees,
the duties and responsibilities
of members, and the relationship
of the committees to the Agency

Staff Visit
Comm. Team
Anal. React.

0
.g.

14. Each meeting of the advisory committee
utilizes a carefully planned agenda
which has been suhmitted to the
membership prior to the meting

15. The deliberations of the committee
are edited and recorded in the
official minutes of each meeting

16. Appropriate recognition is given
to lay members for service on
advisory committees

17. The responsibility for liaison with
each advisory committee is specifi-
cally assigned to an appropriate
Staff member

18. The disposition of all recommendations
made by the committee is reported back
to the membership

41
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Criteria

19. Pertinent information fram federal
and state agencies is abstracted
and disseminated by the Agency to
local educational agencies and
other appropriate groups. . . ......

20. The Agency prepares reports of
its program and activities and
disseminates them to the general
pUblic

21.

22.

23.

(Note next page)

Staff Visit
Cam. Team
Anal. React.
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In an over-all auraisal cf the effectiveness of kena

Communicatin the assigned Staff Committee should summarize

briefly its perception of;

Principal strengths:

Principal weaknesses:

Suggested strengthening measures:

43



h. Agency Promoting Functions

Criteria

1. The Agency maintains or has avail-

able to it an up to date library
of educational materials, c'aurses

of study, research reports,
publinations of the Agency,
guidance and testing materials

2. The responsibility for promoting
is specifically assigned, but all Staff

menbers recognize their individual

responsibilities

3. The frgency recognizes effective
public relations must be concerned
with information designed for
specific groups in addition to
that designed for general consumption .

4. The Agency recognizes that its
medal- role is in leadership with

regulation kept to the minimum

that law and state regulation
permit

Staff Visit

Comm. Team
Anal. React.

5. The Agency ens:ourages the establish-

ment of curriculum development work-

shops and provides consultant services

for them

6. The Agency provides consultants to
assist local districts in planning

educational activities such as

program organlzation, operation, and

administration and provides acceptable

standards in these areas

eirmmenrerw..

01111

411.1111111111
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MINE11.1111111111111111111119

7. The Agency plans definite promotional

activities to provide better communi-

cation and understanding between

local districts and the Agency

(Conferences, pUblications, news

letters) 4 OOOOO OOOOO

44
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Criteria

8. The Agency uses lay advisory
committees

Staff Visit
Coma. Team
Anal. React.

0 *
=1111.110001101.1

9. The Agency entourages local
districts to use lay advisory
committees

10. The Aseney encourages and supports
the study of nanpower and human
resources needs at both the local
and state levels

11. tn its promotional activities the
Agency naintains a proper balaace
of emphasis on sdhool consultants,
enrollees, drop-outs and adults . . . .

12. The Agency eacourages the development
of area schools and provides
consultants services to assist in

tills effort

13.

14.

15.

(Note next page)
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In an over-all appraisal of the effectiveness of &mist

Promoting the assigned Staff Committee dhould summarize briefly

its perception of:

Principal strengths:

Principal weaknesses:

Suggested strengthening measures:

46



i. Agency Researching Functions

Staff Visit
Comm. Team

Criteria Anal. React.

1. There is a planned vogram for
reviewing, abstracting and
disseminating pertinent researdh
reports to the schools of the
state and the teacher education
sdhools

2. There is a representative and
functioning advisory committee
in regard to research activities .

3. There is planned and systematic
communication between the Agency
and those individuals in the
institutions of higher education
who do educational research

4. The Agency regards research as an
essential part of sound planning
and development. . . ******

5. The Agency does continuing reseerdh
to identify trends and problems end
to provide current data on enrollment,
costa, investments in facilities,
programs of instruction being offered,
teadher supply, and projected needs.

6. Innovations based on research
findings are field tested before
being recommended for general use. . .

7. The Agency identifies areas of
needed research and encourages
institutions of higher learning
to do researdh

8. Research studies sponsored by the
Agency are carefully selected and
well structured. . .

47
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Criteria

9. The Agency studies the effectiveness
of the sdhool district vocational-
technical program as a basis for
meeting the educational needs of
the pupils of the state . .

10. The Agency effectively studies the
financial provision by state
and local districts of the state
to determine the extent to whidh
the district may be able to provide
a proper vocational-tedhnical
educational program

11.

12.

13.

(Note next page)
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In an over-all appraisal of the effectiveness of Asencv

14Eurchlmthe assigned Staff C

its perceptions of:

Principal strengths:

Principal weaknesses:

WO

Suggested strengthening measures:

49
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J. Agency Supporting Services

Criteria

The Agency is adequately housed for
effective functioning

2. The office facilities are we/a-
lighted and provide a desirable
working climate

3. The office facilities permit
effective grouping of Staff members
to effect efficient performance
of their respective duties in
relation to those with whan they
must most frequently cooperate

4. Adequate and convenient provision
has been made for large and small
group conferences

5. The office facilities permit
arrangements conducive to maximum
use of central resource materials
and equipment

,
6. The Ageucy Staff has ready access

to necessary supplies and resource
materials

7, The Agency has available to it
the use of necessary time saving
equipment to facilitate maximum
production

8. The Agency is conveniently linked
for rapid communication within the
Agency and with other state agencies
related to or responsible for state
educational activities

9. The Agency has, or has access to and
use of, adequate production equipment

and services of quality

50

Reiff Visit
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Criteria

10, The Agency has adequate and prompt
mailing service

11. Adequate professional and supporting
staff in the graphic arts are
provided

12. Adequate professional and supporting
staff in the statistical field (or in
statisti(s) are provided . . ......

13. The Agency recognizes that sometimes
supporting services can be more
efficiently provided ty outside
sources, and it makes effective
use of these dhannels

14.

15.

16.

(Note next page)

Staff Visit
Comm. Team
Anal. React.
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In an oyer-..-...a..a2ag.sal of the effectiveness of Agency'

hEililigg.milEgglmatthe assigned Staff Committee should

summarize briefly its perception of:

Principal strengths:

Principal weaknesses:

Suggested strengthening measures:



3. Criteria For Each Program
of the Agency

a. General Criteria for the Program

1. There is a written statement
of philoeophy and objectives
of the program that is periodically
reviewed and revised. . OOOOOOO

2. Staff perceive their major rc'le
and function to be one of praviding
leadership. OOOOOOOOOO

3. Staff contribute dignificantly
to the improvement of the Program
at the local level

4. Staff are impartial ard consistent
in the application of policies and
regulations

53 Staff regulation of local programs
is no greater than that nscessary
to assure compliance with State and
Federal requirements

6. Staff can and do frequently waive
requirements or standards to
encourage worthwhile research
and experimentation

7. There is specific and adequate
(written) provision for periodic
evaluation of the program OOOOO .

Staff Vlsit
Comm. Team
Anal. React.
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8. There is periodic and adequate
evaluation of this Agency program .

9. Results of program evaluations
ars adequately disseminated and
acted upon
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h. Criteria for the Organizational
Structure of the Program

Staff Visit

Comm. Team
Anal. React.

1. The program has an administrative
structure that fits it for a
leadership role .

2. The organizational pattern for the
,Program is simple, flexible,and adaptable
to existing and developing needs . . . .

3. There is readily ayailable, an
organization chart which clearly
outlines the responsibilities and
working relationships with the
Program . .

4. The vmdber of professional staff
(actually employed) is adequate
to achieve the objectives of the
Program

5. There is readily available (to
all concerned) a written statement
of duties and responsibilities of
each professional and clerical
staff member

6. The Program staff and their
conpetencies are used to the
best advantage in rendering services . .

7. The nmdber of persons reportim
to eadh supervisor is small enough
to permit the devylopment of
satisfying working relationships
on a person-to-person basis. . . . . . e

8. Program staff have sufficient
autonomy to carry out the objectives
of the Program within a framework
of established policies
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9. The responsibility for recommending
and for approving allocation of funds
within the Program is clearly eefined
and assinned. 8 .......

c. Staffing for the Program

Staff Visit
Canm. Team
Anal. React.

.11111.01011111M1111.116.

1. There is a clear and concise written
job description which defines the
duties and responsibilities for
each position

2. One or more subordinate staff
members are being groomed as
potential occupants of key positione. . .

3. The beginning salary and salary

increments are sufficient to
attract qualified applicants . .

4. The primary consideration in
selecting new employees is their
ability to perform. ......

5. There are adequate clerical services. .

6. Average tenure is sufficient
to maintain staff efficiency

7. There is mutual respect, good
working relationships, and
adequate communication among the
units within the Program

8. Staff maMbers regularly report
to their supervisors. . . .

9. Frank and open discussion of
staff problems on a face-to-face
basis is generally practiced

10. Staff matters Which are of a
personal nature are so treated
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11. Adequate time is available
to the administrator of the
Program for personnel management

12. Adequate provisions are made
on an equitable basis for staff
members to attend professional
meetings ............

Staff Visit
Comm. Team
Anal. React.

10...OMIIPNMVD

d. Policy Formulating for the Program

1. The Program director nakes written
recommendations concerning policies
which should be established or
revised

2. Staff are given opportunity to
participate in policy formulating . . . .

3. Staff participate in reviewing
current programs and in deieloping
new programs

4. Potential effect upon various facets
of education is considered before
policy recommendations are nade

5. The Program has long-range goals
with due consideration for (1)
professional staff development,
(2) instructional program develop-
ment, and (3) fiscal support

411111111MOMINNINM

6. The Program makes appropriate use of
advisory committees

7. The Program coordinates its
activities closely with other
department programs . . .
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e. Financing for the Program

1. The budget request for the Program
is supported by sufficient data and
narrative to Justify it

2. Clear and concise financial
summaries are made periodically . . .

3. The division of responsibility
between Staff members involved in
financial control and those mho
administer the Program is clearly
defined

4. Funds available for the Program
have kept pace with increases in
the population served and requests
for services

S. Directing of the Program

1. Staff recognize., and cooperatively
function, within, the framework of the
Department Organization. ****** .

2. Staff work primarily with
administrative and supervisory
personnel in local schools rather
than mita teachers

3. Staff work with local schools in
promoting,conducting, and evaluating
programs

4. There are both optimum and minimum
standards for the Program

g. Promoting for the Program

1. The responsibility for promoting is
specifically assigned, but all Staff
members recognize their individual
responsibilities
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2. Staff recognize effective public
relations must be concerned with
information designed for specific
groupe in addition to that designed
for general consumptionOOOOOO

3. The program maintains an up to date
library of educational materials,
courses of study, research reports,
and publications . OO

4. Staff conducts an inserVice training
program for administrators, super-
visors and teadhers. OOOOOO

Staff Visit
Comm. Team
Anal. React.
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h. Researching Functions of the Program

1. There is a planned program for reviewing,
abstracting and disseminating pertinent
research reports

2. There is rlanned and systematic
communication between the Program
Staff and others involved in
pertinent research O

3. Staff regard research as an
essential part of sound planning
and development

4. Innovations based on research
findings are field tested before
being recommended for general use.

5. Staff identify areas of needed
research and promote appropriate
action OOOOOOOOO OO

01011111.

1111.08I~II/Is)
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i. Facilities, Equipment and Supporting
Services for the Program

1. Staff are adequately housed for
effective functioning ...
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2. Staff have ready access to
necessary supplies and resource
materials

3. Staff have access to adequate
production equipment and services.

Staff Vlsit
Comm. Team
Anal. React.

00111.1111100

4. Supporting sGrvices for the
Progran are adequate

(Note next page)
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In an over-all appraisal of the effectiveness of Criteria

I2K-ETgliDa2122ELSLIh2-6221.191: the assigned Staff Committee

should summarize briefly its perception of:

Principal strengths:

Principal weaknesses:

Suggested strengthening measures:



PART II RECRUITING AND UTILIZING
THE VISITING TLAM

The basic purpose for the Visiting Team is to provide
unbiased, somewhat interdisciplinary vaactions to tha
Agency's Self-Analysis, and to provide insights and judgments
which 'gill be of value to The Center in formulating recommenda-
tions and related information to be included in the Final
Report of The Analysis.

A. Selection and Recruitment of Visiting Team Members

The actual selection of Visiting Team members should be
made by The Center, after consultation with the Director. In
effect, the Director may want to make several nominations in
each of several areas. Availability, competence, experience,
training, reliability, compatability, location acceptability,
politics, and other obvious factors are of prime importance
in the selection of Visiting Team members.

The Visiting Team should include a total of about 6 persons
distributed such as:

(1) One or two Directors of other State Agencies for
Vocational-Technical Education

(2) Two University representatives

(3) One or two representatives from the state legislator

(4) One representative of a professional education
association

The Center will recruit the best possible Team, all
factors considered. Evidence of bias or preconceived opinions
may warrant elimination of a prospect. Following telephone
or personal discussions with those concerned, The Center will
formalize contractual details with each Team member.

B. Orientation and Organization of the Visiting Team

An initial on-site meeting of the Team should mark the
beginning of the Team s work. Even though Temn metbers may
have participated in previous similar analyses or evaluation
activities, each member of the Team should be present for a
major orientation meeting to review procedures, become
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acquainted with other Team members, influence organization

of the Team for work, review the Preliminary Report of the

Self-Analysis, etc.

In order to expedite the work of the Visiting Team and

provide continuity through The Analysis (Self-Analysis, Visiting

Team and Final Report phases) a staff aember of The Center

will Chair the Visiting Team. The Team will be divided in

sub-teams for the purpose of dividing the work to be done.

The Visiting Team must necessarily stress certain auide-

(1) An official report of the Visiting Team's reactions

will be developed, but the reactions of individual

team members should be at no time revealed except

while the Visiting Team is functioning officially

as a team.

(2) The Visiting Team Report will be a Team report,

rather than a report of the reactions of indivi-

dual team members.

(3) At no time should a team member (or members)

make recommendations to Agency Staff directly or

personally.

(4) The Visiting Team should make suggestions to The Center

which may well be utilized in the formulation of the

specific recommendations to be included in the Final

Report of the Analysis which The Center will submit

to the Director.

(5) Demands of the assignment necessitate that all

Visiting Team members be present full-time while-the

Team is scheduled to be in action (from the time of

the beginning of the initial on-site orientation

meeting until the Visiting Team Report has been

completed).

C. Procedures for Operation

The procedures to be followed by the Visiting Team are

as follows:

(1) All Team members report for aa initial orientation

session to be conducted by The Center (this will be on-

site of the Agency).
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(2) Each Team member should thoroughly study the Preliminary
Report of the Self-Analysis.

(3) The Team will organize into sub-teans, dividing the
work to be done among them, preferably two members
on a team.

(4) Chairmen of the sub-team should develop a schedule

of appointments with Agency staff for the purpose of

acquiring information, developing impressions,
and formulating reactions to eadh individual criterion

far the areas assigned (note PART I.C. for detailed

listing of the areas).

(5) The Agency Co-Chairman should, upon request by The

Center, contact Agency staff to schedule appoint-

ments far the Visiting Team members to confer with

Agency staff.

D. Report Preparation

The Visiting Team members will initially (through per-

sonal study, staff conference, and observation) formulate

indtvidual reactions to each criterion (in the areas assigned)

and especially cogitate upon the appraisals (analyses) made

by Agency Staff. In this regard, the individual Visiting

Team member should then record (in the space provided) (note

PART I.C.) his own reactions.

Nast often, the Visiting Team will operate in sub-teams

of twn. The sub-team should reach agreement on reactions to

each criterion and then report this to the Visiting Team as

a whole. Consensus should be achieved by the Visiting Team

as a whole, and this consensus recorded in the special docu-

ment provided by The Center for this purnose. During the

process of study, discussion and observation by Visiting Team

members, each member will focus upon acquiring information

pertinent to his special assignments. He should, inciden-

tally, acquire additional information which will contribute

to the development of consensus on the assignments of other

members when the Team meets as a whole.

The Center will record the decisions and appropriate

suggestions of Team members, and thus be responsible for

formalizing the Visiting Team Report (which may subsequently

bc submitted to individual Team members for their correc-

tions, additions, or deletions).
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PART III THE FINAL REPORT

A. Composition

The Canter has the responsibility for preparins The Final
Report, which will include:

1. A summary (ar the whole) of the Self-Analysis Report
prepared by the Asency.

2. A summary (or the whole) of the Visiting TeamReport.

3. Recommendations, with suggestions for implementation,
including such factors as procedures, timing, and
probable costs.

B. Preparation

The Center will make a detailed study of both the Pre-
liminary and the Visiting Team Reports, couduct such additicn-
al conferences as may be necessary to acquire more facts or
reactions and prepare a tentative draft of a Report of the
State Agency for Vocational-Technical Education.

The Center (Allen Lee and/or his representatives) will
discuss the tentative draft with the Director.

Thereafter, The Center will finalize the Report, have
it duplicated, and submit the desired number of copies to the
Director.

C. Distribution

The sole responsibility for distribution of The Report
of the Analysis of the State Agenty shall rest with the
Director. No information, oral or written, shall otherwise
be released by The Visiting Team, the Agency or Center staff,
at any time without approval from the Director of the State
Agency.

D. Implementation

The assumption is that the purpose of this activity erhe
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Analysis of the State Agency for Vocational-Technical
education) is to strenithen and improve the Agency and

thereby Vocational-Technical education in the state.

Hopefully, the activity will result in a report which

identifies strengths that should be perpetuated and en-

hatcad, and weaknesses or needs which warrant chances in

policy, organization, and/or administration.


