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The training materials in this book are explained by, and meant
to be used in conjunctiou with, Volume 1, the Final Report of the
Stanford University - System Development Corporation project. Mos(
of the materials are still, technically speaking, in a develorment

phase. They should be used in the context of evaluative dat:

presented in Volume 1. Furthermore, they should be used ad.ytively,

with the expectation that better rather than poorer training will
result if allowances are made for advantages and disadvantages of

a local training setting.




SESSION NO. 1

OVERVIEW

I. SUMMARY DESCRIPTION OF MODULE

A.

Objective

To outline the training activities and clarify relation-
ships among secsions and among "tracks" for different
personnel roles.

To elicit training priorities and topics of particular
concern to trainees.

To make ancillary arrangements —— e.g., for travel between
training sites, for expense reimbursements, etc.

Upon completion of this module, trainees should:

1. Understand the training schedule and its
requirements.

2. Feel that their priorities and concerns have
been taken into account.

3. Understand and approve the ancillary
arrangements.

Participants

Trainers: Training director, members of training
staff who have announcements to make

Trainees: All

Summary of Module Activities

The training director presents an overview o. activities.
Members of the training staff make announcements as
necessary. Group discussion that follows deals with,
among other topics, the trainees' priorities and concerns.

Duration

One hour




II. REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory Reading

1.

3.

Trainers' Book ‘(read or skim carefully for
overview of trainers' responsibilities)

Materials and instructions governing ancillary
arrangements (e.g., trainee expense reimbursement,

if relevant)

Training session schedule

Trainee Preparatory Reading

1.

2.

3.

Trainees' Book (read or skim carefully for
overview of trainees' responsibilities)

Materials and instructions governing ancillary

arrangements

Training session schedule

Aids and Equipment

None

. SCHEDULE OF ACTIVITIES

Step 1

Step 2

Step 3

Step 4

Topic

Welcoming Remarks; Overview
of Training Activities

Necessary Announcements by
Otlier Members of Training
Staff

Review of Ancillary
Arrangements

Discussion of Trainees'
Priorities and Concerns

SPECIAL CONSIDERATIONS

Activity

Presentation

Presentation

Presentation

Group Discussion

The "hidden agenda" of this session is to get the training activities

off on a participatory footing.

It is8 often true that the trainees

who most need individual attention are the least likely to speak up
or come to the trainers' attention until they have become discouraged
or alienated.




CONDUCT OF THE SESSION
Although most other modules are structured, it is well for trainers
to approach this module spontaneously. They should, however, watch
the clock and not let their presentations continue into the group dis-~
cussion time.
At the beginning of Step 4, trainers should open the discussion
with questions like:
As you look over the schedule, do you see most of the

topics you hoped to cover? What topics seem to be

missing?

Do you see any topics listed in the schedule that you
don't understand -- that is, you're not sure what's

being covered in those sessions?

Would you like to suggest that the group undertake

some activities in addition to, or instead ogﬁftﬁﬁ

&E\tﬁggeggﬁfefég

activities in the schedule?

Trainees' remarks and suggestions should be recorded and analyzed

at the earliest opportunity (e.g., the lunch hour). The training
staff should give careful consideration to content changes or schedule
changes that several trainees concur in suggesting.




SLSSION NO. 2

SELF-ASSESSMENT OF KNOWLEDGE AND SKILLS

I. SUMMARY DESCRIPTION OF MODULE

A.

Objective

To provide a baseline for evaluation of trainees'
progress through the training materials.

To provide trainers with a superficial but timely
indication of areas in which trainees report
much versus little knowledge and skill.

After sampling the range of training topics in this
self-assessment, trainees should be able to:

1. Formulate their needs for specific information
and experizsnces in the sessions that follow.

2. Note, and discuss with training staff, discrepancies
between topics they expected to cover and topics
assigned to them in the assessment.

Particigants

Trainers: Training director or assistant
Trainees: All

Summary of Module Actdvities

There is a different five-page self-assessment form for
project managers, retrieval specialists, and field agents.
However, each form is divided into two parts, the first
on knowledge/understanding and the second on skills.

Af*er the self-assessment is completed, and before it is
turned in, trainees and training staff discuss trainees'
reactions to points covered (and not covered) in the
form for each personnel role.

Duration

One hour
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II. REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory Reading

None

B. Trainee Preparatory Reading

None

C. {ids and Equipment

Self-assessment form in Trainees' Book

III. SCHEDULE OF ACTIVITIES

Topic Activity Minutes
Step 1 Explanation of Self Presentation 5
Assessment and its
Rationale
Step 2 Completion of Self- Individual 20
assessment Form by Written Work
Trainees
Step 3 Discussion of the Group Discussion 35

Self-assessment and
Other Topics It
Suggests

IV. SPECIAL CONSIDERATIONS
None
v. CONDUCT OF THE SESSION

Step 1 Explain that the trainers and the trainees themselves will
benefit from the assessment. Clarify the use of the
assessment —- that is, not to "grade' thé trainees. State
that the assessmert form will be used again in the final
session of the training sequence.

Step 2 Distribute forms for completion by trainees. Remark that,
on the average, forms take less than 15 minutes to complete.
Suggest that trainees finishing first take a coffee break
or write notes for the group discussion to follow.

Step 3 When all trainees have completed their self-assessments,
but before the forms are turned in, initiate a discussion
of the assessment itself and any new topics it suggests
for continuing the discussion of the previous session.




SESSION NO. 3

"POST-SPUTNIK" TRENDS IN AMERICAN EDUCATION
ARD THE EMERGENCE OF EDUCATIONAL DISSEMINATION SYSTEMS

I. SUMMARY DESCRIPTION OF MODULE

A.

Objective

To provide historical context for the development of
“active" dissemination systems in education.

To show the pressure for "active" dissemination generated
by educational research & development programs since
the late 1950's.

Upon completion of this module, trainees should:

1. Understand the spurs to federally supported
research & development (in all fields of
research) after World War II, and resulting
"kncwledge explosions.”

Understand the roles of scientific information
systems in shaping the growth of the educa-
tional dissemination system -- often to its
detriment.

Understand the several phases by which the
educational dissemination system moved from
a "passive" to an "active" posture.

Participants
Trainers: One instructor

Trainees: All

Summary of Module Activities

This 18 the first of several "expository" modules for
which trainees are expected to prepare by reading a
background paper. The session itself is chiefly a
discussion of topics raised in the paper.

Duration

One hour




II. REQUIRED MATERTALS AND AIDS

A. Trainer Preparatory Reading

1.  Price, Derek. Little Science, Big Science
New York: Columbia Univ. Press, 1963.

2. Educational Research and Development
in the United States. National Center
for Educational Research and Development,
U.S. Office of Education, DHEW, 1970.

Paisley, William. '"Improving a Field-Based
(ERIC-Like) Information System.” Journal
of the American Society for Information
Science, November-December 1971, 399-408.

4. Background paper attached to this module
in Trainers' Book and Trainees' Book.

Trainee Preparatory Reading

1.  Background paper attached to this module.

Aids and Equipment

Presentation alludes to tables and figures in the
background paper.

In addition, it would be desirable to acquire copies
of the references cited above and place them on a
table for trainee browsing.

III. SCHEDULE OF ACTIVITIES

Topic Activity Minutes

Step 1 Review of Points Raised Presentation 20
in Background Paper

Step 2 Additional Points that Presentation 10

Training Staff Wishes
to Raise

Step 3 Discussion of Topic Group Discussion 10

IV. SPECIAL CONSIDERATIONS

None




V. CONDUCT OF THE SESSION

Step 1 Review of Points Raised in Background Paper (20 minutes)

The trainer can summarize the background paper by
mentioning, and briefly elaborating, the theme of
each section. In addition, each table and figure
can be reviewed to be sure that trainees understand
the differences or trends that are being depicted.

Additional Points that the Training Staff Wishes
to Raise (10 minutes)

The background paper will fail to cover some points
that the training staff would like to include in
the discussion phase of this session (e.g., in a
particular state, the development of in-service
extension training for teachers and administrators
through the state university, and its role in
introducing new practices into the schools).
Discussion of Topic (30 minutes)

The discussion will gain its own momentum after a
few minutes, but it can be stimulated with questions
like:

What 1is your general reaction to points raised

in the background paper?

Do you feel that the author of the background paper

omitted some significant points, or exaggerated

the importance of other points?

Do you interpret the post-war expansion of research
and development, or the "knowledge explosion,”

differently from the author of the background paper?

Are there any false premises or mistaken assumptions
in efforts that have been made thus far to improve

educational dissemination?
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"POST-SPUTNIK" TRENDS IN AMERICAN EDUCATION
AND THE EMERGENCE OF EDUCATIONAL DISSEMINATION SYSTEMS

(Background Paper for Module 3)

Educational dissemination systems have come into existence in
response to pressure ''upstream” in the flow of educational research
and development knowledge -- that 1is, pressure emanating from
researchers/developers and their sponsors. To understand the growth
of educational dissemination systems, we must first understand, in
scme fashion, the growth of educational research and development
itself.

If we were to look at the growth of educational R&D as an isolated
phenomenon, we might be puzzled that, at one moment in history, the
federal government suddenly began to double (ts investment in
educational R&D each year for several years. Or, if we were not now
past that period of exponential growth, we might conclude that such
increases are simply "modern times," that a technologicallv based
society regulates itself through vast expenditures in research and
development (which is partly true anyway).

We can see now that the sudden growth in educational R&D was
more of an historical episode than a projection of the future.

FPunding of educational R&D is now leveling off, but at the high

post-growth level of support rather than the low pre-growth level.




Educational R&D is the offspring of more rigorous sciences such
as psychology, sociology, and statistics. Its sudden growth began

at a moment in history when:

(1) the post- . _.mergence of "Big Science" had
clarified the relationship between the federal
government as a new sponsor of research and
scientists as unaccustomed benericiaries of
large—-scale support;

(2) the source fields on which educational R&D depen. .
psychology in particular, had developed theories
and methods that promised to be productive when
focused on educational problems;

(3) external pressure was applied for rapid, major

improvement in the quality of American education.

Let's examine the convergence of these trends. The post-ws
emergence of "Big Science" was a striking occurrence in the history o.
mankind. It signaled a different approach to control of the environ-
ment, to production, to the provision of services, to social planning,
etc. Industries that had been labor-intensive became knowiedge-
intensive. New knowledge industries were born. And, most indicative
of all, the pre-war model of small-scale "solo science" gave way to
large-scale organized science with teams of res:archers, specialization,
and division of labor.

"Big Science'' was a by-product of the Second World War., It is

the post-war extension into all fields of science of the organizational




principles of the Manhattan Project and other ordnance-related projects.
It could be argued that "Big Science" was born in Nazi Germany, siace
Hitler mobilized the scientists of that country somewhat earlier than
their counterparts were mobilized in the United Kingdom and the United
States.

In recent decades, according to the historian of science Derek
de Solla Price, various forms and products of science have been
doubling every 10 to 20 years. Thus it can be shown that the number
of practicing scientists doubles every 15 years or so, and that some
of their products (such as technical reports) double faster than this
rate while other products (such as substantial or "classic' journal
articles) double slower than this rate.
The traditional first step in research is to acquaint oneself

thoroughly with the work of one's predecessors, then to choose a

promising topic from their legacy of unsoived problems. Irom the 17th
century (when science became a recognized activity of certain men
through the founding of associations such as the Royal Society of
London) to the early 20th century, there was an orderliness in this
process that derived from the relatively small number of scientists
and the relatively show pace of their work.

With the advent of "Big Science," however, twin new pressures
overstressed the existing dissemination systems of science. First,
there was the immediacy of one's '"predecessors." If the number of
practicing scientists doubles every 15 years or so, it follows that,
at any moment, most scientists who ever lived are now alive. Working

with hypothetical data, a dcubling period of 15 years would produce



a world population of scientists in 1930, 1945, 1960, and 1975 of
2 million, 4 million, 8 million, and 16 million. Since all the
scientists who had lived before a given period (e.g., 1930) would not
exceed the doubling value of that period (the doubling value of a
period is the limit for cumulated previous doublings),, we see in
the post-war period a great immediacy in research. One's predecessors
are one's contemporaries, and their work is not to be read in leather-
bound journals from the past.

Second, the team approach, a hallmark of "Big Science," produces
documents at a prodigious rate. Individually, the documents at not
as vailuable & the documents of "Little Science,” but there are vastly
more of them and they conceal their differences in quality,

Between them, these two factors produced what is now referred to

as the "knowledge explosion." Existing dissemination systems sagged
under the unprecedented volume of documents, and new systems had to
be inveanted to avoid disastrous amounts of duplicative and erroneous

research

To understand the timing of educational R&D's growth, we must note
that "Big Science' did not come to all fields of science at the same
time. The war-time managers of science, chiefly James Conant and
Vannevar Bush, were especially concerned for the support of post-war
physics. The National Science Foundation, whose legislation they

lobbied through Congress and past one veto by President Truman,

provided large-scale support first for physics, then for chemistry




(after chemists organized to complain, in the "Westheimer Report,"
that they were disadvantaged), then for geology and other hard
sciences.

The advent of "Big Science" in the life sciences came with
a series of bills introduced by Senator Lister Hill in the 1950's.
Lister Hill's patronage of biomedicine is the major single reason
for the growth of the NIH research empire.

After the physical sciences and the life sciences had each,
in their turn, made the transition into "Big Science," the time was
ripe for the social sciences and, finally, educational R&D. Some
support for the social sciences had come from the Department of
Defense throughout the war-time and post-war years. These funds
were greatly augmented when NSF and NIMH appeared on the scene.

In the late 1950's the stage was set for large-scale support
for educational R&D in the sense that conditions #1 and #2 (see
rage 3-5) had been fulfilled. What was lacking was a trigger or
catalyst that would cause Congress to draft the new legislation,
pass it, and appropriate funds for it.

The trigger was Sputnik I. Indicating, as it then seemed to,
a superiority in Soviet science and hence presumably in Soviet
education, Sputnik I spurred Congress to pass, in 1958, the
National Defense Education Act. It was not the first educational

R&D legislation passed by Congress. It had been preceded by the

Cooperative Research Act of 1954. '"Coop Research," however, was

a vestige of "Little Science,”" an invitation to solo researchers

to continue doing whatever they had been doing before, but under




small-scale federal sponsorship, while "NDEA" was a mission-oriented,

focused act that placed specific priority on certain kinds of research
that the government wanted from ''Big Science' teams of researchers.

A series of federal authorizations for educational R&D, contained
in legislation such as the Vocational Education Act of 1963, the
Elementary and Secondary Education Act of 1965, the Higher Education
Act of 1965, and the Educational Professions Development Act of 1967
(to name only a few acts), created a situation in which researchers
were force-fed funds that they converted to paper in unprecedented
volume. Tables 1 and 2 (pages 3-10 and 3-11) show how rapidly the
budgets of educational laboratories and R&D centers increased from
19€6 through 1969, doubling on the average each two years. Figure 1
(page 3-12) shows how the total '"research and training" outlay of
the U.S. Office of Education grew from almost nothing in 1956 to
more than $100 million in 1969, most of it channeled through the
Cooperative Research Act as amended by the Elementary and Secondary
Education Act of 1965.

As other federal agencies had discovered since the Second World
War, the U.S. Office of Education discovered that each million dollars
awvarded competitively to researchers buys a vast amount of paper,
some of it in the form of technical reports directly related to
grants and contracts but perhaps an equal amount in the form of

papers, articles, books, and other proofs of busymess.




TABLE 1. BUREAU OF RESEARCH SUPPORT FOR REG!ONAL EDUCATIONAL LABORATORIES*

1966 1967 1968 1969

Appalachia Educational Laboratory $ 319880 $ 1200000 $ 993795 $ 895478
Charieston, W. Va.

Center for Urban Eciucation—New York, N.Y. 918,900 2,539,000 2,675,000 2,633,794

Centra} Atlantic Regional Educational
Laboratory—Washington, D.C. 570,257 780,000 390,000

Central Migwestern Regional Educational
Laboratory—-St. Ann, Mo. 695,082 805,640 1,350,000 1,700,000

Cooperative Educational Research Laboratory,
Inc.—Northfield, IN. 188,580 410,000 600,000 270,000

Eastern Regional Institute for Education
Syracuse, N.Y. 199,613 633,715 943,385 998,700

Education Development Center, Inc.
Newton, Mass. 168,270 267,000 1,041,162 959,655

Far West Laboratory for Educational Research
and Development—8erkeley, Calif. 375,000 730,249 1,250,000 1,685,170

Michigan-Ohio Regional Educational
Laboratory—Detroit, Mich. 184,240 299,600 800,000 384,500

Mid-Continent Regional Educational Laboratory
Kansas City, Mo. 600,000 900,000 730,000 937,713

Northwest Regional Educational Laboratory
Portland, Oreq. 420,810 1,333,000 1,643,500 1,690,000

Regional Educational Laboratory for the
Carolinas and Virginia—Durham, N.C. 190,209 349,472 693,744 820,000

Research for Better Schools, Inc.
Philadelphia, Pa. 406,447 - 1,603,377 2,089,240 2,700,000

Rocky Mountain Educational Laboratoiy
Denver, Colo. 285,700 646,156 514,039 346,000

South Central Region Educational Labo-atory )
Little Rock, Ark. 180,705 451,000 870,000 320,000

Southeastern Educational Laboratory
Atlanta, Ga. 362,100 739,000 670,000 670,000

Southwest Educational Development Laboratory
Austin, Tex. 216,349 1,399,939 1,400,000 1,700,000

Southwestern Cooperative Educational Laboratory
Albuquerque, N.Mex. 294,200 696,900 751,867 862,244

Southwest Regional Laboratory for Educational
Research and Development—I ngiewood, Calif. 830,225 1,670,000 2,235,000 2,486,726

Upper Midwest Regional Educational Laboratory
Minneapolis, Minn. 530,000 525,000 678,000 800,000

Total 7,366,310 17,669,305 22,438,732 23,250,047

*Actual obligations to lsboratories for fiscal years, ending June 30.

Source: Educational Research and
Development in the United States,
Washington: National Center for
Educational Research & Development
1970,
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APPROPRIATIONS FOR “RESEARCH AND TRAINING*
U.S. OFFICE OF EDUCATION, 1957-1969

e Total Appropriations

sseses8 Cooperative Research Appropriations
(\\\\N Construction and Equipment Appropriations

FIGURE 1,

Source: Educational Research and
Development in the United States.
Washington: National Center for
Educational Research & Development,
1970,




The earlier forced-feeding of physics, chemistry, biomedicine

and other fields created information problems that federal agencies
dealt with in various ways, ranging from the establishment of new
federal information systems to the subsidy of private information
systems. Spurred on by early symptoms of an information crisis,

NSF established an Office of Science Information Service to support
research and development on documentation, bibliographic processing,
computer information retrieval, etc. OSIS invested heavily in the
information systems of the American Institute of Physics and the
American Chemical Society, hopiang that these professional associations
could expand their bibliographic services fast enough to stay abreast
of documentation on its 10-15 year doubling cycle.

Biomedicine was fortunate enough to have one of the three
national libraries (the Library of Congress, the National Library
of Medicine, and the National Library of Agriculture) as its base
for new information systems. NIH invested only to a limited extent
in external information systems and instead developed MEDLARS as an
access system for the National Library of Medicine.

With initially vast sums at their disposal, the Department of
Defense and the National Aeronautics and Space Administration chose
to establish wholly new information systems for themselves and their
contractors. Despite some retrenchment, the Department of Defense .
still operates the country's largest network of specialized information
centers.

It was in the context of these varied "solutions' to the infor-
mation crisis that the U.S. Office of Education had to decide, in the

mid-1960's, how to cope with educational R&D information.




USOE's first solution, the network of Educational Resources
Information Centers (ERIC), was conceived in the early 1960's by
non-governmental researchers under NDEA funding. If ERIC came into
existence looking like a physics or chemistry information system,
the answer lay in the limited number of information system models
then available. Principles that are now well understood. such as
necessary differences in information systems for rescor~hers and for
"practitioners'" and differences in vocabulary contro! between "hard"
and "soft" sciences, were hammered out in the late 1960's at the
expense of information systems that were failing in their missions
and had to be reconceptualized.

The 10-year-old concept of ERIC as a network of decentralized
processing centers or '"clearinghouses'" and a central coordinating
office was never invalid insofar as the important functions of
acquisition, processing, and archiving were concerned. However,
it was thought at first that users (educators, researchers, and
policymakers) would relate directly to ERIC, searching out relevant
documents through its bibliographic tools and ordering microfiche
or "hardcopy" from the ERIC Document Reproduction Service. While
some users (especially researchers) went through these steps, other

users ignored ERIC quite simply because access to it lay above the

"ceiling" of effort that they felt educational information justified.

Even with the promise of more accurate and complete information,
ERIC could not compete with the popular press of education, the
interpersonal grapevine, and the common alternative of not knowing

at all.




Expressed in the terminology of Figure 2 (page 3-16), early
ERIC stressed archiving and subordinated the parallel functions of
formal and iaformal communication. Although clearinghouses were
encouraged to produce reviews and state-of-the-art papers, there was
no procedure for distributing these products widely. To 99 out of
100 educators, they didn't exist.

A far more successful strategy for formal communication was
initiated at the close of the 1960's. A continuing series of reports

was published under the heading Putting Research into Educational

Practice (PREP). PREP reports were commissioned on topics of highest

current interest among educators. Writing and editing were relatively
polished according to prevailing standards in educational R&D. PREP
reports were directed primarily to state departments of education,
with the suggestion that the states republish freely, under their

own banners if desired.

Data from field studies showed that PREP reports were reaching
much wider audiences than other ERIC products. Certainly far more
educators read PREP than conducted ERIC searches.

PREP reports were only the vanguard of a series of user-oriented
publications. Booklets on model programs (e.g., reading, compensatory
education), an audiovisual "educational products minikit," and catalogs
like ALERT (Alternatives for Learning through Educational Research
and Technology) were created under ERIC and other auspices to apprise
educators of the most promising programatic outcomes of educational
R&D. '"Repackaging the educational knowledge base" moved from the

status of concept to successful practice in just a few years.
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Yet to be solved, however, was the problem of bringing the
full resources of the ERIC system to educators who were incapable
or unwilling to conduct searches themselves. What could be done,
for example, for the teacher who seeks research-based alternatives
for teaching science concepts, or dealing with classroom behavior
problems? What could be done for the guidance counselor who has
been asked to recommend drug education films or career education
materials?

Since it is not possible to pre—assemble and publish all kinds
of wanted information in PREP-like formats, a system was needed
that would establish contact between users and the ERIC knowledge
base itself. An effective answer has been found recently in the
extension model that is such a familiar part of Department of
Agriculture service in this country. '"Extension agents" can serve
as intermediaries between users and the ERIC knowledge base,
translating requests into the controlled language of the ERIC
Thesaurus, conducting searches of ERIC resources, obtaining documents
that are relevant to requests, conveying these documents to users,
and in some cases translating from researchers' language to
practitioners' language.

With the addition of an extension éystem, educational dissemi-
nation encompasses the three sets of functions shown in Figure 2.
According to the sophistication of the user and the nature of his
information needs, it becomes possible to approach ERIC via the
traditional access procedures of an archive, via formal communi-

cations like PREP, or via informal communication with extension

agents.




The important lesson to be gleaned from the ten-year history

of federal effort in educational dissemination is not that some
systems are ineffective, as early ERIC was, but that systems can
evolve toward effective combinations of functions and channels
for particular users. Systems that were established in the mid-
1960's by professional associations and other organizations to
rival ERIC have largely disappeared because of their inability to
evolve beyond the archival phase.

The National Institute of Education is deliberating whether to
operate an entire dissemination system, including cadres of extension
agents, or operate only the archival and publication systems in
support of extension agents deployed by state departments of edu-
cation, school districts, and others. The emerging NIE policy will
be of some consequence to states and school districts that cannbt
afford to field their own extension personnel, but other states and
districts will proceed with the full multi-functiou/multi-channel
service because they see the advantages of practicing education in
an information-rich context. If the federal government adopts a
retrenchment policy, it will be a state or consortium of states
that develops and tests the next evolutionary phase of educational
dissemination, whether it turns out to be multimedia packages
using cartridge/cassette technology, local comprehensive one-stop
resource centers, two-way cable video between schools and researchers'

laboratories, or one of the many imminent developments we lack the

imagination to predict.




SESSION NO. 4
PRESENT STRUCTURE AND FUTURE PLANS
FOR EDUCATIONAL DISSEMINATION SYSTEMS

I. SUMMARY DESCRIPTION OF MODULE

A. Objective

To provide trainees with up-to-date knowledge of
educational dissemination planning at various levels.

~

To suggest provable developments at the federal and
state levels.

et

Upon completion of this module, traineer should:

1. Relate the past decade of educational
dissemination systems growth to present
inflections of that growth.

2. Understand the rationale of the recent
federal-state partnership in this area,
and be aware of alternative models or
arrangements that have been proposed but
not supported during this period.

3. Understand both the poteatial and the
limitations of single-state and multi-state
systems operating without significant
federal assistance.

4. Understan. the probable rationale of future
federal pla.uning in this area.

B. Participants

Trainers: Representatives of federal, state
dissemination agencies.

Trainees: All

C. Summary of Module Activities

The federal representative begins the session by
asketching the present and future federal educatiomnal
dissemination g .tivity as it appears to him. One or

more state representatives respond to the points he
raises and make additional comments based on their
experiences and perspectives. General discussion follows.

D. Duration

One hour
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REQUIRED MATERIALS AND AIDS ¢

A. Trainer Preparatory Reading

None

B. Trainee Preparatory Reading

At the discretion of federal, state representatives

C. Aids and Equipment

None
SCHEDULE OF ACTIVITIES
Topic Activity Minutes
Step 1 Immediate Past Developments Presentation 10
in Educational Dissemination
Systems
Step 2 Present and Emerging Models Presentation 5 -

of Educational Dissemination

Step 3 The Tederal Role in Educa- Presentation 10
tional Dissemination:
Recent History, Alternative

Futures

Step 4 Funding Patterns: From Presentation 5
Subsidy to Subscription

Step 5 Discussion of Presentation Group Discussion 30
as It Pertains to Local
Setting(s)

SPECIAL CONSIDERATIONS

Except in favored circumstances, the financing of educational
dissemination projects will be a touchy issue for years to
come. This session raises questions ranging from job security
to the value placed upon dissemination work by educators and
policymakers.

It is important to staff this session with representatives of
all agencies that have findfMtial .esponsibility or monitcring
authority over the project(s) from which trainees are drawn.

If the training director has his choice in the matter, it would
be well to invite participants who can view current develop-
ments (whatever they may be at the time this module is presented)
in the perspective of more than a decade of constantly growing
support for educational dissemination efforts —- in other

words, participants who can conduct an "upbeat' session.




CONDUCT OF THE SESSION

The division of topics among two or more participants in this
session will depend on the special interests or responsibilities

of each participant. Representatives of federal and state agencies
may also feel an obligation to discuss topics not listed here.
Therefore the schedule of activities is illustrative rather than
prescriptive,

Step 1

At this point, the chronology of events in educational
dissemination should be continued from Session 3.
Topics not covered in Session 3 will include "pioneer"
(e.g., RISE) and '"pilot" (e.g., Oregon, South Carolina,
Utah) dissemination projects, as well as successor
projects like those in Kansas, Rhode Island, etc. The
first ten minutes of this session could fruitfully be
spent on a current survey of active projects around

the country.

If Step 1 is handled on a ''who-where' basis, it is the
purpose of Step 2 to identify the common models that
underlie projects in different parts of the country.
Most projects can be associated with one of three
models: (1) centralized information service accepting
queries in person, by telephone, and by mail; (2)
centralized information service with decentralized
full-time or part-time field agents; (3) centralized
information service with heavy reliance on bulletins,
fact sheets, newsletters, and other small-scale
publishing.

The immediate past, the present, and the immediate
future of federal involvement in educational dissemi-
nation should be sketched by an NIE representative.

Some information services outside of SEA's

seem to be capable of moving from a subsidy to a
subscription basis. That is, an increasing fraction
of their operating costs is derived from user fees
(usually institutional, sometimes individual)

rather than sponsor subsidies. The potential of
this strategy should be explored as an alternative
to federal sponsorship.

In the discussion time, trainees should be encouraged
to talk about their reactions to dissemination policy
shifts at the federal and state levels. They should
also speculate about support potential of any kind
that may be indigenous to the setting(s) in which
they work.
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SESSION NO. 5

FIELD VISIT TO AN EDUCATIONAL INFORMATION CENTER

SUMMARY DESCRIPTION OF MODULE

A.

Objective

To provide trainees with an operational framework for the training
activities

Upon completion of this module, trainees should be ablLe to:

1. Identify the major steps in the sequence of acquisition and
processing activities

2. Identify the major steps in the sequence of reference and
retrieval activities

3. Describe the Center's approach to current awareness services
4. Describe the equipment used in an information Center

5. Identify the types of collections housed in or accessed by
the Center and used in answering information requests

Particiggnts
Trainers: A tour leader
Trainees: All

Summary of Module Activities

The tour leader begins the tour with welcoming remarks and an over=-
view of the sequence of activities to be covered by tte tour. The
tour leader then conducts the trainees through the Center, tracing
the acquisition, processing, retrieval, and reference sequence.
Trainees are subsequently introduced to special services provided
and to the types of equipment used by the Center. At the end of
the tour, the trainees have an opportunity to ask questions.

Duration

Two hours

REQUIRED MATERIALS AND AIDS

A.

Trainer Preparatory Reading

1, Sherman, C. Neil, et al., The Educational Information Center:
An Introduction. Los Angeles, California: Tinnon-Brown, Inc.,

1969.
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2. Weisman, Herman M., Information Systems, Services, and Centers
New York: John Wiley and Sons, Inc., 1972.

B. Trainee Preparatory Reading

None

C. Aids and Equipment

"Guide to Information Center Activities" in trainee packets

SCHEDULE OF ACTIVITIES

Topic Activity Mirutes
Step 1 Introductory Remarks and Presentation 15

Tour Overview
Step 2 Tour of the Center Presentation 90

a. Acquisitions and
processing (30)

b. Reference and
retrieval (45)

c. Other Center
activities (15)

Step 3 Question and Answer Session Question and Answer 15

SPECIAL CONSIDERATIONS

To provide trainees with the best sense of context and continuity, the
session should be held in an educational information center. The center
should be capable of illustrating the major features outlined for the
session, and should be situated in reasonable proximity (15-20 minutes)
to the main training location. If a center is not available for the
tour, it will be necessary to substitute an audiovisual presentation
following the same outline as the toux, as in Session 6.

If possible, the tour leader should be asscciated with the center to be
toured. This will facilitate preparation for the tour and the answer-
ing of questions raised by the tour. If necessary, an outside trainer
can conduct the tour, using remarks prepared by center personnel. In




this case, it would be especially useful for a member of the Center
staff to be available for the questicn and answer period.

CONDUCT OF THE SESSION

Step 1  Introductory Remarks and Tour Overview (15 minutes)

The person conducting the tour of the Center should prepare
introductory remarks following the outline given below.
Care should be taken to be sure that the remarks do not
exceed the time limit.
I. Introduction

A. Welcome

B. Name of the Center

C. Name of the tour leader; his association with/
position in the Center.

Background of the Center - This section should provide
a context for the Center and give a general picture of
its staff and clientele.

Sponsoring Agency of the Center

Length of Operation

Scope of Service

l. Geocraphic Area

2. Organizations Served

3. Client Emphasis (if any)

Identification of Center Staff

1. size of staff

2. Types of Positions
Tour Overview - This section should give a brief run-

through of the sequence of things to be seen on the
tour and point out the major steps that should be
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noted in the Center's activities. Special note
should be taken of unusual systems, techniques,
and equipment used by this Center.

A. Acquisitions and Processing
B. Reference and Retrieval
C. Other Center Activities

At the conclusion of the remarks, the trainer should make
the following points:

® The tour is intended to provide an overview of a center
in the context of an actual center. It is not intended
to give an exhaustive rundown on all aspects of Center
operations,

® Most of the Center's functions will be covered in greater
detail in later sessions.

® The "Guide to Information Center Activities" is an out-
line of the activities that will be covered in the tour.

® Since time is limited, questions will not be answered
during the tour. However, trainees should note on the
Guide at the appropriate step questions to be handled
in the question and answer session following the tour.

Tour of the Center (90 minutes)

Tre tour leader uses prepared remarks, following the outline
given below. This outline corresponds to the trainee "Guide
to Information Center Activities" and presents a recommended
sequence of steps for a tour of the Information Center.

For most steps, questions that should be addressed are indicated
in the outline. In a few cases, it is sufficient to note the
step in the sequence of activities without further explanation.
An asterisk (*) preceding a step indicates that suggestions

for illustrating the step are provided.

It should be noted that time permits remarks averaging only
a minute or "wo for each activity.

a. Sequence of steps for acquisitions and processing functions
(30 minutes)




Determination of needs

® How are needs determined for acquisitions beyond
the core collection?

e who may request an addition to the collection?

® What criteria determine the appropriateness of
new materials?

Checking existing holdings to avoid accidental
duplication

Consultation with sources and/or resource lists for
acquisitions

o What are some of the channels or outlets for
acquiring new materials?

What bibliographic tools or buying guides are
used?

Illustration: Tools used in locating and ordering
new materials, e.g., Cumulative Book Index, Manheim's
Sources in Educational Research, publishers lists

Initiation of paper work for acquisitions

e What is the mechanism for ordering new materials?
Is it done by the Center directly, or through the
purchasing office of the sponsoring agency?

What paper work is involved in ordering new
materials?

Illustration: Show form(s) used in ordering materials

Check incoming material against requested material

e How much time is normally allowed for the receipt
of materials ordered?

® What is checked (e.g., completeness, damage)?

Action to recover missing items




*(7)

*(8)

*(9)

*(10)

*(11)
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Cataloging/indexing new.acquisitions

& How are various materials cataloged and/or
indexed, i.e., what systems are used for
what types of items?

Illustration: Show one or two examples of items
that have just been cataloged; have cataloger explain

Physical processing of new acquisitions
® What physical processing do new materials undergo
before being shelved (e.g., property marks,

pockets)?

Illustration: Show examples of items that have been
processed

Arrangement of Center co.lections

e What are the major collections housed in the Center?
® How are they physically arranged?

® What is the rationale for their arrangement?

Illustration: Show the major Center collections.
Point out any unusual equipment or file arrangements

Record keeping and filing
@ What is the final disposition of acquisition form(s)?
® How are they filed?

Illustration: Show a completed form and the acquisi-
tions files

Maintenance of retrieval tools such as card catalogs,
book catalogs, and indexes

® Review the main types of catalogirg and indexing
used by the Center

® What steps are taken to be sure that the catalogs
and indexes remain up to date?

Illustration: Show the various catalogs and indexes




Maintenance of a resource file on innovative programs
and local resource people, agencies, and organizations

e Where does the input come from for the resource
file?

How often is the file updated?

What kinds of people, programs, organizations are
on file?

® How is the file arranged?

Illustration: Show a sample entry in the file.
Show how the file is organized

b. Sequence of steps for reference and retrieval activities
145 minutes)

[This sequence might best be illustrated by following a
representative, preselected information request through
all the steps.]

(1) Receipt of information requests

® What are the ways in which requests are received
(e.g., walkin, telephone, letter, field agent)?

Initial processing of information requests

® How are requests defined (i.e., negotiation of
the question)?

Is there any negotiation of requests that are
received through an intermediary or by letter?

e How are requests logged in?
e How are requests assigned for action?

Illustration: Show inquiiy form started for the
sample request.

Various types and levels of requests

e What kinds of requests are most frequently
received by the Center?




What are the simplest requests to fill?

What are the most difficult or complex requests
to £ill?

How are decisions made on the type of search for
a specific request?

Searching of inhouse fugitive and local collections
® How is the search conducted?

Illustration: Show items retrieved for the sample
request

Searching the program/people resource files
® What approach is taken in searching the files?

e What criteria are used to determine the appropriate-~
ness of the resource?

Searching of major resources
e What are the major resources used by the Center
® How is a manual search planned and carried out?

How is computer searching different from manual
searching?

Does the Center use an on-line system or a batch
system?

How, briefly, is a search performed on the Center's
system?

Illustration: If the Center uses an cn-line system,
show a search being performed on the system. Show
results of both manual and computer searches.,
Screening search rasults

® What is meant by screening?

e Who does the screening?




® What are the kinds of things to look for in
screening?

® How extensive is screening?

Illustration: Show a computer printout for the
sample request and explain how it was screened

Packaging of search results

® How are the materials organized for presentation
to the client?

Are any materials adapted (e.g., abstracted,
review2d) for use by the client?

What are some of the factors that help determine
appropriate packaging?

Illustration: Show the package assembled for the
sample request

Communication of search results

® How are search results communicated to the
client (e.g., delivered in person, mailed
with letter or memo)?

What areas are covered in the communication
(e.g., suggestions for use, limitations of
package, suggestions for further research)?

At what level is referral to a resource program
or person communicated (e.g., name, address,
and phone number only? Arrange for meeting?)?

Client feedback '
® How is client feedback elicited?

Illustration: If the Center uses a form for client
feedback, show form

Record keeping

® Review forms used for search activities




® How are records of searches organized?

Illustration: Show files of search records and
point out organization

Quality control

® Who is.responsible for quality control on
a day-to-day basis?

At what stages are quality checks made?

Does quality control consist of the review of
all work, or spot checks?

Does the Center regqularly review and evaluate
itself and its techniques (e.g., in staff
meetings)?

Center activities and equipment (15 minutes)

Special services

® What special services does the Center provide
(e.g., SDI, bibliographies, newsletters)?

® Who is responsible for these services?
® Who receives these services

Illustration: Show or distribute examples of the
service products

Information analysis products and special documents
® What are these products and documents?

® What are the areas for which these products
and documents are prepared?

How is the need for an I-A product or special
document in a particular field determined?

Who prepares the products?

What is involved in the preparation?
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*(3) Equipment

e What are the major pieces of microform
equipment used by the Center (e.g., fiche
reproducers, fiche readers, microfilm cameras)?

® Does the Center have any audiovisual equipment
that it uses for presentation or lends to
clients (e.g., cassette records, overhead
projectors)?

e What computer-related equipment does the Center
use?

Illustration: Show equipment

Question and Answer Session (15 minutes)

The tour leader should ask trainees to consult their "Guide"
for questions they have noted concerning activities or
features of the Center.
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SESSION NO. 6

CONTRASTING SERVICE OPERATIONS

SUMMARY DESCRIPTION OF MODULE
A. Object.wve

To illustrate some of the variations in operational models and
broaden the trainees' concepts of possible modes of operation

Upon completion of this module, trainees should be able to:

l. Describe alternative techniques and procedures in acyuisitions
and reference activities

2. Describe variations in Center services

3. Identify differences in Center co. ections in content and
organization

4. Compare and contrast the political and organizational aspects
of the Centers explored in this module and the preceding one

B. Participants

Trainers: An information center Director or Retrieval Supervisor
and a staff trainer

Trainees: All

C. Summary of Module Activities

The trainer who is coordinating this module first provides a brief
intrcduction to the module and its objectives and then introduces

the Center Director, who will give the presentation. After some
background remarks, the Director talks for 70 minutes on his Center's
activities and features, following the same sequence as the tour in
Session No. 5. The session concludes with a question and answer
period.

D. Duration
Two hours
REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory Reading

l. Sherman, C. Neil, et al., The Educational Information Center:
An Introduction. Los Angeles, Calif.: Tinnon-Brown, Inc., 1969.




2. Weisman, Herman M. Informatien Systens, services, and Centers.
New York: John Wiley and Sons, Inc. 1972.

B. Trainee Preparatory Reading

None

C. Aids and Equipment

, The trainer will require equipment for the visual illustrations, if
any, of his presentation. For example, he may wish to use an over-
hez * projector to display a sample search request form or resource
fil . entry. He may also want to use slides to show personnel and
equipment involved in Center activities.

"Guide to Information Center Activities” in trainee packets.

III. SCHEDULE OF ACTIVITIES

Topic Activity Minutes

Step 1 Introduction to Module and Presentation 5
Center Director

Step 2 Background of the Center Presentation 15
Step 3 Center Activities and Features Presentation 70

a. Acquisitions and processing
(20)

b. Reference and retrieval (30)
c. Other Center activities (20)

Step 4 Question and Answer Session Question and 30
Answer

Iv. SPECIAL CONSIDERATIONS

It is intended that this module be presented by a representative (director
or supervisor) of an educational information center that differs (e.g., in
staffing, size, services, or procedures) from the Center toured in the
preceding session. It is extremely desirable that the presentation be
supplemented by visual aids, so that the trainees will, in effect, see

the contrasting Center as if on a tour. If it is not possible for a
center representative to be present, a prepackaged audiovisual pre-
sentation may be substituted. If this is done, the trainer should
familiarize himself with the Center and be prepared to supplement the
presentation if it fails to cover any of the major points in the outline.



V. CONDUCT OF THE SZSSION
Step 1 Introduction to Module and Center Director (5 minutes)

The trainer -esponsible for coordinating this session begins
as follows:

We have seen some of the operations and procedures of one
educational information center. In some ways, most educa-
tional information centers are very similar to it -- in

the major functions, in the general sequence »f activities,
in the major resources, and so on. But there are also many
individual differences between centers -- for example, in
scope, organizational structure, collections, or services.
To illustrate the kind of variation that can be found, we're

going to look at another center, (Name of Center]

[Name and position of Center representative] will

present the Center. The presentation will follow the same
sequer e as the tour, so you should use your "Guide to

Information Center Activities" again to take notes or record

guestions. There should be a copy of it for this session in

your packets. As before, we will handle questions in the
last part of the session.
Background of the Center (15 minutes)

The trainer turns the session over to the representative ol
the Center. At this point, if slides are to be used, the
lights in the room may be lowered. Enough light should remain
so that the trainees can use the "Guide".

The Center representative begins by giving the context of the
Center and a general picture of its staff and clientele. The
following points should be covered:




) Sponsoring agency of the Center; how the Center fits
into the organizational structure of the sponsoring
agency.

® Length of operation
® Scope of service

- Geographic area
~ Organizations served
-~ Client emphasis (if any)

°® Center staff

- Size of staff
- Types of positions

Center Activities and Features (10 minutes)

The Center representative discusses his Center using the
remarks he has prepared following the outline given below.
This outline corresponde, in general, to the trainees'
"Guide to Information Center Activities". However, some
of the steps that were included in the tour in order to
present a complete sequence of activities have been elim-
inated from the outline, since they are unlikely to differ
significantly from center to center.

For most steps, the kinds of questions that should be
addressed are indicated in the outline. An asterisk pre-
ceding a step indicates that suggestions for illustrating
the step are provided.

It should be noted that time permits remarks averaging
only a minute or two for each activity.

a. Sequence of steps for acquisitions and processing
functions (20 minutes)

(1) Determination of needs

® How are needs determined for acquisitions
beyond the core collection?

® Who may request an addition to the collec-
tion?

) What criteria determine the appropriateness
of new material?




(2)

*(3)

*(4)

*(5)

(6)
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Consultation with sources and/or resource lists
for acquisitions

® What are some of the channels or outlets for
acquiring new materials?

e What bibliographic tools or buying guides
are used?

Initiation of paper work for acquisitions

® What is the mechanism for ordering new
materials? Is it done by the Center
directly, or through the purchasing office

of the sponsoring agency?

e What paper work is involved in ordering new
material?

Illustration: Show form(s) used in ordering
materials

Cataloging/indexing of new acquisitions
® How are various materials cataloged and/or
indexed, i.e., what systems are used for

what types of items?

Illustration: Show one or two examples of items
and explain how they have been cataloged

Physical processing of new acquisitions

® What physical processing do new materials
undergo before being shelved (e.g., property
marks, pockets)?

Illustration: Show examples of items that have
been processed

Arrangement of Center collections

e What are the major collections housed in the
Center?

® How are they physically arranged?

e What is the rationale for their arrangement?




*(7) Record keeping and filing

® What is the final disposition of the
acquisition form(s)?

® How are they filed?
Illustration: Show a completed form

(8) Maintenance of retrieval tools such as card
catalogs, book catalogs, and indexes

® Review the main types of cataloging and
indexing used by the Center.

e What steps are taken to be sure that the
catalogs and indexes remain up to date?

*(9) Maintenance of a resource file on innovative
programs and local resource people, agencies, and
organizations

® Where does the input come from for the
resource file?

® How often is the file updated?

) what kinds of people, programs, and
organizations are on file?

® How is the file arranged?
Illustration: Show a sample entry in the file.

b. Sequence of steps for reference and retrieval activities
(30 minutes)

(1) Receipt of information requests
e What are the ways in which requests are
received (e.g., walkin, telephone, letter,
field agent)?
*(2) Initial processing of information requests

® How are requests negotiated?

® How are requests logged in?

e How are requests assigned for action?




*(3)

(4)

(5)

(6)

*(7)

® How does the Center monitor the status
or a request?

Illustration: Show sample request form
Searching of inhouse fugitive and local collections
® How is the search conducted?

Illustration: Show examples of items that
might answer a particular request

Searching the program/people resource files
® What approach is taken in searching the files?

® What criteria are used to determine the
appropriateness of the resource?

Searching major resources
® What are the major resources used by the Center?
® How is a manual search planned and carried out?

® Does the Center use an on-line system or a
batch system?

® How, briefly, is a search performed on the
Center's system?

Screening search results

® Who does the screening?

® How extensive is the screening?
Packaging search results

® How are the materials organized for presenta-
tion to the client?

® Are any materials adapted (e.g., abstracted,
reviewed) for use by the client?

® What are some of the factors that help
determine the appropriate packaging?

Illustration: Show a sample package and explain




Communication of search res .1ts

) How are search results communicated to the
client (e.g., delivered in person, mailed
with letter or memo)?

What are the areas covered in the communi-
cation (e.g., suggestions for use,
limitations of package, suggestions for
further research)?
At what level is referrzl to a resource
program or person communicated (e.g., name,
address, and phone number only? arrange for
meeting?)
Client feedback
® How is client feedback elicited?
Illustration: If the Center uses a form or
questionnaire for client feedback, siow form

Record keeping

) Review forms that are used for search
activities

® How are records of searches organized?
® How are they used in future searches?
Quality control

e Who is responsible for quality control on
a day-to-day basis?

At what stages are quality checks made?

Does quality control consist of the review
of all requests or spot checks?

Does the Center regqgularly review and eval-
uate itself and its technigues (e.g., in
staff meetings)?




C. Other Center activities and equipment (20 minutes)
*(1) Special services
® What kinds of special services does the
Center provide (e.g., SDI, bibliographies,
newsletters) ?
® Who is responsible for these services?

® Who receives these services?

Illustration: Show or distribute examples of
the service products

Information analysis products and special documents

® Does the Center prepare any I-A products or
special documents?

What are the kinds of areas in which these
products and documents are prepared?

How is the need for an I-A product or special
document in a particular field determined?

® Who prepares the products?

® What is involved in the preparation?

Equipment

® What are the major pieces of microfilm
equipment used by the Center (e.g., fiche

reproducers, fiche readers, microfilm
cameras) ?

Does the Center have any audiovisual equié-
ment that it uses for presentations or lends
to clients (e.g., cassette recorders, over-
head projectors)?

What computer-related equipment does the
Center use?

Illustration: Show picture of equipment
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Step 4 Question and Answer Session (20 minutes)

The Center representative answers questions that the trainees
have noted on their "Guide". If there are not many questions,

the staff trainer leads a discussion comparing and contrasting
the two centers.

i
|




SESSION NO. 7

THE RESOURCE AND THE CLIENT SYSTEMS

I. SUMMARY DESCRIPTION OF MODULE

A. Objective

To provide a basic introduction to the resource system
and the client system and to discuss some of the
factors within each of these systems that affect
knowledge dissemination and utilization.

Upon completion of this module, trainees should:

Have a general understanding of the knowledge
production system including the kinds of
agencies that produce knowledge, some of the
factors that affect knowledge production and the
effect the reward system has on horizontal and
vertical information dissemination.

Understand the composition of the client system,
be aware of some of the factors that affect

information seeking, and be aware of the general
adoption model.

B. Participants
Trainers: 1 instructor
Trainees: All

¢  Summary of Module Activities

This will be a group discussion based on background material
read by the trainees before coming to the training session.

D. Duration

1 hour




7-2
REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory Reading

1. Background paper on resource system (attached).
2. Background paper on client system (attached).
3. Havelock, Ronald G., "Dissemination and Translation

Roles," in Knowledge Production and Utilization,
Eidell, Terry L., and Kitchel, Joanne, M., eds.

B. Trainee Preparatory Reading

1. Background paper on resource system (attached).
2. Background paper on client system (attached).

C. Aids and Equipment

None
SCHEDULE OF ACTIVITIES
Topic Activity Minutes
Components of the Resource System Discussion 10
Sources of Information Discussion 5
Problems in the Resource System Discussion
Reasons behind the Problems Discussion

Who are the Clients? Discussion

Step 6 Problems in Interaction with Discussion
the Resource System

Step 7 The Knowledge-Flow Process Discussion
IV. SPECIAL CONSIDERATIONS

This module is a group discussion based on background
papers read by trainees prior to the session. Trainer
should be familiar with the papers and should use them
to guide the discussion.
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V. CONDUCT OF THE SESSION

Step 1. Components of the Resource System
A. print cl.annels
B. other media channels
C. Informal channels
Step 2. Sources of Information
A. researchers
B. research and development groups
C. subject specialists
D. packagers
E. educators
Step 3. Problems
A. poor dissemination
B. poor reporting
C. lack of policy relevance and utility
Step 4. Reasons behind the problems
A. the reward system
B. the publjication system
Step 5. Who are the clients?
A. state level personnel
B. district level personnel
C. school level personnel
Step 6. Problems in Interacting with Resource System
A. time
B. access
C. reward
D. need
E. overload
f. evaluation
Step 7. The Knowledge-Flow Process
A. multi-step flow
B. opinion leaders
C. innovators

D. defenders

(10 minutes)

(5 minutes)

(10 minutes)

(5 minutes)

(5 minutes)

(15 minutes)

(10 minutes)
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The Resource System

The resource system i1s the knowledge base - that is it 1is
the system that produces the knowledge and packages it for
access by the client system. To further understand the
diversity of the resource system, consider some of the many
'resources’ it includes.

1. Components of the resource system.

Since the most commom medium for information storage 1is
print, let us first consider the various forms of storage of
print. First, there are the formal print channels (e.g. the
traditional channels). The basis for the formal channels is the
journal article or paper. The journal articles are cataloged and
reduced into secondary formal print sources such as indexes and
abstracts. In addition, there are tertiary sources, such as
reviews which collect and synthesize groups of papers. Finally
there are books, which can efther be reviews, and thus based on
journal articles, or they can be complete original compositions.

In addition to the formal sources or channels, there are also
a number of informal print channels. These channels are similar
to the formal channels, but since they are not distributed
through a formal mechanism, they often lack archival permanence -
that 18 they are seldom cataloged and they often tend to
'disappear' over time. Sources of this type include informally
circulated papers, monographs, and technical reports.

Another source, often overlooked in the resvurce system, is

the human resource. Human resources are consultants or subject
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specialists - individuals possessing a large amount of
information on a particular topic.

Other sources include audiovisual sources, such as tapes,
films, videotapes, etc. Unfortunately, the cost and time
requirement: of producing these sources makes it difficult to use
them as efficient channels for providing up-to-date information,
so they tend to be used more for illustration and demonstration
purposes.

2. Sources of Inform~~ion
1 The information fed into the resource system comes from a
variety of sources: researchers prepare reports describing their
research; subject experts prepare guidance for teaching specific
topic areas; research and development groups issue papers describing
and explaining how to use their latest products; inmovative
educators and field researchers perpare case studies describing the
acceptance of program 3-..ovarions; and experienced teachers and
subject specialists write 'how to' articles describing how to
conduct a new type of program. In short, nearly everyone in
education, from researchers on down is a potential source for
the resource system.

3. Problems

Unfortunately, there are a number of problems which affect
the operation of the resource system.

Poor dissemination - One of the greatest problems is that of
poor dissemination. Many researchers tend to use only informal
channels to report .heir findings - finishing only with a

technical report or monograph which has only limited
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distribution. In such cases, the distribution is generally to
the researcher's peers - that is a horizontal distribution to
people of the same level of expertise. Vertical dissemination -
that is disseminating the results to those who can apply it in
actual situations (practitioners, rather than researchers), is
generally either ignored, or left to others.

Poor reporting - Another common problem is the resource
system is poor reporting. This area covers problems such as use
of scientific jargon, failure to properly interpret findings,
improper or incomprehensible statistics, etc.

Lack of policy relevance and utility - Much of the federally
funded vesearch in education today is mission oriented - research
applied to solving specific problems. Unfortunately, many of the
researchers active today still prefer to do basic research -
particularly in universities, where applied research is
considered 'less proper' than basic research. Although
researchers accept funding to do mission-oriented research, they
continue to do basic research. The completed research often has
no policy relevance, and only 1i- frequently are the results
translated into policy-relevant statements. This problem may
become less common as the federal government continues to stress
applied research - particularly if researchers are made
accountable for their work.

4. Reasons behind the problems

The reasons behind these problems generally have to do with
the organization of the research community. In particular, the

reward system in science, and the publication system both
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contribute significantly to the problems discussed above.

The reward system - The researcher receives his rewards from
his peers, not necessarily from those who will use the results of
his work. This statement has a number of implications. For
example, since the researcher receives his rewards from his
peers- either in the form of promotions, aclaim, etz., it follows
that most of his efforts to disseminate his work will be directed
towards his peers - e.g. horizontal dissemination. Since basic
research has more prestige than applied research, it also follows
that the reward system currently gives more "credit' for it.
Consequently, researchers prefer to do basic research. Also,

since applied research builds upon already completed basic

research, the scientist may feel less ''visible" to his peers when

conducting applied research, while at the same time worrying
because he is not where the action is - out in the forefront of
his field doing basic research.

The publication system - The publication system also places
constraints on the resource system. Before it is published, a
Jjournal article must first be reviewed by a group of editors, and
possibly be revised and reviewed again. After acceptance, the
article must wait until there is space for it in the journal.
All this takes time - called the publication lag. In some fields
the publication lag is as long as 18 months.

Because of this lag, the researcher often feels publication
is not worth the :ffort. Since he is really only trying to reach
a certain group of peers, it is easier for him to write up his

study and distribute it informally. Normally this is done before
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a paper is presented for publication anyway, so, he reasons,

since everybody who counts has already seen my paper, why go
through the fuss and bother of publication?
5. Summary
In summary, the points covered concerning the resource system
include:
1. The resource system is responsible for the production
and packaging of knowledge. This knowledge is transmitted
through a variety of channels including print channels,
elect: cnic media channels, and through interpersonal
channels.
2. The knowledge produced in the resource system comes from
people occupying nearly every possible role in education.
3. There are a number of problems affecting the operation
of the resource system. Among them are: poor dissemination,
poor reporting, and lack or relevance or utility,
4. Two major causes of these problems are the reward

system in scisnce and the publication system.
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THE CLIENT SYSTEM

The clients you will deal with come from two areas -
professional educators, at the state, district and school
level; and "civilian" advisors - school board members, PTA
groups, etc. The second group is not really a major target area,
however we will start by describing various professional
groups.

At the state level, according to recent figures, there are
some 825 administrative personnel, 5,221 gtatz-wide professional
staff members, and 1,585 regional staff members.

In additional 26 states have intermediate administrative
units with a total of 2,300 superintendents and other
administrative staff, 1,372 consultants and supervisors of
instruction, and approximately 850 other pr;fessional personnel.

At the district level, things continue to change. The number
of school districts is steadily declining ( from 26,983 in 1965
to 18,244 in 1969). Although it is difficult to give accurate
district totals, in general, there are approximately 5 schools
per district, 103 teachers per district, and 2,308 students per
district. (All figures based on running means across multiple
reports for two consecutive years).

In 1968 there were some 93,241 schools
serving 44,687,332 pupils with 1,893,954 teachers. The mean
number of pupils per school was 479 and the mean teachers per
school was 20.3. In addition, there were 85,507 principals or
assistant principals, 29.005 consultants or supervisors of

instruction, 33,838 librarians, 41.716 guidance personnel 4,665

psychological personnel, and 12,548 other non-supervisory

instructional personnel.
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2. Problems in Interaction with the Resource System

Now that we have a limited picture of the size of the client
system, let's zero in on the problem area of major concern -
interaction with the resource base. To start, let us turn to
some of the problems found in this area.

Time - Time is one of the greatest problems in dealing with
the resourse system. The educator's time is closely scheduled
during the working day (and often at night) and leaves little
room for dealing with information.

Access - A second major problem in dealing with the resource
base is access. Even if time were available, the information is
not readily at hand, but 1s usually stored in some central, but
usually remote, location. Both access and time tend to interact -
to get access requires more time, etc.

Reward - The administrative structure found in most schools
and districts does little to encourage interaction with the
resource system. The reward system is usually based on seniority,
with little encouragement provided for innovation except personal
satisfaction.

Need -~ Becaude of the various problems discussed above, there
generally has to be an awareness of a specific need to encourage
interaction with the resource system. Often the combined effects
of time, access and reward tend to delay if not completely
destroy any awareness of need.

Overload - For those educators who do have the time, the need

and access to the resource system, the mass of information

available in the system may overwhelm them. The volume is so
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great that the task of identifying and obtaining relevant
information is becoming increasingly difficult.

Evaluation - One last problem deals with the evaluation of
materials obtained from the resource system. The problem here is
essentially one of establishing the credibility and validity of
the material identified, and putting the information in the
proper perspective.

All these problems tend to serve either as barriers to keep
the client from using the resource system or as deterrents to
discourage him from using it. Given all these problems, let's

next look at how the knowledge flow process works.

3. The knowledge flow process.

Until the development of mass communication research
following World War I1II, most researchers felt that knowledge flow
was a direct process - an individual gained knowledge about a
particular process or product personal:y ~ either by trial or by
reading about it. Now, most researchers agree that social
processes are far more important in the transmission of
knowledge. This multi-step flow theory suggests that knowledge
flows through informal channels. These channels begin with an
'opinion leader' - someone who does interact with the resource
system and, in turn, passes the information to others who come to
him for for advice. The information then moves from the opinion
leader, through those who consult him directly, to the rest of
the group. The role of opinion leader may be topic specific-

requiring a number of opinion leaders to cover the range of

available topics in a particular group.




Another person who is active in the knowledge flow and
adoption process is the innovator. He is willing to experiment
and try new techniques, practices, etc. He may, in addition, be
an opinion leader, however opinion leaders, in general, serve as
information sources only and are not willing to innovate for fear
that an unsuccessful experiment may affect their credibility as

opinion leader.

A third role in the knowledge flow- innovation process is the

defender. A defender is one who plays the conservative role in
the process- criticizing new ideas and innovations as the are
proposed and introduced. It may appear that this role is
essentially a negative one, however we should point out that
there are 'fads' in education, as elsewhere, and one function the
defender serves is to encourage thoughtful consideration of any
proposed new practice.
4, Summary
The major points discussed concerning the client system
include:
1. The client system is extremely large and very diverse.
2. A number of problems constrain the clients from
interacting freely with the resouces system, including:
time, access, reward, need, overload, and evaluation.
3. Knowicdge is generally transmitted through the c¢lient
system via interpersonal channels. These channels
interface with the resource system through opinion leaders.
Other roles you will confront in this informal system are

the innovator and the defender.
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SESSION NO. 8

THE LINKAGE SYSTEM

SUMMARY DESCRIPTION OF MODULE

A.

Objective

To provide a basic introduction to the linkage system,
introduce a set of models for linking institutionms,
and discuss various personnel roles.

Upon completion of this module, trainees should:

Understand the role of the linkage system in the
dissemination and utilization of knowledge.

Be aware of some of the models that could be used
to design linkage systems, and the advantages and
disadvantages of each.

Know the various types of personnel roles involved

in the linkage system, and in each of the various
linkage models.

Participants
Trainers: 1 Instructor
Trainees: All

Summary of Module Activities

This is a group discussion based on background papers
read by the tranees prior to the session.

Duration

One hour
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REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory Reading

1. Background paper on linkage system (attached).

2. Havelock, Ronald C., "Dissemination and Translation
Roles', in Knowldge Productior. zad Utilization,
Eidell, Terry L., and Kitchel, Joanne M., eds.

. Trainee Preparatory Reading

1. Background paper on linkage system.

. Aids and Equipment

None
SCHEDULE OF ACTIVITIES
TOPIC ACTIVITY
Step 1 Problems Discussion
Step 2 Current Linkage Structures Discussion

Step 3 Models of Possible Linkage Discussion
Structures

Step 4 Roles Discussion

Step 5 Group Discussion Discussion

SPECIAL CONSIDERATIONS

This module is a group discussion based on the background
paper which trainees are to have read prior to the
session. Trainer should be familiar with the paper and
should structure discusson around it.
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V. CONDUCT OF THE SESSION

Step 1. Problems (10 minutes)
A. overload

B. marginality
Step 2. Current Linkage Structures (10 minutes)
A. libraries
B. information centers
C. information center/field agent combination
Step 3. Models of Possible Linkage Structures (20 minutes)
A. information center
B. information center plus liaison personnel
C. information center plus field agents
D. information center, needs analysis, print distribution
E. information center, needs analysis, multi-media distribution
Step 4. Roles (5 minutes)
Step 5. Group Discussion on Linkage System (15 minutes)
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The Linkage System

The linkage system is the whole reason for this training
session ~ to train you to become members of a new type of active
linkage system.

As mentioned earlier, the linkage system is used to move
information and knowledge from the resource system to the client
system. In fields such as education, where the client system
(the educators) is so far removed from the respurce system, it
is essential that a strong linkage system be developed and
maintained, if information is to flow the the resource to the
client system. As we are all aware, this has not been and is nct
now the case.

1. Problems

The linkage system is in the unfortunate position of having
to cope with both the probiems of the resource and the clieant
systems, as well as problems specific to linkage. The problems
associated with the resource and client systems have already been
discussed, however vve should consider a few lirkage-specific
problems,

Overload ~ The vant amount of information available from the
resource system creates overload - there is justc too much
information avaiable to be processed and transmitted.

Marginality - Another problem is the status of the linkage
channel. Generally the linkage agency -~ be it a library, and
information center, or, perhaps, and extension agent - is not

part of the system it serves. This leads to problems when trying

to encourage both acceptance and utilization.
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2. Current Linkage Structures

The library - The library is certainly the most common
linkage channel in use today. Essentially, the library collects
information from the resource system, generally in the form of
print, and catalogs and stores it so it is accessible to the

client system.

Unfortunately, there are problems with the library as a

linkage channel. One, mentioned earlier, is access - the library
cannot be located immediately adjacent to every client, so
clients must come to it to use it. Also, to utilize the library
properly, the client must invest time - first in learning how to
use the library, and secondly, in searching for the materials he
(or she) wants. In general, it seems fair to say the library has
a very passive role as a li;kage channel - it requires the client
to do most of the work.

The information center - The information center (such as an
ERIC Clearinghouse or a state or local educational information
center) is really a subject-specific library with a slightly more
active linkage posture. Like the library it identifies, collects
and maintians information from the resource system, again,
generally in print format. Unlike the library, the informaticn
center specilizes in information on a specific topic or range of
topics.

Also, unlike the library, the information center is oriented
more towards serving remote clients. The center receives
requests from clients, conducts a search to obtain the requested

information, and then sends it to the client.
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The information center is a much more active linkage channel
than the library - it is more accessible and requires
considerably less effort on the part of the client to obtain
information.

The field agent -~ A third linkage channel is the
field agent ~ a person who works within the client system,
interacts with clients, and, in general, serves as an 'aavance
man' for an information center. Because he can deal directly
with the clients at their place of work, the field agent can
work with them to 'negotiate' their information need, obtain
feedback from them after they receive their informatisn, and
later check with them to see if they need additional information.
The agent-information center combination is by far the most
active of the linkage channels, and is the one that appears to
be most effective in meeting the various problems of the linkage
system.

3. Linkage Models

One of the major tasks in developing this training package
was to develop a series of models for different types of linkage
organizations. The models, wh}ch follow, all assume 1)
availability of resources, 2) a range of personnel roles, 3) a
non-profit linkage organization, and 4) a subsidized (either
federal or state) operation. Variables that differentiate between
the models include: targets (either individual clients or grouns
of clients); occurance of transactions (either episodic or

scheduled) ; delivery of information (either print, other media or

human resources); and products (either citations or abstracts,
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primary information, synthesized or compressed information, or
answers to specific questions).

Model 1 - A central reference facility (information center)
answers individual requests submitted by mail and via a telephone
hotline.

Model 2 - Same as model 1, except, field liaison personnel
(not paid linkage personnel) are added.

Model 3 - A central reference facility supporting a field
agent system.

Model 4 - A central reference facility 'keeping tabs' on
client needs through user needs studies and :Zssuing scheduled
reviews or newsletters to specific client groups.

Model 5 - Same as model 4, but use multi-media approach,
including cable television, etc.

4. Linkage Roles

Within these models, there are a number of roles - most of
which are common to nearly all modele. The first four, project
director, project manager, print resources special'st and human
rescurces specialist, are common to all five models. The field
agent, is used only in model 3, the editor/publications
specialist in model 4, and the media specialis: in model 5.

The roles include:

Project Director - responsible for overall operation of the

system.

P}oject Manager - responsible for day-to-day operation.

Print Resources Specialist - responsible fnr building,

maintaining and searching the print knowledge iase maintained

by the center.
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Human Resources Specialist - responsible for identifying and
maintaining liaison with consultants and subject experts who
serve as human resources.
Editor/Publications Specialist - responsible for repackaging
materials in print.
Media Specialist - responsible for repackaging materials in
forms other than print (e.g. television, films, etc.)
Field Agent - serves as interface between the information
center and the individual client.
5. Summary
1. The linkage system must overcome the problems of
both the resource and the client systeﬁ and serve as an
interface between them to facilitate the transfer of
information.
2. Problems specific to the linkage system include
overload and marginality.
3. Current linkage organizations include libraries,
information centers and the information center/field agent
combination. These organizations are progressively more
active, that is, the informatjon center requires less from
the client than does the library, and the center/field
agent combination requires the least effort on the part
the client, hopefully increasing the probability of client
acceptance.

4. There are a number of models for the development of a

linkage institution. The models differ primarily in type
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of target, occurance of transaction, delivery channel and

products.
5. There are a number of role positions zommon to all

of the models and some that are model specific.




SESSION NO. 9

INITIAL CONTACT WITH SCHOOL PERSONNEL--A

I.

SUMMARY DESCRIPTION OF MODULE

A. Objective

To provide a basic introduction to the field agent's initial task
of establishing himself in the district to which he is assigned

Upon completion of this module, trainees should be able to:

1. Understand the variety of functions to be performed and the
types of situations that might be encountered

2. Identify the kinds of interpersonal relationships that might
be developed with administrators and educators within their
district

3. Explain some of the considerations involved in gaining initial
access and acceptance for themselves and their services.

B. Participants
Trainers: A moderator and two panel members
Trainees: Field Agents and Project Managers/Directors

C. Summary of Module Activities

The moderator will begin by outlining the session objectives and
describing the role of the field 2gent as it relates to this
session. The two trainers will join the moderator in a discussion
of the session topic, "Initial Access and Acceptance.”

A question and answer period will be conducted following each of
the discussion periods. Session attendees will be given the
opportunity of commenting and asking questions of the panel
members. The session will be concluded by a summary statement
nregsented by the session moderator.

D. Duration

Three hours



II.

III.

REQUIRED MATERIALS AND AIDS

A.

c.

Trainer Preparatory Reading

Introduction to the Educational Field Agent.

Sieber, Sam D., et al., The Use of Educational Knowledge: An
Evaluation of the Pilot State Dissemination Program. New York:

Bureau of Applied Social Research, Columbia University, 1972
pp. 71-77.

Trainee Preparatory Reading

Introduction to the Educational Field Agent.

Sieber, Sam D., et al., The Use of Educational Knowledge: An
Evaluation of the Pilot State Dissemination Program. New York:
Bureau of Applied Social Research, Columbia University, 1972,
pp. 71-77.

Aids and Equipment

None

SCHEDULE OF ACTIVITIES

Topic Activity Minutes
Step 1 Introduction to Session Presentation 10
Step 2 Initial Access and Acceptance Panel Presentation 105

and Group Discussion

Step 3 Session Summary Presentation 5

SPECIAL CONSIDERATIONS

None

CONDUICT OF THE SESSION

Step 1 Introduction to Session (10 minutes)

The purpose of this session is to provide information regarding
the field agent's initial task of "selling" his services to the

school personnel in the district where he is located. This

objective will be given proper attention., But first, let me




take a few minutes to comment on the role of a field agent, and

and some of the different organizational patterns of the school

districts in which he will serve.

To the best of my knowledge, no single definitive job description
has yet been adopted for the field agent. He has been described
as a "linker," that is, a "personal linkage" between individuals
who wish information and specific resource agencies, an "educa-
tional field agent," a "change agent," a "coordinator," a
"translator” of educational objectives, a "mediator," "interpre-
ter," and "innovator," just to mention a few. Seemingly, the
field agent is supposed to be "all things to all people." While
this generalization may be both impractical and impossible, it

appears that it may also contain more than a germ of truth.

I do not wish to confuse you further, but let me add one more
descriptor to those I have already mentioned. For the purposes

of this session, the field agent is a "salesman"--a salesman who
has a product he believes in, and a clientele that he understands
and respects. He is loyal to the organizztion of which he is a
part, but his primary concern must be for the clients that he
serves. He does not function within the organizational structure
of the "homa office" as does the Retrieval Specialist. Instead, he

must learn the organizational and political structure of his




district, and identify with the daily as well as long range
problems of its educators and administrators. His Personal concern
should be that he exhibit a professional level of competency that
will elicit the confidence and respect of those he serves.

The concept of a field agent who is attached to an educational
agency, yet functions in a relatively autonomous manner, is not a
traditional part of most school district organizational patterns.
Therefore, the degree of support a field agent can expect within
the educational agency to which he is assigned may vary. Admin-

istrative support may range from nonrecognition of the field agent's

role in the agenclies overall plan of operation, to the expectation
that he can provide the solutions to evexry agency problem. Admin-~

istra.ors may provide little guidance or be overzealous in their

attempt to monitor the field agent's every action. Agency staff

members may view the field agent as a personnel threat or as someone
they can burden'with their busy work. In any event, the personal
ability of the field agent to overcome these extremes, create a
professional image, and establish himself within the organizational
channels of the agency to which he is assigned will have an

important bearing on his future success with school district educators
and administrators as well as with the administrative and staff person-

nel within his agency.




Numerous approaches to the initial problem of gaining access
and acceptance within the school district have been attempted.
Briefly stated, it appears that the field agert nust "educate
the educators" regarding the service he offers. While formal
meetings and official letters provide the field agent with a
mass method for reaching educators and administrators in his
district, small informal group sessions and individual inter-

views appear to yield better results.

Within the school district, the field agent must continuc to
"sell” both himself and his service. The value of being
considered an "outsider,” who can objectively assess and serve the

school district's needs, yet who is looked upon as an "insider,"

who understands and is not critical, must be demonstrated if the

field agent concept is to become fully accepted.

Panel discussion of Initial Access and Acceptance (105 minutes)

Tlie moderator should read or paraphrase the opening statement.
After that has been accomplished, he is to introduce each of
the topic areas that the panel members are to discuss. Follow-
ing each panel discussion period, the trainees should be
encouraged to ask questions or make comments.

a. Opening Statement

The reason the field agent has been cast in the role of
a salesman for this session is that it is believed that
the accomplishment of all the other field agent descriptors,

e.g., linker, change agent, innovator, and the like, are
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dependent upon the field agent's success in first

selling himself and his service. Furthermore, studies
conducted regarding the opirions expressed by field
agents prior to their first job assignment have indicated
that the task of publicizing the program. and stimulating
requests, was not thought to be . very difficult one.

In fact, it has proved to be both challenging and time

consuming.

In order that we might communicate a few of the successes
and failures that other newly assigned field agents have
experienced in their initial attempts to gain access and
acceptance in the districts to which they were assigned,
we 4ill review several of the case histories reported in

the Columbia University report, The Use of Educational

Knowledge. These case histories provide a cartain degree
of insight into the results of a var-iety of approaches
attempted py field agents in the Pilot State Dissemination
Program. Let me point out that none of the experiences
were really failures. Each experience did provide some
help in acquainting the potential clients witl the field

agent and his services. The thing to remember is that

each form of contact has its limitations.
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If time permits, there are a few additional questions
not specifically commented on in the portion of the
Columbia Study that you received in your trainee package

that we will also asc< our panel members to comment on.

Topic Areas

From the Columbia Study, six areas seem to be of importance

within the context of this session's objective.
[Write these points on the chalkboard.]

(1) Gaining the Acceptance and Support of your Agency
and School District Administrators

Please comment on the importance of the field
agent's task of gaining initial acceptance and
support from his agency and school district
administrators in terms of the future success of
his program in the district to which he is
assigned.

(2) Large Group Meetings

What are the strengths and weaknesses of this
approach? Points you should cover include:

® The understanding of individuals regarding
the functions of the program relative to
their own needs

® The difficulty of overcoming the formality
of a large group meeting; also, the usual
time restrictions

® The problems associated with a setting where
there is little two-way communication

® The reluctancy of individuals to relate any of
their real problems in front of a large group




An assessment of your realistic expectations
in terms of personal exposure, communication,
client requests, etc.

The advantages associated with getting yourself
and your service before a large group of people
in a relatively short time

Approaches that might be used to improve the
communication and increase the overall value

of the large group meeting, e.g., keep the
presentation simple and to the point, use audio-
visual aids during the meeting, and have
descriptive materials available for the attendees
to take with them

The Small Group

This approach also has certain advantages and
disadvantages. Please include the following items
in your discussion:

® The level of success you can expect relative to
the stimulation of personal group interest in
your service

The cffect of a supportive atmosphere in which
the group begins to think of methods they might
use to solve a common problem

The intragroup communication that takes place
regarding previous experiences and availability
of inhouse resources

The difficulty of adequately covering a large
district if the small group approach is your
primary method of making yourself known

An assessme.:t of your realistic expectations
in terms of personal exposure, communication,
client requests, etc.

Meetings with Individuals

This approach is at the opposite end of the spectrum
in relation to the large group meetings. What do
you think of this method of getting known in your
district relative to:




(5)

(6)
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® Generation of client requests?

® Interperpersonal communication regarding the
value of your service?

® Your ability to provide adequate district
coverage?

® Your realistic assessment of the use of this
approach during the initial phase of your
program?

Development and Distribution of Written Material
and Audiovisual Aids

The use =f literature and audiovisual aids has obvious
advantages. Does it also have disadvantages in respect
to a new field agent's attempt to gain initial access
and acceptance? <Consider the following points:

® Time and cost of development

o The expected response of literature recipients
who are not among the small minority that can
be classed as "innovators"

® The danger of developing literature or audio-
visual aids before adequate knowledge of your
district's needs have been assessed

® Your realistic assessment of the results you
would expect from this approach in terms cf
personal exposure, communication, district
coverage, client requests, etc.

Prior Familiarity of the Field Agent with Administrators

and Educators Within His District

This scems to be helpful in getting a program started.
However, this is an either/or situation. Either you
are known in the district or you are not. If you
fall into the "not" category, you must do all you can
to get acquainted with the district and its people as
soon as possible. Conversely, if you are known, what
should your approach be with:
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® Adency administrators
® Superintendents
® Principals

® Teachers

The following optional topics may be discussed by the panel
members and session attendees if time permits.

(1) The advantages of a field agent functioning within
an agency that provides him strong support

(2) The importance of a field agent being placed in an
agency that has a history of good working relations
with the local educators

(3) Definition of the field agent role from the point
of view of the field agent

(4) Definition of the field agent role as viewed by
school district personnel

(5) The problem of allocation of time and effort in
terms of field agent and school district priorities

(6) The differences in approach that are required by
the field agent located in an urban area versus the
larger district composed of small towns and rural
areas

(7) Client needs in terms of inform -ional requirements,
field agent resources, and time restrictions of each

(8) Problem solviig both i'. terms of crisis situations
and long-range programs that require group action

(9) The selection and use of human resources
(10) Field Agent/Retrieval Specialist communication

Step 3 Session Summary (5 minutes)

The session moderator should provide a summary statement based
upon the material presented and the exchange of comments made
during the group discussion periods.




SESSION NO. 10

ESTABLISHING AND ORGANIZING THE COLLECTION

I. SUMMARY DESCRIPTION OF MODULE

A.

Objective

Tc acquaint trainees with some basic materials that might form the
core of the Center's collection, with some of the alternatives in
building the inhouse collection, and with some procedures that
might be used in handling local ana fugitive materials.

Upon completion of this module, trainees should be able to:

1. 1Identify some of the major reference and announcement tools

in the field of education and describe their scope and
arrangement

2. Outline alternative procedures for acquiring, processing
and maintaining a collection of local and fugitive materials

3. Describe several kinds of materials that might be included
in fugitive collection

4. Identify some criteria that might be used for including
material in the Center's collections

Participants
Trainers: An instructor [and an information center staff member]
Trainees: Retrieval specialists

Summary of Module Activities

The module begins with a presentation by the instructor on the types
of materials an information center might have and the ways in which
the information center's collection might be uniquc. The instructor
then introduces some basic tools that might be used by the retrieval
specialist in working with the collection and in conducting searches.
The trainees examine the tools individually, recording the important
features of each. Following this exercise, the instructor presents
several considerations involved in the maintenance of a fugitive and
local collection. The module concludes with small group exercises in
the handling of fugitive documents and 2 group discucsion of exercise
results.

Duration

Three hours
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II. REQUIRED MATERIALS AND AIDS

A.

-—

Trainer Preparatory Reading

1. Burke, Arvid J. and Mary A. Documentation in Education.
New York: Teachers College Press, Teachers College, Columbia
University, 1967. [Skim for background, especially Parts Two
and Three.]}

2. Taylor, Ce:ianna I. and Joel H. Magisos. Guide for State
Vocational Technical Education Inform:tion Dissemination
sttemb. Columbus, Ohio: The Center for Vccational and
Technical Education, The Ohio State University, 1971.
[{Chapter IV and Appendix 4]

3. Sherman, C. Neil, et al. The Educational Information Center:
An Introduction. Los Angeles, Calif.: Tinnon-Brown, Inc.,
19€3. ([Chapter IIT, "Acquiring The Ceater's Collection"]

4. Woodbury, Marda. A Guide to rducational Resources. Berkeley,
Calif.: Fuar West Laboratory for Educational Research and
Development, 1971.

Trainee Preparatcry Reading

None

Aids and Equipment

The following reference tools are recommended as a minimum selec-
tion to be assembled for examination by the trainees in this session.
(See paragraph 1V. SPECIAL CON>IDERATIONS, below) The tools

should be arranged in broad categories as in this list.

Education Guides:
Burke, Arvid J. and Mary A. Documentation in Education.

New York: Teachers College Press, Teachers College,
Columbia University, 1967.

Manheim, Theodore, et al. Sources in Educational Research.
Detroit, Mich.: Wayne State University Press, 1969, Vol. I.

Winchell, Constar ‘e M. Guide tn Reference Books (8th ed.).
Cricago, Ill.: american Library Association, 1967.

Woodbury, Marda. A Guide to Educational Resources. Berkeley,
Calif.: Far West Laboratory for Educational Research and
Development, 1971.
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N Basic References:

Buros, Oscar K. The Seventh Mental Measurements Yearbook.
¥ ghland Park, V¥.J.: Gryphon Press, 1972.

Good, Carter V. Dictionary of Education (2nd ed.). New
York: McGraw-Hill, 19%59.

. Kawakami, Toyo S., and Lois J. Inskeep. Acronyms in Education
4 and the Behaviorul Sciences. Chicago: American Library Asso-
ciation, 1971.

Bikliographies and Indexes (Recent issues):

Currant Index to Journals in Education (CIJE). New York:
CCM Information Corporation.

Education Index. New York: H.W. Wilson.

Psychological Abstracts. Lancaster, Pa.: American Psycho-
logical Association.

Research in Education (RIE). Washington, D.C.: Government
Printing Office.

. Trainees will need the Bibliography Forms from their packets.

For the exercise on the handling of materials for the inhouse
collection, five or six examples of fugitive and local materials
will be needed for every two or three trainees. These should be

selected to present a number of different handling problems.
For example:

® Materials that are of sufficiently general interest
that they should be included in the ERIC system

e Materials that are in an area currently receiving much
attention

® Materials that are of very limited interest or application
e Materials particularly pertinent to one user group

e Curriculum or learning "package3s"




III.

Iv.
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SCHEDULE OF ACTIVITIES

Topic Activity Minutes
Step 1 The Center Collection--An Presentation 20
Introduction
Step 2 Basic Reference Tools Presentation/ 60

Individual Exercise

Step 3 Acquiring and Maintaining Presentation 20
the Collection

Step 4 Handling Fugitive and Small Group Exercises 60
Local Materials

Step 5 Discussion cf Exercise Group Discussion 20
Results

SPECIAL CONSIDERATIONS

The optimal setting for this module is in an educational information
center, where the Center's entire collection is available and its
organization and contents are visible. A member of the Center's staff,
using the Center's collections as illustration, would be valuable in
substantiating the session.

If it is not possible to conduct the session in a Center, a sample
collection may be assembled for use in the session. A skeleton
collection of reference tools is listed in paragraph II.C. above. In
addition, an assortment of journals, curriculum cuides, professional
books, and fugitive materials should be available to .llustrate the
Presentations.

CONDUCT OF THE SESSION

Step 1 The Center Collection--An Introduction (20 minutes)

In this session we are concerned with the collection
of an education information center. Perhaps we should
say "collections", since many different types of materi-

als combine to make up the Center's resources. 1In

considering.the kinds of materials a Center needs for

its collection, we might first consider what are some
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of thLe ways in which the Center and its collections

are used.

Ask trainees to suggest what purpnses might be served by

the Center's collections. Some uses that might be mentioned

are the following:

® Center personnel might look to the Center's collections
for help in understanding the subject area of a request
or for guidance in planning an approach.

® Center personnel wight *1se the Center's collections to
gain access to other sources.

® The collections might be used o supply materials in
answer to information requests.

The various purposes that must be served obviously play

a major role ‘n determining what kinds of materials the
Center will need for its collections. This session will
give you an opportunity to become acquainted with some of
the materials and the ways ia which they serve tha purposes
we have identified. We will also be concerned with the

acquisitions of new materials and the decisiors involved.

First, let's consider what are the main types of materials
that will serve the Center's purvoses. To give the Center
personnel the support they need in deciding how to approach

research problems and in locating informarion or materials,

there must be a collection of reference tools.
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Once we know what a client needs in the way of
information, we must be able to call upon the
resources of the Center to provide this infor-
mation. So the Center should have access to one
or more collections of substantive materials. In
some cases, where the funds are limited, this may
invoive cooperative agreements with other insti-

tutions that have the necessary materials.

If the Center engages in current awareness
activities such as newsletters or bibliographies,
there must be a collection of materials that can
be used by Center personnel to provide up-to-date
information on special interest areas. This
might include various periodicals as well as
topical publications produced by national, state,

and local organizations.

The Center may provide the mechanism for storing
and disseminating 1locally generated materials
and materials useful to the state that would noc

otherwise be available. So this material might

make up another of the Center's collections.




The total scope and size of the Center's collections

will naturally vary to a large extent, depending on the
funds that are available not only for the actual purchase
of materials but also for the staff and facilities needed
to maintain them. The possibilities range from a Center
that is strictly a referral service to one that is able

to fill virtually all kinds of requests from its resources.

{If the session is being held in a Center, lorate the Center
on this spectrum.}

Even Centers that are able to provide fu.l documents in
response to most requests rarely maintain and circulate
materials in book form. It is not practical or even
desirable for an information center to assume the functions
already covered by an existing institution such as a

research library.

Since the primary emphasis of the information center is on
providing access to educationa' information, it may be
desirable to have the capability of providing full documents
that are not readily available elsewhere, while maintain-
ing only « basic collection of important books in the field

of education for reference purposes and seferring r~quests

for bcok materials to - .- ,earch library.
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Basic Refer :nce Tools (60 minutes)

Let's turn now to some of the materials we have
identified as necessary to the Center's collections.
We'll begin by looking at some of the basic tools
that the Center's personnel might be using as

references.

Reference books fall into two main types--those that
contain the factual information sought and those that
show how and where to find the information. Within
tuese two main types, references break down into smaller
categories such as: dictionaries, encyclopediac, direc-
tories, handbooks, guides, indexes, bibliographies, and

SO on.

Show trainees where the reference tools have been assembled
and indicate the categories into which they have been grouped.
Ask trainees to find their Bibliography Forms in thei: packets
and explain that they are to be used to record general biblio-
graphic information about the materials they are about to
examine. This information may be used in assembling a similar
collection for their own centers. Tell trainees that they
have about 60 minutes to examine the materials and make nota-
tions on them. If the session is being held in a Center, the
trainer may wish to shorten the time to 45 minutes and use the
remaining time to show trainees the other Center references in
situ, providing a brief description of some of the more
important ones.




Acquiring and Maintaining the Collection (20 minutes)

Now that we have seen some of the materials that
comprise the basic collection of any Center, let's move
on to an area of much greater flexibility among
centers--that is, the collections used by the Center to

supply materials in answer to information requests.

What kinds of materials might these collections include?
As we've a.ready noted, the variety and size of the
collection: .re dependent on the funds, personnel and

facilities the Center has to maintain them. However,

the main types of collections that might exist in a

Center are:

® ERIC--the complete Educational Resources Infor-
mation Center document collection on microfiche

and various ERIC clearinghouse publications.

Periodicals--this might range from a basic col-
lection of educational journals, magazines and
newsletters to a complete collection of the

periodicals indexed by CIJE and Education Index.
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e Fugitive literature file--this collection might
contain a number of different kinds of materials.
For example, locally generated curriculum mater-

ials, program packages, or unpublished research

reports.

® Vertical files--this might also be called a
pamphlet file or an informacion file. The collec-
tion might consist of misccllan nus materials such
as bibliographies, articles papers, pamphlets, etc.,
that do not fit easily elsewhere, arranged by broad

subject areas.

We will be introduced to ERIC, +he national educational
information system and will be working wita i: exten-
sively in later sessions. ERIC will serve os one of the
Center's major resources, to be supplemented sy the

other collections.

The periodicals collection might be used either for

reference by the Center personnel or o answer infor-
mation requests. If the Center does not have the
facilities for an extensive collection of periodicals,
it has tha options .f referring ciie ~lient to a

libraxy to lccate the materials himself or arranging

with a library near the Center for the use of their
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materials. Uncopyrighted materials can be reproduced
and sent to clients. But materials covered by copy-
right must be handled differently. Either arrangements
must be made o lend the materials to the client, or

the client should be provided with the citation and
referred to a library. Since periodicals are accessible

through CIJE and Education Index, they do not require

classification or indexiag by the Center.

The -stablishment of a fugitive collection should be
done with an emphasis on materials generated within or
of special interest to user groups within the state.
Some preliminary decisions should be made on the cri-
teria for selecting ma%eorials for the collection. For
example, a Center may wish to limit itself, at least
initially, in the scope and kinds of materials it

acquires.

The Center may acquire its fugitive collection iz a
number of ways. Some materials may be submitted by
their developers so that they may receive wider expo-
sure. Others might be included as particular types
of documents that the Center wishes to retain (for
example, masters theses). Still others might be

solicited or ordered by title. Of course, gift -

materials should be emphasized.
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When the material is in hand, it should be checked
against the ERIC system to determine whether or not
it is in the system. If it is, further processing
is unnecessary and the hard copy may be retained or
not. (If the space permits, some Centers prefer to
retain hard copies for use in the production of addi-
tional hard copies.) If the material is not in the
ERIC system, it should be decided whether it is of
sufficiently general interest to submit to Central

ERIC.

Materials may also be received that are not appro-
priate to the Center's collections, either because
they are beyond the predetermined scope or because
they are very limited in length or breadth of appli=-
catiorn. These .iterials should not be retained.

(Here the instructor may wish to discuss some of the
selection criteria used by various Centers.]

In the tour of the Center, we saw some of the steps
in the acquisitions process. Let's look at those

steps a little more closely now as we consider the
kinds of decisions you will be making in establish-

ing your center's procedures.

I have already mentioned that some materials are

received without being specifically solicited.
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These types of materials should be checked - sely
for their appropriateness to the Center. However,
many materials that may be useful additions to the

Center will have to be ordered.

[Discuss with iLrainees some of the procedures for
ordering materials that they observed in the tour
of the Center.]

Each Center will have to develop its own procedures for
ordering, in keeping with the requisitioning process

required by the state. However, the basic steps are:

(1) Check for duplication in collection indexes and

other files

(2) Complete a purchase order or requisition form

(3) send order to puklisher or source with appro-~

priate letter (directly or through channels)

(4) File copy (or copies) of order slip in order file

Once the materials that were ordered have been received
and unsolicited materials have been accepted, they are

ready for processing. The main function of the process-~

ing is the assignment of a unique identification to each
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document. This identification allows fo.” retrieval
through printed index systems, manual card systems,

punched card systems, or computer systems,

Wher. we speak of processing materials, we are speaking
of local materials that are not in other systems. Even
fairly simple processing is too time-consuming and
expensive to duplicate processing already performed
elsewhere. Therefore, existing indexing or cataloging
shouid be used whenever it is available. For example,
Library of Congress catalog cards should be ordered

for items in the book collection.

Local materials may be processed by any one of a
number of manual systems. Three types of systems are

described briefly in the Guide for State Vocational-

Technical Education Information Dissemination Systems

by Taylor and Magisos. [Refer to the suggested
readings.] Catalog card, snapform, and keyword card

are the three systems described.

[Describe the system used by the Center in which the
session is held. If the session is .aot held in a
Center, describe the system used by the Oklahoma

Center as documented in Taylor and Magisos, Appendix 4.]

The physical nrocessing of materials can also take many

forms. The possibilities range from simply adding the
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identification number and property marks to the docu-

ment to reproducing it in hard copy or microfiche,.

Handling Fugitive and Local Materials {60 minutes)

Considersble judgment is required in deciding
on the proper disposition of materials that
come into the Center. The purpose of this
exercise is {o acquaint you with some examples
of fugitive and lccal materials and give you
some practice in deciding how they should be

handled.

Divide the trainees into teams of two or three. Dis-
tribute five or six sample fugitive materials to each
team.

Ask trainees to examine the materials and, given the
assumption that none of the materials is currently
included in the Center's collections, decide how each
of them should be handled. Review some of the possi-
bilities and write on the chalkboard:

® Submit to Central ERIC
® Retain in the fugitive file

® Retain in the vertical file

® Do not retain

Ask trainees to record their decicicn and tell them that
they have about €0 minutes for this exercise.
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Step 5 Discussion of Exercise Results (20 minutes)

Reconvene trainees for a group discussion of the exercise.

Ask each team to explain any difficulties they had in

deciding how to handle material and discuss these diffi-

culties. In addition, the following questions may be used 1
to stimulate discussion:

(1) what criteria did you use to decide whether or noc
, document should be retained?

-—

(2) What criteria did you use to decide whether or not a
document should be sent to Central ERIC?

f (3) How would you suggest disseminating various fugitive
materials, in addition to use in answering information
requests?




SESSION NO. 11

INITIAL CONTACTS WITH SCHOOL PERSONNEL--B

I. SUMMARY DESCRIPTION OF MODULE

A.

Objective

To emphasize the importance of the field agent's task of explaining
his role and related project activities to the various administra-
tors and educators with whom he works and serves. Also, to provide
the trainees with the opportunity of participating in one or more
role-playing exercises designed to demonstrate the similarities

and differences in client attitude they may encounter in their ini-
tial contacts with different users/user groups.

Upon completion of this module, trainees should be able to:

1. Prepare for presenting their role and services in making
initial contacts with different user groups

2. Explain the need for sensitivity to the differences among
users--and user groups--that will, in turn, affect the
approach they use

3. Recognize the basic similarities that exist in interactions
with individuals in all types of positions

Particigants

Trainers: A session moderator and one or more of the panel members
who participated in Session No. 9

Trainees: Field agent

Summary of Module Activities

Following a brief introduction by the session moderator regarding
the purpose of the module, trainees will participate in a series
of five role-playing exercises. The five role~playing exercises
to be demonstrated and discussed during this session will simu-
late interviews between field agent and:

® Agency administrator
® Agency staff member
® School district superintendent

® School district principal

® Schecol teacher



The purpose of the role-playing exercises is to develop a point
of departure for the discussion periods that follow each of the
exercises. The enactment of these situations will provide all
attendees with some insight regarding the effectiveness of
different approaches and the kinds of statements and responses
that might result within a given situational context. For each
exercise, a trainer will:

l. 1Introduce the trainees who are to participate in the role-
playing exercise, and get them started by either reading or
paraphrasing the "set the stage” information

Observe the trainees and make comments if necessary to re-
direct the discussion or keep it moving

Be prepared to critique and/or discuss the exercises in
terms of the major points made by each participant

After all five exercises have been completed, the session moderator
will summarize the overall results of the role-playing exercises
and discussion periods.

Duration

Three hours

REQUIRED MATERIALS AND AIDS

A.

Troiner Preparatory Reading

None

Trainee Preparatory Reading

The "set the stage" scripts for each of the five role-playing
exercises

SCHEDULE OF ACTIVITIES

Topic Activity Minutes

Step 1 1Introduction to Session Presentation

Step 2 "Set the Stage for Field Presentation

Agent/Agency Administrator
Role-Playing Exercise

Step 3 Conduct of the Field Agent/ Role-Playing
Agency Administrator Role-
Playing Exercise




Topic

Discussion of Exercise
Observations

Set the Stage for Field Agent/
Staff Member Role-Playing
Exericse

Conduct of the Field Agent/
Staff Member Role-Playing
Exercise

Discussion of Exercise
Observations

Set the Stage for Field Agent/
School District Superintendent
Role-Playing Exercise

Field Agent/School District
Superintendent Role-Playing
Exercise

Discussion of Exercise
OLsgervations

Set the Stage for Field Agent/
School District Principal Role-
Playing Exercise

Field Agent/School District
Principal Role-Playing Exer-
cise

Discussion of Exercise
Observations

Set the Stage for Field Agent/
School Teacher Role-Playing

Exercise

Field Agent/School Teacher
Role~-Playing Exercise

Discussion of Exercise
Observations

Session Summary

Activitz

Group Discussion

Presentation

Role-Playing

Group Discussion

Presentation

Role-Playing

Group Discussion

Presentation

Role-Playing

Group Discussion

Fresentation

Role-Playing

Group Discussion

Presentation

Minutes

25




SPECIAL CONSIDERATIONS

The role-playing portion of this session need not be restricted to
trainees. The session moderator may use any combination of trainers/
trairees he believes will best meet the objectives of this session.
If more than one trainer is available, the session moderator may
elect to have two trainers conduct the first role-playing exercise.
Another option would be to use the trainee in-the role of the field
agent and the trainer as the agency staff member, school, district
principal, etc. However, no matter what direction the role-playing
takes, you should help the trainees see what the action would do for
or to them and their program. Be ready to provide guidance so that
they can see the necessity of being confident but not arrogant,
willing to listen to leadership but keeping some autonomy of opera-
tion so that individual needs can be met.

CONDUCT OF THE SESSION

Step 1 Introduction to Session (5 minutes)

The object of this session is to demonstrate the concepts
discussed by the panel members during Session No. 9,
"Initial Contacts with School Personnel--A," that relate
to the field agent's task of explaining his role and
project activities to the various administrators and

educators with whom he works and serves.

Session No. 9 emphasized the importance of the field agent's
task of selling himself and his service by creating an image
of professional competency--the outsider with valuable
resources, but the insider in terms of understanding the
people and problems within both his intermediate agency and

school district.




The five role-playing exercises to be demonstrated and
discussed during this session will simulate interviews
between field agent and:

e Agency administrator,

e Agency staff member

School district superintendent
School district principal

School teacher

Set the Stage for Pield Ayent/Agency Administrator Role-Playing
Exercise (3 minutes)

This exercise places the new field agent in a position that
could develop into a direct role-conflict situation. The
field agent should attempt to avoid any direct confrontation
with his new supervisor, yet he must project himself as a
competent professional. This will require the field agent to
walk a fine line between appearing too inflexible or over-
confident and too passive or indecisive. One approach the
field agent might use would be to express his gratitude for
the personal interest the agency administrator was taking

in the program. This then could be followed with some
specific evidence of the field agent's activity during his
first three weeks. An example of this might be a draft

of a six-month plan that indicates a general awareness of
the organizational structure of the administrator's agency
as well ars the local scaocol districts. This plan could
include (1) several approaches to the field agent's

task of making initial contacts with the local educator and
(2) sugrestions for various methods he might employ to
ensure that his time was well scheduled, and that an
adequate set of records would be maintained to assess the
effectiveness and efficiency of his operation. By doing

his homework and anticipating the agency administrator's
suggestions, he has demonstrated his initiative and
professional approach. He also has avoided being caught

in a situation where he would be forced to operate without
the very thing he is purporting to provide through his service
i.e., information.




The field agent reports to his agency during the absence of its
chief administrator, who is on vacation. The assistant to the

chief administrator advises the field agent to set up his office

and then go ahead and get acquainted with district personnel.

Three weeks later, the agency chief administrator returns from
vacation and immediately requests a meeting with the field
agent. The stated purpose of the meeting is to discuss the
results of the field agent's initial contacts with district
school personnel. However, the chief administrator quickly
moves to the subject of setting up guidelines for the field
agent's future mode of operation within the agency. The
guidelines include items such as who the field agent should
not contact, written reports regarding his discussion with
clients, and some rather firm suggestions as to how he should
go about making his initial presence known within the district.
The agency chief administrator begins the conversation by

greeting the fiell agent as he enters his office.

Conduct cf the Field Agent/Agency Administrator Role-Playing
Exercise (5 minutes)

Discussion of Exercise Observations (25 minutes)

The trainer should emphasize the portion of the role-playing
exercise related to the chief administrator's attempt to
establish agency guidelines for the field agent and discuss
the reaction of the field agent to the chief administrator's
"suggestions."




Did the field agent:

® Avoid direct role conflict with the agency administrator
without appearing too passive and indecisive?

Indicate he had anticipated any of the agency adminis-
trator's "suggestions" and prepared himself in terms of
logical alternatives or documented plans/schedules
regarding his approach to gaining access and acceptance
within the district?

Create a feeling of confidence in his professional
competency by exhibiting a reasonable awareness of the
organizational and political structure of the agency
and school district?

Set the Stage for Field Agent/Agency Staff Member Role-Playing
Exercise (3 minutes)

This exercise is intended to stress the new field agent
who might encounter an individual within his agency that
could make it difficult for him to function effectively
in his new position. The staff member is obviously
concerned about his future as a consultant to the school
districts served by the agency. He also realizes the
new fie.d agent is probably better qualified and has
more information resources than he does. His intentions
are to make it very clear that he considers the new
field agent to be his assistant or "helper.” The field
agent realizes that the staff members's concept of their
working relationship is completely unfounded and in direct
conflict with the agency administrator's plan.

The field agent is asked to share an office with an agency
staff member who has been serving as a consultant to
district school personnel in addition to his regular
agency duties. While the staff member complains about

the excessive time that the consultant role duties have

taken away from his regular job, he also is somewhat

hesitant about someone else taking over the portion of

his job that has affordad him a certain degree of status




and prestige. The staff member begins the conversation
by telling the field agent that he is very pleased to
have someone in the agency who can help him with his
consulting duties.

Conduct of the Field Agent/Agency Staff Member Role-Playing
Exercise (5 minutes)

Discussion of Exercise Obgervations (25 minutes)

The trainer should emphasize the portion of the demonstration
related to the staff member's fear that the field agent will
take over his consulting role within the school district.

He should also generalize on other areas of interpersonal
relationship with agency staff members that might occur

and discuss ways of avoiding or assuaging them,

Did the field agent:

® Emphasize the importance of the consulting service
the staff member was providing?

Appear reasonably understanding of the staff member com~
plaints by offering his support in a non-threatening way?

Become defensive regarding his "professional status"
and strike back when the staff member cast him in a
supporting role?

Set the Stage for Field Agent/School District Superintendent
Role-Playing Exercise (3 minutes)

This exercise portrays a situation in which the agency to
which the field agent has been assigned does not have a
good working relationship with one of its district
superinténdents. The field agent is faced with the task
of selling himself and his services without becoming
embroiled in a political controversy that has been going
on for several years. At this point in time, the field
agent does not really know whether his agency is at
tault or if this particular superintendent is just
difficult to deal with. A third possibility, of course,
might be that the entire situation is just a matter of
poor comm.nication. Whatever the cause, the field agent
must convince the superintendent that he has a service




that is worth considering, and that he as an individual
is sincerely interested in being of assistance.

The school district superintendent has devoted consgiderable
time and effort in establishing himself as a buffer between
what he considers to be the "red tape operation® of the
field agent's agency and his school district. The field
agent is faced with the problem of selling himself and

his services to the superintendent without getting

involved in the political struggle between his agency and

the superintendent. The superintendent speaks first.

Conduct the Field Agent/School District Superintendent
Role-Playing Exercise (5 minutes)

Discussion of Exercise Observations (25 minutes)

The trainer should make special note of the field agent's
success in allaying the fears of the superintendent by
defining his role as a field agent, and offering to
demonstrate his service.

Did the field agent:

® Listen to the criticisms of the superintendent before he
attempted to present himself and his service in terms
of the superintendent's goals for his district?

Attempt, in a subtle way, to draw out the superintendent
80 that he would reveal one or more of his high priority
goals?

Succeed in establishing the nature of his dual role, i.e.,
his need to maintain the good will and support of both
his agency and the superintendent if he is to perform
effectively within the school district?

Leave the superintendent with the belief that "at last
I've found someone in that agency that understands my
problems and will work with me to attain my goals"?




Step 11 Set the Stage for Field Agent/School District Principal
Role-Playing Exercise (3 minutes)

The field agent in this exercise has gained the half-
hearted support of the high school principal. Even
though the school district has sanctioned the field
agent's activity, the principal still congiders him to
be an outsider and ig considering the possibility of
restricting the field agent's freedom of movement
within his school. The field agent needs to demonstrate
both his service and professional integrity to the
principal. The types of restriction the principal
might impose include:

® Advising him when he is in the building

® Reporting on the information requests made by
each of the teachers

Providing his secretary with a monthly schedule
of all teacher interviews

A general suggestion that he not spend too much
time in the building, talking informally with
teachers. "If they have a need for your service,
they'll let you know."

The field agent 's meeting with a high school principal

who is not sure of the field agent's role in the school

digtrict. The principal, because of his lack of informa-
tion regarding the role of the field agent and the
potential value of the field agent's service, is thinking
about setting up some rather complicated and time-consuming
restrictions related to the field agent's freedom of access
within his schocl. The field agent is attempting to inform
the principal regarding his role and is hopeful the res-
trictions the principal has been alluding to will not be

formally imposed. The field agent speaks first.
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Step 12 Conduct of the Field Agent/School District Principal
Role-Playing Exercise (5 minutes)

Step 13 Discussion of Exercise Observations {25 minutes)

The trainer should comment on the technique used by the
field agent to persuade the principal not to impose any
unwarranted restrictions on the field agent's access
within the school. Session attendees should discuss
the trainer's observations.

Did the field agent:

® Explain his role and the potential value of his
service?

® Reject the restrictions the principal was alluding
to, or did he attempt to work around them with the
intent of gaining the confidence of the principal
by demons:rating his value over a period of time?

® Succeed in presenting himself as a professional
who was sincerely interested in being of service
to the principal and his teaching staff?

Step 14 Set the Stage for Field Agent/School Teacher Role-Playing
Exercise (3 minutes)

This exercise is intended to point out a potential
conflict situation petween two individuals within a
local school. The field agent has become a part of
this conflict only because he has provided resources

to one of parties involved.

The field agent is meeting with a junior high school
student counselor who is upset because a teacher in his
school, who never refers any of his students to the
counselor, has been provided a rather extensive package
on the "counseling of junior high age students.” The

field agent, sensing the personal threat the counselor

feels regarding the teacher's interest in student

counseling, speaks first.




Step 15

Step 16

Step 17
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Conduct of the Field Agent/School Teacher Role~Playing
Exercise (5 minutes)

Discussion of Role-Playing Exercise /25 ‘° utes)

The trainer should discuss the ap}. + used by the field

agent to allay the fears of the student counselor. Session

attendees should comment.
Did the field agent:
® Listen to the complaints of the counselor?

e Attempt to smooth over the incident without mini-
mizing the seriousness of the situation from the
viewpoint of the counselor?

® Comment on the good reports he had received from
other teachers regarding the effectiveness of
the counselor's program?

® Suggest that he meet with the teacher and the
counselor to review the contents af the teacher's
resource package and perhaps reestablish some
form of communication between them?

Session Summary

The session moderator should summarize the overall results

of the role-playing exercises and discussion periods. 1In
addition, he should provide the trainees with a few basic
thoughts that will enable them to understand the similar-
ities that exist in interacting with people at different

levels of authority, even though there may be a difference

in approach or situational context. For example:

® In each of the role-playing exercises, the client .exhibited

an aversion to change (The field agent should not
project himself as a “"change agent"; however, he must
always keep change in mind. The change may be just

a willingness to consider new information before
making a decision.

e In each case the field agent was seen as a threat
to the status quo.

® None of the administrators or educators had any real
understanding of the field agent's professional role
or personal intentions.
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® In all of these situations, lack of knowldege
created fear.




SESSION NO. 12

NON~-ERIC SEARCH STRATEGY AND RETRIEVAL

I. SUMMARY DESCRIPTION OF MODULE
A. Objective

To introduce trainees to the use of the Center's resources in

answering information requests and the management of records for

in-process and completed searches.

Upon completion of this module, trainees should be able to:

1. Describe some of the considerations in selecting resources
to answer an information request and outline an approach to
filling the request

Plan a search of non-ERIC resources

Develop a form for recording search activities and maintaining
search records

Explain the role of previous searches in the development of a
search strategy

Particigants

Trainers: An instructor [and an information center retrieval
specialist]

Trainees: Retrieval _ecialistsg

Summary of Module Activities

Following a brief irtroduction to the module, the instructor pre-
sents some of the decisions and actions involved in planning a
search. The trainees then practice developing search strategies
involving one or more non-ERIC resources and share their decisions
in a group dis:ussioi: of the exercise. Next, the trainees parti-
cipate in an exercise using indexes and other tools to retrieve
non-ERIC materials. Finally, the trainees examine some sample
search forms and discuss their use.

Duration

Three hcours

P e

.




II.

REQUIRED MATERIALS AND AIDS

A.

Trainer Preparatory Reading

1.

Far West Laboratory for Educational Research and Development.
The Educational Information Consultant (EIC): sSkills in
Disseminating Educational Information. Berkeley, Calif.:

Far West Laboratory for Educational Research and Development,
1972. [Retrieval Module, Elements 3 and 4 of Trainer's
Manual and "Explanation of the Search Procedure Form".]

Sherman, C. Neil et al, The Educational Information Center:
An_Introduction. Los Angeles, Calif.: Tinnon-Brown, Inc.,
1969. [Chapter V "The Center's Services"]

Sieber, Sam D. et al. The Use of Educational Knowledge.
E.2luation of the Pilot State Dissemination Program: Final
Report. New York: Bureau of Applied Research, Columbia
University, 1972. fpart III "The Information Retrieval Process"]

Weisman, Herman M. Information Systems, Services, and Centers.
New York: John Wiley & Sons, Inc., 1972, [Chapter 5 "Docu-
mentation Practices-~Classification and Indexing for Storage
and Retrieval" and Chapter 6 "Documentation Practices--Informa-
tion Services"]

Trainee Preparatory Reading

1.

rar West Laboratory for Educational Research and Development.
The Educational Information Consultant (EIC): Skills in
Disseminating Educational Information. Berkeley, Calif.:

Far West Laboratory for Educational Research and Development,
1972. ["The Search Strategy"]

Aids and Equipment

1.

Information Center reference collection (or sample collection
listed in Module 10, S:ction II.C.) A

Resource "Shopping Lists"
Request Forms

Search Records

Problems in Search Strategy

Exercises in Non-ERIC Retrieval




SCHEDULE OF ACTIVITIES

Topic Activity Minutes

Step 1 Using the Center's Resources to Presentation 20
Answer Requests

Step 2 Developinyg Search Strategies Small Group
Exercises

Step 3 Gro r Discussion of Exercises Discussion

Step 4 Retrieving non-ERIC Materials Small Group
Exercises

Step 5 Search Forms ard Records Discussion

SPECIAL CONSIDERATIONS

As with Session No. 10, this session should be held in an information
center. 1If no center is availabie for the session, the sample
collection listed in Sessiocn No. 10, Section II.C. may be used.

If the session is held in an information center, it is desirable that
a retrieval specialist from the Center's staff be available to assist

in the use of the Center's reference collection.

CONDUCT OF THE SESSION

Step 1 Using the Center's Resources to Answer Requests (15 minutes)

We have considered what the components of an educational infor-
mation center might be and the purposes the Center's collection
might serve. 1In this session we'll be looking at how the
collections might be used in filling information requests and

how *the search request might be approached.

Let us first think about what we mean when we speak of an
information request. Clients will be calling upon the Center
for help in any number of different pursuits. The type of
request is one of the most important factors in deciding on

the appropriate approach in fulfilling it.
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Harold Borko (quoted in Herman Weisman's Information Systens,

Services, and Centers) identifies five types of requests:

[Write these points on a chalkboard.]

(1) Request for a specific document.

(2) Request for information by subject. Generally, the user
wants relevant documents, but not necessarily all relevant
documents, and he wants them i1n a reasonable period of
time.

(3) Requests for exhaustive search. The user needs all of
the literature published on that particular subject.

(4) Browsing. The user wants to "wander" through the litera-
ture to find whatever stimulation or interest the
documents may hold for him.

(5) Current awareness. Users need to keep abreast of the
developments in their field(s) of interest.

Weisman adds to these a sixth:

(6) Request for an answer to a specific question. The answer
might be a single data point or a substantive and

substantial chunk of information.

Included in the request may be some other clues that help
determine how to approach the problem. For example, the client

who asks for information on "how-to-do" something is indicating

material with a particular kind of approach.
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Another way of looking at types of requests is in terms of the
type and level of effort that is implied in the retrieval
process. Weisman categorizes them in ascending order of
difficulty:
[Write these points on a chalkboard.)
s (1) Requests for available "off-the-shelf" data, information
or documents.
(2) Questions that can be answered "off the top of the head"
by the assigned specialist.
% (3) Requests for readily available data and information that
require simple duplication.
(4) Requests for data or bibliographic references available
via routine manual or computer processing.
(5) Requests for data, information, or specialized retrcspec-
tive bibliographical references requiring a moderate

degree of definition and/or processing.

(6) Requests requiring correlation of information from various
documents in the file to develop an appropriate and
valid response.

(7) Requests fcr counseling and guidance on spcciric problems
within the mission of the system. Specialists should not
be expected to solve a user's problem but to provide refer-

¢nce sources, documents, or information that might help

the user solve his own problem.
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(8) Complex requests requiring a great degree of definition
and/or complex or special processing. Definition in .
some instances may require days or weeks of <ffort on the
part of the specialist and many interchanges with the
requester. Information and data from the system's files
may need to be correlated with data furnished by the re-

quester or from other sources.

With the exception of requests for specific documents or
answers to specific questions, most requests require a combina-

tion of methods and tools to b- answered fully.

In your reading of The Search Strategy, you were introduced to
the "Bibliographic Chain" (in the Information Search Procedure
Chart) as a graphic representation of the progression cf in-
formation from its conception to its final disposition or re-
placement. This "Bibliographic Chain" is a useful tool for
plotting methods and tools we may need to employ, since it

summarizes the alternatives that should be considered.

Your primary decision at this point is what type of resource
will probably supply the bulk of information needed to fill a
request. In some cases, the request will require a combination

of two or more sources in roughly equal amounts. 1In any case,

you need to consider your primary approach.




In deciding which resources to use in your approach, you should
consider what functions each resource serves, as suggested by
the EIC materials cited in your bibliography. This neans con-
sidering which resources:

[Write these points on chalkboard.]

e Supply relevant background readings
® Index periodicals
e Help locate currént bibliographies
Lead to reviews of recent books
Help locate individuals, institutions, and/or associations
working in your field of interest
Help in selecting appropriate media material
Supply relevant criteria for evaluating alternative

solutions

A good way to be sure you don't neglect any of the resources
available to you is to use a shopping list of all the resources
in the Center or accessible to it through cooperative agree-
ments. Two examples of such shopping lists are included in
your packets. [Ask trainees :o find these displays.] You
will notice that the groupings in the second form closely

follow the scurces shown in the Bibliographic Chain.

\\
AS
~

As your experience increases and you become more familiar with

your resources, you will probably find that you need to refer




to your shopping list less and less often in planning your
approach. However, with regular updating to reflect changes
in available resources, it will remain a valuable checklist.
Developing Search Strategies (45 minutes)

Divide trainees into tcams of two or three and distribute the
Problems in Search Strategy to each team. Instruct the teams
to read through each problem carefully, discuss the possible
approaches, using the two "shopping lists" as references, aad
record their approaches in the space provided. Explain tha“
the purpose of the exercises is to provide some practice in
choosing an approach rather than a specific source. There-
fore, trainees should not be concerned if they are unfamiliar
with some of the items on the shopping lists.,

Group Discussion of Exercises (15 minutes)

Reconvene the trainees to discuss the decisions they made in

determining the appropriate search approaches for each of the
exarcises.

Retrieving Non-ERIC Materials (30 minutes)

Now that we've determined the kinds of resources that are
likely to yield the infurmation we need, the next step is
to consult these resources to see if they do, in fact, fill
the request., Consuiting these resources will also tell us

whether or not they should be supplemented with additional

resources,

The next exercises are designed to give you some practice

in using reference or location tools in locating materials,

We will not be working with RIE or CIJE in these exercises,

because they will be covered separately in later sessions.

Divide trainees into new teams of two or three and distribute
Exercises in Non-ERIC Retrieval to each team. Indicate the
location of the reference tools.
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Step 5 Ssearch Forms and Records (15 minutes)
We have already worked a little with the resource checklist
or "shopping list" as a tool in planning the search approach.
Before we conclude this session, we should consider two other
kinds of forms that are associated with the Center's re-
, trieval function. They are the search request form and the

forms used for search records.

With the search request form, we have a checklist of basic
information needed to process an individual search. In addi-
tion, the form serves to provide a history of the request,

including background information on the client,

The search records summarize search activities and can be

used to show trends in user tyres, subject areas of requests,
and so forth. These search records are also necessary to the
reporting of search activities. The data derived from search

records will provide input to planning Center's priorities.

Let's start with the search request forms. 1Included in your

packets are examples of request forms used by variouas Centers.

Ask trainees to find these displays in their packets. Iastruct
trainees to examine the sample forms for two of three minutes,
then lead a discussion of the main types of information covered

Q
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by the various forms. The following points may be considered
in the discussion:

e What kinds of information seem necessary for the Center's
records?

What kinds of information would be helpful for planning
and conducting a searcn? How?

How might these forms prove useful in future searches?

What are some of the ways in which the search request forms
might be organized?

Now let's look at some of the forms used to maintain records
of search activities. 1Included in your packets are examples

of the types of forms used by Centers for their record k2eping.

Ask trainees to find these displays in their packets. Allow
them two or three minutes to examine the forms and then lead
a discussion of them covering the following points:

® What are some of the kinds of information that it may be
useful to record?

What are some of the ways in which search records might be
used (e.g., reporting, planning purchases, detecting areas
of high or low usage)?

What are some of the dimensions that are needed for reporting
purposes?

Briefly summarize the major areas covered in the session and
point ahead to the modules on ERIC retrieval and packaging of
materials.,




SESSION NO. 13

ESTABLISHING AND MAINTRINING A FIELD OFFICE

I. SUMMARY DESCRIPTION OF MODULE

A. Objective

To provide the trainee with practical information that will assist

him in his task of establishing a field office within the district

to which he is assigned.

Upon completion of this session, trainees should have a basic

understanding of the more important aspects of the following five
~ tasks that pertain to "'he setting up of a field office:

1. Allocation of office space

2. Obtaining and using secretarial support

3. Scheduling interviews

4. Setting up files

5. Identifying materials for a local collection

Participants

Trainers: A moderator and two experienced field agents
Trainees: Field agents

Summary of Module Activities

Following a brief explanation by the moderator regarding the pur-
pose of this module, the moderator and the two field agents will
conduct a group discussion of each of the five topics that were
selected for this session. The session will conclude with a
summary review by the moderator.
Duration
One hour

REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory Reading

Summary Outline - Session No. 13, "Establishing and Maintaining a
Field Office"
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B. Trainee Preparatory Reading

Summary Outline - Session No. 13, "Establishing and Maintaining a
Field Office"

C. Aids and Equipment \

None
7 III. SCHEDULE OF ACTIVITIES
Topic Activity Minutes
Step 1 Session Introduction Presentation 2
Step 2 Allocation of Office Space Group Discussion 10

Step 3 Obtaining and Using

Secretarial Support Group Discussion 15
Step 4 Scheduling Interviews ~oup Discussion 10
Step 5 Setting up Files Group Discussion 10

Step 6 Identifying Materials for
a Local Collection Group Discussion 10

Step 7 Session summary Presentation 3
Iv. SPECIAL CONSIDERATIONS

This session should aot be scheduled until the trainees hawe had time
to read the Summary Outline that is included in their trainee package.
The session format is primarily an open discussion of the five areas
selected as being important to the new field agent who is faced with
the task o setting up his field office operation. Formal presenta-
tions should be avoided. The session moderator should encourage the
trainees to ask questions and discuss different points of view with the
experienced field agents who are serving as the session trainers.

V. CONDUCT OF THE SESSION
Step 1 Session Introduction (2 minutes)
The purpose of this session is to provide you with the oppor-

tunity of discussing with our panel of experienced field agents

a series of five topics that will assist you in the establishment




Step 2

13 - 3

of a field-based operation. This session has been included
in your training program because field office management

frequently differs from that of a normal home office.

Each of our panel members will respond to your questions from
his particular point of view. it is expected that some dif-
ferences of opinion will emerge. The reason for this is

that different individuals very often adopt different ap-
proaches to solve the same problem. Also, our field agents
have served in different locaticns that of necessity dictated

diverse solutions.

The five topics to be discussed are:

® Allocation of office space

® Obtaining and using secretarial support
® Scheduling interviews

® Setting up files

® Identifying materials for a local collection

Allocation of Office Space (10 minutes)

This topic should be discussed in terms of:
e Office location
® Need for access tc meeting roems for groups

® Basic office furniture and equipment

Storage space




Step 3 Obtaining and Using Secretarial Support (15 minutes)

This topic should be discussed in terms of:

e Full-time versus part-time secretarial support

® Technical and perscnal qualifications

® The expanded role of the secretary as a paraprofessional
field agent and retrieval specialist

Scheduling Interviews (10 minutes)

This topic should be discussed in temms of:
® Initial contacts versus follow-up visits
® Geographical area scheduling
® Time scheduling
Teacher interview schedulinc
Appointments versus drop-in visits
Formal meetings versus informal gatherings

® Interview schedule records

Setting up Files (10 minutes)

This topic should be discussed in temms of the various types
of files the panel members recommend be maintained. Examples
should include descriptions of files such as:
® Personal files for each request
® Master log book of daily requests

District log

Correspondence files

Agent requescs to nonretrieval center sources

Loaned material

Special consultant references




Step 6 Identifying Materials for a Local Collection (10 minutes)

This topic should be discussed in terms of:
® Time
® Space

Retrieval center response

Budget, i.e., high-demand items that are easily reproduced
versus "nice to have" materials that may be more costly

Session Summary (3 minutes)

The moderator should briefly summarize the important points
made by the field agents and trainees during the group dis-
cussion periods.




SESSION NO. 14

ESTABLISHING AND MAINTAINING STAFF RELATIONS

I. SUMMARY DESRIPTION OF MODULE

A. Objective

To broaden trainees' understanding of the elements
involved in building and sustaining good staff relatioms.

Upon completion of this module, trainees should:

1. Understand the dimensions of staff selection criteria.
2. Understand staff management philosophies.

Understand goals of staff meetings.

Understand ways of maintaining contact with staff.

Understand relations between central office staff and
SEA personnel.

Participants
Trainers: 1 Instructor
Trainees: Project Managers

Summary of Module Activities

This is a series of case studies used to illustrate points
regarding staff relatioms.

Duration

1 hour
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II. REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory Reading

1. Lippitt, R. and White, R.K. "An experimental study of
leadership and group life'" in Maccoby, Newcomb, and
Hartley (editors), Readings in social psychology. New York:
Holt, Rinehart, & Winston, 1958, 496-511.

2, Luft, J. O0f human interaction, Palo Alto: National Press
Books, 1969,

3. Sieber, S.D., et.al. The use of educational knowledge;
7 evaluation of the pilot state dissemination program.

New York: Columbia University, 1972, 263-266, 398-408.

B. Trainee Preparatory Reading

None

C. Aids and Equipment

None

ITI. SCHEDULE OF ACTIVITIES

Topic Activity Minutes
Step 1 Determine individual Group discussion 10

situations regarding
staff, priotities, etc.

Step 2 Hiring staff Mini-case study/ 20
presentation
Step 3 Characteristics and Presentation 10
value of staff meetings
Step 4 Contact between Mini-case study/ 19
director and staff presentation
Step > Contact between Mini-case study/ 10
project and SEA presentation

IV. SPECIAL CONSIDERATIONS

This session is best handled by an experienced information center
manager, However, readings and mini-case studies are provided so
that the module can be carried by other trainers., If an information
center manager is available, he may choose to add or to exchange
these case studies for some drawn from his own experience.
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CONDUCT OF THE SESSION

Step 1

Determine individual situations regarding (10 minutes)
staff, priotities, etc.

Ask trainees to briefly describe individual project.
Have each specify its size, number and type of
employees, priorities, etc. Points raised by
trainees may alter the use of the following

outline and case studies. For instance, if

there are no field agents, do not use the

part of the outline that discusses selection
criteria for {ield agents.

Hiring staff (20 minutes)

Each trainee has a copy of the following case
study. Quickly read it aloud.

HIRING A NEW RETRIEVAL SPECIATIST
The dissemination project in Ceanville is now one year
old. The original staff included one retrieval coordinator,

one retrieval specialist, 3 field agents, and the

project director. During the first year, two parttime

field agents were added to the staff. Now a retrieval
specialist is to be added. The director has agreed to

the new position because John, the retrieval coordinator,

has convinced the director that there are simply too many
requests to be handled by the two-person staff. The director
has not made any decisions about possible reorganization within
the retrieval office. He has simply been thinking about

hiring another person that would take over the same

kinds of responsibilities that the other retrieval

specialists now do. For instance, John reviews all in-

coming requests. He then assigns half of them to Judy,
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the retrieval specialist and does half himself. The

three job applicants are each highly qualified, yet

possess very different strengths. The director finally
decides he must consider possible reorganization strategies

before he can hire the new retrieval specialist.

Discussion Points:

1. vwhat strategies are open to the director?
Possible strategies -- 1, organize by resource
specialities e.g. human resources, ERIC computer
search resources, and local collection resources.
2. organize by regions, e.g. divide the state into
three regions and have each retrieval specialist
handle requests from that area so there is close
liaison between specialist and field agents in
region, 3. Organize by topic area so that each
specialist can know all the relevant sources,
human, print, etc. for several given areas.

Having decided on a strategy, which of the three applicants

will the director choose?

(The trainer should read the brief description of each applicant.)

APPLICANT A. Marie, at the age of 26 has just received her
master's degree in library science. During her last quarter in
the University in Ceanville, Marie met the retrievalvstaff and
became enthusiaséic about active dissemination rather than
passive holding of resource materials. In fact, her master's
thesis was influenced greatly by the kinds of work she has

seen in this project. She has had no directly relevant experience.
The only job she had before getting h-: .aster's was as the

librarian in an elementrary school library where the main

concern was getting books back on time,
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APPLICANT B. George is highly qualified. At the age of
35, he agreed to leave his position as a retrieval
coordinator in a regional information center sc that
his wife could continue her education at the University
at Ceanville. Since her major is fairly unusual, she
felt she had to go where the courses were being offered.

George has a B.A. in English.

APPLICANT C. Barbara is currently one of the two part-
time field agents. Her husband has changed jobs and they
will be moving to Ceanville next month, She has worked
well with the staff and is liked by all., Her particular
strenghts are sensitivity to other's needs, and of course,
her great knowledge of the kinds of problems as well as

human resources found in the region she has been working.

DISCUSSION QUESTIONS:
1. which applicant will the director choose? Why?

2. How much weight should he give to the opinions of the

retrieval staff?

(Trainer: The answers will be based on the strategy chosen
for retrieval staff reorganization. Would prior knowledge
of the applicants have persuaded the director to choose a
different strategy?)

Following is an outline of points that cover more general
hiring criteria. Some of these points may have been brought out
during the previous discussion.

I. Hiring Staff: Identify needs and hire personnel with

strenghts that are complimentary, e.g. a retrieval
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specialist with administrative skills. Selection
criteria include:

Retrieval Specialist

1. Record of ability to work well as part of a team.
2. Willingness to be trained in new skills.

3. Research background or understanding of research
4, Some experience in writing.

5. Potential for growth based on recommendations.,
Extension Agent.

1. Verbal communication skills,

2, Sensitivity to others.

3. Good listener.

4, Background in working with people

5. Enthusiasm,

6. Experience in information science.
Characteristics and value of staff meetings (10 minutes)

The following outline of points represent the material
to be covered in this brief presentation. Point A.l. is
well documented in the reading by Lippitt and White.
Although their illustrations of a democratic leader, a
autocratic leader, and a laissez-faire leader need to
be adapted for this presentation, these management
styles are useful to consider.

Characteristics and Value of Staff Meetings
Characteristics of Staff Meetings

1. Management philosophies -~ democratic, autocratic,

and laissez-faire.
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Open communication -- objective attitudes toward
policy discussions and conflict resolution.

Discussions centered on goals rather than
individual grandstanding.

4. Emphasis on teamwork.
Values of Monthly Staff Meetings

1. Plays key role in conceptualizing individual roles
and the purpose of the project.

Gives extension ‘gents approval and support, especially
when agents operate in isolated conditions.

Content of meetings: problems, successes, plans and goal
modifications, evaluation of activities, training needs.

Contact between director and staff (10 minutes)

The following case study will help illustrate the need for
contact with the staff. The discussion should focus on
ways to initiate and maintain contacts. The trainer should
read the following case study.

MAINTAINING CONTACT WITH FIELD AGENT

The state has a combination of big cities and rual
iso.ated areas. Most of the field agents work in or

near a big city. One agent was assigned to a rual area,

The director has told the agent when he was hired that

he thought there would be a‘position available for him

in one of the cities within six months. The agent has
now been in the field for seven months., He is unhappy,
feels lonely, and thinks that he has been forgotten. The
directnr tried to phone him often during the early
months since he was aware of the loneliness problem.

However, the project has been expanding lately and the
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director does not have time for the bi-weekly
calls. The agent is a good one and the director
does not want to loose him. However, the position
in the city has not worked out. It now looks like
the agent will have to stay in his present location
for another five or six months, What kinds of new
communication links can the director provide for

the agent to relieve his sense of 'nobody cares'?

DISCUSSION QUESTIONS:

1. What can be done by the director?

2, What can be done by the retrieval staff?

3. What can be done by the other agents?

The following outline may suggest additional points
to be covered.

Contact between Director and Staff

Staff meetings.

Telephone contact between Center and extension
agents, two or three times per week.

Written reports.

l. Weekly report from extension agents ~-- daily
log of all contacts, input or output, summary of
what transpired, outcomes, and approximate
amount of time,

Monthly statistical report from Retrieval Center.
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Visits to the field by directors -- learns field
problems, needs, successes, and gives agent support
and prestige

Continual informal contacts with Center staff.
Assignment of multiple tasks to each retrieval specialist

to develop expertise in all aspects of the program and
to minimize routine tasks.

Contact between project and SEA (10 minutes)

The following case study illustrates a situation where there
is little formal contact between the project and the SFA
staff. It is followed by an outline that may provide ideas

not brought out in the discussion. ihe trainer should read the
case study.

LACK OF CONTACT BETWEEN DISSEMINATION PROJECT AND SEA
The setting is a staff meeting. The project director, two

full time field agents, one parttime field agent, and two

retrieval specialists are seated around a table. The first

item on the agenda is the lack of communication between
the project staff and the SEA staff. Early contacts were
not made because .the project staff were busy learning new
jobs and starting operations. At present, there are no
real problems. The project staff and the SEA staff just
leave each other alone. After bringing this situation

to the attention of the staff, the director says:
Director: We have several options open to us at this
time. We could just accept the situation as it is, being
grateful that we don't have any enemies. Or we could try
to initiate some contacts with individual staff members,

or with groups of them in which we explain our function.




14-10

These contacts could be made through memos or they
could be made personally with each of us making a

few of the contacts. I suppose there are several other
ways of changing the situation. I would like to know
what ideas each of you have. Hank, do you think we

should try to alter our relationship with the SEA?

LISCUSSION QUESTIONS:
Did the director pose the problem in an open way?
Will the staff be able to present their ideas?
What ideas might they present?
How snould the director handle the situation if the
retrieval specialist who deals only with print materials,
and the parttime field agent think the situation should
be left as it is while the rest of the staff, including
the project director feels that better contacts need to
be established between the project and the SILA?
How should the director help the staff decide on a

strategy -- e.g. what should be done first and when

it should be done, what should be done second and when

it should be done, etc.

Establishing Contact Between Project Staff and Other Sea
Personnel. Various steps can be taken to raise the level of
awareness within the Department.

A. A brief explanation of services at a cabinet meeting by
the director.

B. Persoral contact with individual directors (general education,
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career education. etc.) to negotiate the use of
specialists in the various department sections.

Follow-up slides/tape presentations to section staff
meetings by retrie-al specialists. This can initiate
requests for services within the department.

Use of various specialists for technical assistance,

Send copies of field requests to appropriate specialists
for information.

Use of services by specialists,

Notification of all personnel of newly acquired
publications.

Channeling of special articles to specialists.

Keeping the Associate Superintendent, Deputy Superintendent,
and Superintendent informed via memo and progress reports
and/or personal reports.

Visiting IED superintendents, discussion reports.

Trainer should briefly summarize the major points of
this session. Trainer should determine if trainees feel
they have an understanding of:

1.

Staff selection criteria,

Staff management philosophics,

Goals of staff meetings.

Ways of maintaining contact with staff.

Ways of establishing relations between central
office staff and SEA persomnel,




SESSION NO. 15

INTRODUCTION TO COMPUTER-BASED EDUCATIONAL INFORMATION SYSTEMS

! I. SUMMARY MESCRIPTION OF MODULE

A. Objective

To provide a comprehensive overview of the state of the
art in computer retrieval oystems for educational
information data bases.

Upon cempletion of this module, trainees should:

Be aware of the various educational information data
files, and the kinds of inforwmation available in each.

Ty

Be aware of the differences between batch and on-line
searching systems and understand the advantages and
disadvantages of each.

Be aware of the various batch and on-line systems
currently available, and know who is using each one.

B. Participants
Trainers: 1 Instructor
Trainees: All

C. Summary of Module Activities

This is a lecture, with time for questions and discussion
at the end of the presentation.

D. Duration

1 hour
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II. REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory Reading

There is some new material in press on this area and we
suggest that the trainer obtain this for preparation.
ERIC and LEASCO are distributing a new handout which
should a complete description of the ERIC tapes. Also,
Allan Humphrey of the School of Library Science at U.C.
Berkeley, is now completing a report for ERIC which
describes the status of batch searching systems for the
ERIC tapes. Materials on DIALOG and ORBIT, the two
interactive systems currently available can be obtained
from Lockheed and System Development Corporation.

B. Trainee Preparatory Re ding

None

C. Aids and Equipment

None needed, however, if additional time is available,
films might be obtained from ERIC, Lockheed and S.D.C.

III. SCHEDULE OF ACTIVITIES

TOPIC ACTIVITY MINUTES
Step 1 The ERIC Date Base Lecture 10
Step 2 Searching te ERIC Tapes ’ Lécture 15
Step 3 Currently Available Systems Lecture 15
Step 4 Getting Started Lecture 15
Step 5 Summary and Questions Discussion S

Iv. SPECIAL CONSIDERATIONS

If possible, an expert in this area should be obtained
to present this session. In addition to his session,
if possible, trainees should be provided some

"hands on" experience in working with a computer
search system during the training session.




V. CONDUCT OF THE SESSION

Step 1. The ERIC Data Base
A. the ERIC system
B. the ERIC tapes
1. contents
2. format
a. sequential files
b. inverted files
3. availability and distribution
Step 2. Searching the ERIC Tapes
A. overview
B. search logic
C. searching strategies
1. sequential vs., inverted files
2. batch vs. on-line systems
Step 3. Currently Available Systems
A. batch systems
B. on~line systems
Step 4. Getting Started
A. buying a package
B. buying a searching service
C. developing your own software
D. modifying existing software
Step 5. Summary and Discussion

(10 minutes)

(15 minutes)

(15 minutes)

(15 minutes)

(5 minutes)




I. SUMMARY DESCRIPTION OF MODULE

A.

SESSION NC 1o

RETRIEVING ERIC INFORMATION--A

Objective

To provide a basic introduction to the interdependencies of
personnel functions with the retrieval process, and to illustrate
several elements of the retrieval process through the use of
selected ERIC products.

Upon completion of this module, trainees should be able tc:

1. Relate the retrieval process to the sequence of several
activities in a service center and identify its inter-
dependencies with other functions

2. Explain the structure and format of the ERIC vocabulary
authority (Thesaurus of EPIC Descriptors) and describe
the impact of indexing prac*-ices on the searchers'
translation activities

3. Conduct manual searches of Research in Education and
Current Index to Journals in Education--beginning with
the use of the Thesaurus-- to understand some of the
decisions and judgments *hat must be made by searchers

Partic;gants
Trainers: One instructor

Trainees: All

Summary of Module Activities

The trainer introduces the module with a presentation on the
interface points and interdependencies in the flow of major
center functions. Emphasis is on various translation
activities involved in this flow. The major portion of this
presentation is then devoted to explaining the structure and
format of the Thesaurus of ERIC Descriptors, a principal

tool in handling these translation problems. As a group,
trainees work through some Thesaurus exercises with the trainer
and then conduct a search of RIE and CIJE in small groups {(or

individually). The session is concluded by a review and discussion
of the search exercise.




II.

D.

16-2

Duration .

Two hours.

Trainer Preparatory Reading

1.

Far West Laboratory for Educational Research and Development.
The Educational Information Consultant (EIC): skills in
Disseminating Education Information. Berkeley, California:
Far West Laboratory for Education Research and Development
1972, [Retrieval Module, Elements 1, 2, and 3 of Trainer's
Manual.]

Mathies,M. L. and Peter G. Watson. Computer-Based Reference
Service. (To be published by American Library Association,
Summer 1973.) [Part One and Appendices A and B)

How to Use ERIC. Washington, D.C.: Superintendent of
Documents, The U.S. Government Printing Office, 1972.
(OE72-129)

Goodman, Frederick. "The Role and Function of the Thesaurus
in Education" in Thesaurus of ERIC Descriptors. New York:
CCM Information Corporation, 1972.

Trainee Preparatory Reading

1.

How to Use ERIC. Washington, D.C.: Superintendent of
Documents, The U.S. Government Printing Office, 1972.
(OE72~129)

Far West Laboratory for Educational Research and Development,
The Educational Information Consultant (EIC): Skills in
Disseminating Educational Information. Berkeley, C-lifornia:
Far West Laboratory for Educational Research and Development,
1972. ["The Search Strategy"]

(Retrieval specialists will have read this paper for Session 12,
but it will be a new assignment for field agents and project
managers.)

Sample Search Request Forms

(Retrieval specialists will have these in their packets
for Module 12)
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C. Aids and Equipment

At the beginning of the session the instructor should distribute
the following items:

1. Thesaurus of ERIC Descriptors

2. Research in Education (September 1972 issue)

3. Current Index to Journals in Education (September 1972 issue)

Displays Rl - R4b and Retrieval Exercise--A are included in
the trainees' packets.

SCHEDULE OF ACTIVITIES

Topic Activity Minutes

Step 1 Introduction to Personnel Roles Presentation/Discussion 20
in the Translation Activities
of the Retrieval Process

Step 2 Understanding and Using the Presentation/Group 40
Thesaurus Exercises

Step 3 Conducting Manual Searches Small Group Exercise 30
of RIE and CIJE: RETRIEVAL
EXFRCISE~-A

Step 4 Review of Search Results on Group Discussion 30

RETRIEVAL EXERCISE--A
SPECIAL CONSIDERATIONS

It would be desirable to supplement this session at Step 2 with a
presentation by a representative (indexer/abstractor) from an ERIC
clearinghouse. This individual could be asked to give a concluding
15-minute presentation on the specific indexing practices of his
clearinghouse with illustrations of the indexer's decision points
relative to such items as the use of generic and specific terms,
adoption of definitions specific to his clearinghouse's speciality
area, and coverage of peripheral subject areas. The clearinghouse
representative could also be available to answer questions from
trainees on document acquisitions and processing by the ERIC system.
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CONDUCT OF THE SESSION

Step 1

Introduction to Personnel Roles in the Translation Activities

of the Retrieval Process (20 minutes)

In the introduction to the EIC materials, a well-
known quote from James Thurber is cited: "So much
has already been written about everything that you
cannot find out anything about it." This observation
vividly captures the problem of information retrieval.
We all encounter difficulty in finding material on a
specific topic, even when we are fairly certain that
relevant works have been brought under bibliograrhic
control in the published world or in the ERIC
system. Thus it is essential that we focus
considerable attention on this particular

service function in this training session--not

only for the retrieval specialists, but for

all center or project personnel.

In this first retrieval session we would like

to begin our illustration of the importance of
understanding the retrieval process—-particularly
ERIC retrieval--to all Center or project personnel
by discussing the sequence of retrieval activities,
Farticularly as the whole process relates to other

Center activities and the responsibilities each
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of you has in developing an understanding of

skills required in these areas. We will “hen
concentrate on the problem of translating the
natural language of the client into the language
of the system. We will be using ERIC to illustrate

this problem since the Thesaurus of ERIC Descriptors

and the ERIC search tools will be major resources for
all of you.

[Ask trainees to find the Information Searching
Procedures flowchart (Display Rl) in their packets.]

Although some of you have discussed this flowchart
in an earlier module, I want to use it now to
point out some interrelationships in the normal
flow of center activities. 1In this version of

the flowchart, we have added dotted lines through
several of the action boxes, indicating that there
are definite or potential interfaces between the
searcher and other rersonnel. We should note three
key interface points:

(1) Redefine Problem Statement. The results of the

query negotiation process are typically summarized
on a search request form--a step that we have added

to this fleowchart. This is our first interaction or

interface between project personnel, even if it is
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represented by the transmission of a piece of paper. A
retrieval specialist or central office staff member
reviews this summary statement before developing a search
strategy--noting special instructions regarding level or
type of documents and any indications from the field
agent regarding the type of search that should be
performed, e.g., comprehensive or selected, or other
clues that characterize the client's needs. Most of the
search forms that you will review do not contain sections
for comments by the field agent, and some of you may wish

to adapt existing forms, but add some sections that

supplement areas for guidance from the field agent on the

nature of the search or of the client.

Some sample search forms used by currently operating

centers are included in your packets.

Before structuring a search strategy, the retrieval spe-
cialist may need more information. The arrow pointing
down thus should have a yes-no branching to indicate that
the retrieval specialist may contact the field agent,

or go back directly to the client, to refine the search

problem further.




Need to Redefine the Problem. In some cases the need

to obtain more guidance on the client's information
needs does not reveal itself until the search is well
under way. As you will experience particularly in the
next retrieval module, the complexities of a particular
topic cannot be anticipated--either by the client, the
field agent, or the retrieval specialist--until some
initial searching has been done. This inevitability

poses some problems, similar to the first redefinition:

Does the retrieval specialist stop to seek

further guidance at critical decision points in

the search process?

If the ans- is yes, to whom does the retrieval

specialist turn: the field agent? the client?

both?

Do some of you here have any feelings about how

situations like this should be handled?

{There is no right or wrong way of handling such situa-
tions, but each project or center will have to develop
procedures for handling such occurrences. In some
centers, the retrieval specialist first contacts the
field agent, and if the agent feels that the client




should be contacted directly, he or she either makes
the follow-up contact with the center or recommends
that the specialist make the call.]}

Select Information. We will be discussing the task of

judging the relevancy of retrieval items in the Packaging
and Communications Module. What we might consider at
this interface point is who should be responsible for
screening materials: the central office staff (i.e., the

retrieval specialist) or the field agent?

(Again, this procedural question has no single resolu-
tion but varies from center to center, depending partly
on the kinds of packages developed to send to clients.
For example, in those centers that prepare bound printout
listings it is difficult for the field agent to screen
items further, but particularly relevant jtems can be
asterisked. In other cases the retrieval specialist
notes the most relevant items for the field agent in a
cover note, and the agent then screens further, adds
locally identified items, or simply passes on the package
to the client.]

Where in this flowchart do you see action points where the
retrieval specialist might seek help from other staff members

or personnel outside the center?

[For example, the searcher might bring a particularly diffi-
cult search to a full staff meeting for consultation and
advice, or might informally request assistance from another
staff member. If the subject area is particularly difficult,
the searcher might call upon an SEA subject specialist to
clarify meanings and help in the selection of terms and/or




resources; otherwise the searcher might call an outside
agency to identify specific information or additional
resources.]

The details and skills for functioning at these interface
points are the concern of several modules that follow, but to
summarize the point about interdependencies among all personnel
in the retrieval process, I would like you to look at Display
R2 with me. In this simplified picture of the chain of com-
munication between start and completion of a search, you will
notice a common thread of potential dilficulty running
throughout the communications effort. At each linking point,
whether it is between two people, between man and machine, or
between man and a system such as ERIC, there are translations

that must take place.

To start, the field agent is translating the communications
received from the client, who in turn is translating the
suggestions and comments from the field agen: to guide his/her

thinking. (Walk through remaining links.]

This display represents a chain of commun‘cations that is
somevhat analogous to the infamous whisper game, where the
last person to receive the communication (who is also the

initiator) may or may not hear a reasonable facsimile of his

originally whispered message. However, several elements in
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the service-related communications differ from this analogy.

One element of difference is that the original s*atement from

the client may not be the complete one, and this is not

el

(1)

(2)

(3)

(4)

known until the search results are placed before him ("Ch yes,
I really only wanted information on the slow learner.")
Another difference exists in the kinds of checks and balances

that can be built into the service communications. We have:

The skill and focussed effort of the field agent working
with clients and understanding the kinds of information
that are important in developing a complete statement on

the search problem

The request form that is used to guide the query nego-
tiation process, and r=sults in a written record of the
initial transacticn, which is expanded upon as required

by the retrieval specialist

A systematic approach to ferreting out information,

represented by the orderly steps and decision points in

the flowchart we just discussed

The final opportunity to judge the relevancy of the

information to the original problem statement, and the




option of returning to any one point in the process, or

turning to outside help

These kinds of safeguards and avenues of resources can con-
tribute to a quality performance in the retrieval area,
although they do not all necessarily contribute to rapid
throughput and economy of operation. The quantitative
aspects are dictated more by such conditions as experienced
personnel, continued advances in the technology and in system
input developments, and an underlying philosophy of what con-
stitutes a quality job. This latter item is the most
difficult issue, and one we will address, along with the

others, in other sessions.

Step 2 Using the ERIC Thesaurus of Descriptors (40 minutes)

One other major area in which the translation problem can be
brought under control is through center personrel developing
an understanding of the resource system and skill in the use
of reference tools. The basic philosophy of this training
session is that retrieval specialists must have the expertise
and skill in Thesaurus, but equally important, that field
agents and project managers must have a fairly solid founda-

tion in the same areas. (We hope that the introduction to



this module has helped to justify this trainin~ rationale.)

In particular., it is important that all personnel have some
knowledge of the language of ERIC. There are several
important things to understand about the language or terminol-
, ogy of the Thesaurus: (1) how it was developed; (2) what it
tells us about how the clearinghouses index documents; and

(3) how to use its several sections.

[Distribute copies of Thesaurus and ask trainees to find
Displays R3 and R4 in their packets.]

The best resources for acquiring this knowledge are: (1) the
introduction to the Thesaurus, by Dr. Frederick Goodman, and

(2) Computer-Based .Reference Services, by Dr. Mathies and

Peter Watson. Retrieval specialists may wish to refer

directly to the ERIC Operating Manual for more specific

details on the guidelines for indexinc and abstracting.
From these works we can see that there are some basic ERIC
input principles and procedures that become very important

in the retrieval operation. [Refer to Display R3.]

Discussion Guide for Display R3

(1) The vocabulary used in describing documents (i.e., the

descriptors) has been placed under control, and there
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1)

(2)

(3)

(4)

Principles and Procedures

ERIC vocabulary is controlled

The Thesauruvs is based on the
coordinate indexing concept, and
includes some multiterm descriptors
that have been precoordinated.

Only oreferred terms from the Thesaurus

are used in indexing documents,
although new terms may be recommended
by indexers.

Terms in the Thesaurus are not

assigned to unique classes, but are
displayed in clusters showing relation-
ships between terms in "families."
Indexcrs select terms most appropriate
for the general and/or specific levels
of discussion in a given document.

Searching Application

- ratural language of the request
must be translated into the preferred
terminology (descriptors) of the
Thesaurus.

If a precoordinated term does not
exist, searchers use terms represent-
ing different concepts from a search
problem and coordinate or combine
these selected terms in searching.
(This application is parti~ularly
important in computer searching.)

Searchers must note the "USE" and
"Use For" distinction among synonyms
that appear in the Thesaurus.

Searchers should select appropriate
terms (including broader, narrower,
and/or related terms) from several
different clusters or families.

Display R3
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are guidelines for indexers and searchers to deal with
the problems of dissimilar usage of terms in various
areas of education, and with the proliferation of terms
representing a similar idea or concept. This control is
, exerted by personnel within several components of the
ERIC system: subject specialists in clearinghouses
identify new descriptors; the PET (Panel on Educational
Terminology) establishes general policy; and ERIC

Central in NIE retains final authority in implementation.

For example, COMPUTER ASSISTED INSTRUCTION is the ERIC
preferred term, and is used in place of CAI, COMPUTER
AIDED INSTRUCTION, and COMPUTER BASED INSTRUCTION--all
perfectly good words and part of our natural language

usage, but redundant and unwieldy.

(2) The Thesaurus is built on the c&ordinate indexing
concept, which allows the descriptors to be combined in
various ways at the time of searching. A variation on

. this main concept is the multiterm descriptor, which
represents already coordinated (i.e., precocordinated)

terms that have a clear relationship, e.g., INFORMATION

CENTERS, rather than INFORMATION AND CENTERS.
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Language or terminology in the Trhesaurus stems from the

literature, and not from a predetermined classification

scheme, such as we see in typical subject-heading systems.

, (3) [Refer to Display R4a.] All terms--preferred terms and
synonyms--are listed alphabetically in the first section.
Preferred terms are indicated in large bold letters

(e.g., INDUSTRIALIZATION). Synonyms to preferred terms

appear in the listing but are followed by a USE notation,
e€.g., INDUSTRIAL CRAFTS, and after UF (USE FOR), e.g.,
EMPLOYEE RELATIONS. This system of cross references
helps the searcher enter at any of several terms includ-
ing your "natural language" preferences, and be pointed
to the correct term. [Ask group to identify all the

synonyms for ENGLISH (SECOND LANGUAGE).]

(4) The displays of groups ¢? terms in the Thesaurus do not
represent comprehensive classes, nor are terms assigned
exclusively to any one cluster. Hierarchical relation-
ships are shown, however, through the use of Broader
(BT) and Narrower terms (NT). For example, in Display
R4a, INFORMATION CENTERS are a more specific kind of

INFORMATION SOURCES or RESOURCE CENTERS. BANKING, BRICK

INDUSTRY, etc., are more specific kinds of INDUSTRIES.
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DESCRIPTORS

Shop Curriculum

Trade And industnial Education
Vocational Education
Woodworking

industrial Arts Laboratones
vst SCHOOL SHOPS

industrial Arts Shops
vse SCHOOL SHOPS

INDUSTRIAL ARTS TEACHERS 380
BT Teachers
RT Industrial Arts

hdustrial Crafts
vse INDUSTRIAL ARTS

INDUSTRIAL EDUCATION 140

SN All types of education related to
industry including industrial arts and
education for occupations in industry
at all levels

UF Industrial Instruction

8T Educet.o>r

RT Fluid Power Education
industrnial Arts
Industrial Technology
Industrial Training
Trade And Industnial-Education
Trade And Industrial Teachers
Vocational Education
Vocational Schools

Industrial Instruction
use INDUSTRIAL EDUCATION

INDUSTRIALIZATION 490

BT Development

RT Demography
Developed Nations
Developing Nations
Industnal Structure
Industry
Socioeconomic Influences
Stee! Industry
Technological Advancement
Technology
Urbanization

industrial Nations
use DEVELOPED NATIONS

INDUSTRIAL PERSONNEL 380
BT Personnel
RT Administrative Personnel
Developed Nations
Employees
Employers
Industrial Relations
Industry
Laborers
Mechanical Design Téchnicians
Production Technicians
Radiographers
Supervisors

INDUSTRIAL RELATIONS 150
UF Employee Relations
Labor Relations
BT Relationship
Collective Bargaining
Collective Negotiaticn
Employer Employee Relationship
Employment
, Fringe Benefits
Industrial Personnet
Industrial Training
Labor Unions
Public Refations

INDUSTRIAL STRUCTURE 490
BT Organization
RT Developed Nations
Industriahization
Industry
Mergers
Organization Size (Groups)

INDUSTRIAL TECHNOLOGY 400
“BT Tecknology
RT  Industrial Education
Industry
Technical Education

INDUSTRIAL TRAINING 270
SN Traiming for empioyees conducted by
industrnial organizations
BT Training
RT  Adult Vocational Education
Apprenticeships
Industual Education
Industrial Relations
Inplant Programs
Job Training
Off The Job Training
On The Job Training
Released Time
Trade And industrial Education
Trainees
Trainers

Industrial X Ray Operators
us€ RADIOGRAPHERS

INDUSTRY 370

NT Banking
Brick Industry
Broadcast industry
Construction Industry
Feed Industry
Food Service Industry
Insurance Companies
Lumber Industry
Manufacturing Industry
Meat Packing Industry
Petroleum Industry
Publishing Industry
Telephone Communications Industry
Tounism

BT Business

RT Coordinators
Equipment Manutacturers
Flud Power Education
Industrial Arts
Industrialization
industrial Personnel
tndustrial Structure
Industnial Technology
instrumentation
Mergers
Needle Trades
Office Machines
Organizations (Groups)
Organization Size (Groups)
Producer Services
Production Techniques
School Industry Relationship

Industry Schoot Relationship
use  SCHOOL INDUSTRY RELATIONSHIP

INEQUALITIES 340
BT Mathematical Concepts

Display R4({a)’

INFANCY 130

RT Chidhood
Ind:viduai Development
Infant Mortaiity
Infants
Pediatrics Training
Premature Infants

INFANT BEHAVIOR 060
BT Behavior
RT Infants

Infant Death Rate
ust INFANT MORTALITY

INFANT MORTALITY 070
UF Intant Death Rate
BT Death
RT Infancy
Premature infants

INFANTS 3B)D
NT Premature Infants
BT Age Groups
RT Infancy
Infant Behavior

INFECTIOUS DISEASES 250
NT Communicatie Diseases
BT Diseases

RT Dishwashing

Infirmaries
use HEALTH FACILITIES

Inflatable Structures
use  AIR STRUCTURES

Informal Conversational Usage
use  STANDARD SPOKEN USAGE

INFORMAL LEADERSH!P (60
BT Leadership

INFORMAL ORGANIZATION 020

BT Organization

RT Communication (Thought Transfer)
Organizational Climate
Organizations (Groups)
Power Structure

INFORMAL READING INVENTORY 520
BT Reading Tests
RT Reading Ability

Reading Comprehension

Reading Materials

Word Recognition

INFORMATION CENTERS 210

BT Information Sources
Resource Centers

RT Automation
Decentralized Library Systems
Educational Facilities
Information Science
Information Storage
Instructional Matenials Centers
Libraries
Library Facilities
Library Technicians

INFORMATION DISSEMINATION 330
UF Dissemination
NT Publicize
BT Information Utilization
RT Communication (Thought Transfer)
Diffusion
Documentation
Facsimile Transmission
Information Networks
Information Services

111
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To sati=fy ourselves that there are reciprocals of the
broader and narrower terms, let us trace the two broader
terms for INFORMATION CENTERS in the Thesaurus and see
the other kinds of narrower terms that are listed under

each.

[The trainer might point out that the term RESOURCE
UNITS, which is also found under INFORMATION SOURCES,
cannot be clearly understood just from its position in
this family, and is not similar to INFORMATION CENTERS.
Ask the trainee to trace RESOURCE UNITS in the first
section of the Thesaurus and in the Descriptor Group
Display--in the last two sections of the Thesaurus--as a
way of trying to understand how the term might be used.]

Another kind of relationship--Related Terms (RTs) --is
found in the group displays. These terms are not neces-
sarily a part of the hierarchical arrangement, but
instead are suggestions of alternative terms that may
even represent opposite concepts. An interesting example
of this "triggering" idea can be found on our sample
page, Display R4(b). Dishwashing, for example, leads us
to DISEASE CONTROL, INFECTIOUS DISEASES, SANITATION,
HEALTH, etc., some of which may help broaden our search

or focus in on another aspect of the problem statement.

The major impact of the Thesaurus on searching is the

responsibility that it places on the field agent or
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DESCRIPTORS

OISCUSSION (TEACHING TECHNIQUE)
510
yF Class Discussion
NT Group Discussion
g7 Teaching Methods
RT Discussion Expenence
Discussion Groups
Discussion Programs

DISCUSSION EXPERIENCE 200

8T Experience

RT Discussion (Teaching Technique)
Discussion Groups
Discussion Programs

DISCUSSION GROUPS 280

UF Study Circles

BT Groups

RT Discussion (Teaching Technique)
Discussion Experience
Discuseion-Pregrems
Group Discussion
Listening Groups
T Groups

DISCUSSION PROGRAMS 270

BT Programs

RT Alumni Education
Discussion (Teaching Technique)
Discussion Experience
Discussior Groups
Speeches

DISEASE CONTROL 250
RT Cleaning
Communicable Diseases
Communit Health
Controlled t..vironment
Diseases
Dishwashing
Health
Hygiene
Pesticides
Public Health
Sanitation

Disease Incidence
UsE DISEASE RATE

DISEASE RATE 250
UF Disease Incidence
RT Diseases

DISEASES 250

NT  Alcoholhism
Allergy
Asthma
Diabetes
Drug Addiction
Infectious Diseases
Injuries
Mental itiness
Occupational Diseases
Physical Handicaps
Psychosomatic Diseases
Seizures

RT Disease Control
Disease Rate
Health
Hygiene
Pathology
Physical Health
Pollution
Prenatal Influences

DISHWASHING 250

BT Cieaning

RT Dining Facilities
Disease Control
Food Handling Facilities
Food Service
Health
Heaith Needs
Hygiene
Infectious Diseases
Public Heaith
Sanitary Facilities
Sanitation
Samitation improvement

Dismissal
use DISQUALIFICATION

Disordered Behavior
USE MALADJUSTMENT

DISPLAY PANELS 170
BT Audiovisual Aids
Vertical Work Surfaces
RT Chalkboards
Educational Equipment
Exhibits
Merchandising
Three Dimensiona! Aids

DISPLAY SYSTEMS 050

BT Information Systems

RT Computers
Electronic Data Processing
Electronic Equipment
Information Processing
Input Output
Man Machine Systems
Screens (Displays)

DISQUALIFICATION 500
UF  Dismussal
RT Withdrawal

Dissemination
use INFORMATION DISSEMINATION

DISTANCE 160

UF  Proximity
Range (Distance)

RT Geographic Location
Height
Instruct:onal Trips
Intervals
School Location
Topology
Transportation

DISTINCTIVE FEATURES 290
NT Phonological Units
BT Linguistics
RT Acoustic Phonetics
Artificial Speech
Componential Analysis
Consonants
Language Universals
Phonemes
Phonetics
Phonology
Physcs

Distribution (Economics)
Use MARKETING

Distribution Free Statistics
U NONPARAMETRIC STATISTICS

Display R4 (b)

DISTRIBUTIVE EDUCATION 140
UF  Retail Training
NT Salesmanship
BT Vocationa! Education
RT Agribusiness
Auto Parts Men
Business Education
Business Subjects
Clothing Maintenance Specialists
Cooperative Education
Distributive Education Teachers
Food Service Occupations
Marketing
Merchandising
Office Occupations
Office Practice
Retailing
Sales Occupations
Sales Workers
Vocational Education Teachers
Wholesaling

DISTRIBUTIVE EDUCATION TEACHERS
380

BT Vocational Education Teachers

RT Distributive Education

District Libraries
use "REGIONAL LIBRARIES

DIVERGENT THINKING 310

BT Creative Thinking

RT Inductive Methods
Problem Solving
Productive Thinking

DIVIDED CATALOGS 320
SN Catalogs in which entries are separat-
ed into two or more filing sequences
BT Catalogs
RT Bibliographies
Booklists
Cataloging
Dictionary Catalogs
Indexes (Locaters)
Information Storage
Libranes

DIVISION 340

BT Arithmetic

RT Addition
Multiplication

DOCTORAL DEGREES 140
BT Degrees (Titles)
RT Academic Rank (Professional)
Bachelors Degrees
Degree Requirements
Doctoral Programs
Doctoral Theses
Masters Degrees
Specialist in Education Degrees
Teacher Educator Education

Doctoral Dissertations
usé DOCTORAL THESES

DOCTORAL PROGRAMS 410
BT College Programs
RT Degree Requirements
Docteral Degrees
Graduate Study
Higher Education
Teacher Educator Education




16-21

retrieval staff to understand the meaning behind words
or terms used by clients so that the searcher can select

the most appropriate Thesaurus terms.

Before we do a search in RIE and CIJE, let us work
through some examples together so that you understand

the format and use of each section of the Thesaurus.

1. The first section--the main body of descriptors--
displays the clusters or families of descriptors
that we have been talking about. Let us assume we
wish to find some information on the use of nonpro-
fessional personnel for a bilingual program, and let
us see how you might trace several leads to candi-

date terms.

[Ask trainees to recommend a term often used for nonpro-
fessional, e.g., paraprofessional, and to find it and
related terms in the Thesaurus.]

[The trainer can illustrate the tracing procedure on a
chalkboard in the following way, which helps to show
that.the searcher could enter at several points and get
to BILINGUAL TEACHER AIDES.])

Teacher Aiaes

|

Paraprofessional —- PARAPROFESSIONAL SCHOOL PERSONNEL
=
(3) (5)
Nonprofessional Subprofessionals Vo Differentiated
Personnel 1 Staffs

BILINGUAL TEACHER AIDES - — - A
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[Refer to pages 259-300 in Thesaurus.] The second
section or Rotated Descriptor Display in the The-
saurus is, in effect, an alphabetical index to the
first section. It is an alphabetical listing of all
descriptors, with words of multiterm descriptors
displayed on either side of the aligned words in the
alphabetical listing. To illustrate its utility,

you might look for descriptors in the main section
that relate to self-instructional learning materials,
beginning with a term such as PROGRAMMED MATERIALS,
and then find a related term that begins with a prefix
that might be followed by several words. Check the
Rotated Descriptor Display to find the several dif-

ferent terms that begin with this prefix.

[{An example in which the speed of using the Rotated
Descriptor Display is obvious is with the term auto-
instructional-related terms.]

Often the point of entry is reversed. For example,
what are the possible combinations for representing
"school and community relations"? A quick way of
checking the appropriate multiterm phrase for this

kind of descriptor is to use the Rotated Descriptor

Display.
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[Ask Trainees to cite the three pages (289, 290, and
265) on which the multiterm descriptor SCHOCL COM~
MUNITY RELATIONSHIP appears.]

A final example of how the Rotated Lescriptor Display
can be quite useful is in the identification of sev-
eral multiterm descriptors that begin with a similar
word. For example, check the Rotated Descriptor
Display for all the descriptors that begin with the

word INFORMATION or CURRICULUM.

[Ask trainee to look at both parts of the
listing.]

As we will see later, this particular use of the

Thesaurus is quite important in computer searching.

The final two sections are also indexes to the main
body of descriptors. 1In the third section (pages 301-
304) the families of clusters are listed with code
numbers that you see used in the main section.
Definitions of these groups are provided, and then

in the fourth section (page 305 on) the specific
descriptors in each of these groups are listed.

Again, it is important to note that these groupings

do not represent a formal classification scheme.
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They were created after the main body of terms was
developed. These groupings perform the function of
characterizing sets or clusters of descriptors that
the searcher can use as starting points in the selec-
tion of search terms. However, these last sections

. should be used in conjunction with the main (first)
section. To illustrate the importance of this, I
would like you to trace only one term and see that
terms in its cluster belong to several different

¢ Descriptor Groups.

[Ask the trainees to trace the descriptor UNGRADED
CURRICULUM in group 110 to other terms and identify
the group numbers to which the other terms belong.
For example: UNGRADED CLASSES is 280; UNGRADED ELE-
MENTARY PROGRAMS is 140; UNGRADED SCHOOLS is 470;
and FLEXIBLE PROGRESSION is 510.]

Step 3 Conducting a Manual Search of RIE and CIJE: RETRIEVAL
EXERCISE--A (30 minutes)

We are not going to concentrate on the manual searching of
the ERIC printed products during this training session, but
we would like to have you work on the searching of RIE and

CIJE for one exercise, to illustra*e several points:

Point 1. It will be worthwhile for you to work backwards

into the query negotiation process by taking a somewhat




incomplete statement of a search problem, and--by looking at
some of the literature in the field--think about some of the
questions that might have been posed to this hypothetical

superintendent. (We threw in an additional wrinkle by making
the topic a relatively new one in which the terminology still

belongs to the "buzz word" class.)

Point 2. For both field agents and retrieval specialists, I
think you will find manual searching of the ERIC products a

useful way of becoming familiar with the terminology used in
the system—-even if you rely primarily on a batch or on-line
system. (In an on-line system, you can test the meaning of

terms by browsing through some results on-line; but in a

batch system, particularly, you may wish to begin your under-

standing of a subject area by looking through a few RIEs.)

Point 3. Last, I think that you will all begin to feel the
dilemma of making relevancy judgments for your clients, and
that you would all like to have as much information as pos-
sible from the client on which to base those judgments. Thus,
I hope this searching experience can demonstrate the inter-
dependency of the personnel roles--particularly between the
query-negotiator and the searcher--and the team effort that

is required to serve a client well.
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[The trainer should let the trainees work individually or in
small groups, deperding upon the number of RIEs and CIJEs
that are available and the size of the group. Before letting
them begin, the trainer might also walk through the Exercise
Sheet and the attached worksheet, and point out the various
sections of both the RIE and CIJE.]

Review of Search Results on RETRIEVAL EXERCISE--A

[A TRAINER DISCUSSION GUIDE has been developed to aid the
direction of this discussion, but the trainer should conduct
the session primarily by asking the trainees to volunteer
their findings and their judgments on each document.]




SESSION NO. 16

RETRIEVING ERIC INFORMATION--A

Trainer's Discussion Guide

for

——

Retrieval Exercise--a

This particular exercise may be used to illustrace several important search
considerations:

® The search itself is in a new area, and the terms are not yet clearly
defined and understood by educators. For example, the descriptor OPEN
EDUCATION only entered the ERIC system in September, 1972, and the
descriptor OPEN PLAN SCHOOLS can refer to materials on open education

as well as those on facilities for "open schools" or "schools without
walls."

The search lends itself to illustrating the overlap in ccverage by the
different clearinghouses. The trainsr might make a point of asking the
trainees to identify the several clearinghouses that processed the mate-
r.als into the ERIC system.

The manual search, with careful reading of the abstracts or bibliographic
citations, helps to illustrate the scope of materials that can ba found
on a single topic--within a single month's acquisitions. Trainees might
be asked to suggest questions they would pose to the superintendent if
they were to "renegotiate" the question.

To help the trainer in preparing for this exercise, the worksheets have been
completed with suggested search te.ms, brief comments on each citations are
provided. (The complete resumes for each ED and EJ reference are also
included.)

ERI

PAFullToxt Provided by ERIC
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I.

SESSION NO. 17

INTRODUCTION TO QUERY NEGOTIATION PROCESS--A

SUMMARY DESCPIPTION OF MODULE

A.

Objective

To provide the trainee with an introductory-level exposure to the

process of query negotiation, and a frame of reference from which

he will be able to make future judgments regarding the negotiation
process and his own mode of operation.

The five basic ingredients of a negotiation to be introduced in this
session are the field agent's ability to:

1. Ask the right questions
2. Guide the discussion
3. Analyze the client's real concerns and motivations

4. Develop a sensitivity to the client's needs through the art of
listening

5. Increase his personal rapport with the client

The initial exposure will be accomplished through the trainees'
personal evaluation of a taped telephone interview between a field
agent and a client. The trainee will be aided in his evaluation
by an Observer Checklist that contains a series of questions and
multiple-choice answers.

Participants

Trainers: One instructor to serve as the session moderator

Trainees: All

Summary of Module Activities

Following the session moderator's introductory statement, the
trainees will listen to a taped interview of a telephone negotia-
tion between a field agent and a client. The trainees will complete
the Observer Checklist that is provided for their use during this
session, following which they will participate in a brief discussion
of their checklist responses. The trainees will then be divided
into five groups. Each group will be assigned one of the five key
concepts, e.g., asking the right question, listening, etc. The
interview tape will be replayed, and another discussion period will
be conducted by the session moderator in which each of the groups




II.

III.

17-2

will comment on the key concept it was assigned. The session
will be concluded by the moderator who will summarize the session
results and emphasize the five key negotiation concepts around
which this session is structured.

Duration

Two hours

REQUIRED MATERIALS AND AIDS

A.

Trainer Preparatory Reading v

1. The EIC Observer Checklist

2. & typed copy of the interview tape (Tape Cassette B: "A Nego-~
tiation Interview"--Side 2)

Trainee Preparatory Reading

1. A copy of the EIC "Observer ~hecklist"
2. Key Concepts - Session No. 17

Aids and Zquipment

1. Cassette Recorcer

2. Tape Cassette B: "A Negotiation Interview"--~Side 2

SCHEDULE OF ACTIVITIES

Topic Activity . Minutes
Step 1 Introduction to Session Presentation 5
Step 2 Negotiation Tape Interview Simulation 15
Step 3 Trainee Completion of the Exercise 10
"Observer Checklist”
Step 4 Review of Completed Discussion 20
Checklists
Step 5 Replay of Negotiation Simulation 15

Tape Interview




thorough and personalized mode for identifying a client's
problem and establishing his information needs. This mode in-
volves the application of both verbal and nonverlial communica-

tion skills.

The field agent will also receive written requests from clients

for information on a variety of problems. These requests may

come in the form of letters, memos, etc.

17-3
Topic Activity Minutes
Step 6 Review of Those Portions of
the Taped Interview Related
to the Five Key Session
Concepts Discission 50
Step 7 Session Summary Presentation 5 )
, IV. SPECIAL CONSIDERATIONS
It is important that the five key session concepts be emphasized through-
out this session. For those attendees who will not be attending "The
Query Negotiation Process--B" session, it should be the primary session
goal. For those attendees who will participate in "The Query Negotia-
tion Process--B", it is a necessary prerequisite.
V. ZONDUCT OF THE SESSION
: Step 1 Introduction to Session (5 minutes)
The introdnctory statement will describe three forms of com-
munication between the field agent and the client, provide
background information regarding the session simulation tape,
and review the proper use of the Observer Checklist.
The field agent is likely to receive and negotiate client re-
quests for information in one of three ways: (1) face-to-face,
(2) in writing, and (3) over the telephone.
Face-to-face negotiation with a client is probably the most
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The third mode, telephone requests, can be an efficient and
effective way to handle the negotiation of a client's problem.
Success in this mode depends heavily on the field agent's use

of verbal communication skills.

The tape you are about to hear is an example of a telephone
interview between a field agent and a client. There are two
important things to remember about this interview: (1) it is
the second contact between the field agent and the client. The
client is calling back to tell the field agent that she has
picked a more specific subject area of the original problem and
wants to discuss it with him, (2) it was not selected because
it was a model negotiation. You should listen carefully for
errors or mistakes as well as the good points you believe were

made by the field agent in dealing with this client.

The taped negotiation will run for about 12 minutes. When it
is over, you will be given 10 minutes to complete your Observer
Checklist. We will then discuss the telephone negotiation
between the field agent and his client in terms of your check-

list responses.

Negotiation Tape Interview (15 minutes)

Tape Cassette B: "A Negotiation Interview" (Side 2) is a taped
telephone negotiation between a field agent and a client who is
calling to discuss a change in subject specificity.
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Step 4
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Step 6
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Trainee Completion of the Observer Checklist (10 minutes)

Trainres will be given 10 minutes to complete their Observer
Checklists.

Review of Complete Checklists (20 minutes)

The purpose of this discussion period is to (1) stimulate as
many trainees as possible to comment on their checklist re-
sponses, (2) provide each trainee with feedback as to how his
responses matched up with other trainees in the group, (3) give
the trainer some idea of the depth of understanding of the
trainees regarding the contents of the simulation tape nego-
tiation, and (4) provide the trainer with the opportunity to
emphasize those portions of the negotiations that highlight

the five basic negotiation ingredients that have been selected
as key session concepts.

An attempt should be made to cover as many checklist items as
possible and to ascertain which items evoke the most group
interest. The instructor should alsc attempt to draw out the
less vocal trainees, and thereby Cevelop a full discussion
among all the trainees.

Replay of Negotiation Tape Interview (15 minutes)

The second simulation period is simply a rerun of the simula-
tion tape (Tape Cassette B: "A Negotiation Interview"). The
trainees are to be divided into five groups. Each group will
concentrate on one of the five key concepts, e.g., asking the
right question, listening, etc. It is expected that the
narrowing of each trainee's focus to just one key concept, and
the insight he has gained from the first group discussion, will
enable him to listen with a more critical ear. He should also
be able to reevaluate his own checklist responses.

Review of Those Portions of the Taped Negotiation Interview
Related to the Five Key Session Concepts (50 minutes)

During this discussion period, the trainer should ask each
group of trainees to focus on the portions of the simulation
tape that best illustrate the key session concept that they
were assigned. The trainer should encourage all the trainees
to comment and should expand on those comments that show new
insight or a greater depth of understanding.
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Step 7

Session Summary (5 minutes)

The trainer should briefly summarize the results of the session--
commenting on any significant insights to the process of nego-
tiation that were derived from the group discussions. He

should then restate the five key concepts and emphasize their
importance to the negotiation role of a field agent.

Through use_of the negotiation interview tape, the Observer
Checklist, and our group discussions, we have looked at the

bits and pieces that add to and detract from a meaningful negotia-
tion interview. However, before we break up this session, let

us back off and look at the broader skills a field agent should

possess if he is to conduct productive negotiation interviews

and properly assess the needs of his clients.

Questioning is an essential skill in negotiation. It en-
ables the field agent to identify the real problem and to
elicit from the client the information which is fundamental

to the formulation and diagnosis of the problem.

The ability to guide discussion is needed to provide struc-
ture for defining the problem clearly, and to help the

client prioritize his informational needs.

The ability to analyze the client is involved somewhat in
negotiation, at least to the extent that the field agent

can make :nferences as to the real concerns, interests,
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and motivations of the cliert, and can judge the level
of know. edge and sophisticaticn of the client.
e Listening is an important skill, too. The field agent
must comprehend fully and clearly what the client reveals
7
about the problem and the information needed.
e Ability to develop rapport with the client is important if
' the client is to have confidence in the field agent's in-
tegrity, competence, and understanding of his needs.
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INTRODUCTION TO QUERY NEGOTIATION PROCESS--A

A Negotiation Interview

{Reprinted from Far West Laboratory for Educational Research Development.
The Educational Information Consultant (EIC): sSkills in Disseminating
Educational Information, Berkeley, California: Far West Laboratory for

Educational Research and Development, 1972.]
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A NEGOTIATION INTERVIEW

Mr. Snyder?

Yes.

This is Meredith Ryan.

Meredith?

Remember, Mr. Snyder, I talked with you the other day about'getting
Us some materials for our new social studies. course. You know, the
one at Lynch High School?

Oh, yes, of course. How are you?

Just fine, thanks. Well, the reason I'm calling is this--we've been
talking, our curriculum committee I mean. We've been talking about
the possibility of concentrating on just one issue in depth on that
course I told you about instead of a numter of different problems
and issues.

I see, now just a second. a2t me check my notes here before we go
on. Let's see, you wanted to set Up a one-semester course as an
elective for the 11th and 12th grades, wasn't it?

That's right.

And you wanted me to look for materials you could use in the course.
Yes.

And now you're thinking about building the course around Jjust one
problem instead of several.

Right.

Well, that sounds like a good idea, but I am going to have to change
my search plans. Could you tell me a little more about what you
have in mind?

0.K. Well, we were thinking that ecology has become such a popular
issue nowadays, and a lot of our students seem quite interested n
it. You know, they've formed an ecology club. They call themse;ves
“The Clean, Green Team Conspiracy." Well, anyway, we thought
ecology would be a good topic. We could use the same format for
the course everytime we teach it, but around a different topic.
Whatever's current then is the theme.

You mean, each teacher would pick his own theme?




M. R.  Oh no, we're all going to follow the same theme, but the theme
would change each year.

L. S. I see. MWell, about that format, do you still want the course to
be about 15 weeks long and break it up into two-week modules?

M. R.  Yes, we do. We sort of thought that each module could focus on
a special aspect of the main topic.

L. S. Good, but ecology is a large topic. You know it takes in conserva-

, tion, overpopulation, pollution, just to name a few. Did you want
to touch on all of those things?

M. R. No, we were concerned about that ourselves. We thought we'd 1ike
to concentrate just on pollution, especially because our area has
been hit so much in the past few years by the oi1 industry's problems
with drilling and spilling. You know, it's a hot topic right now.

L. . It sure is. Even so pollution is still a pretty big tcpic. Had
you thought about concentrating on one kind of pollution--maybe
sound pollution or air or water pollution.

M. R.  Well, as I said about che 0il industry, there's been spiilage in
our waters. And then, thers was the crash of the tankers in San
Francisco "~ and the offshore drilling problems in Santa Barbara,
Louisiana, and Texas. Then there was the problem in England about
that tanker, "The Torrey Pinss." So. . .

L. 5. Oh, I see. You-:ant to study pollution problems cav-ed by the
0il industry.

No, that's not it--more general than that.

L. S. Well, how, how general do you mean?

M. R.  Well, we're interested more in using the o0il industry problems as
cases and examples of water pollution.

L. S.  On, uk, could you expand on that? Tell me more about how you'd
like to approach this idea.

M. R.  Well, we don't .t to concentrate on the { chnical side of water

poilution. We want to bring out the social and political end of
it.

L. S.  Mu-hm.
Md, we thought that talking about the effects of some of the
incidents I mentioned might be a good approach.

<)
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What do_you mean by effects?

Oh, effects on the community, the government, and so on. For
example, if we use the San Francisco case, students would discuss
how people from different age groups and classes and organizations
pull together and work together to save the wildlife. You see,

we really want students to examine the personal, the social, and
political conditions related to water pellution.

I see, for example, you might want to talk about how people cleaned
off the birds in San Francisco Bay.

Un, well, that's not exactly what we had in mind.

Gh, could you clarify your idea a 1ittle more for me then?

Well, as I said, we really want students to examine the social,
political, and other side effects, the ramifications of incidents
affecting water pollution, not just the incidents themselves or the
people involved.

Then, you mean you could build on these side effects as sub-topics
for the modules in the course.

Yes, that's it. You know, like community action could be a

sub-topic--how different groups and individuals rally together in
response to a common concem.

0.K. Then, uh, perhaps it would help to list some other possible
sub-topics. Do you have some in mind?

Well, one thing we're particularly interested in, since this is a
social studies course is the legislative aspects of the problem.
Mn-hm. Could you explain what you mean?

We want students to consider legislation about pollution that grows
out of 1nc1dents like 0i1 spills--the development of preventive

and regulatony legislation. We want to consider politics toe,
lobbyist activities by the o0il industry representatives and con. er-
vation groups 1ike the Sierra Club and Friends of the tarth. Onh,
and also, hc- this might affect elections.

Do you mean federal or state elections?

Both, I think, yes, both. ©Oh, and that should also cover

governmental action, agency review, inter-agency coordination,
and that sort of thing.
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How about listing that as a separate topic, separate from legislative
reaction?

Hm, yeah, that sounds like a good idea.

0.K. Anything else?

Hn, let's see, well, there's tre historical side of it too. Students
shouldn't look at an incident in an isolated way. They need some
kind of perspective on the problem. They should examine past cases,
look for relationships among incidents.

I see what you mean Vike comparing the "Torrey Pines" tanker case

to the San Francisco Bay crash.

Yes.

0.K. Any other topics you'd like to cover?

<, I guess we should touch on economic issues--you know, lawsuits,
property damage, and so forth. I think that should be one of our
shorter modules though.

0.K. Any other topics?

Un, no, T think that's about it.

A1l right. Now, let me list these topics again to make sure I've
got them straight. Your major theme will be water pollution with
case material based on the o0il spillage and drilling problems,
right?

Right.

Then, sub-topics for the modules will be comunity and social action.
legislation, governmental agency involvement, political action,
historical review, and economic issues. Does that sound right?

Yes, sounds good to me.

0.K. Now that we've got those topics in mind, let's talk about

the materials you want me to locate for you. What kind of informa-
tion do you think you'll need?

Well, we definitely want to raview some sample materials--stuff we
could use for case histories and readings in the different modules.

How about anything else? Would you be interested in any programs
or short teaching units that are available?

Well, if they deal with the problem of pollution we'd certainly
like .o Took at those. I suppose we might be able to use parts
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of them and maybe even pick up the whole thing.

You want published meierials?

Yes, do you know of any?

I do kne.s that there were a few being developed, and since the
demands for educational materials on this topic has grown so much
lately, I think some might be in publication now, but I'11 have
to check that out for you. Maybe I can find some curriculum guides
or course outlines that other schools have developed.

Mn, yes, that would really help.

Would you or anyone on your committee be interested in visiting
such programs or talking to the people responsible fo them?

We wou 1d, but it depends on the time it would t -ke.

Well, how about if I confiue the list Yo people in schools ir the
area?

Yes, that would make it much easier for us.

0.K. Any other information I should look for? )

Un =25, cn those published materials and curriculum guides, we'd
e« _cially like to see any evaluations of them.

You mean things like federal reports, data on achievement, teacher
comments,

Yes, definitely, all of those things.

Anything else?

Mn, no, I don't think so.

0.K. Then what you want are sample instructional materials and
evaluations and some histories and reading material.

Yes.

Is there anything you're especially Tooking for in these materials?
Uh, I'm not sure what you mean.

Well, for example, do you want a lot of films and filmstrips?

Oh, I see. No, we want our course to emphasize student activity,
so the materials would have to be pretty flexible. We want a 1ot
of room for student-initiated activity, materials that call for
teacher guidance and questioning, but not a lot of lecture or

direction,
Mm-hm. ’ !
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And we really want students to learn skills and processes. We'll
try to use this content as a vehicle to teach the social science
method.

0.K. That's quite helpful for me to know. Now, how about ability
levels? Are your students grouped homogeneous 1y ?

No, they're not.

50, you'd want materials that could be adjusted for students of
varying abilities.

Yes, definitely.

0.K. I think I 've got the information I need to start looking.
One more thing though, when do you and your committee want to
begin reviewing the m *erials?

Well, our next meeting is a week from Tuesday, and 1'd like to
have some samples to show them then.

Mm-hm, and how do you plan to do your review?

Well, we'll probably divide up the materials, each of us reviewing
some individually, and then reporting back our evaluations of the
material to the rest 6%Wtﬂé group at the committee meeting.

And when do you have to have your course outline ready?

In about six weeks.

0.K. I'11 do everything I can to get some sanmple materials to you.
Great, and thanks so much.

Oh, glad I can helo. I'11 send the materials to you a couple of
days before your meeting, and in case T have any questions, can

you give me your phone number?

Mn-hm, Maryhill 4-6803.

0.K. Then good to talk to you, Meredith.
Thank you. Good-bye, Mr. Snydev.



SESSION NO. 18

THE QUERY NEGOTIATION PRCCESS--B

I. SUMMARY DESCRIPTION OF MODULE

A. Objective

The purpose of this session is to provide the trainees with an
opportunity to acquire practical experience in one or more
role-playing exercises that demonstrate the five basic negotia-
tion ingredients identified in the Introduction to Query
Negotiation Process--A.

Upon completion of this session, each trainee should be able to
prepare for the conduct of a Query Negotiation in which he could
apply his understanding of:

Asking the right gquestions

Guiding the discussion

Developing a sensitivity to the client's needs turough the
art of listening

Increasing his personal rapport with the client

B. Participants

Trainers: A session moderator and two experienced field agents
to conduct the role-playing exercises
Trainees: Field agents and project managers directors

C. Summary of Module Activities

This sesswon should be conducted by a panel of three traine.s:
one to serve as the moderator and two to conduct the role-playing
exercises.

The session moderator will be responsible for the Introductory

s Statement and presentation of the Session Summary (Steps 1 and 7).
The other two trainers, in addition to providing the moderator with
additional technical expertise, will be responsible for the
presentation of the five key session concepts (Steps 2 through 6).
Before each role-playing exercise a trainer will provide a
definitive Cesrription of the sessicn concept, and sc¢t the stage
for the field agent/client negotiation. He will then be aided
by two trainees for each of the two exercises. Following the
role-playing 2xercises, the trainer will moderate a briaf
discussion period.

After all five concepts have been described, demonstrate , .nd
discussed, the session moderator will pregent the Sess r summary.

D. Duration

Three hours
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IT. REQUIRED MATERIALS AND AIDS .

A. Trainer Preparatory Reading

None

B. Trainee Preparatory Reading

The "Set the Stage" scripts for the ten role-playing exercises

C. Aids and Equipment

None -

III. SCHEDVLE OF ACTIVITIES

Topic Activity Minutes

Step 1 Session Introduction Presentation 1

Step 2 Key Concept No. 1: Asking Presentation 33
the Right Questions Exercise/Discussion

Step 3 Key Concept No. 2: Guiding Presentation 33
the Discussion Exercise/Discussion

Step 4 Key Concept No. 3: Analyzing Presentation 33
the Client's Real Concerns Exercise/Discussion

Step 5 ‘ey Concept No. 4: Learning Presentation 52
to Listen Exercise/Discussion

Step 6 Key Concept No. 5: Establish- Presentation 33
ing Rapport with the Client Exercise/Discussion

Step 7 Session Summary Discussion/.resentation 14

Iv. SPECIAL CONSIDEDATIONS

While it is recommended that practical experience in conducting

a field agent/client negotiation be a part of this session's objec-
tive for each trainee, discretion should be used in attempting to
achieve this goal. Consideration should be given to optional
approaches such as having the two trainers demonstrate the first

ERIC

PAFulToxt Provided by ERIC




18-3

v exercise, or using a trainer in the client role to encourage

and assist the tc.ainee if the interview begins to falter. Also,
observation of the trai-ees would be most comfortable in a

role-rlaying situation. Role-playing is not equally suited to all
individuals.in any group. Many individuals who are capable of conducting
a successful negotiation interview are unable to cope with the

theatrical aspects of a role-playing exercise. The best guideline

to follow, therefore, is to plan options in advance of the session

and to be ready to employ them if the situation indicates a need to
do so.

V. CONDUCT OF THE SESSION
Step 1 Session Introduction (1 minute)
The purpose of this session is to provide you with the opportu-

nity to acquire practical experience in one or more role play-

¢ ing ervercises. Each exercise has been designed to demonstrate
one of the five basic negotiation ingredients identified in the
introductory query negotiation session that you attended earlier.
We hope you will feel comfoirtable in joining us as we
enact several of these situations and discuss some of the
possikle approaches and considerations involved in each.
Step 2 Key Concept No. 1l: Asking the Right Questions (33 minutes)
_ The portion of the interview process that deals
most directly with information gathering on the
part of the field agent is that of asking the right questions.
No interview can be considered successful if the
information required for proceeding tc the next
step in the field agent/client relationship
is not acquired. Of the five key concepts to
Q
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be covered in this session, the questioning process is perhaps
the most basic, the most structured, and quite likely the
most mechanical. It is basic in the sense that questions

lead to the answers that are needed to continue the

interview, or assist the field agent in his task of satisfy-
ing the informational requirements of the client. Structured,
from the standpoint that questions can be viewed as the
building blocks that make up a complete interview;

mechanical because the questions asked during an interview
can be listed under the rather standard headings of what,
where, when, who, why, how, etc. But don't make the

mistake of concluding that something that is basic, structured,
and mechanical is also simple. Remember, the title of this
concept is not "“Asking Questions," bt is "Asking the

Right Questions.” And I might add--, "at the Right Time

and in the Right Way."

If a question is to be more than just a question--a "right
question,"” it must have a purpose. This is where your
interview questions begin to interleave with the other

four key concepts. Therefore, what is the purpose of your

question? Are you attempting to guide the discussion in a
direction that you believe will be more productive? If you
are, you should be fairly certain that the new direction you

have closen is the proper way to go. Are you asking a sperific



question that will allow you to evaluate the client's
response and thereby analyze his real concerns and

motivations? If so, you must first analyze your own

feelings about the client's problem. If you do not, you

might very well read your own concerns and motivations
into the client's response and miss his point of

view entirely. Are you asking a question that you

hope will draw out the client? If that is your purpcse,
remember that gaining insight to a prcblem is a two-way
street. Both you and the client can benefit from this
kind of question. You should be ready to act as a
sounding board as well as a sponge. If, during the
listening process, you are able to interject brief

but pertinent comments, the client may provide you

with a major portion of your informational needs.
Finally, are you asking a question to help vou

establish rapport with the client? If so, you should
be ready to comment on the client's responsé:‘ F;r
example, & very commonplace question might be, "How are
you today?" How do you answer if the client's response
is, "I feel terrible," rather than the usual response of
"Fine."? In other words, if you are using a question in
an attempt to establish rapport, be certain you are
ready to respond intelligently tc the unexpected as well

as the expected answer to yovr questions.
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Asking questions at the right time and in the right way

is a subjective decision the field agent must make every time
he conducts an interview. All the standard interpersonal inter-
viewing techniques come into play. The field agent not only
needs to know the interviewing techniques that pest fit his

own personality, but should also attempt to use an approach

that will put the client at ease.

The two exercises we have prepared for you are intended to
emphasize the importance of "asking the right questions."

Set the Stage for Exercise No. 1

The field agent is attending a meeting of guidance counselors
fror schools in his district. During a coffee break he is
engaged in casual _.nversation by one of the counselors.

The counselor is new to the district and is unaware of

the service provided by the field ag ~t. The field agent
briefly explains his position and role in “he district.

As the counselor begins to tell about a problem in his

school concerning underéchieving students, the meeting is
called back to order. The field agent quickly suggests they
get together immediately after the meeting in a nearby coffee
shop. The counselor agrees. The field agent and counselor

are now at the coffee shop. All preliminary conversation

and explanation of the field agent's role has been completed.
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The counselor has been prepared for the field agent's first
question regarding the problem he commented on earlier in
the evening. The field agent is the first to speak -~

Discussion Period (Corducted by trainer)

The irainer should emphasize the portion of the interview
related to the insight and appropriateness of the field agent's
questions.

Did the field agent:

1. oOpen the interview with a question that encouraged
the counselor to describe his problem regarding
underaciiieving students, oir did the lead off
question just require a simple "yes" or "no"
answer?

2. Use the information provided by the counselor to
frame questions that would further define the
problem?

3. Ask che counselor any questions that cause him
to consider the possibility of some underlying
social problem that migr. be a significant factor
that was contributiong to the low level of academic
achievement witnin his schoo.?

4. Ask whether the problem was related to specific
subjects or was of a more jeneral nature?

5. Ask if other schools in the district were experienc-
ing similar problems? I1f so, were there areas of
difference as well as similarities?

6. Suggest any specific types of resources he had which
might be of value, and ask the counselor for his
opinion regarding their appropriateness?

Set the Stage for Exercise No. 2

TRAINER NOTES:

In this role-playing exercise a trainer should take the part
of the "meeting chairman”. This will give the trainer the
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opportunity randomly of involving several other
session attendees in the exercise by asking them

to comment or respond to questions as the need arises.
This will require the person who has assumed the
field agent role simultaneously to interact with a
number of individuals in much the same way as he
would in an actual group meeting.

The field agent is attending a meeting of junior high
school teachers who are discussing the need to develop a
long range program for the purchase and coordinated use
~f a number of new Iilms they plan to add to their film
library. He has not yet been called on to speak. A few
of the more vocal teachers are monopolizing the floor.
Their conversation to this point has consisted primarily
of complaining about the lack of good films. No attempt
has been made to structure a plan. Finally, the meeting
chairman breaks in and asks the field agent to comment.
The field agent, not wishing to appear too authoritative,
decides to ask thke chairman a question he believes will

provide some constructive direction to the meeting.

Discussion Period (Conducted by trainer)

bid the field agent:

l. Succeed in providing some constructive direction to
the meeting with his opening question?

2. Ask questions regarding the current size and subject
content of the present film library, availability
of funds, possibility of _hecking with other schools
in the district to see if they would be interested
in a cooperative venture, etc.?

3. Answer some of the questions put to him by the other
meeting attendees with a question of his own to
define their questions further?




-

4. Succeed in staying out of the spotlight by putting
the chairman back in control of a meeting that
was now generating some constructive comments?

Step 3 Key Concept No. 2: Guiding the Discussion (33 minutes)

Definitive Description of the Corncept

The importance of guiding the discussion should not be
overlooked in any description of the interview process.
Simply stated, it means that you, the field agent, control

the format and direction of the interview.

Thisg key concept carries with it a certain degree of
responsibility. As in ary other form of interpersonal
relationship, when you are in charge you are also respon-
sible for the final results. Do not associate this con-
cept with any one approach to interviewing. The concept
is that the field agent should establish an interview
format that he believes will best serve the needs of the
client. The format may vary from one that allows the
free association of ideas related to the client's stated
problem to a highly structured and formal interview. 1In
many cases the approach may change during the interview
or over a period of several interviews from free associa-
tion to a more structured format. In any event--whether
the interview is formal or informal, structured or free--
the field agent should attempt to establish and maintain

control of the interview.

v
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Another aspect of guiding the discussion is that of either
directing a client down a certain path during the inter-
view or redirecting the client who begins to wander off
the subject. In either case the field agent should use
discretion. For example, while on a vace“*»n trip many
of you have probably realized your greates. enjoyment and
satistaction through an unplanned excursion down a side
road. Of course, you probably have run out of gas also
or been stuck in the mud on similar side trips. The field
agent needs to use good judgment about when "side trips"
should be taken and how long he should allow the client

to stay off the main road.

In brief, the field agent is responsible for assessing
the situation and establishing an interview format best
suited to the client's position, personality, and stated

problem.

The field agent should be flexible in his approach, but
should remain in control of the interview. Finally, he
should remember that because he is in control, he is also

responsible for the results.

Let us go ahead with our next two exercises and see what

develops.
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Exercise No. 1

The field agent is discussing a plan that a local high
school principal has for invoulving the students in a drug

education program.

While the principal says he is convinced that "The kids
need to participate actively in the development of the
program if it is to be a success," he is hesitant about
allowing them freedom in the selection of guest speakers,

films, and drug abuse literature.

The field agent, sensing the conflict between the
principal's goal of student involvement and his lack of
confidence in the students' judgment, is faced with the
need to redirect the discussion and reassure the principal.
The field agent comments...

Discussion Period (Conducted by trainer)

Did the field agent:

l. Clearly define his role and the potential value of
his service?

2. Attempt to find out the key interests of the principal,
and thereby find some service he could perform that
would demonstrate his service?

3. Present himself and his service ir a nonthreatening
way so that there may be an initial attempt to gquide
the discussion away from the fears and suspicions of
the principal and toward a more open and friendly
relationship?
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Sten 4 Key Concept No. 3: Analvzing the Client's Real Concerns

and Motivations (33 minutes)

Definitive Description of the Concept

Analysis of a client's real concerns and motivations is
very possibly the most difficult of the five key con-
cepts to achieve. Very often the field agent must

read between the lines and look behind the statements
of a client to assess his true needs. For example,

many requests for information are simple and straight-
forward, but others will require the field agent's
assistance in the formulation of the problem statement
as well as the information request. The overgeneraliza-
tion of a problem can result in too much information
being requested which in turn may discourage the client
from using any of the information provided. Conversely,
if the information acquired from the client is too
sketchy Or the problem statement is drafted with too
much specificity, important supporting concepts under-

lying the problem may be overlooked.

Misinformation also might be provided to a client if
his real concerns and motivations are not surfaced by
the field agent. For example, many problems facing

educators today stem from Supreme Court decision con-

cerning the violation of individual riqhts, Requests
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for information regarding religious courses, dress
codes, moral conduct, extracurricular activities,
off-campus clubs, etc., may not be identified
initially by the client as legal problems. the
requests may ask only for information as to what
other schools are doing. Two obvious problems
associated with responding to this type of request
without checking possible legal aspects are

(1) the practices of other schools may never have
been legal, and (2) the information provided may
reference school practices that were legal when
adopted in the past, but need to be changed because

of recent court rulings.

Very often ithe real concerns and motivations of a
client can be discovered by finding out how he plans

to use the information provided.

In summary, field agents should attempt to develop

a sensitivity to their clients' real concerns and
motivations. Many unspoken concerns can be uncovered
through a definitive development of the problem
statement and a more complete description of the

information use.
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Exercise No. 1

The field agent is conducting an interview with a
vice-principal of an inner-city high school who is
interested in the development of an expanded intramural
sports program at his s-hool. The student body of
approximately 1000 1s composed of 42% Mexican-American,
40% black, and 18% white. Due to district-level

fiscal problems, the athletic program has been severely
curtailed. The vice-principal believes the athletic
program in his school has been a racially unifying
force, and attributes a recent increase in racial
tension to its curtailment. Seemingly he has not.con-
sidered any of the other social aspects of racial

conflict that are present in his community.

The vice-principal has told the field agent about

the reduced school budget and the resultant de-emphasis
of sports at his school. He has not, however, voiced
his real concern that an actual outbreak of violence
may occur within his student body. His belief that

a topflight sports program will reverse the recent

trend is probably just wishful thinking.

As the exercise interview opens, the vice-principal

is asking the field agent if he has any information




regarding the development of expanded intramural
programs 1n other inner-city schools where athletics
budgets have been curtailed.

Discussion Period (Conducted by trainer)

Did the field agent:

1. sSurface the fear of the vice-principal regarding
the threat of a racial outbreak?

Suggest the possibility of other community problems
that could be contributing to the increased racial
tension? Also, available resources that might
provide additional insight regarding the role that
a school might play in alleviating racial tension
within the community?

Suggest the idea of promoting a student program
directed toward encouraging open expression and
group participation in solving the problem that
the students believe to be the cause of racial
tension within the school.

Exercise No. 2

The field agent received a telephone request from an
elementary teacher for information regarding different
forms of student grading systems in use within her
state. The field agent complied with her request, and
made an appointment to deliver the material to her in

person.

During his explanation of the contents of the package,

she casually mentioned thav this was her first year of
teaching and that "parent conferences scare me to

death." This clue led the field agent to discuss in
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more detail the real concern she neglected to reveal in

her telephone conversation (the conduct of parent-teacher

conferences) .

The field agent is the first to speak.

Discussion Period (Conducted by trainer

Did the field agent:

1.

Appear to understand the new teacher's fear of con-
ducting parent/teacher conferences?

Suggest other available resources that might be helpful
in conducting small meetings?

Offer to discuss the matter wit.1 other teachers that
he knew to find out how they prepared for parent/
teachker conferences?

Generally encourage the teacher by commenting on the
good comments he had heard about her from the other
teachers?

Suggest that she openly discuss her fear with someone
in her school that she respected and trusted?

Key Concept No. 4: Learning to Listen (33 minutes)

Definitive Description of the Concept

The art of listening cannot be overstressed. The field

agent who is an active listener will find that he is also

enhancing his ability to do well with the other four key

concepts we are discussing today. 1In contrasting an active

listener with a passive listener, an active listener's mind

is wide awake and alert...fully focused on the attitude

and unspoken intent of the client's words as well as his




verbalization of the problem. A passive listener is
one who, while the client is speaking, is thinking about
what he wants to say hext, and is not too interested
in the client's statements. Perhaps he feels he has
the problem figured out already. Or, worse yet, he may
be saying "yes, I see, uh-huh...," but is not fully listening
to or comprehending the client's viewpoint.

\
With reference to the other four key concepts, an active
listener will be better prepared to ask the right question
at the right time and in the right way. He will also be
able to use better judgment in his attempt to guide the
discussion because the real concerns and motivations

of the client will be more discernible. Finally, the field

agent who wishes to develop better rapport with his client

should not overlook the advantages of being a good listener.
Clients are people, and being a "people" yourself should
convince you of the importance of letting the client know
that you believe his problem is important enough to merit

your undivided and active interpersonal atterition.

The demonstration we have prepared for today regarding
the art of listening should not be viewed as a one-sided

conver.ation The trainee who is role-playing the field
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agent should, in addition to being an active listener,
ask the right questions, guide the discussion, uncover
the client's real concerns and motivations, and establish
rapport with the client. Those of yYou who are observing
the demonstration should watch for unspoken actions such
as hand gestures, head motions, eye contact, and other
ploys used by the field agent to guide and encourage

the client.

Exercise No. 1

The field agent is working very hard on a program that
is intended to evaluate the results of a new method of

teaching history.

During a visit to one of the high schools in his district
that is participating in the design of the program, he is
confronted by a history teacher who has some very negative

comments to make about the value of the program.

The teacher speaks first.

Discussion Period (Conducted by trainer)

Did the field agent:
React defensively?
Listen actively?

Express an interest in the teacher's comments and
solicit his aid in re-evaluating the documentation
related to the phases of the program he was ob-
jecting to?

Sl




Exercise No. 2

A field agent is making a personal visit to the office
of a high school principal with whom he has been friends
for some time. His opening remark is "Good morning,
George. I haven't seen you for several months now. Is
there anything going on around here that I ougint to know
about?"

Discussion Period (Conducted by trainer)

Did the field agent:

l. Use his opening remark as a friendly comment? (Or,
did he begin to pry and gossip?)

Take advantage of his friendship and occupy too

much of the principal's time?
Take the opportunity to comment briefly on any
new resources or services that he believed might

be of interest to the principal?

Key Concept No. 5: Establishing Rapport with the Client
(33 minutes)

Definitive Description of the Concept

The establishment of good rapport is primarily the
responsibility of the field agent. A good working
relationship between the field agent and client is
an absolute requiremant if the full potential of

the negotiation process is to be realized.

Interpersonal interviewing techniques may vary, but
the field agent who totally relies on personal

flattery to establish rapport may find that his
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relationship with the client is deteriorating after

a time. wWhile a sincere form of flattery may help

to break the ice with a client, any lasting relation-
ship must be based on mutual respect and the client's
confidence in the field agent's professional competency.

Exercise No. 1

The field agent is making a personal call on a social
science teacher in a local junior high school. The
teacher was referred to the field agent by the school
principal. All the field agent knows about the teacher
is his name and the course that he teaches. The field
agent has never been to this school before. His only
contact with the principal was a brief meeting at a dis-
trict curriculum conference where he had made a presenta-
tion regarding his role in the district and the kinds of

resources available to him.

The principal had indicated an interest in the field agent's
services and had suggested that he make an appointment to
talk with the social science teacher.

Discussion Period {(Conducted by trainer)

Did the field agent:

1. ‘'rake the time properly to introduce himself and to
explain briefly his role and services?

2., Demonstrate his interest in the teacher's current
program by being a good listener?
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3. Express an interest in being of service if the teacher
should need additional social science resource material?
(Or, did he present himself as a problem solver?).

4. Succezd in creating a friendly, and professional, image
in his first meeting with this teacher?

Exercise No. 2

The field agent was contacted by the secretary of a high
school principal who was new to the area. The secretary
indicated an interest on the part of the principal in be-
coming acquainted with the field agent. Furthermore, she
mentioned the name of a field agent in a city nearby that
the principal had worked with in the past. The field agent
expressed his interest in meeting the principal, and a

meeting date was set.

Before the meeting, the field agent contacted the field
agent in the city nearby and obtained the following information:
® The principal is in his late forties; he is cordial

but businesslike.

e He is a graduate of USC and holds a master's degree

in Business Administration.

® He has been president of the principals' association

in his former area.
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e He is a sports enthusiast, and actively participates

in sports such as golf, hand ball, and swimming.

® Most of the ser the field agent in the city
nearby had provided him were related to his interest
in educational research; especially curriculum

development and new teaching methods.

® He was well respected by his colleagues, but was
known for his "take-charge" personality. Pro:ects

"he was associated with had a way of "getting done."

The 1initial meeting between the field agent and the
principal takes place with the secretary ushering the

field agent into the principal's office and the principal
saying "Good morning. I've been looking forward to meeting
you."

Discussion Period (Conducted by trainer)

Did the field agent:

1. Speak up clearly and present himself in a friendly,
professional manner?

2, Answer the principal's questions directly" (Or, did
he ramble?)

3. Use the information he received from the field agent
in the city nearby to establish good rapport with
the principal?
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Step 7 Session Summary (14 minutes)
The session moderator should conduct a brief discussion
period; he then should critique the session by emphasizing
the major points that were made regarding each of the five

key session concepts.




SESSION NO. 19

RETRIEVING ERIC INFORMATION--B

I. SUMMARY DESCRIPTION OF MODULE
A. Objective

Q
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To help trainees acquire skill in selecting descriptors and formu-
lating search strategies for computer searching--using Boolean
logic--through problom solving with the Thesaurus and use of on-
line retrieval systems.

Upon completion of this module, trainees should be able to:

1. Develop search statements, using the Boolean operators AND, OR,
and AND NOT

2. Apply different search strategies to broaden searches (for low-
yield search results) or to limit searches (for high-yield

search results)

3. Understand some of the decision points that are involved in
selecting from among alternative search strategies

ParticiEants

Trainers: One instructor and at least one assistant, per terminal,
who is familiar with the particular on-line system being
used

Trainees: Retrieval specialists

Summary ¢ dodule Activities

The instructor introduces the concept of Boolean logic and its appli-
cation in formulating searches. This 15-minute introduction is
followed by an exercise period in which each trainee is asked to
select terms from the Thesaurus and prepare Boolean searches for
several problem statements. 'The trainees are then divided into small
groups to submit their search strategies to search specialists work-
ing with an on-line system. After this demonstration the groups are
convened to discuss the variations in search results produced by
alternative search strategies. This session concludes with a brief
summary presentation and discussion of the critical decision points
in developing search strategies.

Duration

Three hours




II. REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory Reading

1. Mathies, M. L. and Peter G. Watson. Computer-Based Reference
Service (To be published by American Library Association,
Summer 1973.) [Part Two;

SDC. SDC/ERIC User Manual, January 1973. [Chapter VII]

Lockheed. User Manual for DIALOG.

Resource Information Center, Grand Forks, North Dakota. An
Alternative to Query.

Macmillan Information. Myriad-ERIC Search System: Instruction
Manual.

Trainee Preparatory Reading

1. Mathies, M. L. and Peter G. Watson. Computer-Based Reference
Service. (To be published by American Library Association,
Summer 1973.) [Part Two]

Sample Search Statements for Level-Related Terms
Sample On-Line Search Printouts
Sample Coding Sheets for Batc' Systems

Aids and Equipment

1. At the beginning of Step 2, the instructor should distribute
copies of the Thesaurus of ERIC Descriptors.

"Retrieval Exercises--B," to be completed during the session,
are included in the trainees' packages.

A terminal should be available for each of three or four trainees
involved in the session, with a telephone and taple for each
terminal.

Other

The trainer should work with the terminal operators before the
session, reviewing the search exercises and discussing the kinds

of search experiences the trainees should observe. The trainer and
the terminal operators should be prepared to initiate activities t
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the terminal to demonstrate principles that are not necessarily
illustrated by the trainees' suggested search formulations.

III. SCHEDULE OF ACTIVITIES
Topic Activity Minutes
Step 1 Introduction to Boolean Logic Presentation/Discussion 30
Step 2 Developing Search Statements Completion of "Retrieval 30

Using Boolean Operators Exercises--B" by
Individual Treainees

Step 3 Demonstration of Search On-Line Demonstration 60
Results for "Retrieval
Exercises--B"

Step 4 Review of Search Results Discussion 45
Step 5 Summary of Searching Presentation/Discussion 15
Strategies

Iv. SPECIAL CONSIDERATIONS
Although this session could be conducted without the on-line system
segment (Step 3), trainers are strongly encouraged to provide for its
inclusion so that trainees can "see" retrieval occurring and receive
immediate feedback on the impact of their decisions during the training
session. If access to an on~line system cannot be obtained, this session
should include more discussion time on the review of the paper/pencil

printouts to illustrate some of the searches and variations in search
results.

V. CONDUCT OF THE SESSION
Step 1 Introduction to Boolean Logic (15 minutes)
Boolean logic, named after the English mathematician George
Boole, is one way in which a file of bibliographic informa-
tion can be searched by computers. I think you can gain some
degree of expertise and reduce some of the confusicn associated

with the application of Boolean logic to search formulations
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if we examine a few essential principles that are involved
and note some of the more common problems that occur in

practice,

[The trainer should illustrate the concepts introduced in this
section on a chalkboard.]

Point 1: Boolean logic employs the most basic form of logic:
something is either present or absent; it is there or not there.
Thus, in specifying one term in relation to another, the com-
puter checks for the presence or absence of these specifica-

tions in the file.

Point 2: Your specifications are stated in terms of one of
three conditions: AND, OR, or NOT (perhaps more easily thought

of as AND NOT).

[place three Venn diagrams on the board and ask the trainees
to indicate which parts of the circles would be retrieved by

each logical operator.] i
{

-~ - .

[When two or more terms are linked by AND, the
computer retrieves only those document citations
that have been indexed by all the ANDed terms

in the search statement.]
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[When two or more terms are linked by OR, the
computer retrieves all document citations
that have been indexed by either one or more
of the ORed terms in the search statement.]

AND NOT

[When terms are linked by an AND NOT, the
computer rejects any document citations that
have been indexed by those terms.

Stated another way, the computer retrieves
only those document citations that meet the
positively stated specifications, and ex-
cludes the negated term(s).]

A AND NOT B

Point 3. A common source of confusion lies in the difference
between our natural-language meaning of "and" (little a-n-d)
and the Boolean logic operators. 1In stating requirements of
and ORed statement--TERM A OR TERM B--in plain English, we
might say, for example, "I want all the docunents that are
indexed by either Term A or Term B, and those indexed by both
terms." However, a client will not state his requirements in
those explicit terms; most likely he would say, "I want infor-
ma‘.ion on A and B." However, it is the responsibility of the
field agent or the retrieval specialist who is working with the
client to find out what the "and" means during the query-

negotiation process.




19-6

BOOLEAN "OR" BOOLEAN "AND"
A ORB = A AND B =
A only A AND B only
+B only

! +A AND B

rotal: %{@ rotal: @

As you can see, the Boolean OR will yield a far greater number

of document citations than the Eoolean AND. To distinyuish
between the two, it is often useful to think of AND as being

- restrictive and OR as being comprehensive. Thigs kind of thiuking
must be in the back of the query negotiator's mind when he or she
is talking to the client, to insure that the natural language
statement of the prorlem can later be translated into the most
appropriate Boolean statement, or that the latitude in develop-

ing Boolean statements is clearly understood.

Point 4: The use of OR broadens a search; AND limits or narrows

a search.

Before we continue to Point 5, let's work through one problem

together. 1Imagine that we are working with a superintendent

Q
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who wishes tc obtain planning information on year-round schools
and is particularly interested in cost-related information.

[The trainer should ask the group to suggest some Thesaurus
terms for each concept in the search problem, and then show
how each of the terms would be ORed in several statements to
start broadly, and how the ANDing of groups or "sets" of de-
scriptors then restricts the search. (Since systems vary in
how they handle ccabinations of Boolean operators, the trainer
can use both parentheses and sets to illustrate on the board
the search statem=nt logic.)] For example, one formulation for
this particular search problem is:

((YEAR ROUND SCHOOLS OR EXTENDED SCHOOL YEAR OR
TRIMESTER SCHEDULES)
AND
(EDUCATIONAL FINANCE OR COST EFFECTIVENESS OR OPERATING
EXPENSES OR BUDGETING)
AND
(EDUCATIONAL PLANNING DR SCHOOL PLANNING))

Another way to think of the relationships is in "sets":
Set 1 417 Set 2 Set 3
' YEAR ROUND SCHOOLS :EDUCATIONAL FINANCE :EDUCATIONAL PLANNING

EXTENDED SCHOOL YEAR  COST EFFECT .VENESS ' SCHOOL PLANNING

'

TRIMESTER SCHEDULES . OPERATING EXPENSES .
¥ '

' BUDGETING :

POSTINGS = 135 "POSTINGS = 3265 POSTINGS = 2230

A search on several combinations of sets results in different
postings levels, i.e., the number of dacuments in the rile that

meets the particular specifications:




1 AND 2 29 postings
1 aND 3 4 postings
1 AND 2 AND 3 0 postings
Because the combination of all sets of terms produces a "no-
hit" situation, the searcher mighp choose to use the following
search combination:
1 AND 2 OR 1 AND 3 = 33 post.ungs
In this case, the main concept (YEAR ROUND SCHOOLS) is matched
with both secondary concepts, and then ORed to approach a more
comprehensive search strategy than the combination of the main

concept with only one secondary concept.

pPoint 5: Although you may decide to coordinate only two terms
(A AND B), you frequently run two risks: (1) you may not re-
trieve comprehensively on your search, and (2) you may not get
any "hits," i.e., there may not be any document citations
indexed by both of the particular terms. This element of sur-
prise becomes more acute in batch-mode searching, and the
overly comprehensive search formulation is a safequard against
lost time in discovering this "no hit" situation only after a
run has been made. The first risk takes us back to the first
Retrieval Module in our discussion of the ERIC indexing and the
need to select several appropriate terms. The second risk is
directly related to file size and the number of postings (i.e.,

frequency with which any given term hs been used to index
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documents). As of June 1971, three-fourths of the some 7000
ERIC descriptors were indexed to fewer than 100 documents,
although some terms had postings as high as 1500 and over. You
can see that the probabilities for finding a match or hit for
only two terms (e.g., if TERM A has 25 postings and TERM B has
only 6 postings) are much lower than if you had said:

( (A ORHORK) AND (B OR GOR Z) )

Postings = 150 Postings = 80

Developing Search Statements Using Boolean Operators (30 minutes)
For the remainder of this session we will be working on and
discussing several exercises, which have been drawn primarily
from the request files of the San Mateo center. The first step
in preparing for a search is to review the problem statement and
select the resources that are going to be used. For some of the
proklems we have given you, you may not believe that a search

of ERIC will entirely satisfy the request, or in other cases
that ERIC is even the appropriate resource. We would like for
you to note the other resources you might wish to check as a
supplement to, or substitute for, an TRIC search, but we are
primarily interested in your working at this time with the

ERIC Thesaurus in selecting terms and developing search state-
ments--using the Boolean operators--for computer searching,

whether batch or on-line.
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After you have completed preliminary work with the Thesaurus
and have formulated ycur searches, we will work through your
formulations at the terminal, on-line, so that you can see the
results and understand how some of your decisions impacted on

these results.

In your packet you will see Retrieval Exercises--B, both the
problem statements and worksheets, which may be used in com-
pleting your search formulations. The worksheet format is one
kind of convenient form for developing a strategy of ORed and
ANDed statements. Sample searches are provided cn the first
exercise sheet to illustrate how you can use the form.

[The trainer should distribute copies of the Thesaurus to
trainees, and should be available through this periodf to
answer questions and help trainees who may have difficulties
in using the Thesaurus.]

Demonstration of Search Results for "Retrieval Exercises--B"
(60 minutes)

[after the trainees have completed the paper/pencil exercises,
they should bring their search formulations to the terminal
area. The terminal operator should ask one of the trainees in
his or her group to volunteer a search formulation for Exer-~
cise 1, and proceed to insert it into the system. The opera-
tor should explain to the trainees what he or she is doing
with regard to particular features of the system being used,
but the teacliing of the on-line system should be only inci-
dental to arriving at the search results, showing sample
displays of citations and abstracts of the search results, and
exploring different results with different search formulations.
The trainees should be asked to volunteer any different search
formulations--different terms or sets of terms or different
uses of Boolean operators--that they have prepared for the
search problam.
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This segment will be most instructive if the terminal operators
are able to take the lead provided by the search strategies
recommended by the trainees, but arc also able to supplement
the demonstration with approaches that are not recommended hy
the trainees. Illustrative searches and variations in strate-
gies contained in the RETRIEVAL EXERCISE5>--B (DISCUSSION
GUIDE FOR TRAINER) can be used as background for developing this
part of the session.]
Step 4 Review of Search Strategies and Results (45 minutes)
[The trainer should convene the group and direct a discussion
of each search problem--the search strategies that were devised
and their observations of the on-line applications. Although
trainees' questions may serve as a guide to this session, the
trainer can use the background on the RETRIEVAL EXERCISES--B
(TRAINER) to direct the discussion on each search problem.]
Step 5 Summary of Searching Strategies (15 minutes)
The exercises that you have completed illustrate some important

decision points in the retrieval process, two of which I'd like

to review, and perhaps you will add some of your own.

Point 1. One of the most important boints to be made is that a
searcher will almost always be working with insufficient informa-
tion--even if the query negotiation process has been an excellent
one. I am reminded of Dr. Fairthorne's vivid and telling

definition quoted in your retrieval packets:

The purpose of searching is "the recovery from a given collection
of documents, with stated probability, a set of documents that
includes, possibly with some irrelevant ones, all documents of
specified content; or, a set of documents that includes nothing

but documents of specified contents, but possibly not all of them."

Q
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A search will often reveal complexities that cannot possibly

be anticipated until the search is well under way. These com-

plexities result from one, or a combination of several, factors

including:

® The multiplicity of terms in the educational language, as we
saw in the tutorii.j problem, where there were at least four
different tutoring programs {(cross-age, peer, programmed, and
after-school). And tlie possibilities even increased with the
non-tutoring elements, reflecting the persons to be involved
in the tutoring (e.g., teachers, parents, volunteers, para-
professionals) .
The subtleties or focus of a document's conteats that are
reflected in a wide variety of combined descriptors, such as
we saw in the academic achievement and self concept problem.
The combinations of descriptors focussed on one or several
elements of the relationship, in the use of test instruments,
reports of educational research, the effect of home elements
(e.g., one parent children, mother's attitudes).
The potential of "hidden contents" not covered by the in-
dexing terms. Is teaching time perhaps a secondary topic
in many of those mathematical concepts or concept-formation-
indexed documents?
The search process itself, with the powerful capability of
a machine search, on the one hand, to coordinate the likeliest

terms we can select and produce a masterful listing, but the
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limitations of the machine search, on the other hand, to
deal with some of the intellectual elements I have just

enumerated.

Because the searcuner will not always have the information from
the client--who perhaps would not know himself--on which to
base certain decisions, he or she must understand what is in-
volved in the alternatives available to him. This brings me

to Point 2.

Point 2. There Are several alternatives available to the

searcner, and to the center as a whole, in making the retrieval
decisions. Some of these alternatives concern the search
strategy itsell, but others relate to the screening of print-
outs, the use of s ‘bstitute resources, and the packaging and
commnications of search results. wWe will address packaging
and communications in a latez‘session, but it is certainly

relevant to mention it at this time.

Some of the alternatives are:

e (-aduct a slightly more comprehensive search, one that will
contain the per pheral and seemingly unrelated items, so
that the client can then pick out the items of relevance to

him.

® A variation on this theme, to conduct the comprehensive




search and make notes on the printout to point out the
variations in search results (e.g., the variations in stu-
dent populations or in terminology for a given topic) for
the client.

Select the most on-target search strategy possible, to

identify a few items for the client to "get started”.

These alterr.atives can be varied even more with the addit. .
of steps in which complete documents are checked for their
relevance, or printouts are organized according to some principle
or classes of information. We will be addressing these possi-
bilities later, but the basic decision for selecting among the
variety of alternatives is based on at least two key elements:
® The available resources (staff time, relativs to volume of
activity; search/retrieval resources, in terms of machines
and materials).
The best knowledge of what is most likely to meet the client's
needs given his position, his apparent level of sophistication
in the subject of the search, and the use which is planned

for the information.

The first element will be a fairly fixed constraint for any
center, but the second element is one that can be dealt with

in the query negotiation process through the insights gained
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by the field agent in talking to the client, which should be

transmitted to the searcher.

[The trainer might wish the trainees to volunteer their thoughts
on the important decision points that they believed were raised
through the exercises--whether they are technical, relative to

, the use of different Boolean operators, or operational, relative
to the process of choosing between alternatives.]

Although we are operating on a limited amount of information,

why don't we think through the ciient's "best interests" in

each of the searches we have performed, and discuss the course
. that we believe would have most likely met the client's needs,

if only initially.

[The trainer may wish to start off with one example, and then
ask the trainees to state their preferences, based on their
understanding of the time, expectations, and typical uses of
information by school personnel.]

For example, on the teaching of time to TMRs. I read this
request as a very specific one, for the TMR teachers have many
responsibilities, and teaching time is only a part of this
responsibility. I would search only on TIME and not go into
the mathematical concepts or concept formation materials, where
we can assume that the finding of relevant materials would take
some digging and reading by the teachers. I might supplement

my findings by talking to my special education consultants in
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the SEA to see if they know of any materials, or by checking

the Curriculum Laboratory personnel or my curriculum materials
collection. I would also check my project/people file, to see
if there were any Special Education Instruction Materials Cen-

ters in my area with whom I could check.

Agreements? Disagreements?

[Trainer should let the trainees discuss their preferences for
the remainder of searches.]

Lot
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SESSIONS NUMBERS 19 AND 22

RETRIEVING ERIC INFORMATION--B

Retrieval Exercises=--B Trainer Discussion Guide




SESSION NOS. 195 AND 22
RETRIEVAL EXERCISES--B

(TRAINER DISCUSSION GUIDE)

1. (Affiliation or position not specified): Wants various kinds of tutoring
programs in the public schools--reading and math--to be utilized in the
district.

TRAINER DISCUSSION GUIDE:

The selection of terms from the Thesaurus for the instructional
program are:s--READING INSTRUCTION and MATHEMATICS INSTRUCTION--

is fairly straightforward. The choice of terms for the tutoring
program part of the search is less clear, for the possibilities

include TUTORING, TUTORIAL PROGRAMS, CROSS AGE TEACHING, PEER TEACHING,
and PROGRAMED TUTORING. The peer-group representation 'in this concept
also suggests other possibilities, such as the use of paraprofessionals
and volunteers from the community (e.g., parents).

It will be useful for the trainees to scan the results of several
different strategies, to see a fairly narrow search:

( (TUTORIAL PROGRAMS OR TUTORING) AND (READING INSTRUCTION OR
MATHEMATICS INSTRUCTION))

and, to see a broader search:

( (TUTORTAL PROGRAMS OR TUTORING OR CROSS AGE TEACHING OR PEER
TEACHING OR PROGRAMED TUTORING) AND (READING INSTRUCTION OR
MATHEMATICS INSTRUCTION)

After the trainees have explored several possibilities, and seen, for
example, the kinds of materials included in PROGRAMED TUTORING, they
should be prepared in the discussion to suggest how they might actually
handle the search: (1) to give the client a full printout--

with notations on some of the variaticns of materials included--and

ask the client to indicate those that look of interest; (2) to re-
establish contact with the client, to determine more specifically the
kinds of programs that would be most relevant; or (3) to supplement

or substitute the printout with names of individuals in area schools
that have instituted tutorial programs.

The two sample search formulations shown on the third page illustrate
the difference between a narrow search and a broad search. There are,
in addition, points between, in terms of the number of descriptors that
are selected to represent the tutoring concept in the search problem.




The printout of selected citations that is attached illustrates the
results yielded from Search Formulation 1. Trainees will have seen
some of these citations (with descriptors and/or abstracts) on-line,
and this should generate discussion on the issue of second-guessing
the true concerns of the user (does he want programs with parent
involvement or the use of paraprofessionals?). The Trainer may
choose to read a few of these citations to illustrate the inclusion
of materials on (1) adult and university students, (2) the use of
paraprofessionals, and (3) research studies.
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Search Formulation 1:

SS 1/C?---SEARCH STATEMENT 1 OR COMMAND?
USER:

READING INSTRUCTION OR MATHEMATICS INSTRUCTION
PROG:

PSTG~--NUMBER POSTINGS (2291)
SS 2/C?---SEARCH STATEMENT 2 OR COMMAND?

USER
TUTORING OR TUTORIAL PROGRAMS OR CROSS AGE TEACHIMG OR AFTER SCHOOL TUTORING OR
PROG:

CNT 2--CONTINUE SS 2

USER:
PEER TEACHING OR PROGRAMED TUTORING
PROG:

PSTG~--NUMBER POSTINGS (596)
S§S 3/C-~-SEARCH STATEMENT 3 OR COMMAND?

USER:
1 AND 2
PROG:

PSTG---NUMBER POSTINGS (59)

Search Formulation 2:

S§S 1/C?-~-~-SEARCH STATEMENT 1 OR COMMAND?

USER:
TUTORIAL PROGRAMS
PROG:

PSTG---NUMBER POSTINGS (239)
S§S 2/C?---SEARCH STATEMENT 2 OR COMMAND?

USER:
READING INSTRUCTION OR MATHEMATICS INSTRUCTION
PROG:

PSTG~--NUMBER POSTINGS (2291)
SS 3/C?~---SEARCH STATEMENT 3 OR COMMAND?

USER:
1 AND 2
PROG:

PSTG---NUMBER POSTINGS (31)




SELECTED CITATIONS

FROM

FXERCISE 1 SEARCH RESULTS
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TNLIVE. UAL ENSTRUCT LON

AKAL At ADINC

WEADING COMPRUHENSTUN

“LATING EVELOPMENT

ROALTNG INSTRULCTION

"FALING SKILLS

KIMI OTAL FEADINGS

SLOUNQE LY GRALVES

STLF SVALUATIOWM

STUDENT SVALUATIUN

TUTH TAL PRUGRAMS

TUTGE 1Mt

INCA SEULY UTTILIZING HIGH SCHUOL SGRHOMGRE S WITH FEALING PRl M7
ANV Thiak TUTLRY 1T WAS FLUND THAT SIGNIFICANT CHANGES OCCURRED WHEN

STUDENTS WFRE TAUGHT TO IDENTIFY AND CLASSTIFY THEIR OWN READING
SRPIRS AL # RIGULAR PART (F A CGRRECTIVH AN REVEDIAL REAUDINCG
PRUGRAM. THE INSTRUCTIGNAL PRUGRAM REGAN WiTH THE STUD.NTS ANALY 7 1NG
TREIR R _LULTL ON A STANUDARDIZED ReAUING TEST. FXOM THIS ANALYSTS
THEY FLPMULAT! U GENERAL KFADING GOALS. SKTLLS PACKAGES FMPLOY NG,
SELF=CONKI CHING FORMATS Wikt UTILIZOU IN MLIETING GENERAL ANT
SPLOIFIC REac il Neeine STUDY QUESTIONS WITH MKEY WUR[: S 9" OR CONCEPT
WORD Ly Wi USED TO SCAN LITERATURE AND DETERMINE ANSW. RS, IF
TUTPHEES N2 DED LATRA WURL TUENTIFICATION SKILLSy THEY COULT SELECT
SKILLT FACKAG.S TO STUUY. STUDENTS' ORAL KEADING WAS RECORDED AND
FPREUKS WERE NUOTIOU AND CLASSIFIED bBY THE TUTUR. CRADUALLY STUDCNTS
WERE aSKtlr Tu TEVECT ANU CLASSIFY THEIR OWN ORAL READING tRRUFRS,
SUCH LLLF-EVALUATIV: PROCEDUK:S ENCOUKAGED STUDENTS TG ENCAGY IN
MORL tlcCUENT ASSESSMENTS UF READING PERFORMANCE y CONSERVED TeACHLR
TIMF +u% INST: UCTIUN, PROMOTED STUGLFNT SFLF-COMPETITTON, AND

- LNCUUKAGLLL A MUKL AMENASL: ATTITUCE ON THE PAKT OF STUZENTS TowWanrD

TEACHER SUGGESTIONS FOR IMPROVEMENT. (REFEKENCES ARE INCLUDED.) (AL)
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INLTRUCTIONAL MAT-21aLS
D6JECTLVIS

HFGANTZATIGN
VARAPSOTESLILHE L SLHULL PURSONNEL
REAJING TNSTOUCTION
CRINFQORC, H0T

STULTNT MUTIVATIUN
TJTOaR INS

VOLUNTEF ™S

CE = dOFKSHLP & - -
A= A HANCBUt R < i PAYES FiF THe VUOLUNTEER PZADING ATDC Wel HAS “HEN

INSTAUCT L 1IN A LU=hOUL 3251C WORKSHUP GM TUTUKING THE ADULT
NON=LEA bR 1S PRUSENTEO. ITS PURPOSE IS TN REINFORCE THE KNOWLEUGS
THL AID  HAL JAINEG ANG Ti JUGGEST ADDITIONAL RESGURCFS. IT T¢
OTVEOLL INTO SzVeN CHAPTeS: LEARNING TU KNUW ThE ADULT NON-RrADER,
MOTIVATING THE ADULT NUN-READER, TEACHING THE ADULT NUN-READER,

RECRUITING THE ADULT NUN-READER, PUBLICIZING THE LITERACY PROGRAM,
WORKING WiTH OTHER WROUPS .AND AGFNCIES, AND ORGANIZTNG. A SELECTED
LILULT «GhavdY INCLUOING INFURMATION FOR THe TUTOR, INSTRUCTIONZL
MATERIALLy HELP FOR NUN-NATIVE SPEAKERS OF ENGLISH, AND
SUPPLEMENTARY READING MATERIAL IS ALSO GIVEN. (AUTHOR/CK)
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TUACE f Ly PAS_NTO, aND STEUGUNTS, ANALYZINC iHF DATA ON FIvVF

cr PENTONT VARTA CiSy IT WaS FOUN THAT TUTYRS ANU TUTEF:L IN THit
EXPERTMUNTAL  kOgk FVICENCEY STGNIFICANT GRLWTH OGN MEASUKES OF

ACAT LT ALHE (Ve MENT, “STIVATION AS ASSESSTL BY THE TEACHER. AND 1.
STULLNT L, ANDYy FCR THe (UTGRS, TN ATTITUDE TUWAXRD SCHLOL. TH: ONLY
MRIECTIVES WhHILH WErF NOT MET WFEKRE A FAVOFACLE CHANGE TN THE
SELF=CUNCLPT GIF LUTH TUTO- S AND TUTEES ANL A POSITIVE ATTITUC:
CHANGE IN TUT-F5s PRORAALY "t TG THE SHURT DURATINN OF TH: PRLJLCT,
IT 15 SUSGESTE THAT TEAQIHESS SHOULD ot PROVIDEU WITH TRAINING AN
SUPYUSNT FOR A CHANGE T A SLLFA-DIKECTED INSTRUCTIONAL PRUGHAM, AN &

TEACHLK MANUAL TS SEING DiVelUPEUe THe INSTRUMENTS USED ARE INCLULULD
IN THE DOCUMENT. (MBM)
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ATTY R ey AWD StLF=CULNT v LF UNMUTIVATCD CHILNDAEN, ROT: TUTURS Al
TUTEREL. A PILOT LTULY AND A MAIN STUDY WERF UNOEKTAKEN, {8 ING
FXRLRIM MTAL ANT CONTFRLL RUOUPS, THE XPETIMeNTAL CRLUPS HAL pN

tOTERINING fefSy Ne THt PRLILRAM WAS CARRIFD GUT Fi'R § MUNTHS IV 1+
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ULE=(=9—660531=hs o {1

NATIONAL KREALING CUlFontNCZ, INCay MARGOLLITE UNIVERSTITYy 1217 We
AISCUNDGIN AVoey MILwAtAcky WISe 93213

13V 5 PAPER PRELSENTcO AT THE NATIONAL RFALING CUNFLXFNCFy TA..Pa,
“LAey LiLae 1%71

CUMMUNICATION SKILLS

N THE JUE TRAIMING

PARAPE IR SLTINAL SCHOUL P SUNNEL

PRACTICUMS

REAVING LIFFICULTY
PoASING INSTRUCTTION
NCADTNG OXILLS
TEACHING METRILS
TEAINING

TRAINING (e CETVES
FUTORING .
AS A CWMMIINITY St RVICo, JALRSUN STATE CUMMUNITY CULLEGT HAS
DEVELUPED FRotsamy <R TRAINING PARAPIUFESSTIUNALS IN The FITLD oF
PEALING aND € iAMUITCATION SYKILLS To BECCME PROFICTIUNT NOUGH IN THL
INSTRUCTIUN 25 7 CALING SKILLS TO ASSIST _LISABLED FEADF-S, TRS
SHLARLTIY S0 S Ub PAKAPRUFLSSTUNAL TRAINIES ARE COLLFS: STULENTS
MJThoRoy JUMPANY WIVES, YLUERLY PEUPLE y AND GRUUPS ©F CONCL~N' T
CITIZENS. THi THAINING PROGRAM 1S BRIKEN INTS THRED DISTINCT PHAC-S:
THIOPY,, PRACTICULM,y AND SUP_RVISZO “MPLOYMENTS. TN THPY THSCRY LHAC -,
THe ¥ AINceS A0 TLSTLL FOA KNUWLEDGE OF Kc-AL™ C SKILLSC ANU PELVYILED
WITH INSTRUCTIUN IN THc METHODULOGY OF TEACHING READING SKILLS ANU

THE ®KESARATION AND USE OF MATERIALS. IN THE PRACTICUM PHASE, THE
TRAING S ARt TNVGLV.D IN PR_LPARATION OF MATERTJALS AND CONSULTATION
WITA Towo R ADING SPECIALIST, TUTURING (F STUNENTS, AND IN

SELE= VALUATTONG THL SUPERVISED EMPLOYMENT PHASE INVOLVES PERIDINIC
VISITS 2¥ Trn' «-aRING SPrCIALIST TU PLOVIUF UN=THE=-JDO® ASSTSTANCE T0
THY PARAPRUEE (STUNALS ANU A WEEKLY SEMINAR. A PILOT PROJFCT HAS ALEN
CENOULTL 7y AN APPLICATION (S S8£ING MADE FOK FUNDS TO CUNDUCT A
CURPREMUENSIVE PRUOGRAM. A FLUW (HART FOR THL TRAINING PKULESS, A LIST
OF MATERIALS TU BE USED, AND REFERENCE' ARE INCLUDED,. (AUTHOR/AW)

v
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DE= ACADEMIC ENEICHMINT

DE~- COLL. LE FROGRAMS,

DF- CuULLFOE STUDENTS

DE- FUTLIGN STUOENTS

DE~ RralINGC Ce™NTH &

DE- REALING INSTRUCTIWN

DE- <FADING SKILLSL

DE~ Py MclTAL COUNECS

DE- SFCOMD LANGE A - LEAFNING

DE—- STUOY SKILLS

OFE— T/ ACHINC MACMINIS

DE- TUTUARING :

AB—= Trt ACADMIC INKICHMINT AND LEARNING SKILLS CENTER AT INDIAMA STAT:
UNTVER STTY CAMF INTU 5cING PRIMARTILY BECAUSE OF THI READINE PRUBLIMS
AMUNC Th. STUDPNT 3uDY. 1KF CENTER HAS TwO LANGUAGF LARORATONTFS,
FACH HAVING 30 POSITIONS. UMPHASIS IN DESIGNING THe PHYSTICAL PLANT
AAS PLALED BN ATTRACTIVENESS AND QUIET. Tt ACHING MACHINES SUCH AS
IHE TACHKUMATIC 500, THL SDHADOWSLOPE, ANDL THE CRATG READFR AS Woilk AS
DLNCUNAL HELKF SuCH AS TUTGRING IN SPECIAL AREAS _F DIFFICULTY ARE
AVATILARLY FOF STUDENT USE. THE CENTER IS MPEN FREE T0O ALL PEGYSTcRED
STULFNTS EXCePT FOR THUSE ReGISTEREL IN A SPECIAL REMELTIATION
COURLYE . STUMFNTS GRADUATING IN THE LUWEST 30 YERCENT GF THLIR HIGH
SUHUOL CLASSES ARt PEGISTEREL IN THIS NONCREDIT COURSE DURING THE
SPRING SEMESTER AND THL SUMMER SESSIUNSe THE COQURSE EMPHASIS 1S UPUN
SKILL GEVELUPMENT IN REAUVING, STUDYING, TESTINGy, WRTTING TERM
PALLFSy AND WURK IN SPECIAL AKFAS OF NEED. THE CENTFR IS WIDFLY USFD
oY FUKEIGN STUODENTS TO IMPR/IVE THLIR ENGLISH PROFICIENCY AND BY
DOCTORAL STUDENTS TO ACQUIRE FOREIGN LANGUAGE PROFICIENCY. (AW)
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TI- THE AUTOMATEL INSTRUCTIUN OF PRACTICAL READING SKILLS TO
DISALDVANTAGED SIXTH GRADE CHILDREN.

PO-_7) e e

IS- RIEJUNT?

IC- YUB92100

IN~ VIHGINIA UNIV.y CHARLOTTESVILLE.

$C~ RMQ66300

SC- YU89:175

SN— OFFICE 2F EQULATIUN (UHEWls WASHINGTUN, DeCe3 VIRGINIA UNIV,s
CHARLUTTESVILLE . SCHUOL UF tDUCATION.

PR~ EDURS PrICE MF-30.65 HC-$3.29

C6- OFG-3-72-00607(010)

NO- 15Pa — .

DE-~ NISAUVANTAGED YUUTH

DE- GRAQL 6 e L

DE- PROGKAMEL TUTURING

DE- PLALING ACHIEVEMENT

DE~ READING INSTRUCTION

DE- RrADING SKILLS . .

DE~ REMEDIAL HEADINC

AB~ AN ASSESSMINT WAL MADE OF THE EFFECTS OF AN AUTOMATLD TUTURING

PEOGKAM TN T-ACHING STXTH GRADE DISADVANTAGED CHILODREN PRACTICAL
REAUING SKILLSe NINETEEN FXPERIMENTAL AND FIVE CONTROL STUDFNTS Wi RE
RANCOMLY SELHCTEL AND TESTED UN 51 PRACTICAL SKILLS. EXPFRIMFENTAL
STUDENTS THEN RECEIVED AUTOMATED INSTRUCTIGN ON 24 OF THE SKILLS.
CURRECT ANSWFXIMG YIELDED EXTRINS1C REINFORCENENT' AND ERROR S
YIELL2D AUOTJ TUTORING, DURING INSTRUCTICN CONTROL STUDENTS REMATNED
IN THEIV CLASSRUGMS. «FTTF INSTRUCTION ALL STUDENTS WFRE RFTEST+O UN
THL 51 SKILLSs THL EXPEKIMENTAL GROUP'S AVERAGE SKILL'S GAIN WAS
SIGNIFICANTLY HIGHER THAN THE CUNTRUGL GROUP'S. WHILE EXPERIMENTAL
STUDENTS -SHOWED CREATEST CROSS-TEST GAINS UN SKILLS TRAINED DURING
INSTRUCTIUNy THEY ALSU SHUWED CONSIUERABLE IMPROVEMENT ON THE
-BEMAINING UMINSTRUCTED SKILLS. (AUTHOR) .=




£ED-
YR~
CH=-
AU-
Ti-
PD-
15~
1C-
IN-
PR-
Ce—
NO-
NF—
De—

OF —
LE—~
vE-
DE-
DF~
0OE —
DE—-
oF -
Ue—-
OF—
De—-
DE-
10—
AR—

1DO5Y315

71

HDA120N

iLby CirLINA O,

TVALUATILION LR fH: L lToN P LSCuSC: TEAM, L9 0~-1911,

71

ITmMayY?.

CIYe A5y

TLULATTION (v o8 AT L -7 vy THC ey NEWTUIN, MASS,
PRl PoTUe M= 45 Fu= D6t

TFL=2=T0=0023(a19)

G,

COINSOLTATION 70

CURRICULUM DEVELOPMENT

INNtR CITY

MATHEMATYICYS THMLTUNWTION

VAT CNT PASTICIeAT YO

CELUGRAM  VALUATT ™)

KEADING AN D12

TUSH L Teelvo ey

CCPLL L OTENTTY S~ cLeTllun. HIP

LCTORCT INEY, 7T

SULUNCaRY b LTl LN

TEACHLr R L v,

FoT 35 Tae P8 (v,

CeSAN D WL AT NN

MALL UL LETT .

TR LS -4t T 5L wMN PVALSATT N 3F THe ATT MPT Ur THS SOSTOy 2o, i (.
ToAS IMEEON D b By T Al aND s GUCATIGNAL CONOITION: [N THe
DRACRLGN DO UL DESTRICT S ING ThHE 1970=71 SCHUOL YL ARS TH[ Traw
FOLMTIFEL U = v GOALS FOR O TTS WORK IN TRt ) ARBORN ANNTX: (1)
PRPQOVEINCG T ¢ POYSETAL APPEASANLL UF THE UL ARSUKN STRILL: (2)
TAVLLVTIcL M o PandNTL IN THe SCHUUL; (3) INSTITUTING A Myt
SLlEVANT LU R TOULUM RO THE STUDENTS; ANDy (4) IMERIVING THE MOF AL
froTrr SCnolGL STARF O AMNY 150 STUUENTS. THF TL.AM DECTSTt THAT THit
Croall M OF A F T 50ddCD <M AHICH WOLLD TUTALLY INVALVE THt SCHIZCL o
AT ST ONTS afN TEACHeRSy ANL THE CUMMUNITY, WAULD EFSECTIVELY
FLU e 20 ALL LUR H0ALL AT ONCF . A TUTOKTAL PRIGRAM WAS CLORNINATEN
YOA bratM MEMT Ry INVOLVING TR SERVICES OF TEN STULENTS FROM MITee
SLACE CTCLERT UNIONG A FRLJIcCT WAS CUNCLIVIL RY THE FLcMENTARY
2OTONC LEUnY PLOGRAM TO SNCHURAGE STUDENTS Tu OFVLLOP UNTTS IN
WO SO NLY AND MATYr:5aT LCS WiRE INTFRRELATED. A TEN-WEFK WOKKSH P
WAS XUN TN vt ~ALL ur 1970 Ol THE 1o MEMSBER TEACKING STAFE JF T=+
ANN: £y T-o L:VENTH AN 1 15HTH GRADSS UF Tht UEARBORN SCHULUL. THL

w i Shoy INT ToUes i VAT IOUS ROADING METHOLS ANL WAYS OF LFLATING
TeSt Tu fHE CEFFERENT SUBJeCE AREAS ANV ASSISTEU TEACHEKS IN
GEVELUPING CURRTCULUM MATERIALS. (AUTHOR/JM)
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From a High School Counselor: Wants methods on dealing with, and preventing
vandalism at the secondary level.

Comments:

TRAINER DISCUSSION GUIDE:

This search illustrates several retrieval problems and considerations.

One, the materials in the ERIC file on this subject are not typically

indexed by level (e.q., secondary level), and a search by level intro-

duces a very low-yield (as shown in the sample search below).

SS 1/C?---3EARCH STATEMENT 1 OR COMMAND?

USER:
VALDALISM OR SCHOOL VANDALISM

PROG:

PSTG---NUMBER POSTINGS (45)
SS 2/C---SEARCH STATEMENT 2 OR COMMAND

USER
HIGH SCHOOLS OR SECONDARY GRADES OR SECONDARY SCHOOL STUDENTS OR

PROG:
CNT 2---CONTINUE SS 2

USER:
PROG:

PSTG---NUMBER POSTINGS (4380)
SS 3/C?---SEARCH STATEMENT 3 OR COMMAND?

USER:
1l AND 2
PROG:

PSTG---NUMBER POSTINGS (1)
SS 4/C?---SEARCH STATEMENT 4 OR COMMAND?

USER;
"PRINT TI, DE"
PROG:

TI- "YES" TO A SELF-DIRECTIVE DAY. FOCUS ON HIGH SCHOOLS
DE- CONTRACTS

DE- DISCIPLINE PROBLEM

DE- EDUCATIONAL CHANGE

DE- EDUCATIONAL IMPROVEMENT

DE- EDUCATIONAL INNOVATION

DE- SCHOOL VANDALISM

DE- SECONDARY SCHOOL STUDENTS

DE- STUDENT PARTICIPATION

DE- SUBURBAN SCHOOLS
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The on-line demonstration (or scan through the attached printout
from the full 45 citations) should illustrate the second part of
the search problem. Most citations in this area relate to preven-
tion through modifications or improvements in the school facilities
(e.g., lighting, design, construction). Less than 10 of the cita-
tions appear to deal with non-facility matters, such as community
involvement, police and school relationship, or student involve-
ment. The search problem statement provides no insight into the

client's definition of "prevention."”

The on-line demonstration should also be used to show the difference
in the use of terms VANDALISM and SCHOOL VANDALISM. It would appear
that our search should be limited to only SCHOOL VANDALISM, for
VALDALISM draws in the college-level and recreational areas. The
number of postings for SCHOOL VANDALISM alone is 33. This illustrates
the point of having searchers learn the use of terms and make nota-
tions in their copies of the Thesaurus for future reference. With

an on-line system, the searcher can check some of these meanings, but
those using batch systems will need to rely primarily on their study

of search results--after the fact--to determine these usages.
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3. From a High School Teacher: I would like any and all information dealing
with Self Concept and its relationship with Academic Achievement. I need

information showing a relationship b¢tween these two factors. (For Jr./Sr.
High School)

Special Instructions to Trainees: Develop at least two search formulations
to show the junior-senior level: one with an ANDed statement, the second,
with an AND NOT statement.

Comments:

DISCUSSION GUIDE FOR TRAINER:

As the attached on-line printout illustrates, there are 216 citations
that meet the statement of ACADEMIC ACHIEVEMENT AND SELF CONCEPT.
This search helps to illustrate one of the more difficult problems

in limiting searches in the ERIC file, that is, by level. There are

two major facets of the problem:

® The selection of terms to represent any given level
is a problem that levels may be expressed in specific
grades (e.g., Grade 7), in student groups (e.g., Junior
High School Students), or educational levels (e.g.,

Secondary Grades) ;

e The searcher must decide whether to use AND statement
with the appropriate level terms, or to use an AND NOT
statement with those terms that represent the levels of

no interest. (See Search Formulations 1 and 2.)

For the first problem, the Trainer should discuss with the trainees
the usefulness of preparing in advance some ORed statements rep-
representing the different levels of education. For each level,

the Retrieval Specialist may wish to develop several statements,
some of which cover only the broadest areas (e.g., universities,
colleges), others covering the student populations (e.g., Secondary
School Students), and others covering the more specific terms within
a level {(e.g., State Colleges, Teacher Colleges). Samples of
several such searches are included in the trainees packets, to help

them adapt and develop their own.

ERIC
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Search Formulation 1.

SS 1/C?---SEARCH STATEMENT 1 OR COMMAND?

USER:
SELF CONCEPT AND ACADEMIC ACHIEVEMENT
PROG:

PSTG---NUMBER POSTINGS (216)
SS 2/C?---SEARCH STATEMENT 2 OR COMMAND?

USER:
SECONDARY GRADES OR JUNIOR HIGH SCHOOL STUDENTS OR HIGH SCHOOL STUDENTS
PROG:

PSTG-~--NUMBER POSTINGS (4111)
SS 3/C?-~~-SEARCH STATEMENT 3 OR COMMAND?

USER:
1 aND 2
PROG

PSTG--~-NUMBER POSTINGS (31)

Search Formulation 2.

SS 1/C~~-SEARCH STATEMENT 1 OR COMMAND?

USER:
SELF CONCEPT AND ACADEMIC ACHIEVEMENT
PROG:

PSTG-~--NUMBER POSTINGS (216)
SS 2/C?---SEARCH STATEMENT 2 OR COMMAND

USER:
COLLEGE STUDENTS OR JUNIOR COLLEGE STUDENTS OR ELEMENTARY SCHOOL STUDENTS
PROG:

PSTG~-~~-NUMBER POSTINGS (6101)
SS 3/C?---SEARCH STATEMENT 3 OR COMMAND?

USER:
1 AND NOT 2
PROG:

PSTG---NUMBER POSTINGS (170)
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A decision in the second problem area must be made in full recogni-
tion of the fact that a level-related descriptor may not have been
used by the indexer, and that an AND statement may therefore exclude
some materials--without level inductors--that are potentially of
interest to the client. (In recent years, this has been an important
issue within the ERIC system, and clearinghouses are now encouraged
to inciude the level within the set of descriptors for a given docu-

ment.)

The Trainer should take some time with the group to make sure they
understand the difference between using the ANDed statement and the
AND NOT statement. (See attached on-line printout.) The AND search
formulation establishes particularly restrictive specifications for
the search, in that the specific level terms given must be included
among the descriptor set of a document before it is retrieved. How-
ever, it is important to note that this search formulation will not
retrieve documents that are indexed by other secondary-level terms
(e.g., GRADE 7), nor will it retrieve on documents in which no level
is included, but deals, instead, with a special student population,

e.g., disadvantaged youth.

The« AND NOT statement is more restrictive than the ANDed statement

in one sense, for it will not only exclude document citations that
are indexed by college- and elementary-level terms, but those that
are indexed by college or elementary and secondary-level terms. How-
ever, as shown by the differences in postings, the AND NOT approach
is much .ess restrictive; it will draw those document citations with

no level--related index terms that were thrown out in the AND search.

It is important that the trainees understand what will be included
or excluded in each of these two search approaches, but it is equally

important that they realize that the differences in postings resulting

Iy
i




from the two different approaches will vary per search problem.

Given evenly distributed postings in the file, AND NOT is technically
the complement of AND. In this particular search, it would appear
that there are more materials relative to the secondary school popu-
lation than to the other levels; this may not always be the case.
Thus, the decision to use AND or AND NOT should be made on factors
other than the postings yield, such as the weighing of what might

be lost in an ANDed statement.

This search also lends itself to further refinement, but would
depend on the searcher having more information fror the client. We

might imagine that the search could be narrowed by:

e Educational Research or Statisticai Studies

@ Prediction or Expectation

e Motivation or Intervention or Changing Attitudes or Motivation
Techniques or Teacher Role or Curriculum Design

Curriculum Design or Teacher Role

(These searches are displayed in the attached on-line printout sample
and illustrate in their postings levels the narrowness of the searches.)
The key questions to the client might have been one of seeking to
clarify the kind of relationship between the two factors that he was

interested in, or learning more about how the c¢lient intended to use

the information.
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Search Formulation 3.

SS 1/C?---SEARCH STATEMENT 1 OR COMMAND?

USER:
SELF CONCEPT AND ACADEMIC ACHIEVEMENT
PROG:

PSTG~--NUMBER POSTINGS (216)
SS 2/C?---SEARCH STATEMENT 2 OR COMMAND?

USER:
COLLEGE STUDENTS OR

JUNIOR COLLEGE STUDENTS OR ELEMENTARY SCHOOL STUDENTS
PROG:

PSTG~---NUMBER POSTINGS (6101)
S§S 3/C?~-~-SEARCH STATEMENT 3 OR COMMAND?

USER:
1 AND NOT 2
PROG:

PSTG~--NUMBER POSTINGS (170)
SS 4/C?---SEARCH STATEMENT 4 OR COMMAND?

UUSER:
EDUCATIONAL RESEARCH OR STATISTICAL STUDIES
PROG:

PSTG~---NUMBER POSTINGS (3456)
S§S 5/C?---SEARCH STATEMENT 5 OR COMMAND?

USER:
3 AND 4
PROG:

PSTG~~--NUMBER POSTINGS (14)




Search Formulation 4.

§S 1/C?---SEARCH STATEMENT 1 OR COMMAND?

USER:
SELF CONCEPT AND ACADEMIC ACHIEVEMENT
PROG:

PSTG---NUMBER POSTINGS (216)
SS 2/C?---SEARCH STATEMENT 2 OR COMMAND?

USER:

COLLEGE STUDENTS OR JUNIOR COLLEGE STUMENTS OR ELEMENTARY SCHOOL
STUDENTS

PROG:

PSTG---NUMBER POSTINGS (6101)
S§S 3/C?---SEARCH STATEMENT 3 OR COMMAND?

USER:
1 AND NOT 2
PROG:

PSTG---NUMBER POSTINGS (31)

SS 4/C?---SEARCH STATEMENT 4 OR COMMAND?

USER:
PREDICTION OR EXPECTATION
PROG:

PSTG--- NUMBER POSTINGS (853)
SS 5/C7---SEARCH STATEMENT 5 OR COMMAND?

USER:
3 AND 4
PROG:

PSTG---NUMBER POSTINGS (8)
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Search Formulation 5.

SS 1/C?---SEARCH STATEMENT 1 OR COMMAND?

USER:
ACADEMIC ACHIEVEMENT AND SELF CONCEPT
PROG:

PSTG-~-~-NUMBER POSTINGS (216)
SS 2/C?---SEARCH STATEMENT 2 OR COMMAND?

USER:
COLLEGE STUDENTS OR JUNIOR COLLEGE STUDENTS OR ELEMENTARY SCHOOL STUDENTS
PROG:

PSTG-~-~-NUMBER POSTINGS (6101)
SS 3/C?---SEARCH STATEMENT 3 OR COMMAND?

USER:
1 AND NOT 2
PROG:

PSTG~--NUMBER POSTINGS (31)
SS 4/C?---SEARCH STATEMENT 4 OR COMMAND?

USER:
MOTIVATION OR MOTIVATICH OR INTERVENTION OR CHANGING ATTITUDES OR
PROG:

CNT 4---CONTINUE SS 4

USER:
TEACHER ROLE OR CURRICULUM DESIGN
PROG:

PSTG~~~NUMBER POSTINGS (6027)
SS 1/C?---SEARCH STATEMENT OR COMMAND?

USER:
3 AND 4
PROG:

PSTG--~NUMBER POSTINGS (29)




Q SELECTED CITATIONS

FROM

EXERCISE 3 SEARCH RESULTS




FD0e3219
T2

ST 200

JL'JFNQ HlNI.Y 'o

cHANGE S TN a0 b MP, <ole s 't FLALK AND WHITE COMPENLATIRY + ICATION
STUDENTS AN 1 TS ZFFICTS he SELF=C INCreT—=uF=ACADF4IC-ATTILITY.

7z

S IR S A0

"Moo i

CRFIC O L UCATION (LhitW)e WASHINCTONG DL,

TIED OPRTCD YE-%Lebs nl-%3..9

(L L==T0=7 71T (=1

1.0 a3 PaktR Pat SENTEN AT To0L ANNUAL M TING DF THE AMTRICAN
TRUCATTOUNAL R SFATCE ALSIMTATYION

At AceMIL arlLiTy

ATt e MI7 ACHT: VEMENT

ATTHCTIVL. a0 LY aVe s

BT yTo-AL Lndel (v s

COMD T 4SATORY L LUCATILY

FLUCATI ™ALLY UT“AUVANIALFD

t UCATI AL+ TLAMUH

FRUCATTIaLL T LTING

Hiot i cDPUCATT N

STLE alT JALYZATION

STLe CuNLHT

LroUnnlewy T-078

N I T FPT N L H

:L" F‘_,' ’.‘.:M

PELATLONSH e o STS ETWESN AW INOLIVIDUALSY PERCTPTLION OF =1°
STLUTY T3 LoeN AND HTS ACAD=MIC ACHT VI ST, THIS DADER 1t o (TS
CEORINGINGD M A LTAEY 0 STONel TN 1 e NTYFY 1H] LEVEL OF
TLE=CoNCe kT Lr ALATEMIC AZILITY NF 121 STULL:NTYy CONPYICSFL. OF 103
TLACARS o4 MALTL AN 44 FIiMALcS) AND 13 WHTTES (742LTS AN o
FrMBLE )y UR™ UNEGLLMNT IN AND CULMPL-TION (F A PRL~COLLECT
CoM2PiNLATORY ¢ M LATTON BROGPFAM IN NEW YURK STATE DURING 1940 —1wr0,
ENRGLLM- AT T CoMPDNSATORY  "UOCATTION MO dSTITUTES Nt ACANEMT. €.
WETL O CrmPLLTEoN CONSTITUITS ANUTHIR w2l Fe TWF QRONKUVE K
ILF=CONCERPT=0OF=ALAULMIC=A2TLITY SCALY WAS AUMINISTEPEL T0O 5USJ-CTS
JPUN SRMTERING ANL ACAIN ubi N COMFLETING ThE PROCRAM. IT WAL

T=v £2e ™ THAT T 1ehe WOULY CF A POSTITIVE CVANGE IN SELT=CONCEPT O

[ RN BN, )

7 ot TR g

ACATIMYC ASTL'TY OF 1) [ALH SUIJLCT AS A o SULT CF MOVING Fei™M .M
RULS T ANOTR =5 2) BLACK AND WelTt SUGIJECTS FROM TEST 1 T TreT 23
ANTy ) DTH MALY ANL ritMALc SUBJECTS TRPOM TeST 1 3¢ TEST 2. IT WAS
C NCLODE 1" THAT CHANGES IN ACADEMIC KOLFS HAM A PCSITIVE HFFrCT ON
TAt SULF=C NPT UF ACADIMIU ASILITY JF MALY AND FEMALS PLACK
SUCJIECT s #9T LELY FUR WHITL MALL SUBJFCTS. THE RESEARCH INPICATES
THAT CUMPENSATUKY FOUCATTON PROGRAMS THULy PUSITIVELY AFFECT
StLF=CONCEPT IMPROVEMENT CONTRIBUTING TO ACADEMIC ACHIEVEMENT.
{AUTHOR/SJIM)
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ED062484

T2

una1236z

MAFTTINM, DOKUTHY WuUHINA

THE INNLF-CITY BLACK MAL{ HIGH SCHCOL STULeNT: KIS SFLF CONCEPT,
ACADEMIC ACHIFVEMENT, ANU UCCUPATIUONAL ASPIKATIONS.

7 ArK T2

RIEAUGTZ

tins PRICE ME-$0.65 HC~$3,29

OEC=0=4=21001-3417

17P.5 PAFER PRESENTLLU AT TH: AMERICAN TDUCATIONAL &SSOCTATIUN ANNUAL
METTINGy CHICAGO, TLLey APRIL 28, 1972

ACADEMIC ACHICVEMENT

DEFACTO SEGRPGATIUN

EDUCATIUNAL DYAGNOSTS

HIGH 5SCHOOL STUUENTS

INNIK CITY

INTEGSRATIUN crFLLTY

NEGRJ STUNENTS

UCCUPATICNAL ALPIRATICM

SCHOGL INTFGRATICN

SELF CONCEPT

StLF FSTEEM

SURV:EYS

UXBEAN YOUTH

CRARY AMIRTCAN HYISTORY TcoST

SELF COMNCEPT As A LEARNER SCaLF

THE PURPLLE 0% THIS STULY wWad 10 COMPAKF THT SeLF CLUNCEPT, ACAGLMIC
ACHIEVEMENT 3 ANU OGUCUPATIONAL ASPIRATIUNS OF TW( SAMPLES OF +LIVENTM
AND TWELFTH GAAUE BLACK MAL: STUDENTS, WHG LIVE IN THF INNFR CITY OF
A LAKGE METWUPGLITAN ARKCA AND ATTEND SChuulS OF RACIALLY DIFFERENT
CUMPISTITION, THF SAMPLI IN THE SEGREGATED RLACK SCHTOL CONSTETED OF
56 MALr PUPILS IN SEVERAL CLASSES WHICK WEKF ASSIGNFD RY TpT
PRINCIPAL Tu FARTICIPA(E. THE SAMPLE IN THY INTERRACIAL SCHOULS
CONSISTel UF 45 VOLGLUNTEZKS FRIM THE 92 POTLNTIAL 4J4RJLCTS. RNTH
GRULIES INCLUDED STUNENTS TAKING COLLEGE PREPARATORY, PUSINFSS,
VOCATIONALy AND GoNIRAL EUUCATION CULURSES. ALL DATA WEKE CCLLFCTEN
DURING MAY, 1970. THF ACADEMIC ACHIEVEMENT NF THE SUBJECTS WAL
MEASURED Y THF CRARY AMcRICAN HISTORY TEST. WHEN THE RAW SCORES OF
THIS TEST WIRE ANALYZEN HULNING AGE AND I0 CONSTANT, THE DIFF RENCE
BETWLEN THE G UUPS WAS SIGNIFICANT WITH THE SUBJECTS IN THE
INTERRACTIAL SCHOULS YAVING THE HIGHER MEAN SCURE. THE TCTAL SCoke
MADF BY FACH SUBJECT UM ThHit SELEF CONCEPT AS A LEARNER SCALE WAS
CONZIDEREDU INDICATIVE OF HIS FEELING QF COMPFTENCE IN THE CLASSFOOM.
THt MLAN UF THF SEGREGATED, INNER-CITY SCHOOL SAMPLE WAS
SIGNIFICANTLY HIGHER THAN THE MEAN OF THE SAMPLE IN THE INTERRACIAL
SCHOOLS. (AUTHOR/JM)




ED06239¢

72

TMCO1335

TOCCO, T. SALVATORE

BRIDGES,y CHARLES M., JR.

A REOLICATION AND AN FXAMPLE OF SERENDIPITY IN EDUCATIONAL RESEARC:i.
APK T2

RYEAUGT2

PMu6E000

UFFICEL GUF LLUCATIIN (DRi W)y AASHINGTUNy Dele

= LDFS PRICE MF-%U.t% HC-13,.29

D= =t=522394-299] (

Z1Pas FAPER PEFSENTI L AT THE ANNUAL MELTING UF THE AMERTCAN
FOUUCATLOUNAL RESFARCH ALSOCIATION (CAICAGO, ILLINOIS, APRIL 1972)
ACADEMIT ACKIt VEMINT

CilkkELATION

DYSADVANTAGr v tENVIKUNMENT

UTSADVANTAGED YOUTH

FOUCATIONAL TESEARCH

OGRUWIH PATTERNDS

TOENTIFICATIIN (PSYCHNLUGICAL)

M LS

MOTHIR ATTITUDES

MOTHFKRS

SELF CUNCEPT

SCLEF COMCEET TreTs

SFLF ESTEEM

STATISTICAL ANALYSLS

TEST <HLTAGILITY

TeSTS

CHILLRENS SeLF SCCIAL CONSTRUCTS TFSTY

rLset

HILM

HaWw 1 So0 AYSLL- SCALD

SOCTAL i FACTIULN TNVENTORY

Skl

THE " LalTIONSHIP 3 TAtFN LebLF—=CONCEPT MIASUT S OF DRPRIVED MUTHFLS
AND LILF=CiNCTPT MEASLURLS UF THEIR CHILLREN 1S KE-~_XAMINEND
MPIKICALLYe AN ACUITeNTAL UISCUVERY WAS MADL CORFELATING MOTHIRSY
PRL MEAOSURES UF SELF-CUNCLPT Tu THEIR CHILORENS' POST MEASURES UF
SELF—-CONCEPT., (CK)
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EDC62392
12
T™MOM1330
LANMLTS, Hao Ju]M
A VALIDITY STULY UOF THr SELF-ESTEEM INVENTOKY.
APR T
RIFAUGT2
EDRS PPLICE MF-4%0.65 H(-~$3.29
UEG~-N1=T1=4558
PEP.s PAPER PEESENT=ZD AT THe ANNUAL MEFTING OF THE AMERICAN
tCUCATITNAL RLUSEARCH ASSUCIATION (CHICAGO, ILLINCIS, APRIL 1972)
AXILITY GROJFING
CADCMIC ACHIEVEMENT
CHAtCK LISTS
COKRELATION
FACTOR STRUCTURE
GRADE 7
HYPUTHL SIS TESTING
CERSUONALITY ALS7ZSSMENT
RATING SCALES
SELF CUNCLPT
SFLi ELTEEM
STATISTICAL ANALYSIS
T+ST VALIDITY
SELF CUNCEPT AS 4 LEARNELR SCALF
SELF ESTEEM INVENTORY
RESGLYS UF THIS VALIDATIUN STULY OF A SLICGHTLY MONDIFIEN VERSION OF
THE COPPHFSMT I SELF=cSTEEM INVENTORY SUBSTANTIATE ITS USE WYTH
SEVENTH LRALF®L TC ASSESS LOAL I (CCNCFRENING SELF-UNDERSTANDINC ANC
APORFCIATIOUN L+ CSFLF=WURTH) OF THE EOUCATINNAL QUALITY ASSSSSMENT
PROGRSM IN PENNIYLVANIA, APPENDIXES INCLUDFE THE DEFINITINN AND
RATIUNALE FUR GOAL 1y CUPIES UF THE SCELF-ESTEEM INVENTORY AND THE
SFLF=CUNCEPT AS A LcARNER SCALE, AND AN EXPANDED RIBLTOGRAPHY. (MS)

FJ053846

12

AAS11992

HALLy LINCOULN H.

PERSUNALITY VARIABLES OF ACHIEVING ANC NON-ACHIEVING
MEXICAN-AMERICAN AND OTHER COMMUNITY COLLEGE FRESHMEN
JAN 72

Cl1JJUNT2

0
JIUFNAL OF EDUCATIONAL KESFARCH; 653 53 224-8
ACAUEMIC ACHIEVEMENT
COLLEGE FRESHMEN
COMMUNITY COLLEGES
MEXTCAN AMFERICANS
PFRSONALTITY STUDTFS
SELF CuUNCEPT
SOCTut CONOMIC LACKGRUUNL
SOCIOECONOMIC INFLUENCES




=44~

ED~ FJ049656

YR- T2

CH—- PS501484

AU= FTRZUG, FLIZACETH

AU~ SUCTAy CECELIA E.

TI- FAMILIES WITHGUT FATHERS

PD~ JAN T2

IS= CIJL1972

PR~

C6- U U

JC= CHTLDHOOD EDUCATION; 483 4; 175-181

DE—= ACADEMIC ACHIEVEMENT

Ok— ODFLINCUENCY

DE— FATHFELESS FanmTLY

DE- MALES

DE—~ MUTHIR ATTITUDES

DE— ONE PAPENT FAMILY

DE~ PA-ENT CHILD RELATIUNS' IS
DE~ PAK:INT R{'LE

DF~— SELF CONCEPT

ED—- ELJ05438C

YR~ 71

CH— PS501731

AU= FUTLFR, ANMIF L.

TI- APEAS CF weCEAT RESEARCH IN EARLY CHILDHOOD £CUCATION

PO- DFC T1
1S— CI1JJULT2

PR~

€G- €t &

JC~ (SILDHOMD FUUCATIUN; 453 33 143-7
DE~ ACATNEMIC ACHILUVEMENT

DE— FAKLY CHILDHUN'D ENUCATION
DE~ rNUCATIONAL RESEARCH

DE— INTULLIGENC: LUUTTENT

DE~ TNTERPEPSONAL KELATIONSHIP
DE- MIATIVATICN

N0~ PARCNT PARTICTPATION

Ge= PLAY

DE— SELF CUNCEPT

DE— TEACHER ROLE




EDO60958

1A}

PSLCS4Ss

NORTH CARULINS STATE SUPPURTED EARLY CHILDHOUGD DEMUNSTRATIUN
CFNTERS. SECUND ANNUAL EVALUATION: 1970-1671.

LeC 7

RYEJULTZ

BPFY 0155

LEARNING INSTe UOF NIRTH CARGLINYy DURHAM.

EDKRS PRICE MF-$C .65 H(-$3.29

AEG=-0-£22422-4433(10

ere,

ACADEMIC ACHILVEMENT

bEHAVIUR CHANGE

CHILD "FVELCPMENT

COGNITIVE PRUCESLSES

CUMPALATIVE AFALYSTS

CONTRuUL GKROUPE

NEMONSTRATION CENTERS

EARLY CHILDHOOD EDUCATION

EDUCATINNAL PROGRAMS

EXPLAIMENTAL GSJUPS

FINANCIAL SUPPURT

INTELLFCTUAL LEVELOPMENT

KINCERGARTEN CHILOREN

LY ARNING £CTIVITICS

Mt ASUREMENT INSTHRUMENTS

FRESCPOOL L ILDAEN

PROCRAM fVALUATIUN

SELF CONCEPY

STATE PROCGRAMS

TEST KESULIS

CLASSP JOM E cHAVIIJR INVENT RY

FAXLY CHILIMHGUD ASSESSMENT BATTERY

NCGRTH CARGLINA

THE ZECOND YRAR OF A STATc SUPPURTLD EARLY CHILDHCOD EDUCATIUN
PROGLAAM WAS cVALUATLU, USING A PRF-POST EVALUATION UES1IGN INVOLVING
PXPeRIMENTAL ANU CUNTRAOL GRUUPS. AN EARLY CHILDHCND ASSESSMENT
BATTERY WAS AOMINISTERED T0 720 FIVE-Y:-AR-0OLNS ENROLLED IN THC
KYNULERGARTeN PROGRAM 3Y THEIR TLACHERS. THE CONTRUL GROUP (178) WERE
1eSTED LOCALLY. "FSULTS INCLLUDE: (1) THE STEANINESS OF THF TRENCS IN
NON=COGNITIVE AREAS FROGM THE BEGINNIMG TN THE END OF THE YFAK, AND
FRUM UNL YEAR TO THE NEXTy GIVES CONFIDENCE THAT THE CLASSRNOM
ABEHAVIER INVENTORY IS A MEANS FUK MEASURING NON-COGNITIVF ASPECTS OF
CHTYLUREN'S SCHOOL EXFERIENCES: (2) HELPING INCRFASE CHILDREN'S
CFHAVIUK IN THE AKEAS OF THEt PUSTTIVE REHAVIOK TRAITS~—AND DECREASE
THE NEGATIVE--HAS A POSITIVE EFFECT UPNON COGNITIVE PERFORMANCES; (3)
IN COGNITIVE CHANGES, THt EXPERIMENTAL GRUUP EXCEEULED THE CONTROL
GROUP IN ARSCLUTE SCORES ON EVERY TEST; (4) ALL CHILDREN WHO
ATTENDED KINUERGARTEN THE YEAR BEFURE ARE MAINTAINING A REASNNABLE
AVERAGE WITH FESPECT TO NATIONAL NORMS; AND (5) THE CHTYLDREN WHU HAD
ATTENDEL KINUERGARTEN THe YiAR BEFOKE CONTINUED TO MAKE SURSTANTIAL
GAINS [t TWEEN Tht BEGINNING AND ENDING GF FIRST GRADE ON ALL
MEASURES. (AUTHOR/CK)
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F:060950

T1

PC0haT?

ALKINSG,y LR TFY O,

FALLIFF, ECUNNMNIE Lo .

MOTIVATILN CURPTCULUM, & CUURICULAKR MJODULF FESIGNED TU PEOMITE
MOTIVATION (UF SCHOLOL ACHITVIMENT,

AUG T

«TEJJL T

IT13157¢

HAWATT UN1IV., HoNJIL LY.

FOERSYGE,

TFFlue: OF {LOMOMIC (PPORTUNITYy WASHINGTON, UeCe

FERS OKRICE MF-3040"' HC-$3,.9

Te=(=vrz4rz-44633(1¢C

90,

ACADEMIC ACHYEVEMENT

AFFECTIVE GRJFCTIVES

CHILD DfVELOPMENT

CLASE ACTIVIIILS

CINCEFTUAL LOHEMTS

Lot o NTeNT

CORILYLUMA 1 S TON

TYL7 We Y L“A-"1IN

SleaT T ival e gTCTIVEDS

C AL =T NTalsLe

IS T~CCTTIONAL wAT o TALS

INTe"ACTION

LPiraNTRNG L X0 [y #3008

MW_‘L;

MUTIVATIOUN Thoangonr S

RCAMT 24t [l

~ S NOYT A4S

S:LF CUN EOT

Cicl o NT eVarlATION

TraLrsb +7LF

THt YCRT ROl 54y

Tho TCAISL 0N INTZ-ACTT N AN, ACTIVITIES [+ CCFIF:D IN Thls (OCUMENT
AFro INTLNDes T FeCVIN 2Xet RIENCFS Thal WILL INCKEASLE Twi

Pl DARTLITY s THE JCUKANNCz JF EACH NE THF KESPUNS: “ONSTITUENTS
A AUTIVATTION o ATHTeVE IN LEFARNING IN SCHOCOL. THESE MATFUTALS HAVE
TN CRCGANTIZ AL INTY FIVE UNTTL3 SACH UNTT FMPMASIZES ONF OF TeF rIVE
CONATITUENTS: AFFeCTIVE, COUNCHPTUAL, PURPMSTIVE, TNSTPUMENTAL, AND
SVALJATIVE. The pUkbPLLE UF SUCKR AN URGANIZATION IS TC FENARLE THE
ToACHER U FOf11, Mo ATTENTTION ON AND TINCKEASE HER ASILITY Tuo
PERCRRVE T ONTuLt NATORE 3F EACH OF THE RESPONSSH. WITHIN EACH
UMTYy ONP CONSTITUENT Ui MITIVATION 1< MAGNIFIED AT UNF TIMF, AMD
ANGTHER AT ANGTHESR TIME. IN UNIT IT IT IS SUGGESTEY THAT TH® TEACHER
SIT UP Lo (UALS FIIR EACH CHILD IN ORGeR TG GIVE RIM AN OPPLRTUNITY
fio ) SoMuTHING THAT HE WILL 3E ASLE Tuo D3 AND THUS TO HFELP KIM
THCFTAST HTS SILF-CUNFILENCS y WHEFFAS IN UNTT ITI IT IS SUGGECTED
TUAT Teoe CHILL 5o ENCOUTAGEL TO SET UP HIS UWN GOALS. THE PI IMARY
FICUL ubF ALL THL <XrERIINCES SUGGESTED IS TO DEVELOP A CHILD'S
ABILITY TO FUNCTIUN IN PRUCESSESy I.E.y WAYS OF THINKING. (CK)
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T 0. LLE

TRANG - Sy PAGL Do

THE cFROCTY F ek PLAYUNG Y Tht CULTURALLY DISAUVANTAGLD )N
ATTITUODE: TUAA . _TOLALTCTALISM,. FINAL REPUKT.

LAV 84

STEJUNT,

L XM6E390C

MORTH CAx ILING UNIVey CPARFL KILL.

LSRRG ITE

NATYONAL CiANTOR FLR LA ATIONAL RESEARCH AND DEVELDOMENT (iHEW/(IF ),
NAS“INU" ‘,'N, UelCo

ti RS PRICE AF=—30e65 HL=-$3..9

UL (L ==T70-002(C1C)

RFR=8- (=057

$ ?P.

SCANOEMIC ACH s VE AENT

CEANGTNG ATTITOLES

VLIS ALLY LIVADVAMTAGL

"NOGLISH INSTAUCTION

INSTe GO TIONAL PRLERAM DNIVISTIONS

FTASUREAENT INSTRUMINT S

MDITIVATTION ToLHNT UL S

ME T

NONSTAN, ahe Tal ZLTY

FLLY #LAY T

SULFE QutirepT

SLX 9IFFLNENG: £

STANTIART G

THSTS

IN At et RO Y T MUTIVAT: CULTUFALLY DIFFERSNT STULENTS T LEALN
LTANGARE EM LT WHILe Th:Y RKEMAIN PRIUL ' THEIR CIALCCT AN U-TAIN
1T AS Trr L, TWNFERMAL MAYINI R LF SPEAKINGy 120 BLACKT AT THFIF ¢0ARE
LEVELS ROLE PLAYC Y Faow™ SCRIPTS THE PaRTS OF EMPLYERS, COLLECGE
AoMTLSTING GFFTC_ RSy AL LPPLICANTS. THF SCRTIPTS KEWARLED APPLILANTS
WHE CoUlr ANL WEERF b eOUDl Of SPEAKTHG TWD DYALECTS, ANL PEMALYZ, O
APFLICANTS WU CLULL SPLAN UNLY ONt UIALMCT, EVEN IF THAT R Y o |
A8 STANAr T ENGLISH o A CUNTROL GRUUP UF 120 BLACKS CmoLiTin S5 FOP
TW I ThI_t="MIMeNSLUGNAL JESTUNS, UNE FEATURSNG SU Xy GRADW LEVEL AND
<L PLAYINw.y T4 STLCHD FEATUKING ACHILVLMINT, GRANE LEVEL AND XULE
PLAYINGe CRITIATOUN MIASUKLS WLRE (1) A SEMANTIC DIFFFR-NTIAL
FoGIGhe: Y ThIL STURY TC MLASURE ThE ATTITUDES OF BLACKS TOWAR)
"IUIALECTALISM, AMU (2) A LEUIES GF LIKEKT~LIKE ITeEMS TESTING A
VALTCTY F AITITULFSe THE SEMANTIC UTFFERSNTTYAL WAL PAPTIALLY
CUCCESSECL IN MraSUR ING THE ATTITULES CF “LACKS TCWARD
TTOTALECTALIOY T NE: 5 FURTHER REFINIMENT. bLACKS WIRE FAVOKARL.
TOWARD “TOTALLCTALS, AND ARULc PLAYING COULD MUTIVATE THEM TN Ft EV'N
Mint FAVURASL. o SEXy aCHIEVEMeNT, AND GRANC LEVEL WERE NOT
CONSTST'NT FACTURS IN INFLUENCING RESULTS,y ALTHOUGH THIiKF WFRT
INLICATIONS THAT ACnili VERS RESPUNDED MORF FAVORABLY THAN
NON—-ACHIEVERS. (AUTHOR)
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DISTRIDUTIUON (F _DUCATIONAL PERFORMANCE ANDY RELATE L FACTORS IN
MICHICGAN: A SUPPLtMENT.

71

11t MAYT72

28000224

MICHICAN STATE e PY. Ut EDUCATIUN, LANSING.
FUFS BRICE MRE=3U.65 HL=$3.,.9

WL =-¢=10-100

4o,

AlCAL EMTC ACHT VEMPNT

ALALFNIC FERFORMANCE

t ATIC SKILLS

: DUCATIONAL ACCOUNTABILITY

cOUCATIONAL FINANCE

“NUCATIUONAL PHIGKAMS

FDUCATIONAL (ESJURCE S

LAL CRTIINTATIUN

whalLl &

Crase 7

PESEARCH PRUCLEMAS

soHULS

SCHuLLL SYSTEM

COLFE CUNLLET

LOUCTAL fACK G LMy

SOLIUICUNGMEL STATUS

STUCENT ATTIT S

TAPLES (LUATA)

TULTING PRUHLLMS

MICHIGAN ELLCATYUNAL AZSESSMENT PRUOGKAM

FOUCATIUNAL GISTRIBUTION TASLES WEKE CONSTHUCTFY WHTICH TNDICAT:
THATy GENERALLYy SCHOOLS ANU SCHOOL DISTRICTS THAY SCOREND IN TH.
HPrt R (0 MIGDLEy OK LuWEx) THIKD OF A KANKING UF MICHIGAN NDTSTRICTS
ON COMPOLTTe ACHLEVEMENT ALSO RAN KiGH (OFR MIDDOLE, R LOW) ON DTHER
ASSESSMUNT MiALUKFSS THE SAME TYPE UF RELATIONSHIP WAS GENSPALLY
FOUNL BETWEON RANKINGS OF SCHNOLS ON SUCICECONOMIC STATUS AND UTHLR
ASSESSMENT MEASURES., (MS)
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SLAESy ANTHY T

STIAKTI Sy LOUTST M,

EXFLLTANCYy ALHIcVEMENTy ANU SELF=CONULFPT CURRELATEY IN
DISAUVANTAGE .. AND ADVANTAGLLI YOUTHS.,.

Sty 71

FILFERT2

JORS PUTCE ME=40,65 Al—%3,29

O =y=2=DC 084 1-( 1 35)

9P.; PAPLR PRLSENTED AT TH: AMEKICAN PSYCHOLOGICAL ASSOCIAVIUN
ANNUAL CONVENTIONy WASHINGTON, D.C., SEPTEMBER 1971

66P,3 THESIS SUBMITTED TO UNIVERSITY OF NERRASKA, OMAHA NEBRASKA.
ACADEMIC ACHIEVEMENT

AN{ Lu AMEKTICANS
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Thit Pux2CSE OF THIS 1971 STUUY WAS TU SEF IF THERT WAS SUFFICI{NT
EVILeNCe AT S UTH FIGH 3C+L OF THE UMAKA PURLIC SCHOOL OTSTRICT 1!t
SUFPLURT ANY G- T4t FULLUWING HYPUTHESESS (1) CONTRULLING FOR
INTULLTOENC (LUTYenT (TJ) ANC SUCTUECONCMYIC STATLS CFS),y SPANTSH
AMEETCAN CHILUSIN HAVE A SIGNIFICANTLY LOWFF SELF=CONCFPT THAM ANGLO
CHILDRYNS () CONTRGLLING FGR IO ANL S:S, SOANISH AMEPICAN CHILOREN
HAVE A SIGNIFICANTLY LuWwEs <KAUE PLINT AVEFAGE {GPA) THAN ANGLU
CHILORENS (2) SELF-CONCEPT 1S RELATED IN & PUSITIVE AND SIGNIEICANT
AAY WRATTH TO AND Ui 55 AND (4) SELF-CONULTPT 1S PUSTITIVELY AND
STANIFICANTLY CURKREFLATFD WITH GPAe SELF=CUNCEPT WAS MIASURED Y THF
TENMLSSED SeLF=CONCEPT SCALLS; SES WAS ASStSSED VIa THE INDEX GOF
STATUS (HARARCTERISTICS: GPA WAS TAKEN FROM THE LAST 2 CONSCCUTIVF
SEMLUSTERL FCa FACH STUDENT; AND TG WAS TAKENW FROM SCHOOL RECORDS.
SPANTSH AMFLICAN AND ANGL™ 10THy 11TH, AND 121K GRALERS (N=40) WCKE
MATCHEL ROK HIGH UR LOW ScS AS WELL AS FOUR KHIGH OR LOW IG, AML &
CAILUREN FRIM tACH ETHNIC GRUUP WERE LRAWN FROM EACH DF THI 4
PLSULTING CLASSAFICATIONS: AICh SESy HIGH TG3 HIGH SES, LUW IQ: LUW
5rSy Alok Tw; AND LUW 5SSy LOW YG. TU DETEKMINE THE SIGNIFICANCE (F
THE DIFFYEENCE PETWFEN THi SPANTISH AMEKTCAN AND AMGLNA GROUPS
(HYPGTHESES § AND 2 AROVE),y THE T-TEST WAS USEUS THE INDEX GF
CLRRELATIUN 5+ TWcEN VARTASLES (HYPUTHESES 3 AND 4 AbOVE) WAS
ESTABLISHED bY THE PEARSUN PRODUCT-MOMENT. NONE OF THE & HYPOTHESES
WAS ADEQUATELY SUSTAINED TO CONCLUDE THAT ANY OF THEM HELD. (BO)
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THIS oulUMLNT F-#rUoUCES OLVERAL PAPERS THAT WLRE LCLIVFKEU AT Te4f
DHIG DEPARTMENT OF EDUJUCATION'S STATEWIDE ESEA TITLE I CONFEFRENCE
1971y THE THEME UF WHICH WAS "BUILUING BLOCKS TO SUCCESS™; THIS
TYPIFIES HOW “iHIa SCHOOL ADMINISTRATORS AND TEACHFRS HAVE DESIGNEL
TITLY 7 VRUGKAM TO A0LP DUCATIUNALLY CISAUVANTAGED CHILDREN
EXBCT NCL SLICLSS TN ACADNCMIC ANO SEHEVIORAL GHCATH, THEC PAPELS
INCLUSE 2 THM LU0 THE. fYe! b CHILD%EN"™ FOTHAT L. CINCLAIN
"PALENT=ADVILLNY CLUNCILS: LINW Ok TheEsT 76 SCROUL L™ RICHAFL A
HUSTONG WCATCH A SKYLAPK &MIL: ME SINCS,® ZTLL MARTIN, JR.,
PINVILVTING PALTNTS It T LeARNTNG PKOC-SS " MTLDREL 8, SMY Ty
MACCOUNTARILIIY==TITL. 1y £oeSeteReg™ PICHAP" Le FAIFLEY; ®THFE
NATI: NAL STIiNze™ HIN, JiruN RRANEMASS WALMINTSTRATOR®S ROLFE IN TITLE
Ie" HARULD He cILLING: AND "CUMPENSATURY LDUCATION--ITS INFLUENZE MYy
ECUCATION GEMNLRALLY L™ RUBEN A. BURTON. (AUTHUR/Z JM)
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FAMILY BACKarOUND

TAMILY INFLUENOE

HEMTILY » LATIONSHIP

~AMI.Y ViLE

MOTIVATION

SELF CON(Le]

STELINGS

THIS ST Y X Lferd o Tt Ay LATTONSHIP RETWHEN FAMILY RACKGRNI'N
FAMILY fLATIsNCHEIPLy St LF CcONCIPT AND SCHUAOL ATTITUDE VARTAERLES, £S N
THEY WERE <L 2100 T8 THE ALTLITY OF ONE CHILND IN THE FAMILY 10 LIPS
ML EFFLCTIVELY WiTH THE SaME JUNICR WiGH SC+00sL Tr AN D10 TH-t
STRLTNGS HAL OF TH: FAMILTLS HAD NO r£THEK IN THi HoMi. NDATA WIC
GATR' Vit <Y PrESHNAL INTERVIFWS WITH 846 CHTLUEFN FRUM 3 GEOGLAPL TC
AREAS, “LRAL AcuT VIRGINIA, RURGAN TNWNS TN UPSLTAT - NEW Y07k, AN
JKRAN CiNTER=CITY SYRACUS: e RFLULTS FPUM PASTITIUNING OF VAT IANG,
THOHNTIWIIL SUPP LRTE™ A UDRFFERENTIATED INTERACTIVS: MODEL. FAMILY
FACTORS NUT ONLY BRTDICTED DIFFFRENCES IN ALHITVEMLNT, SUT MUDTR]
Tte LRELE CONCEPT ANLD SCROSL ATTTITULLS WHICH, TN TURN, WER™ E-LATED
TO DIFFEPENCES IN ACHIEVEMENT BETWEEN SIBLINGS. SUPPORT WAS FLUMEC
FOR A THEJRY UF COUNTERVAILING FORCES. UIRBAN CHILDREN NEEDED A
STRUNGy STRICT MOTHER AND WARM TEACHERS. RURAL CHILDREN NEEDLD
SFPARATION FRUM HOME, AND SCHOOLS WHICH REWARDED CKEATIVITY AND
ENFORCED LSS CUNFOX4ITY . RURBAN CHILNDFLN NELNEL A NON-HOSTILE HOMY,
INTELLECTUAL CHALLENGE AND AFFILIATION WITH SOCIAL NORMS, PLEIK
RELATIOMSHIFPS WERE NEGATIVE EXCEPY IN THE RURAL AREA, (AUTHOR)
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THIS SPEcCH PROVIDES AN OUTLINE OF THE PLANNING PRUCEDURF AND
FeAMeWURK AR THe CURRICULUM USED IN THE AILINGUAL EDUCATION
PRUSRAMy PR WJECT FRUNTIER, AT CHULA VISTA, CALIFORNIA. IT EXPLAINS
THL GUALS OF THE PRUJLCT WHICH IS GRAPUALLY BEING f XPANDED TO ALL
GLALF LEVELSy ANG IT UESCRIRES HOW THE CUALS ARE INTERWOVEN INT: A
FEAMEAORK MADS UP OF UNITC G LEARNING AT BANY UNE LEVEL. A UJAGRAM
THOWING THe FRAMEWRK IS5 INCLUDEL ALONG WITH & CHAYT SHOWING THE
STEPY FOLLUWED IN Tht CURRICULUM 7EVELUOMENT, A [LELIUGRAPHY IS
INCLUDED. (VM)
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QRoLY PER{1 2TION

STLF CuNUEPT

VALLES

[Fe INV STTGATIOA CXAMTNeD o TSHSUESS (1) AW THt VALUES OF T

CURCULTURE INSLETPMCE The UNDE ACHIFVEMENT iF THE MEXTCAN AAFETCO AN
YOAND () AT HAPPENS 10 HIM IF HE 19 PLACED INTL A N+-W

FOJUATIONAL 2 T1RaltoYe Tht UViRALL PURPHSE CGF THe AFSEARCH wWwad 10

ASCEXTALIN 2 {MISING INSTRUCTIONAL PRUCECJRES FOF UNDERACHITVING (A€

M ASERED 2Y ZTANJARDTZe N ACHIFVEMENMT TESTS) MEXICAN AMERICAN ~0YS IN

GEALHS 4=¢co MYPIRESTZING THAT LTFFAKINCES t XTST TH QUALTTATYVE

(PAPRACTLRILDTILT LF SLLA=IMALE _N RELATION TU ETHNIC CLASSIFICATILNS

AND IN Kk-ADING: LEVEL ACRINVVEMENT, AN THAT T ADING ACHTEVEVENT UF

CULTURALLY DIrFERINT (RILDR-N 1S DIKECTLY P+ LATED T DIFFERINCES 1IN

FaCaIN, TLOHNTQUES USE TG ACCCMPLISY READING SWILLSy S50

LOW=ACHhIFVINMNG AN[, 50 ACHIFVING B0YS OF MEXTCAN AMELTCAN LESCIENT ANL

O ALHIOVING onNYS UF ANGLE AMECRICAN HeRTT1AGE FRUM 3 "DISAODVANTAGHO®

LEL ANGoLES SCRUOLS WERE -ToDIE0D. FINDINGS TENDFD T SHEPORT

HYPUTHESIS 1 WHILE NcGATING HYPOTHESIS 2. IT APPEARS THAY THERE ARE




From a Special Educa-ion Teacher: The staff at our school for TMRs feels
that teaching of time and the clock is inefficient and lacks impact. We
would like to know improvements in methods, materials, and procedures (for
chrorological age up to 20-25 years).

Comments :

TRAINER DISCUSSION GUIDE

The major problem faced by the searcher in this example is one of

, deciding how broadly to search. The teaching of time and the clock

may be included in materials dealing with the broader topics CONCEPT
FORMATION, ELEMENTARY SCHOOL MATHEMATICS, or MATHEMATICAL CONCEPTS.

There is also a question as to how the TRAINABLE MENTALLY RETARDED
should be searched, since technically there is a differenca between
Trainable Mentally Handiapped and Educable Mentally Handicapped.

The possibilities include TRAINABLE MENTALLY HANDICAPPED, EDUCABLE
MENTALLY HANDICAPPED, LEARNING DISABILITIES, EXCEPTIONAL CHILD EDUCATION,
MENTALLY HANDICAPPED.

Sample searches, using only two combinations of the possibilities
are shown in the attached sample on-line printout. The second
search, a broader one, yields 48 postings of document citations,
in contrast to only 5 in the first search. Also attached is a

sample printout of citations selected from both search formulations.

This is, perhaps, an example of a client's neeas being met best by
checking the complete documents on the most likely citations, particularly

since the group is most interested in methods and materials.



Search Formulation 1l:

SS 1/C?---SEARCH STATEMENT 1 OR COMMAND?

USER:
TIME
PROG:

PSTG---NUMBER POSTINGS (137)
SS 2/C?---SEARCH STATEMENT 2 OR COMMAND?

USER:

EDUCABLE MENTALILY HANDICAPPED OR TRAINABLE MENTALLY HANDICAPPED OR
PROG:

CNT 2--CONTINUE SS 2

USER:
MENTALLY HANDICAPPED OR EXCEPTIONAL CHILD EDUCATION
PROG:

PSTG---NUMBER POSTINGS (3509)
SS 3/C?---SEARCH STATEMENT 3 OR COMMAND?

USER:
1 AND 2
PROG:

PSTG---NUMBER POSTINGS (5)

Search Formuliation 2:

S§ 1/C?---SEARCH STATEMENT 1 OR COMMAND?

USER:

TIME OR TIME PERSPECTIVE OR MATHEMATICAL CONCEPTS OR CONCEPT FORMATION
PROG:

PSTG---NUMBER POSINTGS (1991)
55 2/C?---SEARCH STATEMENT 2 OR COMMAND

USER:

MENTALLY HANDICAPPED OR EXCEPTIONAL CHILD EDUCATION OR
PROG:

CNT 2--~-CONTINUE SS 2

USER:

EDUCA LE MENTALLY HANDICAPPED C > TRAINABLE MENTALLY HANDICAPPED
PROG:

PSTG---NUJBER POSTINGS (3509)
SS 3/C?--—-SEARCH STATEMENT 3 OR COMMAND?

USER:
1 AND 2
PROG:

PSTG~--NUMBER POSTINGS (48)
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PENNIMAN, TEARY L

OQUALITY MATH e XLERICENCC.S.

JAN T2

FYEMAYT .,

t3F 00997

TOWA UINIVey TUwA CIfY.e SPLCIAL BEDUCATINN (URRICULUM UEVELOPMINT
CTHTEX,

JXC38628

TuWwA STATE DeeTe o+ PUALIC INSTRUCTION, DES MUINES.

FEYS PRTCE MF=$0.65 H(~13.729

O G=0~=T0=-246T(607)

RIS SN

v XCSPTIMINAL CHICY eDUCZATION

GUINTLINLS

MATHFMATTICS

Mi ALUKEMENT

MINTALLY HANIICA@PLD

MONEY MANAGCOMINT

TLACHING METHDS

TIME

PEESENTCL ant TEACHING METHULS FUOR THE INSTHUCTION IF MATHAMATICS TO
MENTALLY RETA*'17 0 CHILOPEN. ALTHOUGH THrY I1LLAS AKF DEVILUPFD HEOM
SIMPLY T CLMPLie Xy Thixt TS NU ATTEMPT T CORRELATY MATHEMATI(AL
ILEAS WITH SnaDe LIVELS. (Hce GENERAC 3TAT (D PHILOSUPKY IS THAT TkE
SCTARDEC € ILY LEARNS SEST SY EXPERIENCING AND FINDS SATISFACTION
AND %1 INFURCEMENT IN LUCCHSSFUL eNDEAVORS. GULIDELINES FULR TH*+
IMSTRUCT IUN F FUNDAMS NTAL OPERATIOUNS IM MATHEMATICS COVER AUDITTON,
MULTIPLICAYIGN, SUBTRACTIV N, ANL LIVISIUON., THE USE OF A NUME £ L INL
IN AUCITIUN AND THL TeACHF™NG F MULTIPLICATION AFTER AGDITION AN
“eO¥E SURBTRACTION AR: AU« 'CATED. THE NUMRER LINE 1S ALSO ANDVLCAT:Q
IN TAat TEACHING UF SUATRKACTIUNM AND DIVISION. THE TECTIUN UN THE
TUACHING OF TIMF INCLUDFS MANY SAMPLE WAORYK SHEETS ITHAT MAY i.&
HELPFUL IN $HI SEQUEINTIAL PRESENTATION OF TIME-PELAIED CONCFETS, THE
Chae?TtK UM TLACHING UF MEASUKEMENT tMEHASIZFS THAT THF TOACHING DF
M- ASUREMINT WILL HE AUGMENT=D IF MANY PLAY ACTIVITICS REDQUICING USE
CF MEASUREMENT TECHNIOUES ACCOMPANY THE INSTRUCTION. THE LAST
INSTRUCTYONAL SSCITUN CUNCERNS> MONEY ANU FMPHASIZES THAT CHAILDREN
Ni EI* T HAVe MANY eXPETIENCES HANGLING LLFAL MONEY UNDFR SUPYESTSTUNG
SUGGESTED LEARNING SeQUENCESy ACTIVITIESy AND KEINFURCEMENTS
ACCOMPANY THE SFCTIONS ON MEASUREMENT, TIME, AND MONEY. (Ch)
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PLANNING AN ARTTHMETYIC CUTRICULUM DR Tt <DUCABLE MUNTALLY
RETARDED S S CTAL ENUCATION CURRICULUM DIFVLLUPMENTY (ENTFR; AN
IN=SFRVICL TXALINIYG PROGRAM,

NaV bt

WTEOFCHY

SEEu(y92

TOWA UNIVey 10WA CITY. SF:CIAL EODUCATION CURKTCULUM DEVILUPMENT
CFNTEPR,

N) EARHYORY

TMOL600C0

TYWA STATV LeeT. OF PUBLI INSTRUCTIUN, oo MOINESes GFFICT OF
SOUCATION (UHEW) ¢ WASHINGTCNy Delo

CHRG PRICE ME=-30.65% H(-56.58

UL HG-3-T-C02 33 3-0499

RR—6=CE55~7

1"'4P.

CURRTICULLM

(URRICULUM LULlut S

{OUCARLE AFMTALLY HANDICAVYPHD

TLEMeNTAMY SCHOUL STHUCNTS

tYCIPTTONAL CHILD LUUCATEION

MATHEYMATICAL 2PPLICATTONG

MATHEMATICAL CONCEPRTS

MATH cMATICAL MODLELS

MATHEMATICS

MENTALLY HANDLICAPPED

MONT Y MAMAGLMENT

P ACTTLAL MATHEMATICS

“eLUNUAr Y SCHUT L STULENTS .

SEQUENTIAL LEARNING

TEACHING ME . HODS

TIME

THE GULNEy THNTFNDED AS A MGOEL FLR TLACHFES WHO WILL DEVELIP THEIR
T WAN ARITHMETIC CURRICULAR MATERIALS, INTRODUCES CuNCEPTS
SELULNTYIALLY FRUM STMPLE TU COMPLEX AND CONTINUES THEM FRUM (NG
LOVFL TC Tri NEXT AT INCERTASINGLY MUKE ODIFFTLULY AND A®STKRACT
LFVELL. THL PROGRAM IS AROBITRARILY CUT INTO FOUR LEVELS TO
CURRESPUND TUO SCHUOL DIVISIONS: PRIMARY (AGES 6 TO 9)y INTERMEDLIATE
(AGES © T3 120, JUNIUR HIGH (AGES 12 TO 14), AND SENIOR KHISH (AGES
14 Tu ANULTHUOD) WHICH 1S ORIENTED TU JUB REQUTREMENTS AND MONtY
MANAGFMINT, TT PRESINTS CUNCEPTS OR SKTLLS TQO BE DEVELOPEN, SUGLESTS

- T2ACHING METHODS AND AILSy AND INDLICATES PRACTICAL WAYS FCP STUDENTS.

Te USE THESe CONCFPTS ANU SKILLS. THREE SAMPLE UNITS PRESENT 10 TO
14 LESSUNS N THE PERSUNAL APPROACH T NUMBERS (PRIMARY LEVEL)y TIME
(INTLRMENTATE LEVEL)y AND CHECKING ACCOUNT PROC:DURES (SENIOK HIGH
LIVeL)e (LE)D
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UDIMENSTUNG PUCLISHING (OMPFANY e SAN KAFAEL, CALIFURNIA 94901.
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CHIL Y L VELOFMENT

CUENTTIVL Ut VELUPMENT

CONCEPT FURMAITION

FLEMENTARY GRADES

EVALUATTUN 4t THULDS

TXCTHTTIUNAL CHILD FURUCATIUN

HOIME INSTRKULTICN

INSTRULTILNAL MATERTALS

LOARNING DISASILITIES

TLYSCHOUL FOUCATLEON

PIIMARY GKRALGCD

STUOFNT *VALUATION

Tt. ALHINU (’Ulutt’

THACHING Mt by

1ML

TiMk FERSPECTaVE

Je LTONED Ty MINIMIZy TIMD AND CGSE TO TZACHERS ANL PAKENTS, THI
DAL LALK tMPRAGIZES SCTH TOEAS AND PEACTICAL T1N0LS FOF TEACHTN(
TiMedrAL CONCLPYSe THEL CONCIPT UF TIME IS PFESENTEUS THE MAJDE
STUCTES F MLKMAL CHILS DEVELLUPMENT AND HUW CHILDREN CCME T0
UNDEESTANDY TIME WORDS AND CONCEPTS ARr- KeVIeWeDe TiMPORAL'
ESASTLITYIES (UIFFTCULTIES IN LE AXNING TH: SIGNIFICANCE (F St ULNTE
AND TIME) ALE CONLYCFREDS AND THE EVALUATTION OF DEVELOPMFNT 1&
DISCUSSED IN TERMS (OF TESTS. SPECIFIC SUGGESTIUNS ARE OFFE9FL FOR
TEACHING HOME, PRESCHOOL s PRIMARY, AND ELEMENTARY SCHOOL CHILOKEN. A
RIBLIOGRAPHY ANNUTATES 61 ENTRIES; AND A LIST GIVES SOURCES ANLD
LFSORTPTIUNYS F =5 anNIPULATIVE MATERIAL Sy TWU SETS OF PRUGRAME U
MATERLIALSy 10 FILESTRIPS AND TRANSPARENCIES, AND 12 CHILDREN'S
BOOKS. (NF)
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CoHCEPT ChWYe AND THE 0 CATTON UF TR CHTLLS A SIMVEY OF K<, LROH

UN CONCLPTUALTZATION, MATIOUNAL FOUNUATT N FR E.UCATTONAL Re STARCH

IN ¢ NGCLANL AND WALES OCCALICGNAL PURLICATION SFRIES NG. 12.

[ . \
KTEJUNEQ ~ . .
FR0074? co. ) . ’ '
MAFINAL FUUNCAGION FR0 " UCATIONAL RoS:af Lk IN ENCLAND AND WALY 5,

LiN N, - .
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NYW OYERK UNTVORSTTY PRrSSy WASHKINGTUN SCULAK. 5 NEW YRKKye Niw Yukk
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2738, ]

B RAVIEPAL SCUUNCE RELt Aot -4

UL DEVULOFMENT - i . -

CLGNTITIVE L0 Vi LOPMENT - : «
CONMLTPT FURMATTION

CENCLHIUAL SubeMe s

COHSERVATT N (CUNLEYT)

HANTILAPP A LETLUKEN

Lol AL THINKING

MATHCMATICAL CNCIPTES

MIMTALLY HANUICAPPED

NUMEIR C NCaPIS ) .
VERSIPTION h _ ’ ) .
PERUEPTUAL Ul VL iPMeNT

“EYSTCALLY HANDILAPPED w

Tr SLARCH ReVIEWS (PUBLICATICONS)

SCLeNTIFIC COMCe TS ~ ?
SiL+ COUNLePT : ‘ -
SPACE,

TIML

CUNCRPTUALTZATIGN

PTAG™NY .

TWO SECLTICNS IN THIS SURViY OF RISEARCH ON CONCePTULALIZATION AR
DEVUTR O TG "RECFNT CUONCEPTUAL STUDIES IN THL BEHAVIOUPIST MOULD™ AND
WAAIN STREAYM (F INTUGENETIC STUDLIES OF 'CONCEPTUALIZATIUN.Y UNDFP,
CECTIUN Ty TUPTCS TNVESTIGATED ARE.REHAVIOURIST APPROACHES TG Tet
CINCFPTUAL PrOCFSSy CONCEPTUAL PROBLEMS, AND DEVELUPMENTAL STULTES.
IN SoCTION 11, SUBJECTS INCLUDE INTRODUCTION TO PIAGET'S WOUR Ky
MATHEMATICAL ANU SCIENTIFIC CONCEPTS (NUMBER, QUANTITY, wWtIGHT,
AREAy VULUME, SPACL, TIMey VELOCITY, CAUSALITY, AND LOGICAL
THINKING), CONCLPTUALIZATION IN THE MENTALLY ANO PHYSICALLY
HANDICAPPED, FDUCATTIONAL ASPECTS, AND SOCTIAL, SELF, AND CLASS

CONCLPTS. A CONCLUUING CHAPTER DEALS WITH GENERAL ASPEakS OF
CONCEPTUALIZATION. A LENGTHY BIBLIOGRAPHY IS ALSO INCLUDED. (DO)
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SFSSION NO. 20

SELECTING EQUIPMENT

~ »
I. SUMMARY DESCRIPTION OF MODULE

4

A, Objective - ) «
To provide an awareness of the warious kinds of mlcroform
and reproduction equippent currently available and to
provide some guidelines for equipment selection and
acquisition. ‘ .

Upon completion of this module, trainees ‘should:
. e

Be aware of the various types of, micreform and
reproduction equipment on the market. -

Know what kinds of equipment are most useful for
the operation .of an educational resources center.

Participants - 2
- Trainers{ 1 Instructor

Trainees: All

Suamary of Module Activities

This is a 1ecturé, with time forfquestions and discussion
at the end of the presentation. i

Duration

1 hour
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e II. REQUIRED MATERIALS AND 'ATDS

“A. Trainer Preparatory Reading

None

éi Trainée Preparatory Reading

None

~

C. Aids and Eqpipment

None
- . _ III. SCHEDULE OF ACTIVITIES

' , TOPIC

3
Step 1 Accessing.

Step 2 Stérage
Step 3 Retrieval
. Step 4 Disseminition

Step 5 Publication

%, . ’
Step 6 Network Communication-

' ~'Step 7 Summary and Comments

IV. , SPECIAL CONSIDERATIONS

~a

- . a

ACTIVITY
Lecture
Lecture
Lecture
Lecture
Lecture ’
Lecture

Discussion

" MINUTES

7.
3

12
13

/ This modwle 18 designd to provide a very hard-nosed,

, opinionated presentation by someone who has considerable

it was conducted by

~ experience in the ar;a. In the pretest trq}ning'session,
rank Mateis, and a similar type

ind?vidual is suggested for any subsequent training

o sessions.

s

—— -
~ L

P4



A
v. CONDUCT OF THE SESSION.

‘ Step 1. Accessing (17 minutes)
A. inquiries .
1. MCST and MIST
B. cataloging - .
1. MCST and MTST
C. microfiche manufacture
- 1. planetary camera
2. 'stuffer
2. reproduction system
Step 2. Storage (3 minutes)
A lard copy
B. wicrofiche
Step 3. Retrieval . (12 minutes)
A. mechanical '
1. lazy susan
2. REMCARD system
B. computer
1. on-line systems
2. batch systems .
Step 4. Dissemination ' ’ (13 minutes)
A. microfiche readers
1. hand readers
2. portable readers
A 3. non-portable readers
‘B> microfiche reportduction
1. microfiche
2. hard copy
C. photocpoy machires . ’ ,
*Step 5. Publication _ ' (5 minutes)
A. copy preparation ' :
. b reproduction
Step 6. Network Communication (5 minutes)
a. MCST™ medem / e :
b. WATS 1lines .
Step 7. Summary and Comments (5 minutés)
a. buy, rent or lease?
b. equipment power requirements.

&

P




. SLSSION NO. 21

- . . EDUCATIONAL INNOVATIONS:. THE SUBSTANCE OF CHANGE

1 e .

I. SUMMARY DESCRIPTION OF MODULE ’ ) '

A. Objective R

To provide an awareness of the cor.text of educatignal
innovations and the tools for accessing information about
innovatiogs. ’
: . i .
Upon completion of this module, trainees should: ’ .

1. Understand who produces innove

/ » .
2. Understand vatious types of innovations. . !

3. Understand how innovations are disgeminated.

} - . . . . - L -
4. Understand use of resoyrce materials about innovations.
‘ N

f
5. Understand potential users of innovations.

6. Understanﬂ‘inhibitofﬁ in the adoption process.

B. Participants

* . - ) » Pl Ay
: Trainers: 1 Instryctor -

' Trainees: All B ) .

. . . _ }
C. Summary of module Activities
T , .
All trainees are to read the enclosed background paper. The
. actlal session will be a discussion of the paper. Ré¥ource "
b , materials will be available during the session.
: . )
- . 4 = ) * ¢

D. Durafion . . .

1?hour 4 ' -

! *
» . . ) &
/S .
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¢

IT. REQUIRED MATERIALS AND AIDS

A,

Trainér~Preparatory Readiné

1. Attached ‘background papex

~

+ T-ainee Preparatory Reading - .

1. ‘Attached background paper .

- . : -
-

Aids and Equipment
-~

For the discussion of where to find out about
innovations, the trainer needs to Bave at least
one copy of the following:

Council for Educational Development and Research,
‘Inc. CEDaR Catalog of Selected Educational Research
and Development Programs and Products. .

Denver: Council for Educational Develdpment and
Research, Inc. Volumes 1 and 2., 1972, :

N

Henrie, S.N. (Editor) ALERT: A Sepurcébook of
Elementary Curricula Programs and Projects,

San Francisco: Far West Laboratory for Educatioral
Research and Develoment., 1972,

National Center for Educational Communication. Educational
Products Mini-Kit, Washington, D,C.: Office of Education.,
1972.

PREP-29 -- New Products in Education. Washington, D.C.:
Government Printing Office., 1972. .

Smith, M. Peck, R, amd Weber, G. A Consumer's Guide to
Educatipnal Indovations. Washington, D.C.: Council for
Basic Education., 1972,

For the Educational Products Mini-Kit, the trainer needs a
cassette player and a filmstrip projector. The trainer should
have chosen one filmstrip to show and have it set up before
the/aession.
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IIT. SCHEDULE OF ACTIVITIES ¢ , -
. £ \\\\\
TOPIC ACTIVITY MINUTES
Step 1 Innovations: Where do Discussion 10
They Start? e
Step 2 Inpovations: What Discussion ° 5
Forms Do They Take? :
Step 3 Innovations: How are Discussion 5 4
They Disseminated? . .
Step 4 Innovations: Where Can Discussion/ 20
They Be Found? Examination of |
Materials
Step 5 Tnnovations: Who Are The Discussion ? 5
Potential Users? Lz
- 4
Step 6 Innovations: What Affects Discupsion 15

Adoption? .

IV, SPECIAL CONSIDERATIONS ,

The trainees should have read the background paper before coming to
this sersion. The discussion will focus on. the papet, making sure
the trainees understand the concepts concerning innovations. .

The trainer should spend some time in Step 4.showing the resouree
materials available -- ALERT, CEDaR, etc. These materials should
then be passed around so trainees have a chance to become familiar
with' them, ‘

A

V. CONDUCT OF THE SESSION

Step 1 Innovations: Where Do They Start? ( 10 minutes)

This module has the theme of innovations --

the substance of .change. I assume chat each

of you has read the background paper for this. ¢

session. Let's start by discussing vhere

innovations gtart. By Ehat, I mean, who
develops innovationsg?

(Trainer then calls on someone in the group. These ten
minutes of discussion grow out of points raised by the
, trainees. The trainer should make sure that trainees
* with questions about the materials be allowed to raise
them). ’

il
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Séeg 2

Step 3

Step 5

.
Al
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Innovations: What Forms Do They,Take? ( 5 minutes)
Moving on to the forms that innovations take,

let's see what types of inn?vations we can

name?

(Trainer gets each trainee to hame at least one kind
of innovation). . ;

Innsvations: How Are They Disseminated? + (5 minutes)
Some of the innovations we have just been
iscussing fequire very different dissemination
techniqueg. Let's take several of téese innoQations
and discuss how they might best be disseminated.

{Trainer again gets trainees to discuss dissemination
procedures for the various types of innovations that
were mentioned in the precious step).

Innovations: Where Can They Be Found? ( 20 minutes)

Since most of the innovatioms.are poorly {
disseminated, it is important to know whe;; |
descriptions of them can be found. Of course ~‘\\\
sometimes, we will have seen an iﬁﬁ;;ation already
wo;king in ; school. Othertimes, weiwill have heard‘
about it rrom our colleagues or from reading in the
newspaper, Howe*gr, there are several systematic
collections of resource materials. I have copies of
some of the best of these here today.

(Trainer then illustrates how to use the resour;e materials --
ALERT, CEDaR, PREP-29, Educational Products Mini-Kit, and

Consumer's Guide to Educational Products).

Innovations: Who Are The Potential Users? ( 5 minutes)

L]

Aléhough we need to know about innovations, we really
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are not the target audience of tlre innovations. -

Who are the potential users? \
(Trainer asks trainees to discuss who might use some of

the innovations that have been discussed in previous

steps). .

Innovations: What Affetcs Adoption? ( 15 minutes)
Perhaps the hardest point to understand ‘is why

educators resist innovations. The background

paper you have read list some of the kinds of

-

resistance. Let us discuss the point raieed
in the paper.

(The trainer may want to use Figures 1 and 2 to help
trainees focus 7n the subsystems that lead to resistance).



INNOVATION: THE SUBSTANCE OF CHANGE

]

Educators and observers of the educational scene all testify

4

to the changes taking plaqe in schools. Such ideas as

accguntability, alternative schools, black studies, flexible

scheduling, computer-assisted 1nstfgction, year round schools, open
élassrobms, and team teaching are being talked abéut and being
tried in many schools th;oughout this n;tion. Some of those who
write about these Ehanges lament the slow pa;e of change.. Others
feel ;here are many changes, but fe;'that significantly affect
education. And still others ;ant teachers to just teach "reading,
'riting, and 'rithmetic" like they did in the good old days. But ’
whatev;r the perspective, the conversations and the writings repeat
the same theme of a change brocess. -A processitpat brings pew
ideas, new materials, and new methods into the'school. This papei'
focuses on the ghange process as it helps u; to understaﬁd -
innovations -- the substange of change.

Two literatures are important in a discussion of innovations.
These{ére the diffusion research literature and communication
regsearch literature. 3he diffusion literature is well.represented
in A GUIDE TO INNOVATION IN EDUCATION (H;velock, 1969)'and
COMMUNICATION OF INNOVATIONS (Rogers and Shoemaker, 1972). Both’

books review and synthésize much of the early research as well as

develop new ideas. These books are aljo important because qhey




RS
.

- -

go beyond single aspects sﬁch as adopters and rates of adoption
into the context of innovation. = -

The communicacion research literature has reéently been
sumarized and synthesized in THE PROCESS AND EFFECTS OF MASS
COMMUNICATION (edited by échramm:and Roberts, 1971). Diffusion and
communication literatﬁres share many of the same ideas and models.
The diffusion literature developed from"th; traditions of
anthropology, rural sociology, medical soclology, and education,
BPt our present understanding of the two fields'show% considerable
overlap. A; illustratioﬁ of thg extent 6f'mutua1 cancerns is found

~

in Schramm, and Roberts. The authors devote almost 150 pages in a

-~

1000 page book to articles on innovation and change.

The overl&p is again illustrated by Rogers and Shoemaker who

‘refer to communicafioquyoaels when desciiQing the'diffu;ion
process. They tell us that in the 1930's and 1940's communication
researchers subscribed to the "hypodermic‘neeéle“ model that
emphasized the immediate the powerful effects of mass media on the
au&ience. tThis was the one-step flow model of com@unication.. They
point out how the 1940 Presidential election simul taneously
destroyed the hy;odermic needle model and created the two-step flow
model. Invstudyiﬁg this elecfion, Lazarsfeld and his colleagues

found little evidence of direct 1nfipence of the mass.media. Few

»

Voters altered their vote 1nt%ntions directly on the basis of

information presented in the media. Rather "opinion leaders” got

information from the media, and in turn influenced their friends
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and neighbors. Menzel and Katz (1955), used this two-step flow

communication model in their study of the diffusion of a
phafmaceutical, and expanded it to a multi-step flow of
communications. Rogers and Shoemaker explain the current
understanding of the multi-step flow model:
It does not call for any particular number
of steps nor does it specify that the message
must emanate from a source sy mass media
channels. This model suggests'that.there are
a variable number of relays in the cqpﬁunication
flow from a~source to a large audience. .Some
members will obtain the message directly through
channels from thg source, while others may be .
several times removed from the message origin.
The exact number of steps in this process
dépends on the intent of the source, the
availability of mass media and the exten;'of
audience exposure, the nature of the message,
and salience of the message to the rquiving
audience.

1

One concept that is particularly useful in describing both the
. A .

diffusion and communication processés is Harold Lasswell's
well-known description of a communication act. Lasswell phrased ,
it: ‘

Who Says What In Which Channel To Whom With What Effect?

If we break this sentence into the five steps it implies about the
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commurication process, we find it also describes the dgﬁfusion

process. Of course, by the time we are talking abopt diffusion we
have different words for the ngps. " Now they afg called:

Source Message Medium Audienee Impact.

.

To discuss the process of innovations, we need to modify the words

again. We translate the original statement from:
A}

Who Producers

Says'What ' Products

In Which Channel _to: ' Dissemination Medium .
To Whom . Users

With What Effect ' Adoption.

Although the translation is not as elegant as the original, it
provides us with the‘organizing principle of this paper. Each step
helps'us understand an aspect of innovations. We can discuss
innqrgtions in the context of wh;;e they come from, what forms they
take, how they are disseminated, who are the potential users. and
what are the conditions for adoption.

- INNOVATIONS: WHERE DO THEY START? .

Although there is no single classificatory scheme of the
producers of educational innovations, we see the range by looking
at individuals and groups who produce innovations INSIDE THE
SCHOOi, ACROSS SCHOOLS, and OUTSIDE’THE SCHOOL. In the first

category we have classroom teachers, principals, and curriculum

committees. In the secondary category we have superintendents

’
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and specialists/consultants in the State Department of
of Education. 1In the third category.we have researchers in
- P .
academic settings, research¢rs in non-profit, non-academic research
. ' -~

and developmen&viabg, and dgxflopers in educational publishing

> \ - -
companigs. . . . '

There Qrobébly are others who are’ responsible for producing’
. o, . ) . -
innovations. Yet even.within this 1list we see the likelfhood of
. a . .o, . ’
developing and disseminating inrovations increases as we move from

o
i

inside the schopl to outside cthe school.’ Those in’}he Qchool have
4 ‘ .

many ,functions to peréorm. Their days are filled wifﬁ teachiné,
meetings; preparation for class{ administration, etc. And when
.t;ey do produce, there is neither moéivation nor incentive to'let -
others know about the innoyation. Sfu@ies have shown that the

-
teacher who creates new materiale is unlikely to share these ideas

even with others in her Sqilding; The curriculum committee who =

- -

works out a new science unit for fifth graders will probably never

try to disseminate ‘these materials.

At the other extreme we find the researchers in ah educational

»

publishing company. A great deal of time is devoted to developing
and field testing.ngw materials and to public¢izing the new

products. Here, as well as ip R and D centers, the reward system

favors innovative thinkers who produce new materials, new ideas, or

-

new methods of instruction.

A cBrollary question to 'Who produces?' is.'Who stimulates

o

production?' . Our 1list here includes administrators such as
X : RN
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\

. \\’

-~

. . * - -

principals who encourage teachers to .develop new magerials; state
superintendents ﬁhggsee to it that there 1s sufficient money in
state or local resee;ch units; an& the federal government th;t
funds bokh academic researchers and.ndn-academ}c R & D center

researchers through agencies like NSF, USOE, and NIE.

. -

¢

INNOVATIONS: WHAT FORMS-DO‘THEY'TAKE? B

i

. .
There are many types of innovations. The range includes new
r

textbooks, new audiovisuals, new curricula materials, new
{

L4
technologies, new methods, and new structures. Some of these

product; are tangible. Schools can purchase or rent new films, new
, .
filmstrips, new textbooks, computer terminals for CAI, etg. Other
producis are intaﬁ§ib1e. These'include methods of té;ching~like
éeam teaching, methods for organizing classroom lessons like
behavioral objectives,,and new ;hysical structures like open plan
schools: This second category requires more in the way of new

attitudes than new materials.

INNOVATIONS: HOW ARE THEY DISSEMINATED?

Once the producers of innovations have flnished products,
their job is not over. Qr at least it should not be. Somehow the
new materials, ideas, methods, etc. need to be disseminated to the
schools. " How is {his done? As we said earlier, the one-tihe or
occqfional producer ;arely disseminates the product. Ronald ,
Lippitt (1965) says, in writing about this p;oblem:

In education, a great proportion of the




»

C

‘
. ~

significant new\inventibns’in our fieid

-

remain quite invisible, undécumented,
inaccessible for consideration by poteﬁtial
adopters. There is a high level -of :

inhibition to communicating. There‘is a
v,

-

lack of articulateness abput what has been
invented and a laék of documentation. i ,
Pellegrin (1966) a&ds his‘own comments to those -of Lippitt}
There are grave weaknesses of éﬁannels and
procedures for'dissemination.‘ Un}ike many
academic disciplines, education cannot rely.W
?lmost exclusivelf on the.printed media f&r
disseminating informgfion.' ...there is a
great degl of suspicion of sourc;s gf

knowledgé which are not known personally

to the p~actitioner.

{

But some innovations do get into the ﬂchools. How Lre these-
’ \

innovations disseminated? Conventions are gathe;ing.placeS'of Poth
academicians and practitioners. éapers, symposiums, exhibits, etc.
all serve to spread the word about new developments in the field of
edﬁqation. Closely related to the convention is the journal c
article. Academicians, researchers, and practitioners subscribe

to journals. QA great deal about current knowledge 1is

published in these‘ journals. A third dissemination mechanism is

advertising. Commercial publishers use.direct mail and journal ads




to promote their products. And fourth, several states have
education extension agents who work with schools to disseminate

innovations as they apply to specific needs or problems.

INNOVATIONS: WHERE CAN THEY BE "FOUND"?
Since many innovations are not actively disseminated, the

interested educator needs to know where to locate these‘gesourcesu
[ ]

Fortypately, there are several good sources. PREP-29 "New Products
[ 3

in Education” describes the 13 "winners' of an OE-sponsored
assessment of the validity and usefulness of mew products.
Inclhded are: Home-Oriented Early Childhood Education from the
Appalachia Educational Laboratory; MATCH (Materials and Activities
for Teachers and Children) Box from The Children's Museum, Boston;
.Parent/Child Toy Lending Library from Far wést Laboratory for
Educational Research and Development; Patterns in Arithmetic from
Wisconsin Research and Development Center for Cognitive Learning;
etc. Most of the innovations d;scribed in PREP-29 are also
available in‘§ U30E produced "Educational Products Mini-Kit." The
kit contains 12 filmstrips plus audio cassettes.

A second useful report is "Consumer's Guide to Educational
Innovation" produced by Council for Basic Education in Wash?ngton.
It covers a few dozen of the most discussed innovations, including
non-curricular innovations in staffing, use of space, etg.

Two directories worth -noting are "ALERT: A Sourecebook of
Elementary Curricula Programs and Projects" and "CEDaR Catalog of

o
Selected Educational ResearcH and Development Programs and




. -

Products.” ALERT is produced by Far West Laboratory. It covers

all the noteworthy elementary level products. It carefully -

1

addresses the h;rd questions of cost, staffing requirements, -
inservice training requitements, etc. CEDaR is ﬁroduced by the

Council for Educational Research and Development in Denver.

’
N\, Volume 1 covers existing products from ten national educational

Pl -

labpfaties and nine sniversity-based rsséarch and dévelop@ént

centers. Volume 2 covers forthcoming products now under

’

developmert. ﬁhch proguct is summarized in one page of information
f.including product name,'pfoducer, target auﬁience, produét
characteristics,.product evaluation and price.
* Sone producers have filmed materials that:dqscribe their
"innovations. After locating an innovation through ALERT‘or CEDaR,
one can contact the producer to see what descriptive materials aré
available.
/ One access point to comm;rcial producers is the Westinghouse

Learning Directory. It differs from the previously mentioned

“gsources in two ways. First, it is not -limited to innovations. It

- 4

is a 1list of all available educational materials. Second, it’
provide; no evaluation of p;oducts.

A final source of innovations 1is EBIC, the national infarmation
system that is responsible for rebo;ts of innovative programs
and significant efforts in educational research. Abstracts of all

ERIC documents are published in "Research in Education" a monthly

list of newly accessioned materials. All abstracts are also stored
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3
on magnetic tape that can be computer searched by using descripter

terms specifying the topic of interest. Full text ®f documents

y

is available in micrcfiche or papercopy.

INNOVATIONS: WHO ARE THE POTENTIAL USERS?

.

Users range from individuals to an entire school system. For
instance, a teacher might decide to add a new workbook to his
course. A committee might decide to-adopt the new NSF science

- !
curriculum. agchool district might decide to go on the 45-15 plan
e .
for year rpupd school. ///
Potential.éstﬁters, when considering a ﬁarticdlar innovation,

need to be aware of the types of people who might be affected

by a thange. Those affected fnclude pupils,'parents, teachers, and
, .

ad trators.
LYK
‘INNOVATIONSi/ WHAT AFFECTS ADOPTION? J
To understand the adoption process we need to exan®ne both the

.~

factoring influencing the adopter and the characteristics of we’
innovation. g

First, let's look at the individual as potential adopter. We
know he has intra-personal subsystems that affect his level of
innovativeness. As illustrated in Figure 1, there are demégré&ﬁic,

cognitive, affective, motivattonal, life-cycle, and situational

subsystems. The function of these subsystems is hetter understood
, .
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_ Figure 1: INTRA-PERSONAL SUBSYSTEMS
’ AFFECTING INNOVATIVENESS

\ Situational
Demographic \ Subsystem

[ Subsystem

— -
-,
-~

\
- | Life-Cycle
' N \ Subsystem

I Cognitive
Subsystem

/
Motivational |
‘ Subsystem |

{ \
I Affective \ /
Subsystem




-

if we think of the three phases necessary for adoption. Rogers,
Carlson and others talk about the knowledge phase, the favorable
httitude phase, ard the behavieral a&aftion phase. These three
phases and their'relationship to tﬁe subsystems are shown in Fiéure
2. Each of these phases is blocked by a line of resistance created
by the subsystems. Only under certain condi(ions will the
subsyétems allow the person to accept the new knowledge, or to
develop a favorable attitude, or to adopt the innovation. For
instance, a teacher who never goes to cbnventions, who subscribes
to no educational journals, who is 'closed minded', who has been
teaching for 15 vears, and whose principal dees not toleftate
changes in the classroom, is extremely unlikely to ever have her
knowledge, attftudes, ar behavior changed by innovations. The line
of resistance is firm. On the other hand, a principal who goes to
one national convention, two regional meetings, who subscribes

to two educational journals, who is willing to tolerate a certain
amount of risk, and who is '6pen minded' is likely to

allow new knowledge, attitudes, and even behaviors to cross the
line of resistance.

However, we see in the center of the figure that even when

knowledge, attitudes, and behaviors have crossed the line, they/dzi\

only partially overlap. In Figure 2 overlap between any_ two of the .

three is represented by straight lines. Oveylap of the three

ﬁhases that results in adoption of new innovations is represented

v
by solid black.
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When a group, rather than an iﬂdividual is the adoption unit,
there are multiple individual systems operating, plus a group system.
The group'system, like the individual system, is also made up of
subsystems. However, they have the added dimension of being strongly
influenced by group dynamics. ' /

The innovation also has eertain subsy;tems or properties that
help determine the likelihood of its acceptance in a schgol. These
These properties are shown in Figure 3. The internal subsystehms
include complexity, divisibility, communicability (Roge}s, 1962),
pervasiveness, and reversibility (Katz, 1965). The external
subsystems of the innovation include its place on the adoption
curve, ihe demands it makes pﬁ staff capabilities, the demands on
money resources, the depends on the school structure, and the
demands on administration of education. If these demands are
particularly heavy, then adoption is unlikely., 1If the} are light,
then adoption is much more likely.

0f course It is possible to 1>tervene in thi process.

Personal linkage §ystems or media-mediated linkagsk may provide the

answer. There are well documented innovations such as those listed

in ALERT or CEDaR that are unable to cross the personal line of

resistance or.that make heavy demands on a school. Educational,
extension agents have often been aBle to build bridges across the g
lines of resisgance. In states where personal linkage is too

expensive, it may be possible to develop effective media campaigns

that rely on print and two way audio/video. Educational television
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Figure 3: PROPERTIES OF INNOVATIONS THAT'"“ ’
INFLUENCE ACCEPTANCE IN SCHOOLS

Place on ' Demands
Adoption ’ On Staff
Curve - Gapabilities

Demands Demands
On : On Money
Administration . - - Resources

Demanus On
Structure




plus telephone hook-ups, information hotlines, and two way cable

all hold promise for the media-mediated dissemination systems.

Unfortunately, the innovation;process has been tied to our i//rl
early understanding of the communication and dissemination
processes. In general, the innovgtion process is still considerzd .
to be a one~way street’that starts at the producer ;nd ends
with adoption. It is time to understand the needed feedback loops
that are no& recognized in the communication process. These
feedback loops, applied to inn&vationg mean the practitions have
direct access to the producer. Direct acess both in inputing needs
and in reacting to products. Ac present, the producer is not
really concerned wi;h the user. And although one never would aréue
thag the producer be limited to the statQJ needs of
practitioners, one should argue that producers be responsive to
these needs. A linkage system connecting producer and user may
eventually be more significant than the linkage system connecting
innovation to user. Products that grow out of an open, /

participatory, responsive system will ‘already have bridzes to cross

that will catry them over the lines of resistance.

CONCLUSION
Everyone involved in the educational process is also involved
, in educational cﬁaﬁge. We may try to ignore it and to resist it.

But change, at least at the micro level, happens anyway. What is

-
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needed 18 a better understanding of the innovation process so we

can become actors rather than reactors in the process. Then as

actors we can begin working toward a more open and participatory

process that provides feedback at many points in our five phases

of producer, product, dissemination, user and adoption.

.-
<
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SESSION NO. 22 - :

. RETRIEVING ERIC INFORMATION--B ,

L

I. SUMMARY DESCRIPTION OF MQDULE
A. *-Objective

-
1

» To help Field Agent and Project Manager trainees.acquire both a deeper
wnderstanding of, and some basic skill in selecting descriptors and

, . formulatiﬁg search stratcgies for computer searching--particularl o
using Boolean logic--through problem solving with the Thesaurus and use
of on-line retrieval systems.

)

¢ Upon completion of this mudule, trainees shoulg be able to: Y
- - & po P ' 4
. ’ i
1. Describe the importance of quekg negotiation process--and the summary
problem statement--in deve;Pping a search strategy and handling

decision points in the retrieval process.

”

2. Develop searéh statements, using the Boolean operators AND, OR,
and AND NOT.

. t
v ' 3. BApply different search strategies.-to broaden searches (for'low-yield
search results) or to limit searches (for high-yield search results).
B: participants ' . /

* ¥
Tfainers:' One instructor and at least one assistant, per terminal, who
. is familiar with the particular on-line system being used. -

Trainees: Field Agents and Project Managers

C. Summary of Module Activities

The instructor introduces the concept of Boolean logic and 1ts application
in formulating searcHes. This l5-minute introduction is followed'by an
exercise period in which each trainee is asked to select terms from the
Thesaurus and prepare Boolean searches for several problem statements.
The trainees are then divided into small groups to submit their search
strategies to search specialists working with an on-ljne system. After
this demonstration; the groups are convened to disauss the variations in
search results produced by alternative search strategies. This section
- conclades with a brief summary presentation and discussion on the
sclation of Field Agent activities to the retrieval process.
. . . .

D. Duration
AL S U

Two hours .

Q

ERIC | \
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II. REQUIRED MATERIALS AND AIDS

A.

22-2 .

‘Trainer Preparatory Reading

1. Mathies, M. L. and Peter G. Watson. Computer-—Based Reference Service
(to be published by American Library Association, Spring 1973).

[part Two]

2. spCc. User Manual for SDC/ERIC, January 1973. [Chapter VFI]
A

3. Lockheed. User Manual for DIALOG.

4. Resource Information Center, Grand Forks, North Dakota. An Alternative

to Query. ¢
)

5. MacMillan Information. Myriad-ERIC Search System: Instruction Manual.

Trainee Preparatory Reading

). Mathies, M. L. and Peter G. Watson. Computer-Basged Reference 'Service
(to be published by American Library Association, Spring 1973).
[part Two]

~

-

2. Sample Searchﬂg;atements for Level-Related Terms
s I S *
3. Sample On-Line Search Printouts

"4. Sample Ccding Sheets for Batch Systems

.

Airds and Egquipment % .

1. At the beginning of Step 2, the instructor should distribute copies
of the Thesaurus of ERIC Descriptors.

.

2. '"Retrieval Exercises-~B;" to be completed during the session, are
included 1n the trainees' packages.

3.. A terminal should be available for each of three or four trainees
involved in the session, with a telephone and table for each,

terminal.

Ceher
The trainer shculd work with the terminal operators before the session,
~reviewing the search exercises and discussing the kinds of search experi-
ences the trainees should observe. The trainer and the terminal operators
should be prepared to initiate activities at the terminal to demonstrate
* principles that are not necessarily illustrated by the trainees' suggested
search formulations. )




III. SCHEDULE OF ACTIVITIES

.

Topic . Activity §Mirutes

Logi Present Discussion 15
Step 1 Introduction to Boolean gic Y ntation/ on,

A Step 2 Developing Search Statements Complet}on of "Re;fi;val ) 20
- using Boolean {perators Exercises-~B" by Individual
) , Trainees T -
. _ -~ °
Demonstration of Search . On~Line Demonstration ¢
Results for "Retrieval
.Exercises--B"

a

Step 4 - Review of Search Results Discussion

IS . .
. Step 5 " summary of Searching Presentation/Discussion
: Strategies and Field :
Agent Activities

L4

IV. SPECIAL CONSIDERATIONS

Although this session could be conducted without the on-line system segment

* (Step 3), trainers are strongly encauraged to provide for its- inclusion, so
that trainees can "see" retrieval occurring and receive irmediate feedback
on the impact of their decisions during the training session. If access tg
an on-line system cannot:be obtained, thi's session should include more
discussipn time on the review of the paper/pencil printouts to illustrate
some of é%e searches and variations in search results. =~ _ ’

.
.

This module 1s essentially the same as Number 19. However, the instruction

. should focus more discussion time at Steps 4 and 5 on the relation of -
searching decisions to the Field Agent tasks of query negotiation and follow-
up communication. o .

CONDUCT OF THE SESSION

. %
‘Step 1 Introduction to Boolean Logic (li\minutes)

Boolean logic, named after the English mathematician George Bbole, is

one way in which a file of bibliographic informatlon c;n be searched by
computers. I think you can gain some degree of expertise iand re?uce some
of the confusion associated with the application of Boolean logic to
seaFch formulationé 1f we examine a few essential principles that are .

1
involved and note some of the more common problems that occurxr in practice,

LRI
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[The trainer should 1llustrate the concepts introduced in this section
on a chalkboard.] .

Point 1: Boolean logic employs the mosf basic form of logic: something

is either present or absent; 1t 1< .here or rot there. Thus, -in specifying

s

t
one term 1n. relation to another, the computer checks for the presence or

absence of these specifications 1t the file. A/

.

Point 2: -Your specifications are stated in terms of one of three con-
ditions: AND, OR, or NOT: (perhaps more easily thought of as AND NOT).

’

~

[Place three Venn diagrams on the board and ask the trainees to indicate

which %arts of the circles would be retrieved by each logical operator.]
* ¥

<

[When two or more terms are linked by AND, the computer
retrieves only those document citations that have been
indexed by all the ANDed terms in the skarch statement.]

N

[when two or more terms.are linked by OR, the computer
retrieves all document citations that have been 1ndexed

by either one or more of the ORed terms in the search
statement.] ’ -

.
.

[when terms are linked by an AND KbT, the computer

rejects any document citations that have ‘been 1ndexed

by those terms.
. s

Stated another way, the computer retrieves only those
document citations that meet the positively stated
specifications, and excludes the negated term(s).]
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Point 3: A common source of confusion lies in the difference between
our natural-;an;uage meaning of "and" (little a-n—d) and the Boolean
logic operators. 7in stating requirements of an ORed statement--TERM A
OR TERM B--in plain English, we might say, for example, "I want all the
documents that are indexed by either Term A or Term B, and those indexed
by both terms." However, a client will not state his requirements in
those explicit terms; most likely he would say I want information cn A
and B. However, it 1s the responsibility of the field agent or the

retrieval specialist who is working with the client to find out what

the "and" means during the query-negotiation process.

BOOLEAN "OR" BOOLEAN "AND"

AORB = A AND B =
A only A AND B only

+B only

As you can see, the Boolean OR will yield a far greater number of document
citations than the Boolean AND. To distinguish between the two, it 1is

often useful to think of AND as being restrictive and OR as being compre-
hensive. This kind of thinking must be in the back of the query negotiatoer's
mind when he or she is talking to the client, to insure that the natural

language statement of the problem can later be translated into the most

LRI

ArullToxt Provided by ERIC




.

- appropr-.ate Boolean statement, or that the latitude in developlng

Boolean statements is clearly understood.

€
—

Point 4: And this brings us to Point 4, that 1s: the use of OR broadens

1

a search; AND limits or narrows a search.

/

[

" , - /
Before we continue to Point 5, let's work through cne problem toqgﬁaer.

Imagine that we are working with a superintendent who wlishes to optain

planning information on year-round schools, and 1s particularly interested

in cost-related information. >

[The trainer should ask the group to suggest some Thesaurus terms for
.each concept in the search problem, and then show how each of the terms
would be ORed in several statements to start broadly, and how the ANDing
ofs groups or "sets" of desgriptors then resttTcts the search. (Since
' systems vary- in how they handle combinations of Boolean operators, the
trainer can use both parentheses and sets to illustrate on the board the
search logic.) For example, one formulation for this particular search
problem is: .

hal

((YEAR ROUND SCHOOLS OR EXTENDED SCHOOL YEAR OR

\\\\\ TRIMESTER SCHEDULES)
. . : AND

"(EDUCATIONAL FINANCE OR COST EFFECTIVENESS OR OPERATING
EXPENSES OR BUDGETING)
ANDb
(EDUCATIONAL PLANNING.OR SCHOOL PLANNING))

Another way to think of the relationships is in sets:

Set 1 kf" Set 2 Set 3
:YEAR ROUND SCHOOLS |, {EDUCATIONAL FINANCE | EDUCATIONAL PLANNING
‘OR!EXTENDED SCHOOL YEAR OR:COST EFFECTIVENESS |AND; OR:SCHOOL >LANNING
ORITRIMESTER SCHEDULES [OPERATING EXPENSES :
; ' | BUDGETING ;
POSTINGS = 135 POSTINGS = 3265 4= POSTINGS = 2230

r

Q
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PAFullToxt Provided by ERIC




A searin un several combination of sets results in different postings
L4
levels, 1.¢., tne number of documents in the file that meets the particular

specifications:

-
1 aND 2 = 29 postings
1 AND 3 = 4 postings : : -
1 AND 2 AND 3 = 0 pos.ings

Because the combination cof all sets of terms-produces a '"no-hit" situation,
by the searcher might choose to use the following search combination:
1 AND 2 OR 1 AND 4 = 3 postings
In this casa. the main concept (YEAR ROUND SCHOOLS{ 1s matched with both
econdary concepts, and thén ORed ta appr?fch a more comprehensive search

ragegy than the combination of the main ccncept with only on~ secondary

concept.

Point 5: Althougn you may dec:de to coordinate only twc terms (A AND B),

you frequently run two risks: (1) you may not retrieve comprehe951ve1y

- on your s:arch, and (2) you may not get any "hits," 1.e., there may not

- be any document citations indexed by both of tne particular terms. ThlS‘
element of surprise becomes more acu;e 1in batch-mode searching, and the
-w2rly comprehensive search formulation 1is a safeguard against lLost time .
in discovering this "no hit" situation only after a run has been made.
The first risk takes us back to the first Retrieval Module in our dis-
cu;SLOn of the ;rRIC indexing and the need to select several appropriate
termis. The secona risk 1s:difectly related to file si1ze and the number
N

of postings (1.e., frequency with which any given term has been used to
[

Q
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index documents). As of June 1971, three-fourths of the some 7000 ERIC

descriptors were indexed to fewer than 100 documents, although, some

terms had postings as high as 1500 and over. You can see that the
probabilities for finding a match or hit for only two terms (e.g., 1f
TERM A has 25 postings and TERM B has only 6 postlngs) are much lower
than 1f you'had éald:
( ( AORHORK) AND (B OR G OR Z) )
Postings = 150 Postings = 80
Step 2 beveloping Search Statements Usinggsoolean Operators (20 minutes)
For the remainder of this session, we will be working on and discussing
several exercises, which have been drawn primari.y from the request
files of the San Mareo center. The first step in preparing for a
search 1s to review the problem statement and select the resources
that arg going to be used. For some of the problems we have given
you, you may not believe that a search of ERIC will éntlrely satisfy
the request, or .n other cases, that ERIC is even the appropriate
resource. We would like for you ‘Q_Q?te the gther resources you
might wish to check as a supplement t;, or substitute for, an ERIC
search, but we are primarily interested 1n your wnrking at this time
with the ERIC Thesaurus in selecting terms and developing search

statements--using the Boolean operators--for computer searching,

whether batch or on-line.

ERI
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After you have conpleted preliminary work with the Thesaurus and
have formulated your seafches, we will work through your formulations
at the terminal, on-line, so that you can see the results and under-

stand how some of vour decisions impacted on these results.

In your packet you will see Retrieval Exercises--B, both the problem
statements and worisheets, which may be used in completing yourx
search formulations. The worksheet format 1s one kind‘of convenient

ferm for developing a strategy of ORed and ANDed statements. Sample

searches are provided on the first exercise sheet to illustrate how

.

you can use the form.

.

{The trainer should distrikute copies of the Thesaurus to trainees,
and should be available through this period, to answer questions and
help trainees who may have difficulties i.. using the Thesaurus.]

Demonstration of Search Results for "rRetrieval Exercises--B" (45 minutes)

{After the trainees have completed t.c paper/pencil exercises, they
should bring their search formulations to the terminal area. The
terminal operator should ask one of the trainees in his or her group

to volunteer a seerch formulation for Exercise 1, and proceed to

insert it into *ne system. The operator should explain to the trainees
what he or she is deing vith regard to particular features of the
system being used, but the teaching of the on-line system should Le
only incidental to arriving at the search results, showing sample
displays of citations and abstracts of the search results, and explor-
ing different results with different search formulations. The trainees
should be asked to volunteer any different search formulations--
different terms or sets of terms or different uses of Boolean operators--
that they have prepared for the search problem.

This segment will be most instructive if the terminal operators are
able to take the leayj provided by the search strategies recommended
by the trainees, but are also able to supplement the demonstration

A
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with approaches that are not recommended by the trainees.

s Illustrative searches and variations in strategies contained
in the RETRIEVAL EXERCISES-~B (FOR TRAINER) can be used as
background for developing this part of the session.]

Step 4 Review of Search Strategies and Results (20 minutes)

r [
[The trainer should convene the group and direct a discussion
of each search problem--the search strategies that were devised
and their observations of the on-line applications. Although
trainees' questions may serve as a guide to this session, the
trainer can use the background on the RETRIEVAL EXERCISES--B
(TRAINER) to direct the discussion on each search problem.]

Step 5 sSummary of Searching Strategies (10 minutes)
The exercises that you have completed illustrate some important
decision points in the retrieval process, two of which I'd like .

to review, and perhaps you will add some of your own.

» 4+

Point 1. Cne of the most important points to be made is that a

searcher will almost always be working with insufficient informa-

\ tion--even if the query negotiation process has been an excellent

one, I am reminded of Dr. Fairthorne's vivid and teiling

definition quoted'in your rxetrieval packets:

= The purpose of searching is "the recovery from a given collection

of documents, with stated probability, a set of documents that

includes, possibly with some.irrelevant ones, all doguments of

specified content; or, a set of documents that includes nothing

but documents of specified contents, but possibly rot all of .

them."

ERIC “
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. Y
" .
- 2

A search Will often reveal complexities that cannot possibly
be anticipated until the search is well under way. These com-
‘ plexities result from one, or a combination of severalﬁ/factors

including:

® The mult?plicity of terms in the educational language, as
we saw in the tutoring problem, where there were at least
four gifferent tutoring'programs (cross-age, peer, programmed,

: and after-school). And the possibilities even/increased with

the non—tutoring‘elements, reflecting the persons to be in-

volved in the tutoring (e.g., teachers, parents, volunteers,

paraprofessionals).

v

® The subtleties or focus of a document's contents that_are
reflected in a wide variety of combined descripéors, such as
we saw in the academic achievement and self concept problem.
The combinations of descriptors focussed on one or several
elements of the relationship, in the use of test instruments,
reports of educational research, Fhe effect of home elements
(e.g., one parent children, mother's attitudes).

e The potential of "hidden contents" not covered by the index-
ing terms. 1Is teaching time perhaps a secondary topic in
many of those mathdhmatical conéepts or concept-formation-
indexed documents?

® The search process itself, with the powerful capability of

a machine search, on one hand, to coordinate the likeliest

terms we can select and produce a masterful listing, but the

ERIC -
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limitations of the machine search, on the other hahd, to
deal with some of the intellectual elements I have just
. enumerated.

~

Because the searcher will not always have the information from

. ]

the client--who perhaps would not know himself--on which to base
certain decisions, he or rhe must understand what is involved
in the alternatives available to him and this brings me to

Point "2.

IS ’
.. N

-

- Point 2. There are several alternatives available to the
searcher, and to the center as’'a whole, in making the retrieval
decisions. Some of these alternatives concern the search strat-
egy itself, but others relate to the screening of printouts,._
the use of substitute resources, and the packaging and communi-
cation of search results) We will address packaging and com-
munications in a‘later session, but it is certainly relevant to

mention it at this time.

Some of the alternatives are:

o Conduct a slightly more comprehensive search, one that will

contain the peripheral and seemingly unrelated items, so

that the client can then pick out the items of relevance to him.

o ~

e A variation on this theme, to conduct the comprehensive search

and make notes on the printout to point out the variations

ERI

PAFullToxt Provided by ERIC




22-13

in search results (e.g., the variations in student popula~-
\.
tions or in terminolegy for a given topic) for the client.

Select the most on-target search strategy possible, to ident-

/ify a few items for the client to "get started".

Al .

o~ » These alternatives can be varied even more with the addition .

of gteps in which complete dpcuments are checked for their
relevance, or printouts are organized:according to some principle
or classes of information. wé will be addressing these possi- ,
. bilities later,‘but/the basic decision for selecting among the
_variety of alte;natives is based on at least two key elements:
e The available resources (staff time, relative to volume of
activ;ty; search/fetrieval resources, in terms of machines
and materials).
. e The best khowledge_of'what is most likely to meet the client's
needs given his position, his apparent level of s0phistiéa-

tion in the subject of the search, and the use which is

planned for the information.

The first element will be a fairly fixed constraint for any

center, but the second element is one that can be dealt with
’
X
in the query negotiation process through the insights gained by

e

the field agent in talking to the client, which should be.trans-

mitted to the searcher.

ERIC
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.[The trainer might wish the trainees to volunteer their
thoughts on the important decision points that they believed
were raised through the exercises--whether they relate to the

retrieval process or to the query negotiation or communications
activities.]

Although'we are operating on a limited amount of information,
why don't we think through the client's "best interest" in
each of the searches we have performed, and discuss the course

that we believe would have most likely met the client's needs,

if only initially.

[The trainer may wish to start off with one example, and then
ask the trainees to state their preferences, based on their
understanding of the time, expectations, and typical uses of
information by school personnel.]

For example, on the teaching of time to TMRs. I read this
request as a very specific one, for the TMR teachers have many
re5pon;ibi1itie§, and teaching time is only a part of this
responsibility. I would search only on TIME and not go into the
mathematical concepts or concept‘formation materials, where we
can assume that the finding of relevant materials would take
some digging and readiug By the teachers. I might supplement
my £indings by talking to my special.eAucation consultants in
the SEA to see If they know of any materials, or by checking the
Curriculum Laboratory personnel or my curriculum materiais col-

lection. I would also check my project/people file, to see if

there were any Special Education Instruction Materials Centers

in my area with whom I could check. *
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Agreements? Disagreements? e

{Trainer should let the trainees discuss their preferences
for the remainder of searches as well as the kinds of fur-
ther interactions between the Retrieval Specialist ‘and field
agent or field ageat and client they would recommend.]

(

o )
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SESSION NO. 22

RETRIEVING ERIC INFORMATION--B

Retrieval Exercises--B Trainer Discussion Guide

by

[See SESSION NO. 19} 1

A\




SESSION NO. 23

THE QUERY NBGOTIATION PROCESS--B /

I. SUMMARY DESCRIPTION OF MODULE N

‘A. «Objective

The purpose of this session is to provide retrieval specialist

trainees with an opportunity to acquire experience in query-

-negotiation through their participation in role-playing

exercises that demonstrate the five basic negotiation ingre- S0
. dients identified in the Int.oduction to Negotiation Process--A

Upon completion of this session, each trainee should be able to:

1. Understand the concerns of the field agent in one of his
major roles /

2. Describe the kinds of situations in which the retrieval
specialist assumes major responsibility for the guery-
. negotiaticn functlon

t 3. Prepare for the application of the major' concepts in this
module to their own query-negotiation activities ) ‘

B. Participants

Trainers: A session moderator and two experienced center
staff personnel (field agents and/or retrieval
Specialists) to conduct the role-playing
exercises

Trainees; Retrieval specialists

C. Summary of Module Activities

This session should be conducted by a panel of three trainers:
one to serve as the moderator and two to- conduct the role-
playing exercises. :

The session moderator will be responsible for the Introductory

(Statement and presentation of the Session Summary (Steps 1 and

7). The other two trainers, in addition to.providing the moderator

with additional technical expertise, will be responsible for the

presentation of the five key session ¢oncepts (Steps 2 through 6).

Before each role-playing exercise, a trainer will provide a .
+ definitive description of the session concept, and set the stage

for the retrieval specialist/¢lient negotiation. He will

ERIC | 3
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2

then be aided by two trainees for each of the two exercises.
Following the role-playing exercises, the trainer will moderate
a brief discussion period. .

After all five .concepts have been described, demonstrated, and
discussed, the session moderator will present the Session
Summary. ’

1
)

D. Duration : N
° Two hours
REQUTRED ii* TERIALS AND AIDS

A. Trainer Preparatb:y;Reading

;Rébiew discussion points for role-playing exercises in Session No. 18

B. Trainee Preparatory Reading

The set the stage scripts for the ten role-playing exercises

C. Aids and Equipment .

/

None

SCHEDULE OF ACTIVITIES ‘

. Topic Activity . Minutes

Step 1 Session Introduction ) Presentation 10

Step 2 Key Concept No. 1l: "“Asking Presentation/ 20
the Right~ Questions" Exercise/Discussion

Step 3  Key Concept No. 2: "Guiding Presentation/ 20
the Discussion” ‘ Exercise/Discussion

. . +

Step 4 Key Concept No. 3: "Analyzing Presentation/ 20
the Client's Real Concerns and Exercise/Discussion -
Motivations” Y

Step 5 Key Concept No. 4: "Learning Presentation/ 20
to Listen" ! Exercise/Discussion

Step 6 Key Concept No. 5: "Estab- Presentation/ 20
lishing Rapport with ‘the Exercise/Discussion
Client"

Step 7 Session Summary ' Presentation 10
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Iv. SPECIAL CONSIDERATIONS

While it is recommended that bractical experience in enacting :a query-
negotiation situation be a part of this session's objective for each
trainee, discretion should be used in attempting to achieve this goal.
Consideration should be given to optional approaches such as having
the two trainers demonstrate the first exercice, or using a trainer in

’ the clienﬁgzgle to encourage and assist the trainee if the interview
begins to ter. Also, observation of the trainees would be most
comfortable in a role-playing situation. Role-playing is not equally
suited to all individuals in any group. Many individuals who are '

. capable of conducting a successful negotiation interview are unable

to cope with the theatrical aspects of a role—plqying exercise. The

best guideiine to follow, therefore, is to plan options in advance

of the session ‘and be ready to employ them if the situation indicates

a need to do so.

For each concept, two exercises are provided: a field ager.t situation .
and a retrieval specialist situation. Trainers may wish tc select
only one situation per concept, dependipg "pon the time allotted.

v. CONDUCT OF THE. SESSION . Y, .

\\.

Step 1 Introduction to the Retrieval Specialist and the Query
Negotiation Process (10 minutes)

The major distinction that is made in defining roles for
Center personnel is usually one of ascribing the inter-
personal contacts--the initial contact, the query negotiation

activity, and follow-up communications activities-~to the

-

field agent, and the reference and retrieval functions to

the retrieval-specialist. In fact, we know that this neat ?

division of labor is not that distinct. Although we have .
' - tried to focus on the major responsibilities of eagh‘personnel

»*
role, we believe that is important for the retrieval specialists

-

to have this additional training in the query negotiation .

B

process, for two reasons:

- ERIC ~
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We hope that this session will help you to develop an

appreciation for the difficulties that the field agent

encouni2rs in tackling his major job--out 1in thg/field.

It is easy for all of us, when we are removed from the
firing lines, to forget the complete picture of activi-
ties that another person is facing; otﬁerwise, we might
sit in our central office, wishing for more information
on the request form that is recei;ed from the field
ayent. , We might also try to remember that he 1s likely
faced with a heavy load and is moving from off%ce to
office or school building to school building, perhaps
performing the role in a parttime capacity; when he
finally sits down with the client, he may be needed

nore at that time as a sympathetic listener to the woes
end dilemmas of the moment and ddy t. an as a participant
in a businesslike and efficient dialog about the client's
specific information requir ents. It is for similar
reasons that we have .ried to provide for the field
agent's developing the capacity to imagine himself in ¢
another role, by having him involved in some depth with
the Thesaurus and the actual retrievai process. We
cannot hope to have everyone be an expe.t in every Center
function, but we should expect that each person has

somewhat more than a superficial understanding of other

roles.
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® We would like to break down the guery negotiation %rocess

1ntc several componernts or concepts, soO that you may begin
to develop your own philoscphy and apprcach to a task
that you will be performing--in verying degrees. You

‘? w1ll have walk-in visitors (from within the SEA, for
example, or elsewhere), you will receive'telephone and
letter requests directly, and on occasion you will be
following up on clients on recommendatlohs from the field
agent 1n that area. Therefore, the retrieval process may

)
be your major responsibility, but followxﬂglclosely
- ‘-
behind 1s some 1nteract:on with clients--particularly the

query negotiation interaction. {
\

There are at least 5 ba¥ic 1ngredrents or concepts 1n the query nego-

tiation process:

® Askinc the right gquestions

® Guiding the discussion

® Analyzing the client's real concerns and motivations

® Being sensitive to the client's needs through tte art of
listening

® Establishing personnel rapport with the client

We have developed several exercises to illustrate each of these 1ingre-

dients. Scme exercises are more typical, perhaps, of the field

.

agent's "out in the field" contacts; others are more representative

Q
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v

of the contacts a retrieval specialist might encounter directly.

A
We hope you will feel comfortable in joining us as we ehact several
-
of these situations and discuss some of the possible approaches and

S

consideratigons involved in each situation.

.
-

Step 2 Key Concept No. 1: Asking the Right Questions (20 minutes)

Definitive Descript.or of the Concept

- —

The portion of the interview process that deals most directly
with information gathering on the part of the field agent or
retrieval specialist is, that of "asking the right questions."
No 1interview can be considered successful if the information
required for proceeding to the next step in the retrieval
épeciallst/cllent relationship 1s not acquired. Of the five
key concepts to be covered in this session, the questioning
process is perhaps the most basic, the most structured, and
quite likely the most mechanical. It is basic, in the sense
that questions lead to the answers that are needed to continue
the interview or assisé the retrieval specialist in his task
of satisfying the informational requirements of the client;
siructured from the standpoint that questions can be viewed
as the puilding blocks that make up a complete interview; * .
- mechgnical because the questions asked during an interview
can be listed under the rather standard headings of what,
where, when, who, why, ho., etc. Do not make the mistake of
o v

ERIC
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copcludlnq that something that i1s basic, stvuctured, and
mechanical is also <impie. Renember, the title of this
concept 1s not "Asking Questions," but 1s "Asking the Right
wuestions." And--I might adds-"at the right time and 1in the
right way."
If a question is to be more than just a question--a "right
question," it must have a purbose. This is where your inter-
view questions begin to interleave with the other four key
concepts. What 1s the purpose‘of you¥ question? Are you
attempting to guide the discussion 1n a direction that you ‘
beliave will be more productive? If you are, you sh»uld be
fairly certain that the new direction you have chosen is.the
proper way to go. Are you asking a specific question that
will allow you to evaluate the clien%'s response and thereby
analyze his real concerns and motivations? If so, you must
(
first analyze your own feelings apout the client's problem.
If you do not, you might very well read your own concerns and
motivations into the client's response and miss his point of
view entirely. Are you asklﬁg a question that you hope will
draw out the client? If that 1s your purpose, Femember that
gaining insight to a problem is a two-way street. Both you
and the client can benefit from this kind of question. You

should be ready to act as a sounding board as well as a

sponge. If, during the listening process, you are able to

interject brief but pertfnent comments, the client may provide
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you with a major portion of your :nformational needs.

Finally, are you asking a question to help you establish
rapport with the client? 1I1f so, you should be ready to
corment on the client's response. Fol*example, a very common-
place question might be "How are you today™ How do you

answer if the client's response is "I feel terriple," racher

than the usual response of "Fine."? In other words, if you
are using a question in an attempt to establish rapport, be

certain you are ready to respond intelligently to the unex-

pected as well as the expected answer to your question.

Asking questions at the right time and in the right way is a

subjective decision the retrieval specialist must make every

time he conducts an interview. All standard interpersonal
interviewing techniques came into play. The retrieval spe-

cialist needs not only to know the interviewing techniﬁues

_that best fit his own personality, but should algp attempt to

use an approach that will put the client at ease.

The exercise we have prepared for you is intended to emphasize

the importance of "Asking the Right Questions."
”»

Exercise No. 1 (Field Agent Situation)

The field agent is attending a meeting of guidance counselors

from schools in his district. During a coffee break he is
3
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-engaged in casual conversation by one of the counselors.

The counselor is new to the district and unaware 8t the
\ service provided by the field agent. The field agent briefly
; explains his position‘and role in the district. Just as the
counselor b;gin§ to tell about a problem in his school concern-
ing underachieving students, the meeting\is called back,.,to
. order. The field agent quickly suggests they get together
immédiately after the meetiny in a coffee shop neﬁrby., The

counselor agrees. The field agent and counselor are now at

the coffee shop. The field agent is the first to speak.
Exercise No. 2 “(Retrieval Specialist Situation)

The retrieval specialist has received a memo from the state
superintendent askingv“what was the lowest cost of mutton in
Australia during thellast 10 years." The retrieval specialist
reads the memo twice, then approaches her project manager for
a discussion of her concerns: (1) such a request is not typ-
ically handled by the Centé; since it is a general reference
question and appears not to relate to the educational process;
(2) the)requgfter is the superintendent; (3) how she should

handle it. She approaches her manager, and says "You'll

never believe the request that I just received..."”

Q
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[The trainers may wish to take this exercise one step farther,
with the retrieval specialist calling the superintendent's
secretary for more 'specific information. However, the point
of the exercise might be simply to note that "asking the right
questions" sometimes can mean "doing the right thing." 1If the
quéfy negottasjion part of the exercise is continued, one of
the right quest&ons might be tc find out if the superintendent
wants to know e price of sheep from the farmer or the cost
of mutton products (e.g., leg of mutton, mutton leg chops,
etc.) in the market. The retrieval specialist who ha#d to

deal with this problem firally called the Australian Embassy
in San Francisco to learn that at one time last year, you
could get a whole sheep for 10 cents (during the drought);

she also found the market prices for leg of mutton, mutton
loin chops, mutton leg chops, and forequarter chops:]

Discussion Period (Conducted by trainer)
Key Concept No. 2: Guiding the Discussion (20 minutes)

.

Definitive Descriplion of the Concept

The importance of "guiding the discussion" should not be

ovcrlooked in any description of the interview process?

Simply stated, it means that you, the retrieval specialist,

control the format and direction of the interview.

/
This key concept carries with it a certain degree of respop-
sibility. As in any other form of interpersonal relationship.
when you are in charge you are also resprnsible for the final
results. Do not associate this concept with any one approach
to interviewing. The concept is that the retrieval special:st
should establish an interview format that he believes will
best serve the needs of the client. The formaé may vary from
one that allows the free association of ideas related to the
client's stated problem to a highly structured and formal

interview. In many cases the approach may change during the
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interview or over a period of several interviews from free
association to a more structured format. In any event--
whether the interview be formal or informal, structured or
free--the retrieval specialist should attempt to establish

and maintain control of the interview.

Another aspect of guiding the discussion is that of either

directing a client down a certain path or redirecting the

client who begins to wander off the subject. 1In either case

the retrieval specialist should use discretion. For example,‘
;hile on a vacation trip many of you have probably realized
your greatest enjoyment and satisfaction through an unplanned
excursion down a side road. Of course, you probably have run
out of gas also or been stuck in the mud on similar side
trips. The retrieval specialist needs to use good judgment

about when "side trips" should be taken and how long he

should allow the client to stay off the main road.

In brief, the retrieval specialist is responsible for assess-
ing the situation and establishing an interview format best
suited to the client's position, personality, and stated

problem.

The retrieval specialist should be flexible in his approach
but should remain in control of the interview. Finally, he

should remember that because he is in control, he is also




responsible for the results.
‘Let's go ahead with our next exercise and see what develops.
Exercise No. 1 (Field Agent 3ituation).

The field agent is discussing a plan that a local high school
principal has for involving the students in a drﬁg education

program.

While the principal says he is convinced that "The kids need
to participate actively in the development of the program if
it is to be a success,” he is also hesitant about allowing
them too much freedom in the selection of guest speakers,

films, and drug abuse literature.

| -

The field agent, sensing the conflict between the principal's

goal of student involvement and his lack of confidence in the

students' judgmens, is faced with the need to redirect the .

discussion and reassure the principal. The field agent

comments...

Exercise No. 2 (Retrieval Specialist Situation)
N
The retrieval specialist has been asked to attend a meeting

of media specialists in the SEA who are planning to build a

1




list of multimedia materials appropriate for bilingual

-

programs, K-6. The chairman of the meeting has asked the

recrieval specialist to talk-a little about the Center's

services and to find out from the group, which has just begun

B

'
to work in-small committees, what kinds of help it needs to

',

complete its w%?i

{In this instance the retrieval specialist has been placed
somewhat on the spot, but with the advance warning she might
have prepared for the encounter with a suggested structure of
materials and major resources, or might have prepared some
leading questions that would help to direct the discussion
toward what classes of materials the group was interested in,
and what resources thcy had already checked out.]

Discussion Period (Conducted by trainer)
Key Concept No. 3: Analyzing the Client's Real Concerns and

Motivations (20 minutes)

Definitive Description of the Concept

Analysis of a client's real concerns and motivations is very
possibly the most difficult of the five key concepts to
achieva. Very often the retrieval spetialist must read

between the lines and look behind the statements of a client

ta assess his true needs.

For example, while many requests for information are simple
and straightforward, others will require the retrieval spe-
cialist's assistance in the formulation of the problem state-

ment as well as the information request. The overgeneraliza-

tion of a problem can result in too much information being

ERI
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requested which in turn %ay discourage the client from using
. .
any of the information that is provided. Conversely, 1f the

information acquired irom the client is too sketchy or if the

3
"

problem statement is drafted with too much specificity,

important supporting concepts underlying the problem may be .

overlooked. '

Misinformation alsoc might be provided to a client 1f his real

[y

concerns and motivations are not surfaced by retrieval spe-

cialist. For, example, many problems facing educators today

stem from Supreme Court decision concerning the violation of

indgyidual rights. Requests for information regarding reli-
’

gious courses, dress codes, moral conduct, extracurricular

*

activities, off-campus clubs, etc., may not be identified
initially by the client as legal problems. The requests may
ask only for information ag to what other schools are doing.
Two obvious problems associated with responding to this type
of request without checking ‘possible iegal aspects' are:

(1) the practices of other schools may never have been legal
and (2) the information provided may reference school prac-
ticgs that were legal when adopted in the past, but need to
be changed because of recent court rulings.

Very often the real concerns and motivation of & client can
be discovered by finding out how he plans to use the informa-

tion provided.




Y N
In summary, retrieval specialists should attempt to develop

a sensitivity to their clients' real concerns and motivations.

MAny unspoken concerns can be uncovered through a definitive

development of the problem statement and a more complete

description of the information use.
Exercise No. 1 (Field Agent Situation)

The field agent. received a telephone request from aP elemen-
tary teacher for information regarding different forms of

student grading systems in use within her state. The~fie1d
agent complied with her request, and made an appointment to

deliver the material.to her in person.
e

*®

During his explanation of the contents of the package, she
casuaf&y mentioned tﬁa£ this was her first year of teaching
and that "parent conferences scare me to dqgth." Th%s clue
led the field agent to discuss in more deté&l the real concern
she neglected to reveal in her telephone convérsaéion.(the
conduct of parent-teacher conferences).

v

The field agent is the first to speak.

Exercise No. 2 (Retrieval Specialist Sitﬁation)

»

A field agent is visiting the central office, and in chatting

ERI
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with the retrieval specialist, indicates that he might be
interested in having a search performed on recently published
materials in the field of evaluation and dissemination which
wculd be useful as professional reading. ~The field agent
begins the conersation with "I know that there 1s ngt too~
much written on the role of the field agent per se--that much
of ihe material 1s on the ggneral role cf change agentg--but
I'm wondering 1f yoP mighttflnd a few fairly relevant things :

in.ihe file..." »

N

¢ -

" [This exercise might ‘bést be hdndled between an experienced
field agent and a retrieval specialist trainee. The retrieval
spécialist probably shoulfl direct’his or her questions mostly
toward finding out whigh areas 'of the job are of greatest
‘concern to the field agént (e.g., the interpersonal aspects;
the follow-up activities in which he.becomes involved in plan-
ning meetings; the relations of his query negotiations process
+, to the retrieval process) so that he or she can narrow the
search to materaials on'tbpics more specific than dissemination,
evaluation, and change agents.]
! x
] Discussion Period (Conducted by trainer)

- -

. s
) aStep 5 Key Concept Ng. 4: Lgarning'to Listen ° (20 minutes)

Definitive Description of the Concept

+The "art of listening" cannot be overstressed. 'The retrieval

‘sPecialist who is an "active" Iistener will find that he is

)

AN \
also enhancing has aﬁ%lity to do well with the other four key

B

concep*s we are disgussing today. In contrasting arf "active"
\\ listener with a "pasgive" listener, an active listener's

) [N .
. mind is wide awake and alert...fully focused on thenat§1tude

>
¢

. . & ' .
and unspoken intent of the client's words as well as his

a2 ‘ M
‘ +
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. L4
verbalikafion of the problem. A passive listener 1is one who,

>

while the client is speaking, is thinking about what he wants

to say ﬂext, and is not too interested in the client's

ments. Perhaps he feels he has the problem‘figdr ut/already..

¢

Or, worse yet, he may be égying "Yes, I see, uh-huh...", but
< % N P

1S not fui&y listening “to or comprehending the Elient's,

S f

7

viewpdint. * . .
~
{

L]
With reference to th2 other four key concepts, an active >

H
.

listener will be better prepared to "ask the right question”
-

.

at the "right time" .and in the "right way." He will also be
. ~ *

-

able to use better judgmert in his attempt to "guide the dis-

cussion" b?caqse the "real concerns and motivations" of the

- client will be’mo;e d;sc€rnible./ Finally, thc rétrieval

’

- specialist who wishes to "develop-better rapport! with his

client should not overlwvok the‘idvantageS'of being h'good T
listener. Clients are people, and being a "people" yourself

» . . ¢ [
should convince you of the importancg of letting the client

v 3
’

know that you hslieve his probleh is important enough .to
merit your undivided:and active interpersonal attention.- -’

<

3 .

The exercise we have prgpared.fo; today regarding the "art .
. . o R
of listening" should not be viewed as a one-sided conversas

tion. The trainee who is role-playing the retrieval special-"

ist should attempt, in additio. t» being an active listener,
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[ ]
to ask tne right question, guide the discussion, uncover the

client's real concerns and motivations, and establish rapport

with the client.
Exercise No. 1 (Field Agent Situation)

The tield age..c is working very hard on a program that is

intended to evaluate the results of a new method of teaching

‘/’ history.

During a visit to one of the high schools in his district -
th 1s participating in the design of the program, he 1s
confronted by a history teacher who has some very negative

comments to make about the value of the program.
The teachcr speaks first.

Exercise No. 2 (Retrieval Specialist Situation)

"he retrieval specialist has received a telephone call from a
teacher in the field who is not happy with the search results
she has received, and is blaming the field agent for not
listening to her request in the first place and the retrieval
specialist for sending it out. The teacher is saving "...I -

feel that there is little reason for us to support your service

O

e ./
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if there isn't some way for us to get materiais that really

relate to our concerns."

[This exercise might also belong to the "establishing rapport”
group, for the retrieval specialist must listen to the
harangue and be prepared to smooth some ruffled feathers. The
point of placing this exercise in the listening group 1s to
allow the trainees to try to find out why she is unhappy, and
try to read into the tirade any underlying problems or
concerns.]

Discussion Period (Conducted by trainer)
Key Cornicept No. 5: Establishing Rapport with the Client

(20 minutes)

Definitive Description of the Concept

The establishment cf good rapport 1s prima.ily the responsi-
bility of the retrieval specialist-. '£<good working

relation P between the retrieval specialist and client is
an absolute requirement if the full potential of the negotia-

’
tion process is to be realized.

Interpersonal interviewing techniques may vary, but the
retrieval specialist who relies totally on personal flattery
to establish rapport may find that his relationship w.th the
client is deteriorating after a time. While a sincere form
of flattery may help to break the ice with a client, any
lasting relationship must b. based on mutual respect and the
client's confidence in the retrieval specialist's professional

competency.
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The gxercxse that follows will probably include examples

of sincere flattery; 1t should also demonstrate the retrieval
specialist's attempt to build mutual respect between him and

the client, and instill confidence on the part of the client

in his professional competency.
Exercise No. 1 (Field Agent Situation) .

The field agent was contacted by the secretary of a high
school principal who was new to the area. The secretary
indicated an interest on the part of the principal 1in becoming
acquainted with the field agent. Furthermore, she mentioned
the name of a field agent in a city nearby that the principal
had worked with in the past. The field agent expressed his

interest in meeting the %i€g£}>al and a meeting date was set.

\ Before the meeting, the field agent contacted the field agent
in a city nearby and obtained the following information:
° The principal is in his late forties; he is cordial
but businesslike.
o He is a graduate of USC, and holds a master's\?egree
in Business Administration. His major area of interest
. . ) L
is educational research.

) He has been president of the principals' association

a in his former area.

ERIC ' - f
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[ He 1s a sports enthusiast, and actively participates
in srorts such as golf, hand ball, ané swimming.
[ Most of the services the field agent in the city
nearby had provided him were related to his interest
in educational research; especially curriculum devel-
opment and new teaching methodsf
e He was well respected by his colleages, but was known
for hie "take charge" personality. Projects he was
associated with had a way of "gettmng done."
The 1nitial meeting between the field agent and the principal
takes place with the'secretary ushering the fiasld agent into
the principal's office and the principal saying "Good morning.
I've been looking forward to meeting you."

.

Exercise No. 2 (Retrieval Specialist Situation)

The head reference librarian from a university nearby call
the retrieval specialist to ask for help on a computer search
of ERIC that has been requested by the dean of the Colleje of
Education. She comes across fairly pleasantly, but the
retrieval specialist senses that the librarian feels insecure

and uncomfortable in using & resource cnce-removed.

[There are, of course, several ways in which tiie retrieval
specialist can begin to establish rapport with this person;
one consideration in her approach might be using this situa-
tion to develop a sense of cooperation between the two o
that the retrievaxl svwecialist can call upon the reference




librarian for help occasionally on searches for which the
project does not really have the resources.]

Discussion Period (Conducted by trainer)
Session Summarye (10 minutes)
The session moderator should critigue the session by emphasiz-

1ng the major points that were made regarding each of the five
key session concepts.

LRI
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SESSION NO. 24

PACKAGING AND COMMUNICATING SEARCH RESULTS

I. SUMMARY DESCRIPTION OF MODULE
A. Objective

To acquaint trainees with the kinds of decisions that should be
made and the kinds of activities that are involved in the process-~
ing ard delivery of search results.

Upon completion of this module, trainees should be able to:

1. Explain the importance of packajing and communication in the
filling of an information request

' 2. Discriminate between alternative formats and styles for present-

ing retrieved materials

3. Select resources and products particularly suited to a client's
request !

4. Describe some of the critical elements of a written or
verbal communication

Part1c1gants 0
Trainers: An instructor
Trainees: All . -

Summary of Module Activities

"After the instructor introduces the session and its objectives, the

trainees discuss their reading on packaging and how the reading re-
lates to their own operations. Following this discussion, the
trainees attempt to apply the guidelines from the reading in plan-
ning an information package. This exercise is followed by a dis-
cussion of the decisions made in packaging. The group then con-~
cludes the moduls with a h@scussion of the communication of the
information package.

Duration

Two hours
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II. REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory keading

1. Far West Laboratory for Educational Research and Development. ~
The Educational Information Consultant (EIC): sSkills in )
Disseminating Educational Information. Berkeley, Calif.:

Far West Laboratory for Educational Research and Development,
1972. ["Transformation Guidelines" and "Guidelines for Con-
veying Information to Client"]

2, GSieber, Sam D. et al. The Use of fducational Knowledge.
Evaluation of the Pilot State Dissemination Program: Final
Report. New York: Bureau of Applied Research, Columbia

University, 1972. [Chapter 4 "The Output Interaction Phase~- e
Delivering and Assisting"] (
B. Trainee Preparatory Reading .

1. Far West Laboratory for Educational Research and Development.

The Educational Information Consultant (EIC): Skills in
Disseminating Educational Information. Berkeley, Calif.:
. Far West Laboratory for Educational Research and Development,

1972. ["Transformation Guidelines" and "Guidelines for Con-
veying Information to Client"}

C. Aids and Eguipment

1. Client :eedback Forms '

€

IITI. SCHEDULE OF ACTIVITIES

Topic Activity Minutes
Step 1 Introductory Remarks Presentation 5
g Y A . P
. .
Step 2 Transformation Guidelines Large Group Discussion 25
Step 3 Packaging Exercise Small Group Exercise 45
Step 4 Discussion of Exercise Large Group Discussion 15
Results
Step 5 Communication of Search Large Group Discussion 30
Results

Iv. SPECIAL CONSIDERATIONS

None

~7"
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CONDUCT OF THE SESSION
Step 1 Introductory Remarks (5 minutes)
In this session we are dealing with the processing of search
results and the communici;ion of ;he packaged matcrials to the

client. —

L
The first of these operations, processing, can mean a number

of things and be called a number of names. As you know from

your reading, the EIC training materials call the process

"transformation". In the title of this sess;on, we have called

it "packaging". But regardless of what the process i% called,

1t involves,>basically, suiting the information that was re-

( -trieved to the needs, purposes, and requirements of the client.
The planning and processing of the client's package may take
place in more than one step in the sequence of activities. In
a sense, it begins with the client's statement of his own re-
quirements in terms of time, format, complexity, etc. It con-~
tinues with the field agent's articulation of the client's
requirement.. n the search request form. The retrieval special-
ist may enter certain restrictions and limitations into the
search, both at the beginning of the se%rch and as it takes‘
shape. And, finally, when the retrieval process is completed,
either the retrieval specialist or the field agent, or both,
Jg;tempts to assure the suitability of the search results to the

client and his request.
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I would*ié&e to begin this session with a group discussion

N of the transformation or packaging process.

Step 2 Transformation Guidelines (25 minutes)

Conduct a discussion of all trainees on the transformation or

f packaging process. Based on the reading of the "Transforma-
tion Guidelines" from the EIC materials, thg following ques-
tions might be addressed in the discussion:

(1) what is the purpose of "transformation" or "packaging"?

(2) what are some of the considerations 1in planning the package
(e.g., client's background, specific problem, type of
information needed)? )

i

(3) Who do you think should perform the screening of materials?

The field agent? The retrieval specialist? Both? Neither?

(4) what are some of the possible formats that might be used
to present raterials to the client?

(5) How do you decide the appropriate format to use in relation
to the client and the retrieved materials?

‘) . (6) How should you handle computer-retrieved material (i1.e.,
how does screening of this material differ from ‘that of
// other materials)?

(7) Since no one is an experi on all topics, how should you
approach the processing of material when you are not
well-versed in the subject in question?

S

Step 3 Packaging Exercise (45 minules)
The purpese of this exercise is to give you an opportunity to
apply some of the principles of information processing thnat we’

have discussed in planning an information package.

Divide trainees into groups of two or three and refer them to
the "Packaging Exercise" in their packets. Ask' trainees to
study the problem statement carefully, decide on the materials

Q
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Step 4

Step 5
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.

to be included in the package and the appropriate format and
note the rationale for their choices.

Discussion of Exercise Results (15 minutes)

Ask trainees to cofrpare their plans for packaging the material.
Give special emphasis to the kinds of decisions that were made
in planning the package as well as the implications the plans
have for actual preparation of the package.

Communicatior. of Search Results (30 minutes)

The second area to be covered in this sjssion is that of com-

ARy

”»
municating the informatfon package to the client. Here agauin,

there are a number of operational alternatives. For example,

in many cases, the package will be communicated 1n person by

\ .
the field agent. 1In other cases, the retrieval specialist will

mail the package directiy to the client and will communicate by

telephone or letter. 1In still other cases, the retrieval spe-
cialist will send the package to the field agent for review

and the field agent will then send the package to the client.

.

The Sieber evaluation has identified some factors for considera-

i

tion in deciding on the mode of delivery.and communication.
[Write these points on the chalkhoard. ]

(1) The client's desire to have the material delivered

re

personally ’ /

'

(2) The nature of the client's request:

a. Specificity (if the client knows exactly what he wants,
he probably does not need help from the field‘agent in

interpretation)
g
. -
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b. Scope of need or problem (requests of small scope
may be very impértant, but present fewer problems in
decision-making and implementation)

Charaéterlstlcs of the cl;ent ané his organization

Characteristics of the mateglal

Field agent familiarity with the topic

Good communication, as you know, 1s not one way. So, part of
the process of éommunicating the infotrmation package to the
client must involve feedback by the client. In verbal communi~

cation, the feedback is a natural part of the conversationa:

" interaction. The client will be able to tell the field agent

or retrieval specialist directly whether or not the package is

;

what he expected and whether or not he understands how to use it.

Written communication, then, shoul? have a built-in mechanism
for cliént feedback. It 1s not safe to assune that the client
will volunteef his feelings about the Center's performance 1n
fi1lling his request. Some clients may feel that they are being
ungrateful to volunteer critical opinions. Others may feel that
the Center is not particularly interested in whether or not

Iy

they use the material.

.

Included 1n your packets you will find five examples of

formsstrat have been developed to help facilitate and promote

~
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client feedback. Forms such as these might be useful in

surveying client satisfaction regardless of the type of de-

livery and communication. But, they are especially important

in situations where communication has been in written form.

B
W

Cpen a large group discussion on the communication process,
based on the reading of "Guidelinds for Conveving Information
to Client" from the EIC materials. Some of the following
questions might be addressed in this session:

(1)

What are the relative merits of face-to-face communica-
tion vs written communication? .
(2)  In situations where the request was for materials to be
used in plans for "action" (e.g., i1mplementing new prac-
tices or programs) what level of involvement by the
field agent seems appropriate? What are some of the
factors that might be considered here?
Is it the responsibility of the Center to solve problems
for clients or should the Center stop at providiny the
information and tools for solving the problem? What are
some of the intermediate points in this spectrum? ,

]
If time demands that a choice must be made, what priority
should be given to the communication process (1.e., is it
more important, for example, to spend time gathering in-
formation requests than delivering results)?

At the conclusion of the discussion, the instructor summarizes
briefly come of the major points of the session.




/ Ny .
{7 SESSION NoO. 25

- FINDING AND USING HUMAN RESOURCES

SUMMARY DESCRIPTION OF MODULE ) co

A,

Objective

To provide information on poéential non-print sources
which may be useful for request fulfillment by both
field agents and retrieval specialists.

Upon completion of this module, trainees should:

1., Understand the 'use of human resources, both as an

alternative to print sources and as a supplement to !
documents.

2, OUnderstand ways of finding human resnurces (such as
SEA consultants, college professors, etc.), particularly

low cost resources ghat the client can afford.

3. Know how to build a human resources file that is fully
_ cross referenced,

4. Know how to evaluate the services of human resources.
Participants

Trainers: 1 Retrieval Specialist .

Trainees: All .

Summary of Modile Activities

This is a presentation, illustrated with hand-outs of
sample forms. After each major point is presented, there
is time for group dicussion. Group generated ideas can
easily be added to individual copies of the outline.

Duration

2 hours
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REQUIRED MATERTIALS AND AIDS

A. Trainer Preparatory Reading

1, Havelock, R.G. '"Dissemination and translation roles" in
Eidell, T.L. and Kitchel, J.M. (editors), Knowledge
production and utilization in educational administration.
Oregon: Uniyersity of Oregon Press, 1968, 64-119.

Sieber, S.D., et. al. The use of educational knowledge;
evaluation of the pilot state dissemination program.
New York: Columbia University,.1972, 267 420-439, 605-620.

Trainee Preparatory Reading

None

Aids and Equipment

Trainees have certain materials in their packets that will be
explained during the session. The trainer can also supply
any forms or resources that are specific to the program.-

SCHEDULE OF ACTIVITIES

Topic Activity
Introduction Presentation

Where aye your human Mini-case study/
resources? presentation/
discussion

How can you identify Presentation/
human resources? discussion

How can you catalog Presentation/
human resources for easy discussion
access?

How will you inform Presentation/
potential clients of - discussion
your capabilities?

How -can you give the Presentation/
client and extension discussion
agent some alternatives?

How can.you evaluate the Presentation/ '
performance of your human discussion
resources -- follow up?

Thought provokers Presentation/
discussion

Review of major points Presentation

‘
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SPFCIAL CONSIDERATIONS

This scssion car either be conducted by an experienced retrieval
specialist {rom outside the program or by the program's retrieval
specialist. The outlire is designed so that points relevant to the
particular situation, or trainee generated points can easily be added
CONDUCT OF THE SESSION
Step 1 Introduction (5 minutes)
The trainer says:
The bu.iness of negotiating, linking, retrieving,
delivering and following up an educatior.al information
query is a very exciting adventure. In most cases it
is a rewarding and satisfying experience for extension
agents and retrieval specialists alike. It is rewarding if
all parties are ready, willing and able to serve clients
in a sincere, professional manner. As you are aware,
there are a multitude of print materials at your
fingertips which, upon proper delivery, will impress
your clients, However, many classroom teachers,

/,—*ﬂ

principale superintendents and even schgol board
members must have fare-to-fare cammunicaéion with

tae experience. consultant in order to sort out the
ideas present in written forms. Often the decision-
making process necessary to bring about change must
be accompanied by an interchange Qf ideas with a real

live person. As extension agents and retrieval

specialists, your human resource data banks must be full




Step 2

25-4

and up to date. The following outline leads

us through some steps in finding and using human
resources.,

Where are your human resources’ (20 minutes)
The trainer reads the following case study:

Marsha Thompson is ; 5th grade teacher in Union City.

The school system is known as "less than progressive."
However, Marsha has heard about team teaching and would
like to know enough about it that-she can convince her
principal to let her try it out. She has requested a
computer search from the extension agent. However,

fae now realiz .s the research papers will never

be read or believed by the principal. He is a '"'show me"
man who wants to see or hear about new ideas. He does not
want to spend several hours looking over documents,
Marsha has asked the extension agent to provide

her with some "people-help "

DTSCUSSION QUESTIMNS:

1. Where would the agent find needed human resources?
Which one would he send to see Marsha?

2. Where would the retrieval specialist find needed
human resources? Which one would he send to see Mrasha?

3. 1If Marsha had to choose between the agent's consultant
and the retrieval specialists's consultant, which one
would she choose? Why?

-

Some of the possible human resources in the following
outline will have been mentioned in the discussion. Be
‘sure to bring out any others at the end of the group
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discussion. Before moving on to Step 3, ask the
trainees for other ideas that are not on the outline.
The trainees have a one page checklist taken from
Havelock's A Workbook of Checklists to Accompany A
Guide to Innovation. It helps focus the trainee's
thinking on ways of using human resources in fulfilling
requests.,

N

Where Are Your\ﬁqman Resources?

1.1 In the school“building working as teachers, councelours,
principals, etc.

1.2 Working as specialists in your State Education agency.

1.3 Teaching or administering on college and university
campuses.

1.4 Relaxing in regional educational laboratories.

ATy

1.5 Making very little mouey in private consultant service
offices.

1.6 Accomplishing three jobs at cnce in Intermediate Educa-
tion offices.

1.7 Making more money in private enterprise than they can

spend.
A Y

1.8 Education extension agents helping people at the school
district, city, county, or state level.

1.9

1.10

How can you igéntify hu an resources? (15 minutes)

Trainer goes over points on the following outline.
An exemp’-~ of a letter is in the trainee packet.
At the end, there is time for discussion of points.

How Can You Identify Human Resources?

2.1 By personal, prior experience.
2.2 Word of mouth recommendations,

2.3 Written communication and canvas.




Step &4
3.0

Step 5
4.0
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2.4 Telephone
2.5 Local, state, and national directories.
2.6

2.7

How can you catalog human resources for
easy access? (20 minutes)

Although a working outline js provided, the trainer

may wish to substitute materials about the cataloguing
procedures the trainee will be expected to use. An
example of one consultant file is included in the

trainee packet. There are two parts to it. The first

page shows the consultants organized by topic. The

rest of the example is a complete listing of all

topics for which the Oregon Retrieval-Dissemination
Center has at least one consultant, The topics illustrate
one way to organize a consultant catalog.

How Can You Catalos, Human Rescurces For Fasy Access?

-

3.1 Rotary File

3.2 Printed Irdices

3.3 y-éor: Systems

3.4 Computer-Based Fil-

3.5 1In your head

3.6 Catalogs

3.7

3.8

How will you inform potential clients of your i
capabilities? (15 minutes)

Discuss the following outline of points.

How Will You Inform Potential Clients Of Your Capability?
k

4.1 Through Extension Agents

4.2 Printed Brochures



Step 6
5.0

Step 7
6.0
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4.3 Educational Radio-Television

4.4 ZLetters cf Introduction

4.5 -Audio-Visual Presentations

4.6,

4.7

How can you give the client and agent

some. alternatives? ng minutes)
Present and discuss the following outline:

How Can You Give The Client And Extension Agent Some Alternatives?

5.1 A big enough file will sypplyesome choices. -”;

5.2 Cive them more than one choice if possible.
5.3. Can.the extensi-n agent indicate human needs on the
request form? :

'

5.4 Can the client afford to pay?

&
5.5 1Is the client sus>icious of S.E.A. personnel?
5.6.

5.7. -

How can you evaluate the performance of your human
resources Zfzfollow up? (20 minutes)

The traine. may again wish at this point in
the session to bring in materials specific to
the center where the trainees will be working.
If not, -the following cutline and humorous
evaluation guide, serve as a framewoik for
discussion

How Can You Evaluate The Performance Of Your Human Resources--

Foirlow Up?

6.1 Written performance ~-- criteria forms
6.2 Telephone

6.3 Through the Extension Agent

6.4 FProject summary -- case study




Step 8
7.0
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6.5 Has any change taken place?

6.6 1Is anyone turued on?

6.7 Is it a better place to teach and learn? .

6.8

6.9 '
Thought provokers (20 minutes)
This part of the session allows diversé 3
ideas and opinions to be brought out. i

Thought Provokers (Grab Bag)

7.1

7.2

7.3

7.4

7.5

7.6

1.7

7.8

7.9
7.10

7.11

7.12

Does your S.E.A. speciélist know about your client
and the problem? They might follow up.

Are your S.E.A,(EEecialists looked upon as regulatory
or service oriented?_

The cost factor for consultant service ran mean‘the
difference of change versus no change.

Can you trade your service f-: consultant service?
Be careful.

How much communication must take place between the
cxicension agent and the consultant? There had better

be some.

The longer you are in business, the greater number of
consultant service reiuests you will have.

Extension agents demand references to people, places,
and things. (50% of the time)

Your variety of requests will have a tendency to
spread out the consultant work.

Match the client, consultant, and extension agent.

Sometimes people just need to talk on the phone.
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Review of major points

The trainer restates the major themes of this
sesgsion: '

Locating human resources

Identifying human resources

Cataloguing human resources

Informing clients about human resources
Developing multiple resources per topic

Evaluating performance or human resources

( 5 minutes)
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Checklist #6
Not aware |[Thls type!This type | This type of
of any . |of source|of source 15 Accessit i
source of |not rot Not Used
this type Jrelevant Jaccessible Yet

PERSON SOURCE
TYPES

Consulting
Organizatiofs

Individual
Consultants

Academi ¢
Institutions

individual
Professors,
Scholars, &
Researchers

Federal
Government
Agencies

Professional
Associations

Other

School

Sys tems

Other Indivi-
duals in my
Schoal

System

,...{L_q__._q__—-..4_....[-_.1._,_4;___.__.,‘..}_,_._4..- !

Have you used an adequate sariety, of resources?

Have you spent enough time_searching for resources?

Have you spent enough time reading, listening to, or observing the re-
sources you have acquired?

From: Havesock, R.G. A Workbook of Checklists to Accompahy
A Guide tc Innovation. Ann Arbor: Institute for
Social Research,
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OREGON
BOARD OF EDUCATION

942 LANCASTER DRIVE NE ® SALEM, OREGON ® 97310 ® Ph. (503) 364-2171 Ext 1602

TOM McCALL

Q/ovmm October 29, 1970
BOARD OF EDUCAT.ON

Dr ELEANOR BEARD, Chairman
1580 S Skyland Drive

take Oswego 97034 TO: College and University Education Departments and other
RiCHARD F DFiCH, Vice Chairman

101C Corbet* Build nq Consultant Firms
Port'and 97204

F JGENL H FISHER

Ok 39, fouis, Box 91 FROM: Oregon Board of Education Retrieval-Dissemination Center
FRANCIS | SMITH
PortandBrage e Buldies SUBJECT: Inventory of Faculty Consultant Expertise

W WARREN MAXWELL
¥ Route 6, Box 144

Lakeview 97630 The Oregon Board of Education has established a Retrieval-Dissemination
TRANK L VAN DYKE Center at its Salem offices. The center will be working closely with
Me-lord 97501 field agents in Lane and Umatilla counties as well as serving infcr-
TG TWYAREN mation reques s from other school districts in the state. One of the
:‘?$$:Z?“ primary purposes cf the center is to close the communication gap be-

' Syperintendent and Executive  tween research and bractices in schools and classrooms. In many cases
E FASOLD we will be able to furnish information through microfiche or research
o Supenintendent and abstracts. However, in addition to fulfilling requests for research

information, we anticipate the need for consultant services from high-
er education and related institutions.

We are asking all faculty members interested in responding to consul-
tent requests to incicate such interest ard to list their area of
expertise. Your department may have sucht a list compiled now. If so,
we -ould appreciate a copy, in order to complete our reso rce files
quickly. Enclosed you will find & form on which names and expertise
areas may be listed. )

-
~—

The Retrieval—Disseminatio;\EEnter is designed to function in-a
coordinating and service role. If a request for information or assic-
tance is referred to you, you are free to act as an independent agent
and to establish your own relationship with the inquiring school
district.

Please complete and mail to Mr. Jack K. Bech, Retrieval Specialist,
Oregon Board of Education, 942 Lancaster Drive, Salem, Oregon 97310.

Sincerely,

o > |

Z i /{/Z, rue) -
/é V v(« yl

Ggorge KRatagiri /

irector

Instructinnal Technology

-~

) GK:rm
}

Enclosure
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OREGON BOARD OF EDUCATION
RETRIEVAL - DISSEMINATION CENTER
942 Lancaster Drive NE -
Salem, Oregon 97310
TOPICS FOR CONSULTANT FILE
. \\\\é
' TOPIC INSTITUTION TOPIC INSTITUTION

+Administration Audiovisual
Max Abbott U. orf Oregon Paul Ferguson Moore Audiovisual
Arthur Hearn U. of Oregon (Portland)
A.A. Sandin U. of Oregon
Francis Thiemann U. of Oregon Behavior
Wiilard Bear’ 0B Elizabeth Brunette U. of Portland
Milt Baum OBE Ray Stinnet E.O.C. :

James Weems E.O.C. J
Administrative Attitudes )
Ray Talbert Educ. Coordinates Boards of Education
Les Wolfe Educ. Coordinates W.,W. Charters. U. of Oregon

Milr Baum OBE
Administrative Personnel
George Brain W.S.U. Business Education -

Larry Murray Lane C. C. "
Adult Education L Fred Winger 0.5.U.

. Isabella McQuisten 0.S5.U. v Jesse Kaufman OBE

Cliff Norris OBE . .

Change Agents '
Art, Ceramics ‘ Ray Talbert Educ. Coordinates -
Bruce Wild Lane C. C. Les Wolfe Educ. Coordinates

Lane C. C

S .

Mt.#Qood c. C.,

Rosco Wright .
Class O‘ganization -
Delmer F, Howell E.O.C. ’

Art Education
Nancy Conrath

Josephine Cooke 0.S. % Clinical Supervision '
Leo J. Kirk 0.C.E. ' Siste. nn Myra Seaver Marylhurst Coll
Ron Wigginton Mt. Hood C./C. E.F. Guttlieb Marylhurst Coll
!
Art, Jewelry ! Co-Curricular Activities
Morgan Hall Lane C. C.} Grace Graham U. ox Oregon
P ' Kenneth Hills OBE
‘ Art, Painting i
Tecm Llodgett Lane C. C Communications
Bruce Dean Lane C. C. George Carver Mt. Hood C. C.
llarold Hoy \ Lane C. C. Tom Holmes Mt. Hood C. C.
Ron Tore Janson Lane C. C, Ralph Rogers Mt. Hood C. C.
Edwin Koch Lane C. C. Milt Baum OBE
. Art, Sculpture . Communication Skills
Weltzin Blix Lane C. C. Carol A. Cole 0.S.U.
Harold Hoy Lane C. C. Margaret Rogers U. of Oregon




TOPIC ¢

Administration
Administrative Attjtudes
Administrative Personnel
Adult Education

Art, Ceramics

Art, Education

Art, Jewelry

Art, Painting -

Art, Sculpture

Audiov 'sual

Behavior

Boards of Education
Business Education
Change Agents

Class Organization
Co-Curricular Actjcities
Communications ,5}
Communication Skills
Commmunity College
Computers

Computer Instruction
Consultant Firms
Cooperative Education
. Counseling

Curriculum

Curriculum Development
Curriculum, Elementary
Curriculum Evaluation
Curriculum, P.E,
Curriculum, Secondary
Data, Census

Data Processing
Delinquency
Disadvantaged, Fdu.
Disadvantaged Youth
Drug Abuse R

Early Childhcod Educe
Education, Community
Evaluation

Evaluation of Program
Evaluation, Plant
Evaluation, Staff
Facilities, Sczhool
Follow-up Studies

.TOPICS FOR CONSULTANT F1LE

TOPIC

Guidance & Counseling
Guidance Services
Individual Differences
Individual Instruction
Industrial Education

. Information Centers

Information Systems
Inservice

Instructional Materials
Instructional Media
Instructional Strategies
Instruction

Interaction Analysis

Job - Youth Market
Kindergdrten

Language Arts

Language Instruction
Law, Education

Learning Center

Learning

Learning Diggbilities
Learning, nggrammed
Learning Systems
Library

Management

Management, Personnel

Management Systems
Math Educgtion

Math, Elemeniary

Math, Secondary
Microteaching

Migrant Education
Motivation

Music

Objectives, Behavioral

~

Objectives, festing Criteria

Objectives, Typing -~
Occupational Programs
Organization, Adm,
Paraprofessionals
Philosophy

Physical Education
Planning

Prep Kits

TOPIC

Problem Solving

Program Development
Psychology

Psychology, Developmental
Reading

Reading, Primary
Reading, Secondary
Relationships
Relationships, Staff
Remedial Education
Research

Research, Consumer
Research, Design

School Activities
Science, Biology
Science, Chemistry
Science, Education
Science, Elementary
Science, Environmental -
Science, Forestry
Science, General
Science, Geology
Science, Instruction
Science, Physical
Science, Physics
Social Studies
Sociology, Educ.
Special Fduc.

Speech and Hearing
Staff Utilization
Student Participation
Student Personnel
Supe~vision

Teaching Strategies
Television, Teaching
Theoater Arts
Vocational Education
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SESSION NO. 26

THE TEAM EFFORT

I. SUMMARY DESCRIPTION OF MODULE

A. Objective
To allow trainees to work as a team in planning the flow of activi-
ties for handling a client's information needs and in participating
in several key steps (including, retrleval and the communication of
search results).

Upon completion of this module, trainees should be able to:

1. Identify both the independent and interdependent actions of
each member of the team in contrilbuting to the different
activities in the handling of a client's request

2. Dermonstrate ability to plan a total service approach for handling
.er both client contact and supporting activities (e. g., in finding
materials, preparing documentation) -

3. Identify basic issues and alternative procedures and communica-
tion links that must be considered in establishing their own
prcjects or centers.

B. - Participants

Trainers: Two instructors (familiar with client-interaction and
retrieval process)

Trainees: All

’ .

C. Summary cf Module Activities

The instructor briefly introduces the purpose of the module and the
procedures to be followed in the group exercise. Trainees are
divided into two teams, each of which is given a separate client
problem to work on. Each group is asked to prepare a presentation
for the trainees in the other group. The presentation should in-
clude a description of the sequence of steps for receiving and
handllng the problem, which personnel roles would most likely be
respon51b1e for the various steps and the kinds of interactions
among staff members that they might expect to occur.

The group’'s presentation may be followed by a prepared query-negotiation
interview, a discussion of alternative search strategies that thev

have prepared, and/or a simulated communications 1nterv1ew with the
client.
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Trainees are encouraged to intlude in their presentations-«~through
discussions or "asides" to the audience in role-playing situations--
the issues that are raised by the,partlcular_problgm, client situ-
"ation, or staff interaction.. Each group-is given 90 minutes to
prepare for their presentations, and 45 minites to conduct them.

Duration ,
Four hcurs

REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory Reading

Nobe

Traihee Preparatory Reading °

None

Aids and Equipment

Problems 1 and 2 (in trainee packets}

Selected Citations from Computer Search for Problems 1 and 2 (to

be distributed if there are no facilities for performing a search,
see SPECIAL CONSIDERATIONS)

Prqps and aids such as telephones, computer termirals, fugitive
materials, etc.

SCHEDULE OF ACTIVITIES

Topic Activitx Minutes
Step' 1 Introduction to the éession Presentation ’ 5

-

Step 2 Preparation of Presentations Group Exercise 90

.

Step 3 Presentation of Problem 1 . Group Presentation 45
Step 4 Discussion of Problem 1 - Discussion L 20

Step 5 Presentation of Problem 2 Group Presentation 45
. 0 ‘

Step 6 Discussion of Problem 2 Discussion 20

Step 7 General Discussion of Problems Discussion ‘ 15
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SPECIAL CONSIDERATIONS -
t

This session will be most effective if it is conducted in an educational
information center, where the full resources for handling an infqormatign
request are available, If a center is not avai'able, it'is desirable
to provide as many props as p0551b1e for use in-the presentations. ‘Some
aids for this purpose are listed in paragraph II.C. above. ‘

CONDUCT OF THE SESSION .

Step 1" Introduction to.the Session (5 minutes)

-

The purpose of this session is to bring tegether the individual

skills and functions that we have been wofklng with durlng the

week and dedl with them as parts of a continuous flow.of activi-

-~ > *
. -

ties.. The emphasis of this session is on teawwork and the im-

PovJ . . s . . . .
portance not only. of individual‘actions but also of int.ractions .
. ¢ »‘ ! )

-

between members of the team. -

4 .
Djvide- trainees into two groups, each having an even balance
of personnel 1n the three major sles ¢f project director,
ret®teval Speciallst and field agent. Refer the trainees to
the problem statements in their packets. Assign one problem
to each group. Y

P

-

Preparation of Presentations (90 minutes) <

Instruct the trarnees to read their problem statements carefully,'
consider how the problem ,should be handled, and i?én preparb a
presentation that will illustrate some of the major steps that
were involved in the.handling of the problem. The presentation
'mlght emphasize interpersonal epntacts between client and field
agent, field agent and retrieval specialist, staff and project
director, etc.; or it might stress the technical retrieval

aspects of handling the problem and creating a usable package

for the client.  These are decisions to.be made by the groups.

H

If the ex~rcigse is held in an ipformation center, the trainees

should-be advised to use as many of the racilities as they re-

quire to handle tHe problem realistically. If a centér is not

available, the trainees should be shdwn the props and aids that
are available. ’

ERI
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Step 3
Step 4

Presentation of Problem 1 ' (45 minutes)

.. )
Discussion of Problem 1’ (20 minutes)

s
.

The tralner leads a dlscu551on of the presentation of Problem 1.

.In this dxscu§51on, the group making the presentation may

introduce considerations that did-not fit intq the presentatlon.
The other trainees may cr1t1que the presentation or raise

questions about the decisions that were- involvéd in handling
‘the problem,

Presentation of Problem 2 (45 minutes)

Déscussion-of Problem 2 (20 minutes) o~

- -

A ’ -
The trainer leads a dlscu551on of the presenta ion of Problem 2
as in step 4.

.
General Discussion of Problems (15 minutes)
.

The trainer. leads a discussion of the handllng of thé problems
emphasizing simildrities .and dlfferences in the approaches of

" the two trainee groups. The trqanges are asked to discuss both

presentations specifically in terms of th%’team effort.

s
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N, Objective

SESSION-NO. 27 . C

i

DOCUMENTING AND EVALUAIING éERVICE ACTIVITIES
g - c N <

/

‘SUMMARY DESCRIPTION OF MODULE . .

.
~

To provide an understanding of “the need for service
evaluation and a basic knovledge of how to devise
appropriate f6rms and how to keep fécords that prov1de -
useful data. .

Upon pomplétion of this module, trainees should:

1. Understand documentation procedures N

2 Qnderétand ways of filiqg records

3 Unherstand ways documentation can be used

.+ for evalgatiOn of services .
B. Participants ' ’ o . )

‘Trainers: 1 Instructor ~ ~. -

Trainees: All

C. Summary of Module Activities

» &

This is a presentat1on illustrated by hand oufs of
record keeplng forms. After the initill presentation
there is time for discussion.
~
D. Duration * ’

—~

2 hours '




REQUIRED MATERTALS AND AIDS

A. ‘Trainer Preparatory Reading . ’

-

Sieber, S.D.,ret. al. The use of educational knowle@g§

. evaluation of the p1lot ‘state dissemination pregram.
New,York : Columbia University, 1972 98-102, 255 263,
APpend1x F. :

¢
Trainee Freparatpry Reading
A JF °

None

Aids and #Equipment

L ) . .

- Trainees have documentation forms in their packets that
are explained during the session. The tra1ner.can -
supply othevs<1f the needs of the center require 1se of
substantially d1€ferent forms.

‘ . ¥ . d .

I11.0 SCHEDULE OF*ACTIVITIES. '

,Tog?f// . : Activity . _Minutes

)
Step 1 * Introductich to Presentation .- 5
* documentation 5 '
Step 2 Description of Documenta-
tion forms Illustrated
= presentation

) \ - . o
Step 3 Recording information Illustrated’
on forms presentation

“Step 4 Keypunching data Tilustrated
" from forms ! _presentation .

step 5 . Use of forms * Tllustrated
. presentation

Step 6 - Introduction to Presentation
) . evaluation :
" Step 7.. DLascription of - Illustrated
t evaluation form * presentation
H4

Step 8 Description of . Presentation
4 1 vdriables

Step 9 . Keypunching info;ma--:llldstrated
. tion from forms ~  Presentation

. Steg‘lO_’ Use' of data Bresentation’




' .
SPECTAL ‘CONSIDERATIONS .
The trainer needs to determine how much resnarch background

. the trainees have had. If some trginees feel uncomfortable
with use of terms like or1g1nal data, nop-parametriyx statistics,
and chi square, the trainer may want to recommend some reading
agsignments in a statistic book. Howkver, it is important
to explain that tue group consists offield agents, retrieval
staff and project managers. The field agents need to understand
the forms and the use made of the informa*ion that is.collected,
but will probably pever manipulate the data themselves and
consequéntly should not,let these statistical terms 'throw' them.

The documentation and evaluation forms are used in PRQJECT
COMMUNICATE in Kansas. The system is flexible and can easily
be adapted to- f1t the needs of the.individual center. \
A
Tha module is des1gned with enough time for tra1nees to ask
. questions at the end of each step. Although this is not-
specifically designated in the follewing script, the trainer
ghould make sure gigh step is understood before going on to
the next step.

t

CONDUCT OF THE SESSION )

Step 1. Introduction to documentation - ’ ~ (5 minutes)

-

It is all too often true that organizations

.

,use.forms and keép records in excess. Most
of the staff does not know why the ébrms are

\
kept or what good they ‘do. Sometimes filing

I'Es

systems are so elaborate that they genérate a
. . .8

lot of papers that take up a great aeal of. space.

The documentation and evaluahion Systems

'that I am going to discuss have been de31gned

to deal with these potent1al problems. The

first sect1on on docuMentat1on‘will help you‘
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understand what information is gathered,

how to record it efficiently, and how to

‘finish the job with all information on

+

‘only one sheet‘of‘péper and one IBM card.

.- ! -
. "
>

‘At this point in the sessipn, the trainer should

. make sgfe éaph person gets out of -his packet the
request forms A, B, C, D, E, document request
form, and log sheet. ' -

v
-

.
. - . .

.
%

Description- of documentation form _ (10 minutes)
. A Y .

3

Request iorm.A:is the original or rough form.

Sometimes it is filled in by the requestor,
o . . . B

.sometimes it is filled in by the field agent,

N b
-

and sometimes the secretary fills it in wheg

3 - < Y ) .
tequests come iw-on the telephone.

-
e ? , *

-Reéuest form B -is actuglly page 1 of a four

&

part NCR (carbonles§ form. For today's
N
discussion, we will look at these four

parts as forms B,C,D, and E. Much of the

!
information that is recorded on these forms‘

.

is only recorded once. Not;ﬂ%,&hai this form
~ e

. ) .
shows numbers in parenthe’ses. (hese numbers

correspond to the colums on an 80 columi IBM

- card.

L]
~

Look" also noJ-qt forms C, D, and E. Although

identical t5 form B, they serve different

~ L]
purposes and are actually different colors.

-
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The document~request form is send out to the
) \

client with his abstzpcts. By putting the ED or

EJ number on the form, the client can easily

- . ~

.

* - . . . ’
request microfiche copy of the document. This

is a three-part NCR (carbonless) fprm.

’

4

And finally, let's look at the log sheet form.

This is one page from a loose leaf book where all
F
requésts'are logged.

Recording information on forms . (15 minutes)

l‘ I3

s

Now that you have had a chance to look briefly at

eaqz form, let's gd batk and see what information

. X ’ /
_is recorddd on each. .
. .

-
-

Whoeéer fills in form A completes NAME of requestor;.
DATE of request; SCHOOL .of requestor, if relevant;
DISTRICT number; ADDRESS; PROFESSIONAL LEVEL such as

teacher, board member, counselor, etc., INFORMATION

TOPIC; REASON FOR REQUEST; and LEVEL OF TOPIC sbch

- L
as kindergarten, elementary, secondary, adults, etc.

i : ' A~
This same information is then typed onto the four-

-

part NQR Form B-C-D-E. Several additional pieces of

-

information ;re added\to the form, Thesé are
'DATE REQUEST RECEIVED, DESCRIPTIORS which are filled

in by'the retrieval Bpeciaifst, and SOURCES for the

. .
s ~
search such as a computer search. A stamping machine

13
¢

*

~




puts a 6 digit code number on the request form.
This accession number is also stamped on the log sheet,

on the three-part document order form, and on a

-

"3 x 5 indexicard. Once all this is done, the rough

draft, Form A is thrown away.

Next, the last sheet of the four-part form, called
here, Foym E, is given to the retriéval specialist

who writes in the logic for the search. There is

-

. -

adequate room to writé the logic in the section

labeled 'Follow-up comments.' The logic for the '

4

search is also ﬁrinted'on the 3 _x 5.index card,
- '/ .t

which is filed by‘majo} descriptor. This file is

-

.checked when new reqﬁests come in. Sometimes this .

saves reformulating the logic.

Keypunching data ffom fogms g o (15 minutes)

Trainer: Make surlt’ trainees éet sample IBM
card out of packet,

The keypuncher is given Form E. She keypunthes the
s . . - -
lpgic onto the IBM card. She makes a dupli?ate of the

card so the search can be done on both the RIE and

.
CILJE tapeé. She also keypunches two information cards.

-

In colums 1-6 she puts the accession number; in

7-26 she puts the requestors name, laég namejfirsr;

in 27 she puts the pyofessional ‘ievel; in 29-31

she puts the.school district number, in 33-34 she ~

puts a twp-digit code for the month {;‘ﬁhich the

réquest was received; and in 38-f7, she ‘puts_the

)
¥
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major descriptors. Later additional information

will be keypunched on this card. However, that

information is not available untjl the evaluation
o

form is sent back by the client,

-

.The keypuncher -also makes a duplicate of- this card.
/ -

One is filed by requestors last-name and one by

. school district number.. . .
- @
Use of forms . i ) (15 miffutes)

-

By now you are probably wondering why we need o

each of these forms. Let me explain the use of
eaéh. As you remember, I have algeady'said'that

Form A is only used to record the request. Once
1 - - "

*"Mhat information is typed on the four-part Ferm
» s

B-C-D-E, Form A is discarded. -
. . ]

You also know something about the use of Form E. *
' The retrieval specialist writes the -computer logic

L]
4

.on it. Then the keypuncher used it to punch four 1

"IBM cards. Two are duplicates of the logic, one

for the RIE and one: for the CIJE &ape. Two other

/IHM_paids are duplicates containing 4 céded version 1

~

of tge fnfoiyagion that was originally type'.én

H -
- the four-part form. At this stage these cards are
-y N . . - ‘ r
incomplete, Evaluation information is latgr punched

—~

on them anq,bedome% the basis for evaluation of

- N ! >

. . ’ . : .
services provided. iowever, the cards are also useful

. a{tn theig present form. If you want to know how
1

\

L
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many requeBtgs- were initiated during Marcf, you
can use a counter/sorter, sort on columns 53-3&,
také out those with a 03, and count them.

If you want to know how many requeéts over the
past year have come,in ffoh a particular school
,di;quct,'you can so}t on the. columms containing
thelgchool district number. You could also sort

on major descriptors, professional level, etc.

5

~' ) T w ’ -
Once the computer search is complete and the

abstracts have been printed, Form E is discarded.

By now we have 'used up' the usefulness of two
‘e

of our forms.

-4

Forms C and D, abstracts from the computer searach,

-
*

and a document ordering form are packaged and sent to
the field agent. Form B stays in the central office
-and is fidled by accession number. The field agent
delivers tHe package, but keeps ggfms € and D,

Under the section for 'Follow-up comments', the

X .,
secretary in the field office records the date when
. Y - . i -

the materials were deliveredg'the date that micro-

fiche were ordered, and any additional activities.

that take place, This form helps the field agent

keep track of individual requests. He can look through
the file to see which clients need to be called

about order requests, etc.
B 1

q
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!

Although the evalu?tion form has not been
diséussed, let me say that it is back from the
client, the secretary types certain information
from it onto Forms C' ard D. For instance, ;he
types what actions developed from the materialsg :
that were delivered. In the example on the forms

yéu have, the Boys Career Edqgation Course was

adopted for the 72-73 school year. The secretary

also types specific actions of the field agent, "
such ad his suggestion of a field‘érip'to the

3

Kansas Employment Service and the suggestion of the
\ -

-

purchase of a microfiche reader.,

Form C stays in the field office., Form'D ?s

sent b;ck to the central office. Fo;m D has ' R
ad;itiénal informatioﬁ typed on it" from the

thlq?tion sh;ét. The ‘new information is key-

punched on the IBM cards. Then,, Form D £e1pacés_ s ’

Form B in»the file. Form B.is now discarded.

¢
[

" Introd-iction to evaluation .- ( 5 minutes)

All of the forms and procedures that we have

.

been discussing are the documentation phase
of the project. Certain information was needed

to properly compfete a search-~of information for -

the client. To do this, we needed to know who

N

requested the information (s¢ we could get the
’ ‘.

¢
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informatjon back to the person who requested it),
; .
the client's perspective on the problem, the

school level, etc. We also had to record major

.

descriptors, sources of information, and the

logi¢ for the search.

, w

Now we want to know what additior * in ‘ation .

pre

can be combined with what we® alreca.., nave, sov we

. can evaluate the services we perform,

N .

-

‘Look now at form F. Phis is the evaluation \\\\

form that is sent to each client. It is returnéd
to the field agent who records some information

from it on Forms C, and D. The agent then sends

Forms D and F.to the'central office,
L 993 .

When the client receives the form it already has

P

//”‘n

the accession number, title of search, client's
name and school written in. The client then

Fl
answers four questions; 1. How well did the material-

fulfill your request for information? “

‘2. How will this information

be utilized? 3. How many other people have
r

used this information? 4. When do you plan to use

‘ A
the information obtained from this search?

[y

2
. JIt is this last question that provides one of the keys

4

-

to the evaluation.
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Step 8 Description of variables . (15 minutes)

Let us assume now that forms D and F are back in

thé: central officet We now turn our focus to the /

~

three -evaluation variables. These are 1. complexity;

N v

2. innovativeness; 3. adoption.
’ ’ : ' ' . o~ . ]
Complexity refers to how complex is the request.

Let me give you some examples. A student from
the university calls in to request some.material
for a research project. for one of her classes, Use

. of the information does not involve anyone else;

t

there is no cost to using the information. The

decigion to use or not use the information lies

£

N . " entirely with the student. This request would

A 1., that is, on a five point scale

. r

receive a 1.
ranging_fro& i. very simple to 5. very complex.
i . .“A requect for information about team teaching
at the district-level would rgquire new
expenditures, retaining of teachers, new attitudes
on the part of administrators, parents, and
children. This request would be.given a 5.:very
complex. A teacher asks the field agent co help
her get supplemental materials for her classroom.
this request would be given a 1, But let's say thét
same teacher called, not for supplemental materials, '
but for materials for a ne; cou;ce. Since the new course

would require apprcval from the principal and a certain )

-

Q

ERIC | .
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A s
. amount of money, the request would be given a 2,
A request for inforﬁation about open‘education in
the elementary school would be givén a 3 since it

. > requires changes in attitueds, and requires a

committee to work with the information.

< By now you may be wondering how to arrive at :

a decision abdut the complexity of the request.
2 - L §
One possible way is to have a group of educators

clagsify a group of requests. Many topics are ’
requested'again and again. Soon a classification

seheme is worked out. .

- v

OQur second evaluation variable is innovativeness.

Innovativeness is well dc.umented in the literature. -

.

. [
Rogers, Carlson, and Lyonberger have all written
H - s
extensively about it. The five point classification :
scale is® 1. Innovator, 2. Early Adoptor, 3. -Early
!

Majorifz, 4, Late Majority, 5. L5ggard. These terms, .

.

of course, can refer to either a school, a school
system, or an indiviuual, When the request involves -
a school or school district, we can use it's

history to'decide where it belongs on the innovativeness
scale.‘wheneVer the requestor is an individugl, we need
a way to classify tﬁ% person, Herlig, at the University

of Missouri has writtfen an article called "Identifying

" Latent Innovators in Education." This article, based

Q

ERIC '
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on his research, documents his LAIN Scale of -

.

personal innovativeness, It is easy to use and

\ gives us the necessary code for‘the individual o

L]

o . requestor:

The third variable is adoption. This five ﬁoint
Y scale fs represented by: 1, Awareness, 2, Intefest;
3. Evaluation, 4, Trial, and 5. Adoptioh. We get -

some of thi¢ information from the evaluation sheet,

we find out more from the field agent: For

. instanﬁg, if the person requests information; but

never orders a document, never asks for more information,
and never mgkes any use of the information, we give

"him a 1. ‘He is aware or he would no' have made the

reauest. If the person requests information and then
[ Y \

decides to order one or more documents, then he is

coded as a 2. He has shown interest. If he moves as

far as actually adopting and regularly using the Kf

€

\ informacrion, then he is given a 5. If the information

» . .
is used, perhaps a committee is formed and the new

materigls are discussed, but it is rejected because
~f inappropriateness, then the requestor is given a
3 or 4. At a minimum the information has-been
evaluated, and he gets a 3. Someiimes it may have
been given a trial in one or more classrooms, and

he gets a 4. Although adoption gets the highest score,

rational rejection of material can also get a high scope.

A\

“ -

Q

ERIC ‘ _
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The codes for complexity, innovativeness, and «
. adoption that we have been diséﬁssing are written
-—— *,’ '
onto tke evaluation form. From here the informarion is /
typed on Form D. If you would get that form out
- . again and look at the upper r1ght ‘hand box, you “'
T will See dhere the 1nformat10n is put. The order &
, of the information, from top to bottom is:
individual innovativeness (LAIN), school district
. 4

[

innovativeness, complexity, and gdostion. Below s
these four value; is a total of the-complexity

score times the 1n;ovativeness score (either -

individu;l or schoolt whichever is appropriate)

s

times the adoption score.

Once this information is taken from the evaluation -
form we throw it away. We now have thrown away Form
A, Form B, Form E, and the evaluation form. Form C

is kept in the field agent's office, and Form D ) -

is kept in the central office.

Step 9 . Keypunching informatign from form ’ (\0 minutes)
Remember the IBﬁ card that we talked about?
Remember it had documentation information coded
/7 on tt. This information included name of requestor,
. . #date of request, descriptors, etc. The keypuncher
is given form D, From it she keypuéches onto the
inform;tion IBM card, the individual innqvativeness -

~

score into column 28, the school district finnovativeness

¢
‘-
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score into columm 32, the coffiplexity® score into

" column 35, the adoption score into 36, and the

( 4
product of complexity by innovativeness by adoption

P -

into ‘columns 78-80. When she is through with Form D,

she refiles it in the master file by accession number.

& .
Use of data

]

(15 minutes)

Now, having cbllected. this information, what canfwe

.

do with 1t. We can uge each scale by itself as a way
‘ 1

-

of creating compgrisdhg..ror instance, we can see if.
a;fferent profgssional groups (teacher, administrator, \;
etc.) make requests that on éhe avérage differ in
complexity. Or we can see if more complex requests - .
are made across the mpnths of the school year. If
we assume we hgve ordinal data, and if we use non-
parametr?c statistics, we can even test the significahce .
of the difference between groups. There are two

3 .

’ -
appropriate statistics -- chi square and the Mann-

Whitney U,

We c:Z use the adoption scale by itself’as another
way creating comparisons that help us evaluate

our services. For instance, we can see if requests

"handled by a field agent have a higher adoption scale

value than requests that come directly from the
requestor to the center. Or, we can /‘ee if the

adoption scores become higher over time.




/

27-16 <1 .
\

‘Wnd finally, we can"use the innovativeness scale

by 1tsebf; We can see,if people in 'different
g;gkessional roles differ in innoyativengés.
This example, as well as all the others are
simply ways éf demonstrating what types of feoble

use our services and what kinds of impact our

services make. This kind of demonstration can be

u*ed internally. By that I mean, we can let the data-

inform us when we begin to slack off -- when .more

follog:gb is needed. It is a way of monitoring our-

a . .
selves so we can correct any problems. The data can
1

-~

also be used to demomstrate to the State Departmert
of Education, or to a governmental funding agency,

how cur services are creating change in the schools.

W are' documepting nét only the case studies of

change, but also the dimensions of change.

. "4 S :'
Although we can use each of the scales’individually,

we can also combine certain scales. By multiplying

. {
a requestor's complexity score by his inncvativedess

score, we have a persuasion index.
. . I

Persuasion “Index (PI) = Complexity (C) x Innovativeness (I)-.
)

If the reéeestor has a‘f;?k}y complex information need

-
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but is not particularly innovative, his persuasion
index. score would be calculated this way:

PI ) - »

PI = ’5\"'

PI
The maximum possible PI - is 25. The minimum is 1,
Twenty persuagsion units mean it will take a lot of

persuasion before there will be adoption. It -also
/

indicates a lot of 'push' is needed from the field

" agent,

P

" Let's take another example. Suppose,a teacher wants

~ -
information about traffic safety. She is going to

.

make a new gfochure for her third graders. This

teacher has used the service often and scores
high on individual innovativeness. Her persuasion
index,score:would look lfhp this:

P1

PI

PI

The field agent will not have much work to do here.
In fact this kind of request can probably be handled
just as succe;sfully by a telephone call to the central

i

office,.

There i8 a scale that combines all information we
have gathered about complexity, innovaéiveness, and

adoptioﬁ. This is called the utilization index. This




o
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score is calculated by multiplying the three

\ . . .
. scores. As you may remember, this score is already

keypunched on our information card. It is in columns

—

.
AY

"78-80, The .dtilization index can Be written:
h ¢ : ; !

Utilization Index (U1) ~ éomplexity (€C) x Innovativeness (I) x

-

Adoptiop A) o

The index has a range from 1 to 125. Scores ir the low

rangé indicate changes that were fairly easy to create.
Ve would hope that the utilization index would be fairly

low in Fhe early phases of a project, but would gradually

-become higher over time. This index can also be
tabulated against ﬁroﬁgssiohal level, against school

district, etc,

The documentation of this center's activities is kept to
a minimum of paperwork. When we arehthrough, all
information in our files for a single .equest is

kept on one 8% x 11 page and one IBM card. All

Y

information is used either in fulfilling the request

-

or in evaluating our services.




27=19. Request Form A

A

Sghbol ‘ . : District .a_’f 3
Address ' ‘ . ?MM 6605’4

street . zip '

Check all terms that apply: i , Phone 2 j - 3,4 00 -

" M teacher \ (') board member® ( ) patron - ( ) paraprafessional \ :

( ) admipistrator— £ ) KSDE siaff (,) student ( ) -non<ertified
A s L '
i () counselor . ( ) other

“

Describe the topic about whlch you arc seekmg information: -

re
- .
3 ‘.

Which of the following levels apply to your topic? (Check more thap one if nece;sary)

) Pre-Primary - ( ) Elementary 4 () Junior College ye ( ) Adults

) Kindergarten ( ) JuniorHigh ( ) College (<) Professional p

) Primary ' () SeniorHigh ( ) Graduate ( ) NolLevel

) -Intermedjate DQ Secondary ( ) - Higher.Ed. ( 3 Other (Please Define)

s ‘ A
SUBMIT ONLY ONE REQUEST FZR FORM
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Request Form B
?

Elizabeth Plue

¢ v

3/29/72

Name Date

T (7-26)

School McLputh High School

Dnstrlct 342

»

Y ’ v oD

McLouth, Kansas'

Address 66054

syeef

Check all terms that apply:

city zp

Qen AN 796-3400 °

Phone

(X) teachier { ) board member () patron  ( )

paraprofessional

() administrator { ) KSDE staff -

() student { ) ngn-certified

( ) couanselor () other -

bgscribr the topic about which you are seeking information:
L)

'A nev coarse in career education for boys--
including corisumer _economics and the world

of work, Interested in how to obtain and
hold a job, .

Secondary level --9-12

(&)
Reason for request:

. There is no occupational education in thls small
rural community.

“Follow~up comments

Field Consultont

Angell

dote recesved 3/3 0/72 .

date requested

date filled 4/”/72

Descriptors:  (ia~7"

-

CQR EER
EoucaTioN

a——

Jo B
APeeicaATIeN

-S®rces:

Qow\_p d’w | |

Form 50-06-100~1M
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*

.
* ACCESSION
NUMBER

(20057

1. 120057

72005y

7’2(“‘50

. 120061

720062

L

A 7‘7”16.)

‘7‘)(‘!’)6

Ltu 060

1720063

;120067

;| 720063

, 7200634
 T2007)

72!‘,07‘

720072

720073

. ‘/ 7~UO71

'4‘72“073

4y

y - .
(2007

120077

030073

720077 |3

;72008

7NN8L




PROJECT COMMUNICATE 27-23  Regyest Form E

(28)

Name Elizabeth Blue Date 3/29/72 6D
(7-26)

School McLouth High School ’ ) " District 342

09

_36) .

(29=31)

Address McLouth, Kansas 66054

street , City up .
Check all terms that apply: 7 Phone  796-3400 . Jate received3/30/72

X ) teacher ( ) board member ( ) patron ( ) paraprofessional date requested

(78)

) fill
() administrator () KSDE staff () student ( ) non-certified date filled 4// 7/7"

Descriptors: (38=77;
( ) counselor ( ) other
”~ A ~

Describe the topic about which you are seeking infognation:

CA REER -
A new course in career education for boys--

including consumer economics and the world EDCLCATlon
of work., Interested in how to obtain and
hold a job. _

Secondary level --9-12 3.;)15

APPUQT:M«’

Reason for request:

* There is no occupational education in this small
rural communijty.

Follow—up comments

( Caneer educaTion.oOR.

Career e‘a'\h'u\‘b. on,
caveers ., OR. )

OCCu PATIONAL %u.wlanu. .OR
occu§4+|ons. Q.

Sources:

OcClu ational in orma:l"lon.o&,

$ob lication . OR. ‘

Job e.nl'tCAn“\’ s}

- AND, | ;

( Secondary g)rao(ls ©OR

. Secondary €AUCATION . 04
Seconday Schools .0R,
Secondary School 5Tu.4uds OR
‘Hiah Schbols. oR. ,
H’ls School s‘ruoEch#

Com Pu ‘fw ’

13

Field Consultant Angell

Form 50-06-100-1M
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PROJECT COMMUNICATE . 27722 Request Form D

Name Elizabeth Blue Date 3/29/72

(7=26)

McLouth Migh School

- - (2a=11)

McLouth, Kansas 66054

School

Address

District k2

strees city zip
i

Check all terms that apply: -7 Phone 796-3400 i

(X) teacher ( ) board member ( ) patron ( ) paraprofessional

() KSDE staff

( ) student ( ) non:certified

( ) administrator

( ) counselor () bt.her'
Describe the topic about which you are seeking in‘ormation:
\ ]
A new course in‘career education’ for boys-- -
including consumer economics and the world
of work. Interested in how to obtain and
- hold a jObo i

Secondary level --9=12

Reason for request:

There is no occupational education in this small
rural community. :

Follow—up comments
4,/21/72 delivered
5/16/72 delivered MF ‘& reader
10/11/72 delivered Employment Security Information

5/2/72 MF ordered

1/22/73 ED 058 447 delivered 2/8/73 delivered PREP-32

The Boys' Career Education Course was adopted for:

the 72-73 school Yyear. - ,

K-VIEW occupations project and microfiche reader and
reader-printer were obtained by the district. Angell
coordinated the district effort to obtain matching
funds for this equipment thru Vocational Education.

Angell suggested a field trip to the Kansas Employment
Service and delivered employment service brochures
and job bank microfiche.

Angell suggested the district purchase a 45x lens for
the reader and subsequently job bank microfiche and

K-VIEW are used daily with students in individualized
portions of the career education course.

»
.

Field Consultant

5/26/72 picked hp rea

TH 11

date received 3/30/?

ate requested

Careek
EpucaTion

Jom ,
,4 PPLICATIN

Sources-

Com Fdw

PREP = 32

Form 50-06-100-1M




PRCJECT COMMUNICATE . 27-21 Request Form

-

Name Elizabeth Blue - . Date _3/29/72
(7-26)

School McLouth High School . : District 342
- (29=31)

. Address Mcﬁputh. Kansas - 66054
street city ‘ zip B

Check all terms that apply: 7 Phone 796-3400
(X) teacher ¢ 4). board member { ) patron (") paraprofessional

-*

{ ) administrator { ) KSDE staff () student {( ) non-cettified )

{ ) counselor ( ) other
Describe the topic about which you are seeking information:

. A new course in career education for boys--
’)/// includihg consumer econcmics and the world P
of work. Interested in how to obtain and
hold a job.

v

Secondary level --9-12

. -

Reason for reauest:

There is no occupational education in this small
rural community.

Follow~up comments '
L/21/72 delivered . 5/2/72 MF ordered -
5/16/72 delivered %Bﬂ! reader 5/26/72 picked up read
10/11/72 delivered Employment Security Information
1/22/73 ED 058 447 delivé®ed 2/8/73 delivered PSEP-32°

-

The Boys®' Career Education Course was adopted for
the 72-73 school year.

K-VIEW occupations project and microfiche reader and
reader-printer were obtained by the distriect. Angell
coordinated the district effort to obtain matching
funds for this equipment thru Vocational ‘Education.

Angell sug&isted a field trip to the Kansag Employment
Service and delivered employment service brochures °
and job bank microfiche,

" Angell suggested the district purchase a 45x lens for
the reader and sutsequently job uvank microfiche and
K-VIEW .are used daily with students in individualized

aportions of the career educatipn course.
L]

Field Consultant _Angell :

.
“ 125 H

[Q N

(28)
an
35)

(36)

.G10024

= 1

(78) -

~

date received 3/3 0/7¢

date requested

Descriptors: (38=77

( pREER

Eoucamion

Ton
APPLICATO S N

Form 50-06-100-1M
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27-26
PROJECT COMMUNICATE
DOCUMENT REOUEST FORM name _
Should you desire a document, please list the number found in the upper left hand ' S
corner of the abstract.
Eb__ 0 _ 0
e ED _ __ _ _ _ E0
ED' ______ 0 ED _ _ _ _ _ _ ~\‘
N ED . _ - D __ _ _ __ b ___ ___ \
E0 0D _ _ . _ ED .
Should you desire a journal article, please list the nu~ber found beside each -
bibliographic entry
B0 _ __ _ B0 _ B0 _ . __ _
B B0 _ __ _ __ B0
B B A
B0 _ _ _ ___ B0 _ B0 _ __
b 89 _ Eg___ o
-
Q. PLEASE RETURN ALL COPIES TO PROJECT COMMUM.LATE OFFICE "e N Form 05-03-102-2m




27-21 EVALUATION FORM

_TR0078 Titlew

Name.__lf:%;;:&(-iﬁ(éSEEEZEanaf : "

How well did the material fulfill your request for info;mation?

’ .
excel.ent comments -
very qood

x good
’ -
. fair . A

pror ‘

¢ How will this information be utilized?

L classroom units comments - ‘
2(_ curricular revision .

administrative decision making

professional growth

other

P——— A

How many other pezople have used this information?

Qo

When do you plan to use the information obtained from this search?
have already used the information comments -
in the near future
tn 3 months
months

do not plan to use

ORDER . Planning, Research and Evaluation

LAIN 120 East Tenth Street
SYSTEM Yopeka, Kansas 66612 .
TOTAL .

% COMPLEXITY Kansas State Department of Education

Form 05-02 100
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SESSION* NO. 28  ~ .

! REVIEW AND EVALUATION

I. SUMMARY DESCRIPTION OF MODULE .

A.

Objective .

-~

To review the major training activities and relate them to
each’ other and to the work experience of trainees.

To allow trainees to self-assess tﬁeir achievement in
knowledge and skills areas.

To evalqate the éffectiveness of the training modules.
Participants - ’ ..
Trainers: All .

Trainees* All

Summary of Module Activities :

L 3
The self-assessment and module evaluation forms are completed

" first. These provide part of the stimulus for follow-on

discussion of the week's activities. Finally, the trainer
initiates a discussion of tontinuing inservice traiming needs
and how these needs can be met.

Duration

Two hours
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II. REQUIRED MATERIALS AND AIDS

A. Trainer Preparatory Reading

None

z

B. Trainee Preparatory Reading

None

C. Ailds and Equipment

1.

Self-assessment form in Trainees' Book

fiodule evaluation form in Trainees' Book !

2.
ITI. SCHEDULE OF ACTIVITIES .
- Topic
Step 1 Explanaticn of Self
. Assessment and Its
Rationale
Step 2 Completion of Self
Assessment by Trainees
. Step 3 Explanation of Module
. Evaluation and Its
Rationale
Step 4 Completion of Module
\ * » Evaluation by Trainees
' Step 5 Review of Week's Activities
, >y Training Ditttor
Step 6 Discussion of Week's
Activities by All
Step 7 Suggestions for'Continuing

In-service Training

IV. SPECIAL CONSIDERATIONS

None

S

Activity Minutes f
Presenta}ion 5
Individual 15
Written.Work
Presentation i)
Individual 30

Written Work

, Presentatiop 10 ‘/ﬂ

Group Discussion 40

Presentation 10




CONDUCT OF THE SESSION

Step 1
through
Step 6

Step 7

These steps can be left unstructured, as long as the
trainers stay within time allocations. Remarks about -
the self-agsessment and the module evaluations should
stiess that the trainees themselves are not being
Judged.

Planning for follow-up training should have beeu an
integral part of planning the week of training
activities. Prqvision should have been made for
obtaining other E}aining resources for trainees to

use independently or in groups convened at_a later
time. Examples of‘lraining resources appropriate. for
follow-up training include thdse of communication
skills, leadership skills, group dynamics, information
processing technology, developments in educational
research and development, etc,

The list of institutions providing such training
resources is long and ever-changing. In compiling

-a 1ist of resources that 1s current for the time

period in which this module is being used, it would

be well to contact: Far West Laboratory for Educational
Research and Development, San Franciscd; Northwest
Regional Laboratory, Portland; Center for Research

on the Utilization of Scientific Knowledge, Univ. of
Michigan, Ann Arbor; Research for Better Schools,
Pittsburgh.

Availability of follow-up training resourceg should
be discussed, as well as steps that the training
sponsors are willing to undertake to provide these
resources to trainees individually or in groups.

The content of ‘these Step 7 remarks depends on the
arrangements that the training staff have been able
to make for follow-up training.




