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TYPICAL COAL STRUGME

Commercial Education Program

ci.

1

Facilitate the employment in business occupations to high school students
and high school graduates.

C2 To provide high school students and graduates the opportunity to develop
skills in business.

G2a Id. for unemployed youths.

G3 To provide high school students and graduates the apportunitv to develop
skills in bookkeeping, typing, unit record operation and secretarial
sciences.

G
4

To provide high school 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 clearly stated the following elements:

I. Coals

A goal is H statement of broad dlre,Tiun, purpose, or intent based on

the identified needs F the community. A is general and timeless; that is

it is aot concerned ii a specific achievemc within specified time period.

The ,1P..(01.,:) lit of gt: ?pp rcw cl)od by

thc f the .ind the educational region wh ili it serves.

Such goals will define the basic program to be implemented in each region and

will provide the basic guidance for all the activities and all other elements

of the planning and budgeting system will, be affected by them.

Top level goal"; will be quite broad and based on the idestified needs

of the region. Under the :'urrent organizational sLrecture of the A.V.T.E., a

Program Director will be responsible for a goal or goals with similar purposes;

for instance, tie) Program 1) ire r)E Commercial Education has a goo I. "to

FacilitaLe the employment in business occupation to high school students and

graduates." A similar goal would be "to train unemployed-Out-of-school youths

to facilitate their employment in busin2ss ocupations." Lower level goals

should be more specific and should support higher level goals. For instance,

to support the goals mentioned above, a lower level, goal k-fould be "to provide

high school students the opportunity to develop skills in business." The next

level would be more specific, "to develop skills in bookkeeping." Notice how

the goals listed in the facing page are progessi,,ely more specific.

2. Objectives

Objectives are desired accor,plishments which con be mcasuued within

a given time frame. Achievement of an objective. advances the system towards a
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TYPLCAL OBJECTLVE STRUCTURF,

Commercial Education Program

[I1 0
1.

For 7w7, grnthintin 3ILiors who wish to enter rho focce to gain
crm.ployment'wilhin four mont!is of graduation as measured by foilocq-up survey.

02 - For 70Z of graduating seniors who Tvish to enter the labor forco Cl) gain'

cmployent. as desired in business within ',:onr mouths of graduation as
meamrod by [al. l(';-up survey.

03 F r 70% of business curriculum students to meet the Following standards:

Typing /10 words poi- minute

P.00kkeepiug to demonstr;tte al)iiity to understand basin double

entry accounting and use Cl journals OS determined by ciassroom
tests.

04 - Upon completion of the course, 70% of Ii I git school students should bit flb1i1 to

acco:Iplish the EoLLowiw:; bric-d on classroom tests:

1. Understand basic donblo entry hookkoeping.

2. Understand functions of journals.

3. Understand use cf basic supporting schedules for fixed
assets and dupreciation.
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corresponding goal. Accordingly, objectives that: support: and. contribute to the

achievement 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 objectives. It is important to note that objec-

tives are generally stated in terms which may be quantified. Notice how the

objectives listed in the illustration facing page are progressively more

specific and are consistent with and support the goal structure shown on the

previous Facing page.

3. EvajuativeCriteria

Evaluative criteria indicates the desir ad level of attainment.

The !olection cC methods ;Ind criteria by :Mich the objectives can be

evaluated is a critical factor iu d.)veloping objectives. Assessment of achieve-

mont has long been a 'Alf p rob .I.L:1for education Iii gener al. rather objec-

tive or subjective ev,dPaLion mea,;tires (or both) may he appropriate in any

givcal situation. In many cases, standarlized tests of students' grades satisfy

the need For measurement. In other cases , or such as at level,

attitude scale, drop-out rate, or the professional judgement of the teacher

could be used.

In addition to the evaluation methods, evaluative criteria must he

defined which indicate the desired level of attainment with the selected evalua-

tion method. For example, if a sta.Idardized test is the basis for evaluation,

then the criteria could be the percentage of students achieving a score of

100 on their exami nation , or, alternatively, the percentage of students scoring

80. The criterion which is selected should be determined by appropriate

Program Directors.
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In defining each objective, the evaluation methods and criteria must

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

truly able to assess the accomplishment of an objective.

4. Program Structure

A program structure is en arrangement of programs that represents the

relationship of activities to goals and objectives. This structure contains

categories of activities with common output objectives.

Conceptually, it is desirable to group and arrange all programs in

accordance with the goal and objective structure.

The A.V.T.E. is orgnuired on these lines. Thera aro Len Program

Directors that head a program or similarly related programs- The programs have

been organised in accordance with the goals and objective structure. The

d.2velopment of Lho A.V.T. pcogram stlaicLuie uepcesents, 'from a practical stand-

point, the reality of what currently oclists: Puerto Rico School Sys torn

.);auHation structure, vo;r!ntional programs, types of programs subject to

federal grants, changing iodustrial reluirements, etc. Because of Lho':e factors,

continuous evaluation and modification of programs will be nocessal:y Lc) provide

the updating and cefining necessary for the program structure to properly

reflect the direction and intent off the A.V.T. S.

The established program structure, when approved, will become the

basic framework for all planning and reporting of the A.V.T.E.

5. Mniti-vear Financial Plan

The Multi-year Financial Plan presents financial data for esting and

alternative programs projected for a period of several years.

Preparation of such a Plan will shift the emphasis from budget veal-

costs to costs incurred over a period of years. Cur-; would he projected for

each program and summari.,:ed by Program Oirectors. Actual cost data for the
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current year would be included when possible to indicate trends and growth. The

future impact of current program implementation could be evaluated by projecting

the cost and growth data for sever:II. years.

Scheduling for tb:.1 Multi-year Financial Plan should be -mpatible with

the annual budget cycle. The first year of the Multi-year Financial Flan should

always be the budget year.

G. Establishment of Priorities

Because there arc financial constraints which face the A.V.T.E., it

becomes necessary in the planning process to identify those programs uhich are

most likely to achieve its goals and objectives. Certainly, some programs 'arc

more important to attain'ng these goals and objectives than are others. It is

recesSary that the I-cc:or:mended system include provic.ions for identiying the

priorities which progrms are expected to contribute to anaiument of

goals and objectives.
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Position Title: Assist Ant Secretary of Vocati.caal and Tc(hnical
Education

Reports to: Undersecretary of Education

Basic Function:

qrdjx_.15
Pd"O I. Of sa)

Assumes complete responsibility for the direction of
all activities in the Area of Vocational -one, Technical
Education.

Principal Duties : Coordinates all planning and administration for the
A.V.T.E.

Number of Position.i

Supervised:

Supervises all the activities and services deNelopcd
and provided by the A.V.T.E.

Supervises all promotion For the A.V.T.E.

Assigns and directs the Functioning cf the E..:ecntive
Office.

Coordinates and supervises the functions oF the
Asstant to the A5sistant Secretary of Vocational
and Technical Education.

LU;L;istant to the As::;istant Sccrotary of V.)cational

(1)and Technic.al Ed:teal:ion

Executive Office:

Exceuti.ve Assistant (1)
Assi styiit of Prow:ams (I)

Head of i;Iterngency Eviations

and Puoc.lotion (I)



Position Title:

klports to:
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Executive Office

Assistant Secretary oE Vocational and Technical
Education

Basic Function: Provides assistance to the Secretary for Vocational
Education in all operational, administrative and
technical functions.

PrinciE21 Duties:

Composition of
E.::ocutive Office:

Evaluation of implementation of plans by programs.

Investigation of impact of vocationai education policy
chavgcs.

Assistance to Director of instruction and Program
Directors in evaluation of proposed program changes.

Evaluation of proposed cuYriculum changes.

Liaison with Federal Government.

Special projects or studies as assigned by the
Ass i s tan t: Sec re Lary

oil special rcooc'._:4 and/or a.1,--3ignments at the

rent 'ra I. level .

fi\ssists to meetings and commitreeE on behalf of the
Assistant Secretary when directed.

Provides the Assistant Secretary with minutes of
Li rigs attendod in her behalf.

The 1::::ocutive Otrice should include the fallowing Lwo

Asflistant

Assist.ditt: Progr.a,:!1:i

Number of Positions

N/A
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Lido: Hood of interagency Relations and Promotion

Reac2Is Assistant Secretary of Vocational and Technical
Education.

Basic Pontion:

Principal Duties:

Number of Positions
Supovvied:

Direecs and coordinates the operations of the Inter-
aancy Relations and Promotion Office. He is
responsible for all communication within and out-
side the A.V.T.E. with other government agencies,
the community and private industry.

Develops and supervises the Interagency Relations
and Promotion Programs. of the A.V.T.E.

Reviews and evaluates the activities of Interagency
Relations Coordinators of the A.V,T.E. in meeting
objectives and performance :.;t_adards.

Promotes, throuh special programs and the mass
media, the activities and services provided by
the A.V.T.E.

Dir,-!cts lhe publication of aI.l periodic pnblications
and is rTonsibic r.or wriUng articles.

Acts as a liaison bcTweon the mass wdia end the
A.V.T,E.; prepares press relos F.or the media.

Coordinates the release of pertinent inforontion
throughout the system of A.V.T.E., government
agcncies, the cocmunity aid 11r'1 date indnry.

Maiatnins iaformM dio AssiaLaat :;ecretary on 1)ei4
deviAolw,wnts i!,,porLant reloascts.

Interac:y Re_lotiens and Pron)Lioo Coordinators (2)
Sea.rotary (1)

of 14
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tion Title: Assistant to the Assistant Secretary of Vocational
and Technical Education.

Repurts to: Assistant Secretary of Vocational and Technical
Education.

Basic Function: Assists the Assistant Secretary in all. operational.

matters in the Area of Vocational and Technical
Education.

Principal' Duties

Member of Positions
Supervised:

Acts as Assistant Secretary in the absence of the
Secretary.

Responsible for operations delegated to him by the
Assisl:ant Secretary.

Supervises the Director of Instruct:ice aad the
Office Heads of the Operational and Administrative
Units in the Area of Vacrttioims and Technical_

Education.

Establishes control points for the services and
activities developed by the administrative and
operational units.

Coordinetes the effective 1:ecoffice Functioning
(367 the difl7crent administrative and operational
units.

Director of lastruel.:ion (1)

flead of Adminislration (I)
Head of Plannin:;, Eutletin ..d]d Evr,luatien (1)

Head of !rife-marina i,aturas (L)

Head of Vocational Research and Curriculum
Development (I.)

Head of Professional Training (I.)
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Position Title: Director of Instruction

ReLpor,' to: Assistant to the Assistant Secretary of Vocational
and Technical Education.

Basic Function:

Principal DLit Los

Numher of Positions
supervised:.

5 of 34

Responsible for operations and controls of ail
Vocational and Technical Education Programs assigned
to the Director of Instruction.

Supervises and is responsible for the operation of
all programs in the Area of Vocational and Technical.
Education.

Evaluates monthly progress reports prepared by each
Program Director.

Supervises the contwls established in the Vocational
and Technical Education Programs.

Serves to ilvdt the Absix,taat Secretary's and
Assistant to the Assistant Secretary's span of control.

Coordinates at the Progr,-Im level. all audiovisual aids
to impro-vo teaching techniques.

Coordimtes the functioning of all curriculum develop-
ment roc each program.

Coordinates all activities of foreign visi tors related
to training, program observarjons, etc.

Develops oc:ucational a.ctivitios and services related
to Vocatival and Thetanicat Education.

Provides required information by Program Directors.

Pollow-ap oo chodul.c activities by the Programs.

Maintains informed the Assistant to the As:Atant
:-icretary on any new developments amid exceptions in
the pro,grc.ms.

All Program Directors



Lion Title: Head of Administration

Aliendix.b
j

Reports to: Assistant to the Assistant Secretary of Vocational
rind Technical Education.

Basic Punction: Responsible for the execution and control of nli
administrntive matters in the Area of Vocational, and
Technical Education.

Principal Duties: Supervises all the administrative unit supetvisors
under him and provides them with general directives.

Ilbe 0£ Posi Lions

Supervi;;!ed:

Supervises the following admi nistrativn units:
construction, office services purchases, personnel
cad accounting.

Responsible For all the activities nod services
provid2d hy administradve units under his
jurisdiction.

Coordinates the effective iateradministrative unit
Functioning.

tests and prepares c.hanges in the operations of
ti administcntive uniLs.

Naintnins informed the Assistant to Lime Assistant

Scretary on any new dvelopmcnt3 cad 0-Xceptions of
the administrative uairs.

Construction Unit Supervisor (1)
Office Servicos Unit SuparviSor (1)
Purehnes Unit Supervisor (1.)

Pecsonnel Unit Supervisor (t)

Accounting Unit Supervi:;or (1)



Position Title: Head of Information '' -:tems
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Reports to: Assistant Lu the Assistant Secretary of Vocational
and Technical Education.

Basin Function: Responsible Env the development, administration and
supervision of a management information system re
quired for of control of operations.

Principal Duties: Supervises all the administrative unit supervisors
under him and provides thorn with general directives.

Supervises the following administrative units:
!it:Atisties, reports, systems and procedures.

Responsible For all the activities and services
promided by the administrative units under his
jurisdiction.

Responsible for rhe development and review 3f all
fil:CILIL-; and procedures for the A.V.T.E.

Sli:,,ests changes in the operation procedures and im
plements new systems i:Ind procedures.

Pr:ivides tachnical adiee in regard to chanes or
mnditications :in systems and procedures.

Coordinates the effective interadministrative unit
Cnnetioning,

Sugests and prepares chnuges in the operations of
the edmi.nisl...ative units.

nalutains informed the Assistant to the Assistant
;core tary OP :illy 11(1W developments and exceptions of

the administrative units.

. .

Cumber of Pun l twus
Sunervised: Stai:istics Unit Supervisor (1)

Reports Unit '.'lnporvisor (1)

Systems and Procedures Nuir Supervisor (1)



Position Title: Head of Planning, Budgeting and Evaluation

Re_p_ortsto: Assistant to the. Assistant Secretary or Vocational
and Technical Education.

Basic r-netion:

Principal Duties:

Number 0! Poslt:or;

Responsible for the development, administration and
supervision of a master plan.

Responsible for the development: and coordinntion of
the annual budgets.

Suporvises all the administrative unit :-.upervisors
under him and provides them with general directives.

Suvrvises the folioing administrative units:
budoting, planning and evaluation.

Rospons_ible for tho coordination of tho ,nnual and
year Plan fur the A.V.T.E.

1:esponsible for the coordination of the annual
bud: 'ts for the A, V.T. E.

Ra'iu,i hie fpr all the acciiities and service4
by the AdministraLL'e Uait ndor his

Provides technical advice to Program Directors in
the areas of planning, budgeting and evaluation.

Coo:dinates the effective interadministrative unit
bui Lotting.

Sug,,,::sts and prepares changes in the operations of
the admi.nistrative units.

Nai-pains inforl,:od the Assi:;L:J:11: to the Au:-.;

Secltary Oil any ney developments and e:cuptions of
the ,ai.:inistrativu units.

Bud ing Unit Supervisor (1)
Liar Unit Supervisor (1)
Prc: :am Evaluation Unit Supervisor (1)



Position Title:

Reports to:

Basic Function:

Principal Duties:

Number of :)ositions

. Stool:wised:

Auendix
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Head of Vocational Research and Curriculum
Development.

Assistant to the Assistant Secretary of Vocational
and Technical Education.

Responsible For the development of vocational re-
search in all areas or the Program.

Responsible For the coordination, up- dating and
development of curriculum programs.

Supervises all the unit supervisors under him and .

provides them with general directives.

Supervises the following units; vocational research
and curriculum development.

Supervises the developmnt and Operation of vocational
research and its eFfectivness.

responsible For all the (:::ivities and services

provided by the units under lla. jurisdiction.

Supervisc.3 Lhe coordination ,nd i:p-dating ro the

curriculum p..ogrums.

Sugests and i)repares changes in tke operations of
Lhe colts.

MAintains informed the Assistant to the Assistant
Secretary err ncw civelopments and exceptions of
idle units.

Vocational P.e:N2arch Unit Supervisor (1)

Curriculum Ptvelopment Unit: Supervisor (i)
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111orLs to:

Basic Function:

Principal Duties:

mber at Po:;it 1011S

Supervised:

Head of Pro less ienal Training

Assistant to the Assistant Secretary of
Vocational and Technical Education.

Responsible for the development and operation of
a "iTh2 thOdS re dCh fig" LI:Ri ii ing program and
"refroshe.r Lrnining courses" Ear the A.V.T.E.

Supervises all the instructors of the training
programs.

Supe Tv Loos the de volopmen t of teach Lag ma terials

and guides to be used in the training programs.

Supervises the operation and evaluates the ef-
feetivcness of the training programs.

Schedules the rroining sessions' dotes and places.

Responsible for all the activities and services
provided by the training program.

Revicws the training programs and suggests changes
in its operations.

CoordinaLes with lhe Dire:A:Jr of TustrucLiou to
insure prticipation of all personr.el requiring

instruction.

Maintains informed the .Asstant to tin Assistant
L. in' an any new develop-meats and exceptions

of the talning prorems.

Trainin"-; Personnel (2)

Cool:dineCing Personnel (2)



Position tie :

Reports to:

Basic Function:

\ndi x 11

Pa-o. l of 1./i

Re g onal Director

Undersecretary of Education

Responsible For the adminis t rat ion , Lip It Lotion
and control of all educa tonal act i.vi. ties vrith in

the Region . P.es p onsib le Inc the image and re I at .ions

o the Dap a r Linen o E Education and tlic COMMUll itry

Principal. Duties : Supervises all the Assii.itant: RegionalDireetors under
him mid provides them wi th gone vol guide -1i nos

Supervises the tollei,:ing regional Cull et ions :
vooijonal educa ic.)n , acaclemie ethical: ion , adminis tra-
ti on and coimiaini ty rein): ions and p tom° t. :ion

Respontiible for all the activities and services
p CU d by the admi nis r ;it :Lye f unctions undo r h is

jurisdiction.
Coordinates Hie operations of the interreional.
ninct ions to maximize e Lveness

Number of Posi t ions

Supervised :

De vi.' Lens and in responi,i Opt.: ra Ling procedircos

at 1.1 in r<,:cional level .

Crovidon the oeessary vesoures For the devoiopment
arid i on duce onal p

mid evaluates the ,2ducational. needs of the
region..

1)in I. imina ry hod ';',t2 COI' o. region

Provldes ,iii dco and parti,iipatcs adS. iu the
formuti Lion 0C .I..ong and educational
p.1 ani-.;

Reports progress achieved against objectives to LIAO

Department. level

Coordinates information and promotion efforts With
the 5,,hl1 C OFfiC 1)01)11.11L 10V01 nod

with the Intera,,,,ency Relations and Promotion Head
Lit the A.V.T.E. ye 1

Reports now de vii I.opmen LS , n changes Lu the
Undo rsecretary o Ed ticat ion.

Assistint Re,,,,ional Director or Vocational and
Teclinical Education (1)

Assi sLant ogi ()nal Director of Acadc.mto

Educa Lion ( I.)

Ass is t: ant Regi unal Director of Adm in is 1: rat: ion (.1.)

Community in lo.i i oils and Promot ion Coord inn tor (1)



Posi Lion Title Assistant Regional Dirac:tor of Vocational and
Technica] Education

Reports to: Regional Director

Basic Vunction:

Principal Duties:

Ni bor 0 If Po:; it ions

S up crvi iied :

Responsible for the ndministration, implementation
and control of all vocational and technical educa
tion programs.

Supervises all the unit supervisors and industrial
coordinr,.tors under him and provides them with
general guidelines.

Responsible for n11 the activities and services
provided by the units under his jurisdiction.

Coordinates the effective intecadministrntive uni±
functioning.

Provides e ii anCo to the Gknio. cal. thpervi so r:; F.0 r (The

ormusIAL icti of work. p co3rams

Supervise and edvi i-IS the indus try Coo rdinn tors on

private cold pub lic agency centaCPq

informd Lix P.egica.:L Y.rectsr on

doveinpments and exceptions.

Cenerni Sup42rvisors
In d Uri I ci a I Courcl 11 a t 0 1:: ;
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Basic Function:

PrinciPal Duties:

Number or Positions
Sunervised:

13.

P:wo 11 01: 1/;

Assistant Regional Director Ott Admi.nistration

Regional Director

Respon;ibic for the follo,,,ing administrative

functions at the regional levei: personnel,
purchases, maintenance or facilities
and equipment and office services.

Supervises all the administrative unit supervisors
renorting to him and provides them ,aiith general

guidelines.

Supervises the Follo,;:ing administrative units:
orrice sorvicQs, peri.:onuel, purchases, suppLies,

maintenance or facilities and oquipm.:.nt, budget
and statitics.

Responsible For all the activities and servixes
P rovided hi the. ilidministrative units under In is

jutisdiction.

Coordinate and rocemmnds rental of facilities,
e::pansion aud romodeJin of fseitities and eonstruc
tion er now :ze).00ls,

Supervises .ayment of rettJ, pui:chase of equipmeut
and supplies, nnd proLns,;illg of ;,Hs.

Respenf_iible or the development of the annual
bu,4et for the re,,-jon's voc.Ational aud academic

educiation pro,grsms.

Provi.des stacHtical inrcrmatien to the central
oftices of the A.V.T.E. and Academic EdueaLion,

Administers availahilLty and utiliation or ofF Inc
ac ces such l n;; so. ere. tzt via]. C.C.7ying sorvcces
Sapp I. LCS

Coordinates 1:1i o. effecLive interadministrative unit

functioning.

inl'ermed the Rngional Director on new
developments and excepticna of the administrative
units.

Purchases, Naintenance and Contractnal. Services
Unit Supervisor (1)

Orrice Services and Personnet Unit Supervisor (1)
Bndet and aiti.c Unit Supervisor (1)



Pos.i. Lion Title:

p or Ls to

13 as c Fun c ton:

Pr incir: al Doti es :

oV

Su;)ormE:::1:

AT ptuEd

['Of y 1 0 .14

Coordinator of Community Re tat: ions and Promo t ion

Regional Di re c tor

Ass is Ls the Reg Enna]. Dire.e to r En al I. mat. Le rs

pertaining to the Department's promotion and
column E. c.a Lions i_ Lb the gi on is . common i ty .

Promotes, tbrough specin1 programs and the mass
mo di 1, the a e ti.v i. L les and no r vices pro v i. dod by

the -coeonfc, programs.

Coo cc.1 notes the publish io o all pa ci od i.e pub]. i

Lion:.; at Lilo rmgional level

Coo rdina Les Cho release o C pc rtinen 11 mu [or no L ion

Lrir'o1iouL the regi on .

rind evaluates the community relaLLon
ac. L Ens of: the .

ilaintEns iii lirirad the flogEonal Director on nC')
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