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GJ - Facilitatr the employment in business occupations to high school students
and high school graduvates.

Gy =~ To provide high school students and graduastes the opportunity to develop
skills in business.

Gy, -~ Id. for unemployed youths.
2 a i -

Gy - To provide high schocl students and graduates the appertunity to develop
skills in bookkecping, tvyping, unit record opcration and secretarial
sciences.

G/4 ~ To provide high scheol students the opportunity to develop skills in
bookkeeping.
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SYSTEM ELEMENTS

An integrated planning and budgeting system for the A.V.T.E. should
have celearly stated the Folloving elements:

L. Goals

A goal is 1 statement of broad dircction, purnosc, or intent based on
the identificed needs of the community. A ool is gencral and timeless; that is,

it is zot concerned =irh a specitic achiovom ni withio » specified time period,

The dewelos g of geo lo oo 2 oaor

zo approached by
consider-ing fhe newd s f the AvuT.E. aad the ceducational regilon which it scrves,
Such goals will define the basic program to be implemented in cach region and
will provide the basic guidance Ffor all the acrtivities aad all other c¢lements
of the ploming and budgeting system will be affected by them.

Top level goals will be quite broad and based on the ideuatified neads
of the region. Undexr the curvent orgnaizaticnal strecturve of the AVVLTLE., a
Program Director will be respensible for a goal or geals with similar pucposes;

llr,

For inatance, the Program Tircctor of Commercial Fducation has a gool "to

facilitate the empleywent in business ovcupaticn to high scheol studonts and

graduates. A similar goal would he "to trvain unemploved-ovut-of-scheol youths

to [acilitate theiw employment in business occupations.” Lower level goals

should be move specific and should support higher level goals. Tor instance,
to support the goals mentioned above, a lower level goal would be "tu provide
high scheol students the opportunibty o develop skills in business." The next
level would be wore specific, "to dévclop skills in boolkkeeping." Motice how
the goals listed in the facing page are progessisnely more specific.

2. Objectives

Objectives are desired accomplishmenis which can be measured within

a given time frame. Achicvement of an objecitive advances the system towards a
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O - For /0% of aradunting ssniorg who wish (o eater the labor Furca to gain
avploypent within four mouths of graduation as peasured by follov-up sarvey.

Oy = ter 70% of graduating senior: who winh to enter the labor foree to gain
cmplovomnt as desived in business within Vour menths of graduation as

neasured by folleu-up savvey.
03 - For 70% of business curriculua students Lo meot the following standavds:
Typing = 40 words per minute
Pookkeeping ~ to demoustvate abiolity o understand basic double
cntvy accounting and use of journals as deternined by classioom
teshs.,

04 = Upon completion of the course, 70% of high school students should ba able to
acconplish the following bascd on classvoom tests:

1. Understand basic double entry bSookkeeping.
2. Understand functions of journals.

3. Understand use cf basic supporting schedules for fixed
assets and depreciation.
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corresvonding goal. Accordingly, objectives that support and contvibute to the
schievement of the established goal must be developed.

Development of objectives follows a process similar to that For the
development of goals and a goal structure. Objectives can be grouped and
arranged in a hierarchy with lower level, more specific objectives contributing
toward higher level, broader abjectives. Tt is important to note that objec~

tives arve gencrally stated in terms which may be quantificd. Notice how the

objectives listed in the illustration lacing page are progressively more
specific and are consisteut with, and suppert the goal structurs shown on the
previous facing page.

3. Fvaluative Criteria

Evaluative critervia indicates the desirvad leval of attaiomount.

1
|

The selection eof merheds and eriteria by wbich thie obiectives can be
evaluated is a critical factor in doveloping objectives. Assessnent of achicve-
ment has leng been a difticnle preblem for edvcatior in general. #ither objec—
tive or subjective eveluaticn measures (or both) may be appropriate in any

given situation,  Tn many cases, stondavdized tests of studeats' grades satisfy
the need for moasurement. In othev cases, weacures such as attendance level,
attitude scale, drop-out vate, or the professional judgement of the teacher:
could be used.

In addition to the evaluation metheds, cvaluative eritecia must be
defined which findicate the desived level of attainment with the selectad evalua~
tion methgd. For example, if a standardized test is the basis for evoluation,
then the critoria could be the perceatage of students achicving a score of
100 on their examination, or, alternatively, the percentaype of students scoring
80. The criterion which is selected should be determined by appropriate
Pragram Directors.
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In dgefining each objective, the evaluation metheds and criteria nust

T A

be given full consideration. Without some plan for evaluation, A.V.T.E. is not

truly able to asscss the accomplishment of an objective.

4. Program Structure

A program structure is an arrangement ol programs that represents the
nulationship of acrivitics to goals and objectives. This structure contains
categories of activities with conmmon output ohjectives.

Conceptually, it is desirable to group amdd arvange all programs in
accordance with the goal and objective structure.

The ALV.T.E. is organizad on these linos. There are ton Progiam
Directors that head a program or similarly related programs. ‘The prozrams have
been organized in accorduance with the goals and objective siruzture. ‘he
dovelopment of Che ALVLTLE program slructure repoasenls, from a practical srand-
point, the veality of what currently ewists: Toevto Rico School Systom,
orzanizatlon structure, vonadional programs , types of programs subject lo
fedaval grants, chonging industreial reqfuirements, ete.  Bocawse of glieqn factors,.
continuous cvaluation and modification of programs will be nercessary Lo provide
the updating and cefining necessary for the program structure o properiy
veflect the direction and intent of the ALV.T.7.

The established program s ructure, when approved, will become ihe
basic framework ror all planning and reporting of the A.V.I.E.

5. Multi-vear Finmncial Plan

The Multi-year Financial Plan presents [linancial Jdaia for cirlsting and
altemnative programs projectwd for a peviod of sevoral years.

Preparvation of such a Plan will shifc the emphasis from budyget vear
costs to costs incurred over a period of years. Costs would be projectod for

cach program and summarized by Program nNirecteors. Actual cosi data ot the



O

ERIC

Aruitoxt provided by Eic:

Appendizx A
ﬂ, (_1!' '/I

current year would be included when possible Lo indicaie trends and growth. The
future impact of currvent program implementation could be evaluated by projecting
the cost and growth data for several years.

Schaduling for tha Multi-year Financial Plan should be ~ampatibie with
the annual budget cycle. The first year of the Multi-year Financial Plan should
always be the budget yearn.

6. Establishmeat of Priorities

Because there ave financial constraints which face the AVUTLE., it
becomes necessavy in the planning process to ildentify those programs vitich are
mosi: likely to achieve its goals and objectives. Certainly, some prograns are

woie important Lo attain’ayg these goals and objoctives than ave others. It is

necessary that the rocoemendad systan include provisions for identiiviag the
priovitics with which progroms arc oxpected to contribute to attalinwent: of

sonls and objeciives,
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Position Title:

Reports to:

Basic Function:

Principal Duties:

Number of Pesitions

U Supervised:

Appendd
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Assistant Sccretary of Vocaticnal and Tedhnical
Edveation

Undersecretary of liducation

Assumes complete vespoasibility for the dJdiveection of
all activities in the Area of Vocational -and Techutieal
Education.

Coordinates all planning md administration for the
AV.T L.

Supervises all the activities and services developad
and provided by the AV.T.E,

Supervises all promotion for the A.V.T.HE.

Assigns and divects the functioning ¢f the Bxecutive
Office,

Ceovdinates and suporvises the Mnctions of the
Assistant to tho Assistant Sceratary of Voeational
and Cechnical Lducation.

Assistont ro the Assistant Scoreiary ol Veeational
and Technicael Bducaltion (1)

o

Excoutive Qffice:

Excculive Assistant (L)
Assistont of Progrrams (1)

Head of interaconcy Relations
a N
an:d Promotion (L)

- ———m
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Position Title: Executive Offica

Assistant Sceretary of Vocational and Technical
Education :

Basic Function: Provides assistance to the Secretary [or Vocational
ducation in all operational, administrative and
tochnical functions,

Principal Duties: Evaluation of implewentation of plans by programs.

Investigation of impact of vocational education policy
chuanges.

Assislance Lo Director of Instruction and Progianm
Dirccetors in evaluation of proposed program changes.

Bvaluation of proposed curviculum chiaunsaes.
i ) i [}
Liajison with Federal Government,

Special projects or studies as assigroed by the
o4

l Assistant Secrebary.
Vol lowe-up on special repocts and/ov assignwents at dlie

contral level.

fsuiagls to meetings and coumitrees cn behall of Lhe
Amsiatant Secretavy when directed,

Provides the Assistanl Secrolary with minutes of
nectings attendad in her hehalt,

Compunition of

Bmeputive QL

The Bzecutive O0Fice should include the ol lowing two

posilionss

. Brecutive Asglstant

coassistant of Progiases
Number ol Positions
Supervisaed: N/A

ERIC
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Lot ‘itle: Hoad of Intervagency Relations and Promotion
Reports to: Assistant Sceretary of Vocational and Technical

Education.

Basic l'untion: Dirccecs and coordinates the opevations of the Inter-
agancy Relations and Promotion 0ffice. e is
respongible for all communications within and out-
side the AJV.T.E. with other government azencies,
the community and private industrey.

Principal Duties: Develops and supervises the Interagency Relations
and Promotion Programs: of the AV.T.E.

Reviews and evaluates the activities of Intevagency
Relations Coordinators of the ALVLT.E. in meeting
objectives and pevlformance sit.adavds.

Promotes, through snecilal pragrams and the mass
media, the activitios and services previded by
the ALV.TLE,

Divacts the publication of all periedice publications
and Ls ranpoasible Yor writing articles.

Acts as o liaison borweon the mass media and the

AJVUIL R prepares press oolooses for o the madia,

Coordinates the relense of pertineat inflormation
threughoul: the systom of ALWUTLE., povornnent
agencing, the cownmunity and peivate indosiry,

Maiabainsg iaformed {he Assisiant SacreisrTy on new
developmonts and teportant pross releases,

: Numbaer of Positions
Supervised: Intersgeney Relatiens and Pvamoitilen Coordinators (2)

3 Secretary (1)

| ERIC
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"oition Title:

2

Repurts Lo

Basic Function:

Principal Dutlies:

Mumber of Positions

Supervisad:

Appendix B

I

Aunsispant to the Assistant Sceretary of Vocabional
and Technical Bducation,

Assistant Secretary of Vocat:ional and Technical
Fducation.

Assists the Assistant Secvetary in all operational
matbevs in the Area of Vocational and Technical
Education.

Acts as Assistant Sacretary in the abscnce of the
Secretary.,

Responsible for operations delepgated to him by the
Assistant Seecratary.

Supervives the Director of Tnatructicn and the
Office Ueads ol the Operational and Administvative
Unite in the Area of Vocational and Technical
Education,

Fstablishes contvol points for the services and
activities developed by the adwinistrative and
operational units.

Coovdinates the olfrctive iaravoflfice fumetioning
o the different administrative and opervational
uniis.

Dirvcctor of Instruciion (L)

flend of Admindatration (L)

Head of Planing, Dadoeting aod Bvalueation {1)
Head ¢l Gestems (L)

T onformation
Head of Vocational Roscarch and Curriculun
Deve lopment (1) '

Head of Professional Traitning 1)



Position Title:

Report - Lo:

Basic TFunction:

Principal Duties:

Number of Poasilions
Supervised:,

ERIC
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Dircctor of Tnstruction

Assistant to the Assistant Sccretary of Vocational
and Technical Education.

Responsible for opevarions and controls of all
Vocational and Technical Edncation Programs assigned
to the Director of Instruction.

Supcervises and is pesponsible for the operation of
all programs in the Area of Vocaltional and Technical
Eduecation.

Evaluates monthly progress reports preparcd by each
Program Divector.

Supervisas the conrrols established iun he Vocational
and Technical ¥ducation Programs.,

Serves Lo liwit the Assictant Scercetary's and
Assistant to the Assistant Geccetary's span of control.

Coordinates at thoe Program fewel all audiovisual aids
to dmprove toachiuz techniques.

Coordinztes the Fupciioning of all curviculum develop-
ment for each program.

Coordinates all activities nf foreign visitors related
to training, program observaiions, etc,

Devolopy eoucational activitios il services related
to Vocarisanl and Techolcal Education,

Provides rcoquired information by Program Directors.
Follow—up on schiedule activitics by the Programs.

Maintains informed the Assistant Lo the Aszintant
.

socerelary on any new developments aud exceptions in

he progroms.

ALL Progeam Divectors
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Position Title: lead of Adwinistration
Reporls to: © Assistant to the Assistaut Secretary of VocutionuL
and Technical lducation.

Bagic Function: Responsible for the exceution and wcontvol of all
administrative matters in the Area of VYocational and
Technical Education.

Principal Dulies: Supervises all the administrative unit supeivvisors
under him and provides them wich gencral directives.

Supervises the following administrative units:
construction, office services, purchases, personnel
cnd accounting, '
Responsible for all the activities and services
providad by =he administrative units wndey his
Jurisdiction, -

Cocrdinates the offective dnteradministrative wunit
functioning,

Strgests @nd prepares changes in the eperations of
cheo admladobontive unies,

Madatains informed the Assistant to the Assistant
seroratacy on any new dovelopnonts aod exceplions of
tho administrative unics.

Number of Positions
Supcrviged: Coestvuction Walt Supervisor (1)
T Ofiice Scrvices Unit Sunorvisor (1)
isor (1)
Pecsonnel Unit Supervisor (1)
Accounting lUnit Supervisor (1)

Purcaases Unit Supet:

ERIC

Aruitoxt provided by Eic:
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Position Title:

Reports to:

Bd%iv Pun<L1on.

Principal Duties:

Mumber of Positioans

”unq;vlshd

Appendix s
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Head of Information © :rema

Agssistant to the Assistant Secretary of Vocational
and Technical Education.

Ruesponsible fov the development, administration and
supervision of a management Lnformation system re-
quired for cffertive control of operations.

Suparvises all the administrative unit supervisors
ucder him and provides them with general divectives.

Supervises the following administracive units:
statistics, reports, systoms and procodures.

Resnonsible for all the activities and service
provided by the administrative units under hi
jurisdiction,

5
eaponsible o the davelopment and veview f all
u}nLQUb and precedures for the ALV.T.E.

sunzests changes in the operatien procedurcs and dm-
nlements now svstoms and procadures.

Provides tochanfcal adviece o regacd Lo chauges ov
wodifications in systcms nud procedures.

Coovdinates the cffective intervadministrative unit
Cinctioning.

. and pronaves chimges in the operations of
the admisistrative units.

‘aintains infocred the Assistant to the Assistant
Gearctary on any new devoelopments and exceptions of
rhe administrative units.

Stntistlies Unit supervisor (L)
Peports Unit Supervisor (1)
Svaloems and Procedures Hnit Supervisor (1
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Head of Planning, Budgeting and Bvaluation
Assistant to the Assistant Sccretary ol Vocational
and Technleal Dducation.

Responsible for the develeopment, administration and
supervision of a master plam.

~

Respongible for the development and coordination of
the annual budgets.

Supervises all the administrative unit -mpervisors
under him and provides them with gencyal direciives.

Superrvises the Following administrative units:
budeoting, planning and evaluation.

Responsihle for the coordiunation of the “nnual and
Five-year Plan for the ALV, T.0.

Responsible For the coordination of the snanual
bud; ts for rthe A V.LLE.

Beamonasible for oL the accisities and sewrvices
prerdod by ghe Adeinistiative Uades wader his
jurtsdiction,

Providos techaleal alvice to Program Diccctors in
the aveas of planning, budpeling and evaluation.
Coosdinates the effective intervadminisivarive unit
funerioning.

raents and propares changes in the operatiions of
the administrative unibs,

cains infovieed the Assistant to the Assistant
Scerotary on oany new dovelomnceants and exceptions off

Madin
the shoinistrative units.
Budg *ing Unit Supervisor (1)

Plan sing Unit Supervisor (1)
Pro com Fyaluation Unit Supevvisor (1)
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ﬁQﬁﬂEﬂS to:

Baslc Function:

Principal Duties:

Musber of Posilions
CSwervised:

Head of Vocational Rescarch and Curriculum
Developmoent .

Assistant to the Assistant Secrchary of Vocational
and Technical Education,

Rasponsible for the development of vecational re-
search in all areas of the Program.

Responsible for the coovdination, up~dating and
development of currviculum programs,

Supervises all the unit supervisors under h'm and
provides them with geveral dirvectives.

Supervises the following units: vocational cvescanch
and curviculun development.

Supervises rthe development and eperation ol vocational
vescavch and Lus elfectiveness. '

Fesponsible for all the acevivilties and scervieas
provided by the units under his jurisdiction,

Suparvices Lthe coovdination «end op-dating ol the
curriculum programs

Suggests and preparas changas dn the oporstions of
thoe wnits,

Midntains informmed the Assistant to the Assistant
Sacretarcy on any new dovolopmenbts awd exceplions of
Che units.

Vocational Resecarch Updt Supeuvisor (1)
Curciculun Povelopmeni Unit Supevvisor (1)
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Position Title:

Roports to:

Basiec Function:

Principal Duties:

Munboer ol Feusiliions

Supervised:

Appendic B

llead of Professional Training

Assistant to the Assistant Scerctary of
Vocational and Technical: Bducation.

Responsible for the development and operation of
a "methods teaching tvaining program and
"refresher training convses" for the AV.T.E.

Supervises all the dinstructors of the trailning
progiams.

Supervises the development of teaching materials
and guides to bo used in the training programs.
Supervises the opoeration and avaluates the ef-
Feetiveness of the training programs,
Schedulas the cratning sessions' dates and places.
Responsible for all the activitles and scrvices
providad by the training prongram,

Revicews the tralning programs and sug

in iEs opevations.

csts changoes

Coocudinates with ithe Dinve
insure participation of a
inatruction.

Lo of Tustrucilon to
Voporsonnel vesguiring

n

Maintains informad tlhe Assistant to the Axasistant
sapizions

Secerel.ov on any new developuents and ox
of the I

Traivnine Porsennel (2)
0 (2D
Coourdinating Porsonnel (2

o

/.

L



Position Title:

Reports to:

Basic lunction:

Principal Duties:

Number of Positions
Supetrvised:
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Regional Director

Undersecretary of Education

Responsible for the administvation, ivplementation
and control of all educational activitiecs within

the Regien.  Fosponsible for the imspe and relations
of the Depavtment of Education and the community.

Superviges all the Assiustant Regional Divectors under
lim aud provides them wich ganeral guidclines.

Supervises Lhe [ollewing vesional Tunclions:
vocatlonal cducation, academic cducuatioun, administra-
cion and comaunity velations and prowotion.

Rivsvonsible for all the actlvities and seuvvices
provided by the adwninistvative functions undeor his
jurisdiction,

Courdinates the opervations of the interx
functions to waximize offentivenes:.

onal

Novelops and in vesponsible for operating proceduces

at thoe regional level,
Pirovides the necessary vesouress for the developmont
amd iwﬁlﬂnwvfwxlnn of cducational programsg.

Fosioens and evalnates the 2doeational neeads of the

rogion.,
Dovelops the preliminary budpets Lor the region,

y oin the
foriulation of long and shovt-capge cducacional

plans.

Provides guidiice and participates active

Heports progress achicved apainst objectivos to the
Department: level,

Coowrlinates iaformation aad promntion afforts with
cho Poblic Rolacicns Office ot Depareont level and
with the Intevaguncy \clntLons and Promotion Head

at the AVVITUE.D level

.

Raports new doveloprnents, exceptions or changes to the
Undersceeretary of Hducation,

Asgintant Reglonal Dirvector of Vocational and
Technical Bducation (1)
Assistant Regional Director of Academic
Education ( 1) _
Assintant Regional Divector of Administration (1)
Compunity Relations and Premotion Coordinator (1)



Appoendix B
Pag 2 of I&

Position Title: Assistant Regilonal Director of Vocational and
cclinical Education
Roports to Regional Director
: Basic Tuuclion: Responsible for the admindstvation, implementation

. and control of all voeational and Luchnical aduca-
tion programs,

Principal Dulies: Supervises all the unit supervisors and industrial
coordinators under him and provides them with
general guldelines.

: Responsible for nll the activitios and sorvicoes
provided by the units under his juvisdiction,

. . Coordinates the effoctive intoradwinistrative uni®
funceiening.

Provides suildmee o the Censarsl Supervisors for the
Formulatica of work prozrams.

4 Suparviges and advises the Mndustry Cocvdinntors on
N private and publiec apsancy contacts,
et T N O B TN DR oY ol o) - s
i shatubatan aloraod Lhie . L oo reciory o s
- devalapmanls and exceptions,
: Numbaor of Positions
§ Supervis Ceneval Supervisors
-+ Rt - . - .
Industrial Coordinatous
;
i
i
i
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Position ‘iitle:

Renoris to:

Basic Puncilon:

al Duties:

Number of Positions
Supevvised:
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Assistant: Reglonal Dircctor of Administration
Resicnal birector

Responsible for the following administrative
functions at the regional levei: persconcel,
purchases, supplies, mailotenance ol facilitics
and equipment and office scrvices.

Supervisas all the administrative unil supervisors
reporting to him and provides them with gencral
suldelines.

Suparvises the following udwministrative units:

oifice sorvices, percseonel, purchases, supplioy
maintenance of facilitics and cquipment, budoot
Aamd statistics.

Raspoosible foo all the activities and scvvices

provided by the adminisiravive units under his
Jurisdictlion,

Covrdinates and recomasnds rontal of facilitios,
cxnansion awd ramodeling of fucilities and construc—

plen el ey aehools,

Supcrvizes payment of rovts, purehase of cqudpment

and supplics, "l processivg of bids,

Responsithle For rthe develepment of the annual
budpoet for the vegion's vocakfional aud acndomic
education proscams,

Provides stacietical infermation ko the cential
oftices of the AVOTLUE.D and Academic Bducatiou,

Admifuisters
services such as secerctavial help, conyiug sorvices,

supp Lles,, ake.

Coordinatos the affective interadministrative unil

funectloning.

Maintains informed the Regional Rirector on new
developments and execeptivns of the administrative
i ts.

Purechases, talntenance and Contractual Servicos
Unit Supervisor (1)

Office Services and Pevsonnel Unit Supevvisor (1)

Budget and Statisties Unit Superviser (1)
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Position Title: Coardinator of Community Relations and Promotion
ﬂﬁportgntoz Begional Director
Basic Function: Assists the Regional Directosr in ail matters

pertaining to the Department's promoticn and
commnications with the Region's . commmity.

Principal Duties: Promotes, throash special progeams and the mass

N

wedia, the activities and services provided by

N g 1
e yaegron

SOprograns,
Coouwdinates the publishing of all peciadic publica-
tlons at the vesional lewel.

Covrdinates the rolease of perticent inlermaiion
throughout the rogion,

Reviews and evaleates the commumily velation
activities of the voeglon,
Maintains inforexd the Rovioanl Divector on new

develonments and deporteat pross raloases.

[N

Stall position - no suvpervision of perzonnel,
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VOCATIONAL FDUCATION
FNROGEMENT BY LEVIL
196 to 1979
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PUERIO RicQ BST [“:\U L OF ENHOLLMENT AND FUNDS NEEDED FOR VOCATTONAL EDUCATION

969-1973
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