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Preface

This document represents the culmination of many years of concern
and effort on the part of the American Vocational Association for the
accredltatlop of vocational/technical education. The AVA Commitfee on
Evaluatlonkend Accredlfatlon was established in 1963 and has expended
considerable effort in 1ay1ng the foundatloq for the work here presented.

The AVA is grateful for the grant from the U. s. Office of Educatlon
which has made p0551b1e the progect in which these materials have been
developed. '//

- . .
‘Accreditation in the past has been a function largely concerned
with the articulation of educaticn, namely, facilitating the transfer
of students from nne level of education to another and between-insti-
tutions with some .onfidence in.the prior preparation received. To
this. end accredir..tion has held education accountable for preparing
students for further educatlon. » : v

No comparable and balancing force has existed for holding education:
accountable for preparing students for employment. The present effort
is.aimed at filling that void. In recent years entry into the world of
work has come more and more to demand formal preparation. The need has
grown so acute that the U. S. Commissjoner of Education has issued a
call for all educatidn to focus on career education. Career education,
proposes that all educatién at the elementary and secondary level in-
clude general occupatlonal -information and exploration. Vocational/
technical education is that’ part of career education {or education in
general) which specifically prepares persons for gainful employment,
and from which students depart prepared for successful entry into the
worklng world. :

‘A 1oglca1 next step beyond the present study is a study leadlng to o
criteria and standdards for pre—vocatlonal/technlcal education to assure
successful articulatlon. » :

Other 16gica17next steps inelude_the refinement of the criteria and
procedures, and studies of the kinds of information and evidence needed
to ascertain and document. the extent to which criteria are met. oE

The instruments will need continuing study as they are used to
check their leldlty and comprehensiveness and their applicability in a’
variety of settlngs‘ Bocause of the reliance that the public places
upon accredltatlon, assurance of" validity and comprehensiveness is im-
portant. Some means must be found to implement such continuing study.
Reliability of individual items will also need to be checked, although
overall reliahility is more or less built into accreditation by the

Aruitoxt provided by Eic:
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three-step process which, as a condition of accreditation, calls for
three independent opinions in reasonable agreement that criteria have
been adeguately met.

The staff of the project is to be commended for having organized
the criteria to make explicit a relationship fundamental to evaluation
for accreditation. It is a cardinal rule of accreditation that each
institution be evaluated in terms of its own objectives, rather than
in comparison with other institutions. Such evaluation calls for in-
formed judgments at every step by experienced and recognized voca-
tional/technical educators, with enough representation from the public
and from occupational groups to assure public confidence.

My thanks to all who have helped in achieving this milestone in
vocational/technical education.

Lowell A. Burkett
Executive Director
American Vocational Association
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FIELD TEST
Conditions of Participation

This document is a draft of untested instruments and procedures.
It is meant solely for discussion and for use in field tests.

The Instrwnents and Procedures are to be field tested in several
schools selected to be representative of different regions, levels,
auspices, purposes, and organizational patterns.

Schools in which field tests are conducted will be expected to con-
duct a self-evaluation using these instruments and procedures, to use
the instruments and procedures as instructed or agreed upon with the
staff of the National Study, to submit a Self-Evaluation Report, and
to pay the travel, subsistence and incidental costs of the on-site visit
after the self-evaluation has been completed. Menbers of the on-site
Visiting Team are expected to serve without honoraria, and the National
Study will pay the expenses of its own staff members who will serve as
observers.

Participating schools will be provided without cost enough copies
of the Instruments and Procedures for their use in self-evaluation and
reporting.

Consultation in the conduct of the self-evaluation study and in
the preparation of the self-evaluation report will be provided without
cost by the National Study for Accreditation of Vocational/Technical
Education. National Study staff will orient school personnel in the
use of the Imstruments and Procedures.

Participating schools will be expected to permit observers from
the National Study to maintain close watch over the self-evalunation
study, to keep the National Study informed of their schedules so that
observers can be present at crucial times, and to share with ths National
Study their suggestions and comments for improvement of the instruments
arising out of their experience in using them.

Under normal circumstances, the self-evaluation study and prepara-
tion of the Self-Evaluation Report would likely be spread over a year -
or longer. However the termination date of the National Study makes
it imperative that Self-Evaluation Reports be submitted early in 1972
so that on-site visitations may be scheduled, results of the self-eval-
uation studies and on-site visits analyzed, and the instrwaesnts and
procedures revised and reprinted.

The American Vocational Association is not an accrediting agency,
and the self~evaluation study and subsequent on-site visit and review
will not result in accreditation or in any way affect accreditation of ,
Q :
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participating schools.

While accreditation is not involved, participation does provide
schools with consultation and instruments that would cost thousands
of dollars if the schools had to buy the service independently of the
Study.

For the staff of participating schools and for members of the on-
site Visiting Teams, participation in the study is an opportunity for
professional growth and an in-service development activity of the highest
order, as well as an opportunity to make a real contribution to the
field and tc have a hand in giving it direction.

Wholehearced participation in the field test should be a stimulating
and rewarding experience--an exciting venture into helping give shape to
the future and bring new prestige and status to vocational/technical edu-
cation.

It was the intent of the National Study that the Instruments and
Procedures should be useful to schools as part of their routine evalu-
ative processes, rather than something special and apart from day to day
operations. They were meant to aid schools in evaluations demanded by
boards and administrators, and to provide for the documentation and
substantiation needed in this day of public concern for accountability.

10
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Introduction

This document was prepared by the National Study for Accreditation
of Vocational/Technical Education, a project conducted by the American
Vocational Association and funded by the United States Office of Education.

_The project aimed at developing evaluative criteria and guidelines
for standards and procedures which could be applied to vocational/techni-
cal education at all levels regardless of its setting:

1. To provide a means for identifying quality programs
for prospective students, tneir parents, guidance
counseloys, other institutions, the public, and
funding agencies.

2. To enhance the ability of vocational/technical edu-
cation to meet the nation's manpower needs by main-
taining and further improving its status and creating
a deeper sense of professivbnalism among vocational/
technical educators.

3. To clarify purposes and objectives of vocational/
technical education and promote cohesiveness and
self-evaluation in vocational/technical education.

The project Steering Committee recommended developing a statement
* of characteristics of gquality vocational/technical education, and gquide~
lines by which the characteristics could be identified. The group agreed
that "guidelines provide the means of identifying significant character-
i8tics by which to evaluate a vocational/technical institution or program."
On the recommendation of the Committee, two evaluative instruments
have been developed, one for programs, and one for institutional elements
not included in program evaluatlon‘

The characteristics have grouped themselves rather logically into ’
three parts:

1. Distinguishing Characteristicg--an itemization of
characteristics -synthesized from a variety of.sources,
stating the characteristics that distinguish vocational/
technical education within the educational community.

2. Objectives--what they are and how well they are stated
and used; how suitable they are for the clientele; and
how well they are achieved.

3. Structure and Means for establishing and achieving
objectives: the organization, framework, resources,
and processes needed to plan, conduct, and evaluate
quality vocational/technical education.

At the present writing, some guidelines are more appropriate to some

11 : For Discussion Only
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institutions than to others. The desired quality of universal applica-
bility has not yet been achieved. The guidelines, therefore, must be
interpreted in light of the objectives and circumstances of each insti-
tution in which they are used. Some guidelines, for example, will not
apply in small, highly specialized, limited-purpose institutions. Pro-
wvision is made for a rating of "Not applicable."

Each characteristic should be evaluated separately. The guidelines
following esach characteristic are meant as aids to gnalysis. The rating
for each characteristic should not be u statistieal average of the guide-
line ratings which follow. Rather each characteristic should be evaluated
in light of the strengths, weaknesses, and needs revealed by the detailed
analysis. .

In developing this draft, more than five hundred pieces of literature
on accreditation and evaluation have been examined, and meetings and inter-
views have been held with numerous pedple. Special consultants have
worked with the staff from time to time.

Accreditation up to the present time has tended to be process- rather
than product-criented; that is, closer scrutiny has usually been given to
the institutional =set*ing than to the outcomes of the educational. process
oy to the changes that have taken place in persons who have been enrolled.
In developing the characteristfcs and guidelines herein, an attempt has

v been made to take note of educational outcomes as well as input factors.

It is recognized that the quality of an educational institution can-
not be determined on the basis of outcomes alone, because outcomes are
determined by many factors of which quality of instruction is oniy one.
The quality of absolute output, for example, may be more determined by
an institution's admissions policy than by the quality of its instruction.
Measures of output in themselves carry variable meanings and require
interpretation in light of circumstances. Placement, a commonly used
measure of output, means one thing in a tight labor market and another
during periods of high unemployment; placement in competitive fields is :
quite different from placement in fields of short labor supply.

The instruments attempﬁ to present some indicators of success re-
garding quality vocational/technical education. They attempt to present
guidelines by which to measure superior teaching. .They emphasize place-
ment activities and the follow-up of graduates and school leavers. They
attempt to go further in the examination of Advisory Committees than
most evaluative instruments have done. They attempt to direct the char-
acteristics and guidelines specifically to vocational/technical educatlon,
realizing that it has many unique features.

--- Lane C. Ash, Project Director

”~ -
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Purpose of the Instruments

Instruments contained herein are meant to be used in the evaluation
of vocational/technical education. For purposes of this document, voca-
tional/technical education is defined as that education, under whatever
name, which provides training or retraining for entrance, advancement,
or upgrading in a specific occupation (or cluster of occupatlons requiring
a common core of preparation). :

For purposes of these instruments, vocational/technical education is
that education which starts agfter the choice of an occupation and prepares
specifically for the chosen occupation.

The instruments make no distinction between secondary and postsecon-
dary vocational/technical educgfion. They are built on the assumption
that while content, methods and prerequisites may vary, certain character-
istins are common to guality vocational/technical education regardless of
setting, level, auspices, or location.

Two basic instruments are included, institutional and program, plus
auxiliary forms. The term "program" refers to that portion of an insti-
tution's total vocational/technical education offerings which is designed
to prepare for entry into a partlcular occupation or cluster of occupat;ons,
or to enhance proficiency in the occupation.

The program form is meant to be used to evaluate each program in the
institution. The institutional form is meant to evaluate factors not
ineluded in program evaluation. Neither form is complete in itself; each
is designed to be used in conjunction with the cther.

Three major steps are planned for the evaluative process:

1. An in-depth self-evaluation étudy;

2. An on-site verification or audit by a team of
qualified people from outside the institution; and

3. A review by an independent third group, based on
evidence in the Self-Evaluation Report and On-Site
Visiting Team Report.

The same instruments are used in all three steps, and each step
generates information used in succeeding steps.

The three-step approach is designed to meet the needs of accrediting
agencies which may wish to use the instruments in the accrediting process,
to’ empha51ze the importance of. documentation 1n evaluation, and to pro- .
vide cextaln other benefits. ‘

o

The instruments can be used for self-evaluat;on without the other

steps. Hcwever, unconflrmed self-evaluatlon carries little welght and

Q ‘ ‘
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provides no means by which to check thinking, interpretations, and con-
clusions against those of others. The on-site visit and subsequent re-~
view bring motivation, confirmation, reduction of bias, fresh ideas, and
broader comparability in interpretation of meaning. The relationship
with an outside group can be especially useful in belping a school stay
on a schedule of planned improvement, if the relationship is sustained
with continuing interest and follow-up, 2s happens in accreditation.

The self-evaluation study should provide staff members with a syes-~
tematic means of analyZing 1nst1tut10nal and program operation and should
help them gain new perspective and insights into the various institutional

.operations and resources open to them. It provides an opportunity for

a kind of in-depth study that is otherwise often not possible in the or-
dinary course of work.

The distinction between the function of the institution and that of
the on-site Visiting Team should be clearly understood. Evaluation is a
responsibility of the institution itself. The examination by the Visiting
Team is in the nature of an audit, rather than evaluation per se.

Visiting Team members verify the accuracy of data reported by the
institution; they check the extent to which reported data give a full: and

‘true picture of actual conditions and operations; they verify the extent

to which outcomes coincide with stated objectives and with need; and they
check the adequacy of the institution's systems for produ01ng data needed
for decision-making, evaluation, and quality service.

Review by a third group helps to bring about comparability in the
application and 1nterpretat10n of instruments, inadmuch as the same re-
viewing group will normally be reviewing materials from many institutions.
By drawing on its broader experience, the review group is also in a po-
sition to improve the evaluative instruments and procedures and £o resolve
an, differences of opinion betwee:s institutional personnel and on-site
visitors.

In practice, differences of opinion usually can be resolved with
further study, so that in the end all three groups will be in agreement
as to the facts in the case and what needs to be done.

It is the responsibility of the reviewing agency to provide con-
sultation in connection with the self-evaluation; to appoint an impartial
and qualified Visiting Team and supervise its activities; and to provide
for the evaluation and improvement of the evaluative instruments and pro-
cedures. It also arranges for the public certification of findings if
such certification is to be made.

The instruments can be used to evaluate parts of an institution,
but greater benefit will accrue when they are used in a full-scale insti-
tutional and program evaluation, inasmuch as many of the factors contrib-
uting to successful vocational/technical‘education can only be changed
at the institutional level. For example, the relationship between an
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institution's vocational/technical education component and other parts

of the institution is likely to be a determining element in morale and
attitudes; institutional policies, practices and support services affect
the quality of services programs can render; and the understanding and
cooperation of all professional people in the institution is important

if related instructicn and other services are to be relevant and adequate
for their purpose.

The instruments are not meant to be used in "grading" institutions
or comparing one institution with another. Rather, each institution
judges itself on the basis of how well it meets its own stated objec- -
tives, and how well its stated objectives fit the needs it is expected
to serve. The instruments differentiate between so-called "product"
{objectives and outcomes), and "process" (structure and means employed
in the conduct of vocational/technical education).

15 For Discussion Only
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INSTRUCTIONS:

Use of the Instruments

An institution undertaking to use these instruments and procedures
to evaluate itself and its vocational/technical education activities will
want to do so with the full support and authorization of its governing
board. ¢

For the study to be fully effective the c¢ooperation of all concerned
should be obtained in advance, and participation should be as broad as
possible. -

8

STEP 1: THE SELF-EVALUATION STUDY

Once the decision has been made to undertake a self-evaluation study,
the head of the institution«will want to appoint a Steering Committee
charged with overall responsibility for the self-evaluation. If possible,
he should himself serve as its chairman.

The Steering Committee charts the overall cofirse of the self-evalu-
ation study, appoints working committees to conduct different parts of
the study, orients .other members of the institutional community to- the
self-evaluation, outlines a time schedule, and assures that committees
have necessary materials with which to work. The Steering Committee or
a committee it appoints, must be responsible for assembling and analyzing
reports of other committees and preparing a statement of strengths, weak-
nesses, and plans for improvement from the standpoint of the institution
as a whole.

In k@ping with the idea of self-evaluation, the people most closely

concerned should be involved with the portions of the self-evaluation
ertaining to their work. Committees will serve their purpose best if
Ehey are broadly representative of the different echelons and parts of
the .institution concerned so that the self-evaluation can help staff
members better understand each other's work and function, and thus result
in closer coordipation of effort. The exchange of information in broadly
representative committees can also help institutional personnel learn
about and use more effectively the resources and services the institution
provides for them.

The institution may have on its staff peoplw shose duties include
evaluation. Their role and their relationship to the self-ewvaluation
study will need to be determined. They should, in any event, be avail-
able to committees as resource people. :

»
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WORKING COMMITTEES

It is desirable to have a working committee for each institutional
characteristic and for each program.

It is suggested that committees evaluating institutional character-
istics include the people most directly concerned with the characteristic,
plus a member of the faculty, administration, student body, and General
Advisory Committee. :

On program evaluation committees, it is desirable to include the
head of the program, an instructor, a "related" instructor, a student
representative, the chairman of the Occupational Advisory Committee
serving the program, and a member of the school administrative staff.
A program alumnus and cooperating employer can profitably be included.

Some people may have to serve on more than one committee. Inasmuch
as it is. desirable to have administrative personnel and related instruc-
tors represented on each program committee, and program personnel on each
institutional committee, central coordination of committee memberships
and schedules may be necessary. Such coordination is a responsibility
of the Steering Committee.

It iscfuggested that program committees meet once a week and dis-
cuss one or two characteristics at each meeting. Less frequent meetings
can be used if the time schedule permits. Alternatively, part of the
work might be done in a weekend workshop or workshops, as an in-service
training activity.

It is desirable to hold periodic méetings at which committees can
report briefly to the entire staff and submit completed portions of their
written report to the Steering Committee. This procedure helps bring
about an exchange of ideas and coordination of effort, and helps assure
that committees stay on schedule. Committees should, of course, be free
to revise reports in light of later findings. Such revision is likely
to be necessary by the end of the self-evaluation study if it has served
its purpose of stimulating improvements.

If information is needed beyond that commonly gathered by the insti-
tution, committees may need to meet over a period of time and perhaps put
in considerable effort in collecting and analyzing data. Plans for any
data collection should be coordinated to maximize results, avoid dupli-
cation of effort, and assure good relationships with the people who must
supply the data.

Each faculty ‘member should study the Ingtruments and Procedures in
relation to his or her own work, and should have an opportunity to pro-
vide input into reports of those programs or parts of the institution
with which he or she is concerned.

€.
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After all reports are in, the Steering Committee consolidates and
analyzes them, synthesizes findings, and prepares a statement of major
strengths, weaknesses, and plans for improvement from the overall insti-
tutional perspective. This final report should be presented to the en-
tire faculty for information and concurrence, inasmuch as it represents
the culmination of their efforts, synthesizes suggestions for improvement
which they will have to implement, and establishes priorities. The re-
port 7150 needs the approval and suppourt of the governing body.

The Report forms a blueprint for institutional improvement and needs
to be available to institutional personnel involved in carrying out the
plans for imp:rovement. It can serve as a textbook for in-service staff
development, and parts or all of the Report can be used to represent the
institution before outside groups.

SUGGESTIONS FOR COMMITTEE MEMBERS

In using either form:
1. Look through the entire form to gain familiarity with it,.
2. Work with one characteristic at a time. Evaluate your program

or institution in terms of each guideline following the characteristic,
using the following code:

M = Major improvement needed. Some crucial weakness oOr
inadequacy.
I = Improvement needed. Weaknesses are of a less serious
nature thar those coded '"M."
S = Satisfactory; adequate.
E = Excellent; very well done.
NA = Not applicable.

[Items that do not apply should be marked "NA" and an explanation made
in the Supporting Evidence part of the report. The remaining items are
marked "M," "I," "S," or "E," according to the committee's collective
judgment, In the Supporting Evidence the committee should include the
evidence on whaich it based its conclusion, or describe the evidence or
the basis of tnc evaluation. Evaluations of NA, M, I, or E should be
explained.}

As you'go, make notes as to what the guidelines reveal to you
about the program or institution: its major strengths, weaknesses,
and needs for improvement. 1Indicate what plans'you have for making
improvements. .

3. Following the guideline-by-guideline analysis, evaluate the
program or institution in terms of the characteristic as a whole. This
evaluation should not be an average of evaluations entered after indi-
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vidual guidelines, but rather an evaluation in light of the strengths,
weaknesses, and neceds for improvement revealed by the detailed analysis.

4. After evaluating the program or institution in terms of each
characteristic, evaluate it =8 a whole, using information revealed by
the preceding analyses, and setting forth the major strengths, weaknes-
ses, and plang for improvement.

INDIVIDUAL SELF-EVALUATION

No self-evaluation would be complete without an opportunity for each
member of the staff to evaluate liis or her own contribution to the pro-
gram and institution and tou make known his o:r her own needs and plans for
improving his work.

In addition to the forms for institutional and program evaluation,
therefore, a form is provided for individual self-evaluation for each
member Oof the professional staff.

The Individual Self-Evaluation Form is designed to encourage indi-
vidual staff members to analyze their own work in light of the character-
istics and guidelines, to stimulate self-development, and to yield sug-
gestions. for improving the institution and the self-evaluation instru-
ments and procedures. The form is also a systematic means for collecting
and reporting data about the qualifications of the people who make up the
institution.

Each member of the professional staff should complete a copy of the
Individual Self-Evaluation Form and include it with the Self-Evaluation
Report submitted to the reviewing agency. The Visiting Team and review-
ing agency will be looking at these forms not to evaluate individuals, hut
rather to note qualifications and functions of the staff in toto.

SUMMARY OF SELF-EVALUATION

A Summary of Self-Evaluation form is included for the benefit of the
institution as well as that of the Visiting Team and reviewing agency.
The Swmmary permits seeing at a glance the strengths and weaknesses of the
institution and highlights areas that need special attention. The form
should not be used to compare programs within an institution or to compare
one institution with another. The evaluations are too subjective for that.
Rather, the form should be used to signal a need to take note of areas
needing special attention.

19 - For Discussinn
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STEP Z: THE ON-SITE VISIT OR AUDIT

E

Fullowing receipt of the school's Self-Evaluation Report, the re-
viewing aaegncy appoints a Visiting Team of outside experts. The team
visits the school to verify information in the Self-Evaluation Report,
to determine the extent to which the Report accurately and fully re-
flects actual conditions in the institution, to evaluate the institu-
tion's systems for conducting valid self-evaluation, to verify the ex-
tent to which outcomes correspond wi®h need and with stated objectives,
and to supplement the Self-Evaluation Report with additional data and
documentation where needed.

The Visiting Team needs to include an expert in each of the occu-
pational areas for which preparation is offered, plus experts in school
administration and other specialized areas. 1t is recommended that at
least some of the occupatiorial specialists he practitioners from outside
the educaticnal milieu.

Names of proposed members of the Visiting Team are normally submit-
ted to the scheol well in advance, with the school having the right to
reject any of the proposed names.

The Visiting Team chairman calls team members together and orients
them to their work. A schedule is worked out and each team member is
assigned specific responsibilities in line with his expertise. The sched-
ule needs to include time for preparing subcommittee reports and final
reports and for verifying with school personnel any factual elements that
are in doubt.

Befocre the team leaves the school, the team chairman meets with the
school head for an exit interview. It is usually left to the discretion
of the school head to determine what other people, if any, should be pre-
sent at the exit interview. The school head will often want the entire
school staff present.

The school will need to make available to the Visitiny Team a room
where the team can meet and work in privacy. The room should be large
enough to accommodate the team and should be equipped with desks or ta-
bles, chairs, a typewriter or typewriters, chalkboards, pencils, paper,
carbon paper, and newsprint pad with water-based felt markers.

The school should not arrange social events for the Visiting Team;
the team needs to be free to use its time to compare notes and work on
reports. Lunch and dinner meetings are common for this purpose and may
be extended. )

Each member u«f the Visiting Team should have a copy of the Program
Self-FEvaluation Report for the program he is to examine, plus a copy of
the Institutional Self-Evaluation Report.
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Each instructor should be observed and interviewed if po-.uible.
Team members should introduce themselves and observe courteously and
unobtrusively. They should set instructors at ease and thank them up-
on leaving.

The team is not in the school to find fault, but to .verify and
supplement facts. It is there at the school's own invitation. While
exchange of ideas is inevitable and an important by-product of the team's
visit, its primary purpose is not consultation with school personnel,

It is there to verify the accuracy of information reported in the Self-~
Evaluation Report; to determine the extent to which the Self-Evaluation
Report accurately reflects conditicns in the institution; and to deter-
mine whether the conclusions reached by the institution appear warranted.

The purpose of the three-step self-evaluation:verification:review
procedure is not only to provide a means for self-improvement but also
to provide a basis for certifying to the public that the school does
meet its stated objectives, and is adequately organized and equipped to
fulfill its obligations to its clientele and students.

The team is an agent not of the school, but of the reviewing agency
whose responsibility it will be to make any public certification of the
school. The reputation of the reviewing agency and the quality of its
service to the school and to the public will rest upon the integrity and
competence with which it, and its agent the Visiting Team, conduct their
work.

A thorough and impartial team examination plus an independent review
of findings are benefits the school has a right to expect. Anything less
will cause disappointment among school personnel and lead to a discredit-
ing of the process.

VISITING TEAM REPORT
n

On the Institutional Form and Program Form of the Self-Evaluation
Report from the school, team members can make light pencil checks of
agreement or disagreement with the school's evaluations. Later, after
the team reaches consensus, a red check can be put after those eval-
unations with which the team agrees. When in disagreement with the
school, the team can enter its own evaluation in red.

All copies of the Institutional Form and Program Form will be re-
turned to the reviewing agency for subsequent use by reviewers. It will
be convenient for the reviewing agency if all copies of the forms that
the team uses are marked in red with the team's evaluations. One copy
should be marked "Official Team Report" and the chairman should make sure
that it is complete and accurate. It will be the permanent file copy.

O
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Un separate sheets, the team should report its findings and the fac-
tual elements of significance unreported by the school or at variance
with those reported by the school. If strengths exist or improvements
are needed other than those reported by the school, the report should in-
dicate what they are so that follow-up evaluations in the future can
determine whether corrective action has been taken.

There is no need to repeat what the school itself has reported, al-
though it will be helpful to the reviewing agency if the team makes some
indication in each instance that it has checked the evidence and agrees
with the school.

Copies of the Visiting Team's narrative report éhould be submitted
to the reviewing agency. One will be forwarded to the school head. The
chairman of the Visiting Team can arrange for the typing and reproduction,
and can include the cost of secretarial service for this purpose in his
expense statement.

All copies of the Self-Evaluation Reports and accompanying materials
should be returned to the reviewing agency. They will be used, along
with the team report, in the review.

To protect against loss in the mails, copies should be mailed in
different envelopes at different times, and the chairman should retain
a carbon of his report.

The Self-Evaluation Reports and team reports are confidential, con-
taining privileged information, and it is the responsibility of the team
chairman and reviewing agency to assure that all copies are accounted
for and disposed of as agreed upon with the school.

Members of the Visiting Team must be cautioned ti:at they must regard
all information obtained about the school as confidential and privileged
and not to be divulged.

EVALUATION/QUALITY CONTROL/COMPARABILITY

Immediately following the team's visit, and before receipt of the
team's report, the school head should send to the reviewing agency his
confidential evaluation of the work of the team, together with his sug-
gestions as to how the examining visit could have been made more effec-
tive. The reviewing agency will have a file of people who serve as
visiting team members; all of them will have been recommended for their
expertise, hut some Will be more effective than others as visiting team
members and the reviewing agency needs to know this. Even though the
reviewing agency sends an observer to observe the instruments and proce-
dures in use, and/or to try to improve comparability in the application
of the instruments by observing variability in teams, the school's eval-
uations will provide valuable information. In some instances a special

B
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form may be provided.
SCHOOL KESPONSE

Upon receipt of his copy of the Visiting Team Report, the school
head should study it and send his reaction to the reviewing agency.
Factual elements of the report should have been checked for accuracy
at the school by the team, but if any errors do exist, the school head
will want to advise the reviewing agency as to what they are. He will
also want to report what improvements the school has made or intends
to make as a result of the team's visit ard its report.

STEP 5: REVIEW

The third step in the self-evaluaticn:verification:review process
is the review. Review of all reports by a single, cont.nuing body 1is
aimed at increasing comparability in the use of the instruments and pro-
cedures.

The reviewing agency notes and compensates for variability among
Visiting Teams in applying and interpreting the instruments. It observes
and evaluates the instruments and procedures in use and improves them.

It offers instruction in their use. It watches for and corrects sources
of misunderstanding and problems of definition and interpretation. It
serves as a central source for receipt of pertinent information to cor-
relate with that reported by teams and schools or to use in improving
instruments and procedures. If any public certification is to be made,
that, too, is the responsibility of the reviewing agency.

The third step has also the function of increasing the reliability
of evaluation, in that the process calls for three independent judgments
to be essentially in agreement prior to any public certification.

The school head can expect to receive a report from the reviewing
agency itemizing the school's major strengths and weaknesses as perceived
by the reviewing agency in light of all evidence from the school, from
the Visiting Team, and from any other sources available to the reviewing
agency. The report will probably indicate which of the weaknesses, in
the opinion of the reviewing agency, are sufficiently serious to inter-
fere with the school's fulfillment of its obligations to its students and
clientele. '

If accreditation is involved, the reviewing agency will indicate
what corrective action, if any, is necessary to achieve accredited status.
If the consultative relationship between the reviewing agency and the
school has been effective, and if the school is seriously interested in
self-improvement and has maintained an appropriately close relationship
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with the professional organizatiuns in its field, by the time it comes
up for accreditation it should itself have become aware of and taken
action to correct any weaknesses that would seriously interfere with
achieving accredited status.

One of the characteristics of a good vocational/technical school,
as indicated herein, is that it does have adequate systems for eval-
uating itself, feeding back evaluation results, taking corrective action,
and re-evaluating in a self-correcting, self-improving process.

RIGHT OF aPPEAL: - "DUE PROCESS" CONSIDERATIONS

Even with all parties participating in good faith, there may occa-
sjonally be instances in which Jdisagreements arise with regard to the
granting or withholding of accreditation. Inclusion on a list of bona
fide accredited schools has value which can be computed in monetary
terms. This was true even before 1952 when legislation first made cer-
tain Federal benefits contingent on accreditation by a recognized accred-
iting agency. Since then a variety of Federal benefits have been made
dependent upon accreditation, forcing on it a quasi-governmental status.

In recent yvears there has been inclination on the part of some
schools to contest any delay or failure in achieving accredited status.
The best available legal opinion is that so long as standards are equi-
tably applied and procedures-give schools adgguate safeguards, the
courts will not interfere with the decisions arrived at by the accred-
iting agencies.

If a school disagrees with a decision of an accrediting agency, it
normally has the right to appeal to the accrediting agency.
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INSTITUTIONAL FORM

instruments and procedures for the ev;!uation of
vocational /technical education institutions and programs

THIS FORM IS DESIGNED TO BE USED IN CONJUNCTION
WITH THE PROGRAM FORM OF Ingtruments and Proce-
dures for the Evaluation of Vocational/Technical
Education Institutions and Programs. NEITHER
FORM IS COMPLETE IN ITSELF.

%7
L

national study for accreditation of vocational/ technical education

AMERICAN VOCATIONAL ASSOCIATION
1510 "H" Street, Northwest :
Washington, D. C. 20005 ' -
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FVALUATION CODE:

Major improvement needed. Some weakness (es)
of crucial nature.

Improvement needed. Weaknesses are of a
less serious nature than those coded "M"

S = Satisfactory; adequate

=
It

[
i

E = Excellent; very well done
NA = Not applicable
4 "
7
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INSTRUCTIONS: -

1

12.

13.

(A Teport and Visiting Team specialist

. Glve.committee members time te skim

r &

4 . 8

9]

. Obtain any nceded clearances from school

adminislrators and governing budy.

Appoint a'Steering Committee to oversee
and coordinate the Self-Evaluation study.

. Keep advisory committees and school

personnel infor med and involved.

. In congultation with the x_‘evieWing agency:

a) Decide program clusters, and
b) Plan for the Visiting Team visit. ~ -

will be needed in each program area.)

. Set up committees for programs and in-

stitutional charactleristics. Give werking
copies of this document to committee
members; provide reference copies for
other members of the school community.

the whole document and study assigned-
parts, Then hold a meeting to let them
ask questions and coordinate their work.

. Give commiitee members time to assess

what evidence is available and what further

s
W

_ data are needed as background for the eval-

9.

10.

11.

i

GENERAT,

vation. leld another meeting to report .
dala needs and plan data collection efforts.,

(I students are to help in data collection, -
plan how such participation can further
the carecer objectives of each. )

Prepare each commtltee report in two.
stages:
First, as the basis for planning

. lmprovements and. - -
Secondly, to include the report or
' imprrvements made or pl'mned

Hold periodic meetings to report pro-
gress. Include all school personnel,
to keep them informed and involved in
implementing improvements.-

Submit committee. reports to the Steer=
ing Committee, to be analyzed and
synthesized into the Instimtional Self~

Fvaluation Reporl.

Forward the Instil:utional Self—Fvaluation
Report to the reviewing agency. The o

-reviewing agencv will advise how manv

copies are needed.

TO COMMITTEE MEMBERS:

Skim the whole document.. Then study
your part and the pages entitled ""Insti-
tutional Self-Evaluation Report. "

Studv the guidelines under each charac-
teristic. Make notes as to what evidence

R is available or needed to make or sub-

stantiate your evaluations. The guide-
lines are meant as aids in analyzing
institutional characteristies.

27

14.

15.

Collect and analyze whatever data you
need. Coordinate your data collecting -
with other committees to permit
broader-scale efforts and results.

For each characteristic, list the
strengths and weaknesses revealed

hy the detailed analysis. Indicate what
improvements are needed, planned,

or in progress.

Pilot. Test Edition 12-71
o “Institutional Form
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16. Involve co-workers. Seek thelr co-
operation in planning and implementing
improvements.

17. On the basis of the detailed analysis

and assembled evidence, evaluata the

- institution in terms of the character-

istic as & whole. Use the code shown.
The evaluation should not be a statie~
tical average of the evaluations entered

18,

after individual guidelines, but rather an
evaluation in light ¢l strengths and weak-
nesses revealed by the detailed analysis. -

Prepare your report and submit it to

the Steering Mommittee. Describe or
include the evidence on which you based
your evaluations, especially that re-
quested under "Institutional Self-Evalu-
ation Report. " )

TO STEERING COMMITTEE:
(See also Instructions under "Institutional Self-Evaluation Report')

After al! committee reports are in--

19. Review the reporis to bs sure they'are
complete and that opinions are substan-
tiated by appropriate evidence. ’

20. Consolidate data from program reports

insofar as possible.

21. Analyze data in program reports and
reports of institutional characterlstlcs.v

In a brief statement-~
a) List the chief strengths and weak-
nesses of the {astitution as a whole,
as revealed by the detailed analysis..
b) Indicate what improvements are
" needed, planned, and iu progress for
the institution as a whole.
¢) Using the evaluation code, give an
evaluation for the institution a8 &
whole in light of findings from the
detalled analysis.
d) Indicate what follow-up actton will be
taken to:
1) Assure implementation of needed
improvements at all levels; and
2) Icorporate at all levels any data
collection, feedback, and evalua-
tion eystems needed on a routine,

22.

into charts and graphs for easy reference,

28

23.

25.

26.

continuing hasis,

Subimit the desired number of copies of
the Institutional Self-Evaluation Report
to the reviewing agency.

Submit with the report the evidence on
which evaluations were based, or keep
it ready for the Visiting Team (as agreed

with the reviewing agency).

Follow up. to be sure that at all levels—-

a) Plans for improvement are being im-
plemented, and

b) Appropriate data collection and eval-
uation systems are in operation.

Provide some effective means of showing
appreciation to personnel who participated
in the self-evaluation and in implementing
improvements, «

(Appreciating thoroughness in finding
wealknesses and in trying to implement
improvementa 18 basic to bona fide
self-evaluation, Weaknesses will be
hidden if their revelation elicits criti-
cism, and the purpose of gelf-evalua-
tion will be defeated.
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Distinguishing Characteristics

Vocational/technical education is part of the total educational pic-
ture in the United States. Its function is enabling people to prepare
for the work of their choice, or to improve their competency in their
chosen occupation. Vocational/technical educators must be thoroughly
familiar with the needs of the labor market and with the requirements
of the occupations for which preparation is given. While they wor™
within the framework established by labor market needs and occupat.ional
requirements, their emphasis is upon increasing the options open to
people, and helping people to a fuller realization of individual po-
tential.

Within the educational complex, vocational/technical education is
clearly marked by certain identifying characteristics. It is distin-
guishable not by content, but by intent; not by methodology, but by its
practicality; not by its breadth, but by its ties with the working worid.

If vocational/technical education is to be vocational/technical edu-.
cation--that is, if it is to perform its intended function as the link
between man and work--these fundamental, distinguishing characteristics
must be preésent. The user of this document must keep these character-
istics in mind as underlying everything said in succeeding parts.

CHARACTERISTIC
The institution's vocational/technical education exhibits EVALUATION:
the characteristics that identify and distinguish voca-
tional/technical education. _ e
GUIDEL.INES
1. Vocational/technical education:
a. Prepares peoples for initial employment; : ceses
b. Retrains those in the process of changing occupations; ceans
and/or
c. Provides training supplementary to the daily work of the
employed. . ceses

2. Vocational/technical education is:
a. ©Specifie. It improves the efficiency of an individual in
a specific occupation, either as preparation for employ-

ment or supplementary to employment. ' ceess
b. Seleetive. ‘It is directly related to actual occupational
requirements. ceene

-
*
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..... c. Practical. The necessary skills and knowledge of a par--
ticular occupation are taught and learned in their prac-
tical and appropriate application to the work.

..... ' d. Immediately applicable. It is timed and organized so
that the learner can apply it -at the time it is learned
to useful and productive work in a specific occupation.

..... 3. Vocational/technical education is directly related to employment
opportunities.
.. 4. Vocational/technical education develops to a marketable degree all

the abilities required by the occupation; such as technical knowl-
edge and skills; manipulative skills; work habits; communication
skills; human relations skills; and the ability to reason, to solve
problems, to think independently, and to make judgments necessary
for employment in the chosen occupation (Breadth and depth of in-
struction).

..... 5. Vocational/technical education is planned around the students' occu-
pational objectives.

ves 6. Effective placement and follow-up of students who finish or
leave is an integral and.continuing part of vocational/technical
education.

.. . 7. Continuous research and evaluation are integral parts of vocational/
technical education, including surveys of clientele needs for oc-
cupational preparation, surveys of manpower needs (i.e. employment
opportunities}, occupational analyses, and student follow-up.

CLIENTELE-~INCLUSIVE, NOT EXCLUSIVE

. 8. Instruction is offered to all persons who need, desire, and can
profit from it occupationally. '

PROGRAMS OFFERED (OCCUPATIONS TAUGHT)

ceeen 9. The choice of program offerings is based on surﬁeys of population

needs for occugg;iggsi;ifeparation and on surveys of job availabil-
ity (manpower survey

CURRICULUMS

bl

e+ee. . 10. The curriculum in each program is based on an analysis of the re-
quirements of the occupation.

e 11. The.content of courses is kept current with occupational practice
by means of periodic analyses of the occupations for whlch the
training is being given.
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12. The coursgg for a specific occupation are developed, maintained,
and evaluated with the advice and cooperation of representatives
of the occupation, both employers and practitioners.  _....

METHODS OF INSTRUCTION ' .

- 13. Learning in vocational/technical education is based on direct ex-
perience rather than vicarious experience (participating and doing
rather than hearing and reading about). ...

FACILITIES; CONDITIONS

14. The facilities and equipment used in instruction are comparable to
or compatible with those found in the particular occugation. N

15. The conditions under which instruction is given duplicate as nearly

as possible desirable conditions in the occupation itself. cenea
16. The length of teaching periods and tﬁgptotal hours of instruction -

are determined by the requirements of the occupation and the needs

of the students. K ceed

17. Day and evening classes are scheduled at hours and during seasons
convenient to enrollees. ‘ ceeas

INSTRUCTOR QUALIFICATIONS

18. Instructors:

a. Are competent and experienced in the occupation taught; e
and ' . .
b. Have b-en recommended by leaders in the occupation. sesen
/
/
/
fw
/
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Philosophy and Objectives

Vocational/technical education is judged in light of how well it
meets its stated objectives, and how well the stated objectives fit
the needs of the people to be served. At the institutional level, ob-
jectives are concerned with defining the institution's responsibility
as to:clientele and needs to be served, services to be provided, and
occupations to be taught. They grow out of population and labor mar—
ket need surveys, and are limited by the institution's mandate or char-
ter and available resources.

CHARACTERISTIC

. The ‘voecational/technical education philosophy and objec- EVALUATION:

tives of the institution are well-defined and properly , -
stated and used. They adequately reflect the institu-
tion's purpose.

GUIDELINES

1. The institution publishes a clear statement of its philosophy and
objectives for vocational/technical education. e

2. The statement is included in the’SChoél's Catalog and is distrib~
uted to students, school personnel, and the publlc. e

3. The institution's various obgectives are con51°tent and compatible
with each other and with the 1nst1tut10n 8 purpose and mandate or
charter v 7 crees

4. The statement of objectives describes the clientele to be served

and delineates the school's respon51b111ty for serV1ng somponent

groups such as: _ ceias
Secondary school youth '
Postsecondary school youth
Unemployed and under-employed ‘out-of~rchool youth ..
Unemployed and under-employed adults ceean
Employed youth and adults ' e
- Women/men sece.
The handicapped  seees
The disadvantaged  eeeco

[ RV T o N B o PRl o B o 2 1}

5. The statement of objectives clearly inaicates-occupations for which
preparation will be offered, level of preparation required for par-
ticipation, and occupatlonal level to be achieved by satisfactory
part1c1pat10n. P
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10.

11.

12.

13.

The statement of vocational/technical education philosophy and ob-
jectives describes:
a. Services to be provided.
b. The scope of responsibilities of the school, including
responsibility for remedial education.
c. Expected outcomes, including expected social and’economic
impact. .
Vocational/technical education objectives are stated in measurable
performance terms that lend themselves to specific determination
of the degree to which they are being realized in the school.

The objectives are stated in such a manner that:

a. Students and the public can understand them.

b. They enable potential students to determine whether or not
the school's objectives are compatible with the students'
own occupational objectives.

c. They give direction to the institution's vocational/tech-
nical education planning and activities.

d. They enable the public to determine the extent to which
the institution can be expected to serve community need.

The means through which philosophy ard objectives are to be realized
are described in the published statement.

Objectives are realistic in terms of capability for achieving them;
or, conversely, the capability exists for achieving objectives.

The statement of objectives clearly differentiates between what
the institution realistically expects to do and what it feels
ideally it should be doing; it includes an evaluation of what is
not being done as well as of what is being done by the school.

An objective of vocational/technical education is to prepare indi-
viduals for initial employment, to improve the occupational com-
petency of employed individuals, and/or to prepare individuals for
a change of occupation.

Objectives include provision for:

a. Taking active steps to bring vocational/technical education
services to people who need them.

b. Continuing the education of former students.

c. Discontinuing preparation for occupations in which employ-
ment opportunities no longer exist.

d. Maintaining quality control over institutional offerings
and services.

. Objectives other than preparation for the world of work are clearly

stated and their relationship to occupational preparation objectives
indicated. The objectives reflect adequate provision for students
who wish concentrated preparation for work.
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PHILOSOPHY AND OBJECTIVES
Institutional Form

15. The philosophy and objectives indicate a respect for the right of
students to set their own occupational objectives and to select
those institutional offerings compatible with their own career ob-
jectives.

16. The statement of philesophy and objectives gives evidence of com-
mitment to vocational/technical education on the part of the gov-
erning body and the administrator of the institution. (...,

17. staff, students, and constituency are consulted and inveclved in
developing and revising the statement of philosophy and objectives.

18. The statement of philosophy and objectives is examined and revised
periodically to keep it accurate and current. L iiee

19. The statement of philosophy and objectives expresses the institu-
tion's intent to measure and to prevent insofar as possible unde-
sirable unplanned outcomes of the vocational/technical education
process.
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EVALUATION: Philosophy and objectives are appropriate to the needs of

THE SCHOOL COMMUNITY:
Matching Objectives to Need

Vocational/technical education is judged in light of its own stated
objectives and philosophy, and these in turn can be evaluated only in
light of their appropriateness for the community and population to be
served and their consistency with the broad principles of American
democracy.

Vocational/technical education takes cognizance of the characteris-
tics, needs, and resources of the community to be served in order 1) to
be of high quality, 2) to serve the needs of all people who need to up-
grade their skills or learn new ones, 3) to be realistic in light of
actual or anticipated opportunities for gainful employment, and 4) to be
suited to its clientele's needs, interests, and ability to benefit from
training.

CHARACTERISTIC

the clientele; conpatible with the institution's purpose:
consistent with the principles of the larger society; and
realistic in light of existing or anticipated job oppor-
tunities, job requirements, and the people in the commu-
nity who need vocational/technical education to secure,
hold or advance in Jjobs.

GUIDEL INES

1. The objectives are based on an analysis of the vocational/technical
education needs of the clientele the institution is expected to
serve.

2. The objectives are based on an énalysis of manpower needs and job
opportunities availahle to the clientele the institution is ex-
pected to serve.

3. The school has evidence as to the extent of need of each of the -
following groups in its clientele and the objectives Lndlcate the
extent to which the needs will be served:

a. Secondary school youth

b. Postsecondary school youth

c Unemployed or under-employed cut-of-school youth
d. Unemployed and under-employed adults

e. Empioyed youth and adults
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MATCHING OBJECTIVES TO NEED .
Institutional Form

f. Wwomen e
g. The handicapped e,
h. The disadvantaged L. e

4. The institution's stated vocational/technical education philosophy
and objectives are appropriate and realistic in light of:
a. Employment needs of people the institution is expected to
serve. e
b. nNeeds for up-graded or up-dated occupational skills.  .....
¢. Population trends. a.ea.
d. State, local and national manpower needs.  <....
e. Trends in occupational requirements. ...,

5. To keep its vocational/technical education objectives realistic and
compatible with need, the institution systematically obtains and
uses reasonably current data about such factors as:

a. The occupational status of adults and out-of-school youth
in the clientele to be served, including the hature of
employment, the amount of unemployment and under-employ-
ment, and sources of employment and employment oppor-
tunities available to the clientele.

b. Employment opportunities for the institution's students,

] graduates, and early leavers.
¢. Labor market needs and trends affecting employment and em-
—~ ployability of the clientele. .

g d. Physical and economic characteristics of the community
affecting institutional resources or clientele partic-
ipation, such as physical size, economic base, natural
resources, tax base and transportation facilities.

e. Characteristics of the clientele, such as total numbers;'
age, race and ethnic composition; languages spoken; in-~
come; and educational status, particularly as regards
employment skills.

f. Extent and nature of other means available to the clientele
for obtaining employment skills. ...,

6. For long-range planning of objectives, the institution has projec-
tions of trends and changes affecting the clientele, such as pop-
ulation movements, changes in socio-economic conditions, and
changes in employment opportunities and reguirements. ...,

7. The institution has projections anticipating the effects of its
own and other community vocational/technical education programs on
, : community characteristics and takes the projections into consider- ‘
’ : ation in long-range planning of objectives. ...,

8. Data are available to show trends in a) characteristics of students
served, b) services rendered, and c) the extent to which services
are meeting clientele needs.

e

O
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MATCHING OBJECTIVES TO NEED
Institutional Form

9, In identifying and meeting vocational/technical education needs,
the institution coordinates its efforts with those of other commu-
nity agencies and institutions such as:

a. Economic planning agencies

b. BAgencie$s administering manpower programs

c. Employment services

d. Welfare services

e. Other vocational/technical education institutions
f. Other educational institutions

O
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ACHIEVEMENT OF OBJECTIVES:

Indicators of Success

CHARACTERISTIC

OVERALL
Stated voecational/technical education objectives are rea- 'EVALUATION:
sonably well achieved. The institution is recognized for
its ability to attract people in need of oecupational | .....
skills, to develop students who are occupationally compe-
tent, and to meet the vocational/technical education needs (PLACEMENT:
hl of all members of its clientele. '
° A high proportion of leaving students are satisfac- .. )
torily rlaced in the occupation for which they pre-
pared. (NEGATIVE
° Negative (unplanmed, undesirable) outcomes are OUTCOMES :
avoided,

. GUIDELINES

1. There is evidence that the institution achieves its stated voca-
“tional/technical education objectives. ...,

2. The school has evidence that a high percentage of students admitted

into vocational/technical educaticon achieve the objectives for which

they enrclled. . e
3. The institution routinely collects, analyzes, and disseminates data

showing how well its and its students' vocational/technical educa-

tion objectives have been met. Such data are made publicly avail-

able and are provided to potential enrollees. ...,

4. The institution routinely collects, analyzes, and publishes data

showing how well it is carrying out its purposes and mandate with

respect to meeting the vocational/technical education needs of all

members of its clientele. e
5. Data for 1,2,3, and 4 above are of such nature and quality that 2
they do in fact furnish evidence of how well vocational/technical
education objectives have been met, ‘and provide a basis for main-
taining and improving quality of vocational/technical education
services. e
6. There is evidence that the school can reasonably be expected to

continue to meet its stated objectives for the foreseeable future. = .....
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INDICATORS OF SUCCESS
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cenen 7. The school is successful' in avoiding negative outcomes of vocational/
technical education.
INDICATORS OF SUCCESS of a vocational/technical education institution may
include such factors as the extent to which:
a. Graduates obtain, hold, and advance in jobs related to their
field of preparation.
b. The institution has a demonstrable impact on social and
economic conditions in the community, such as:
i ° Rate of employment and under-employment.
° Earnings of former students.
Increased revenues from taxes of former students, and
reduced welfare rolls.
° Quality and quantity of services available in the commu-
nity.
° New industries attracted in part by the presence of the
institution. )
c. Graduates feel their preparation has . been relevant to em-
ployment needs. .
d. Employers feel gradua?gs have been well prepared for their
jobs. B
e. Graduates are satisfied in their jobs.
f. Leaving students indicate that their vocational/technical
education objectives have been met.
g. Former students return for education to upgrade their skills
and technical knowledge.
h. Employers, particularly employers of former students, con-
tinue to seek graduates.
i. The school enjoys a favorable reputation in the lay commu-
nity and among employers.
j. Former students refer potential students to the institution.
k. Students' total school achievement is favorably affected by
their vocational/technical education experience.
1. Students are aware of the school's continuing interest in
them.
m. The school hés a good reputation among peer institutions.
n. Former students are active in the community in support of
’ budget requests and elections.
o. The school is supported by its community in such ways as:
° Passing bond issues.
° Making gifts of equipment and instructional supplies.
° Supplying instructors with information, llterature,
and documents. . . *
Sharing training materials.
° Accepting school personnel and students for training
purposes. '
. ° Assisting in securing competent instructors.

(-]

ISP Discussion .Only 40



Pilot Test Edition 12-71

INDICATORS OF SUCCESS
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NEGATIVE OUTCOMES and indices of negative outcomes include:

a.
b.
C.
da.
e.
£.
g.
h.
i.

Physical injury
Failure

Withdrawal*
Absenteeism*
Tardiness*

Behavior problems

Poor social adjustment

_Placement~in programs not chosen by student
Expressed df ssatisfaction of:

°students

°graduates

°employers

°parents

°clientele
Stigmatization of vocational/technical students
Unsatisfactory job performance of graduates

Inability of graduates to obtain or hold a job in field of

preparation
Poor placement rate

* Withdrawal, absenteeism, and tardiness are not in and of themselves

indicators of negative outcomes.

Rather, they call for explanation.

They may on occasion reflect desirable outcomes such as satisfactory
employment and education continued in spite of conflicting work schedules.
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Delivery Systems

CHARACTERISTIC
The delivery system for vocational/technical education EVALUATION:
ineludes all modes of delivery and all learning situa-
tions required to achieve the desired results and to ceees

reach and serve all members of the institution's clientele
who need its services. The auspices and mode of render-
ing service are compatible with high quality, reasonable
cost, and fle¥ibility in adapting to changing occupational
conditions to individual student charaecteristics, in-
terests, and ability to bemefit from training.

The delivery system in public inetitutions reflects their
charge to provide occupational instruction and supportive
services to all persons of all ages who need and can bene-

fit from them, in the community served. : .
GUIDELINES -
1. There is evidence that the following factors have béen taken into
consideration in determining the mode of delivery of vocational/
technical education services: ) ’
a. Acceptability to clientele. ceeas
b. Effectiveness in developing job competency and Jjob
compatibility. cenae
c. Ease of transition from school to employment. - ' ceaas
d. Availability of existing delivery systems. ceaee
e. Effriciency (time required by different modes of dellvery
for developxng the same degree of competency) . ceeas
f. Cost. ' P
g. Flexibility (ease of phasing in and out; ease in adapting
to changes in labor market conditions and to differences
in individual needs, abilities, and circumstances). ceene
2. A variety of modes of delivering VQCational/technical education

services are being explored and used to assure high quality service
acceptable to and suited to the clientele, such as:

a. Institutional and on-the-job training

b. Cooperative programs ¢

c. Relevant work-study programs

d. Apprenticeship programs

e. Employer sponsored training programs

£, Programmed instruction, alone or ln comblnatlon with other

~means of 1nstruCtlon
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DELIVERY SYSTEMS
Institutional Form

3. To meet
variety

a.

b.

<.
d.

e.
£.

g.

h.

i Ry

=}

.;... 4. Data as

Correspondence study, alone or in combination with other
means of instruction

Training in 22;1%\ ers

Televised instruction and other innovative &pproaches

Concentratgg— and spaced-time approaches, such as weekend
workshops

Contracts with existing instructional facilities

needs of the clientele the institution offers a sufficient

of programs and services, such as:

Preparatory programs

Supplementary programs for employed workers

Short~term courses to accomplish a particuplar limited
objective

Supervisory training programs, both in-school and in places
of employment

Management training

Programs teaching English as a second language

Instruction in correctional and other institutions to assist
inmates in obtaining suitable employment upon rele.se

Programs for persons who have recently been, or will short-
1y be, separated from military service

Vocational rehabilitation programs for the handicapped

Programs for persons who are unemployed, in danger cf
becoming unemployed, or employed in low-paying jobs

Communication and job-hunting skills training

Programs for minority groups and the disadvantaged

Isstruction conducted in the students! native language

.

«

to expected and actual cost and results of. various modes

of delivery are available and have been utlllzed in planning and
evaluating modes of delivery.

ceeas 5. The range of programs offeied is sufficient to serve the full range
of abilities represented in the clientele.

casae 6. Means for carrying out objectives are consistent with established
principles of learning and human development.

7. The delivery sysfem(s) includes all functions necessary to achieve
the desired results, including:

R a.

ceses b.-
ceees c.
ceees - d.
ceens . e.
cecae f.
ceoes ' 9.
ceoas “h.

cenes 1.

ceens j.

. Discussion Only

Population needs analysis ‘

Promotion, outreach, and student recrultment

Guidance, counsellng, placement, and follow—up

Job market (i.e. job availability) analysis

Occupatlon performance requirements analysis (job analy51s}
Program planning and review

Course development and 1mprovement‘

Resource development

Instruction {shop, related, and occupatlonal theory)
Evaluation, reporting,’ andvtestlpg :
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MANAGEMENT:

Organization; Governing Bedy

CHARACTERISTIC
The institution i8 effectively orgnvized to faciiitate EVALUATION:
the inmstructional process and fuljzll ite vocatzonal/
technical education objectives. It is ethieal in all cenes
‘relationships with individuals and other institutions.

GUIDELINES

1.

10.

11.

The institution is legally authorized to conduct vocational/technical
education. cesas

The institution has a duly constituted governing body, .legally re-

sponsible for the operation of the institution. ceene

Names, addresses, terms of office, and biographical sketches of
members of the governing body are included in the catalog of the
institution. . ' cenes

There is provision for repxesentatlveneSS and continuity of mem-
bershlp of the governlng body . o ) v ceesn

The governing body approves written-pollcies for institutional
operation, which policies demonstrate itg comini tment to and support
of vocational/technical education. S ceses

The governing body appoints an'administrator who has authority and
responsibility for the day-to-day operation of the institution, and
who has demonstrated his commitment to vocational/technical education. ceeas

The governing body maintains clear lines of demarcation between its _
authority and that_oﬁrthe administrator of the institution. o e

.The governing body has a written and comprehensive code of regula-

tions for steps used 1n determlnlng its p011c1es, organization, and
procedures. ‘ » Geone

The governlng body holds regular meetlngs at stated tlmes to carry

out its.declared functlons. .o . , PR
The governlng body functlons only when in off1c1a1 se541on5. ' e
Meetlngs of the governlng bOdles of pub11c 1nst1tutions are open

to the publlc and minutes of the meetlngs are avallable to the public. P

T
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PN 12. The governing body makes provision for institutional and program
evaluation on a continuous basis, including evaluation of it
own role and function, and including an audit of the evaluatfion
by outside examiners.

e 13. The governing body authorizes the preparation of an annual budget
and conducts open sessions to facilitate its presentation.

oo 14. The governing body makes provisions for periodic financial audits
by impartial outside auditors.

ceeea 15. The governing body protects faculty, other staff members, and stu-
dents from exploitation.

-

The organizaticnal structure of the institution reflects its recog-
nition of its most important mission as the growth and development
of its students into occupationally competent, effective citizens.

[
(o1
L]

ceses 17. The institution does not refer to itself as "accredited” unless
a) it indicates by what agency or organization it is accredited,
and b} the accrediting agency is one which is listed as a na-
tionally recognized accrediting agency by the U, S. Commissioner
of Education. ‘
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' MANAGEMENT:

Adminisfrai’ion

"Educational administration is the process of planning, organizing,
and operating an educational activity for achieving the objectives of
the activity. There must be some organized manner for allocating the
financial, material, and personnelresources which are available to an
activity. There must be some method of developing policy, coordinating
activities, and assessing the achievements of the use of these resources
‘in relation to the goals of the activity. This process is administration."*

CHARACTERISTIC
Adhinistfative funetions are effectively discharged and EVALUATION:
facilitate the achievement of the institution's voeation-
al/technical education objectives. ) e
GUIDELINES

1. The chief administrator of the institution exhibits commitment to,

and an appreciation for, vocational/technical education and acts

to create an atmosphere conducive to good vocational/technical

education instruction and supervision. - e
2. The chief vocational/technical administrator reports to and is

directly responsible to the head of the institution, to the local

education ‘agency, or to the governing body; his position is not

less than that of any other administrator at the same organlza—

tional level. ‘ T , : ' ceeen

3. Lines of authority within thevorganization are clearly established. tesee

4. Appropriate administrative‘authority is delegated inko;der that
responsibi}ities may be discharged effectively.- e oee

5. Effective communication, both horizontal and vertical, is maintained
'throughout the organization; there is good communication between
vocatlonal/tethnlcal education personnel and- the rest of the insti-
tutional communlty. - . o : ‘ ceses

6. The chief administrator of the institution publishes and distributes
within the institution necessary policy manuals and documents delln—
eating operatlng procedurts. " ; S « ceeen

* J Chester Swanson. "Crlteria for Effective Administration of Voca-
tional Education." 1970 Convention Proceedings Digest (Washlngton, D.C.:
\merican Vocatlonal Association, May, 1971), p. 98.

-
.
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ERIC

10.

“11.

12.

The chief vocational/technical education administrator is authorized
to establish and does establish administrative councils, faculty
committees, student groups, and groups representative of the commu-
nity, and communicates with them in matters that affect them.

Administrative, supervisory, and instructional staff meet period-
ically to review, discuss, and medify operating practices relating
to vocational/technical education.

The chief administrator and the chief vocational/technical educa-
tion administrator are knowledgeable about the State Plan for vo-
cational/technical education -and applicable federal and state laws
and regulations

The chief vocational/technical education administrator has the abil-
ity to create harmonious and effective working relationships among
the vocational/technical and other institutional personnel.

The environment or “climate" of the institution is favorable to
achieving vocational/technical education objectives,

The chief administrator and/or chief vocational/technical adminis-
trator exerts leadership in activities which involve:

a. Assessing needs for vocational/technical education.

b. Defining the institution's vocational/technical education
objectives and stating them in measurable terms.

c¢. Coordinating and focusing school efforts to meet vocational/
technical education objectives.

d. Measuring and publicly announcing the extent to which voca-
tional/technical education objectives have been achieved.

e. Assuring that acceptable criteria for measuring learner
performance liave been prepared and are being implemented.

f. 1Interpreting wvocational/technical education to the commu-
nity by reqgularly dispensing information about programs
and servjices offered; about vocational/technical education
students and staff; and about successes and limitations
of vocational/technical education in ,the school.

g. Seeking and utilizing all available sources of funds and
other resources.,

h. 1Involving staff, students and community representatives in

_ decision-making. ’

i. Consulting with staff in determining their needs for in-
service improvement.

j. Planning and providing resources for programs of in-service
improvement and professional growth of faculty and staff.

k. Encouraging study and use of methods and materials to ex-
"pedite learning and give greater assurance of achieving
the desired outcomes. .

1. Encouraging participation in vocational/technical education.

m. Recruiting students from among the clientele.

Discussion Only 48
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ADMINISTRATION
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n. Arranging such remedial education as is needed for success-

ful participation in vocational/technical education. = .....
0. Planning and providing resources for systematic student

placement and follow-up activities. e
p. Allocating resources needed for successful vocational/tech-

nical education. L.,
g. Actively seeking community involvement and support.  .....
r. Utilizing a vocational/technical education General Advisory

Committee and an Occupational Advisory Commlttee for each

vocational/technical education program. e
s. Consulting with Advisory Committees for purposes of im-~

proving vocational/technical education and sérvices. e
t. Providing for on-going evaluation of vocational/technical

education offerings and outcomes, program objectives,

content and outcomes, and student performance. = .....

13. Staff members are effectively organized to fulfill the vocational/
technical education objectives of the institution. ...,

14. An organizational plan exists which clearly defines and specifically

assigns duties and responsibilities to each member of the staff. ceue
15. Vocational/technical education staff, including instructors and su-

pervisors, are involved in such schoolwide decision-making activities

as program planning, policy formulation, and public information

projects. L,

16. The chief administrator and vocational/technical education administra-
tor are aware of faculty needs and provide necessary time and resources
for: i
Planning cea s
Preparation of teaching-learning materials e
Periodic evaluation of student performesice ...,
Evaluation of teaching in terms of stuient progress = .....
Attendance at faculty meetings and participation in faculty
projects oo
Attendance at appropriate professional meetings (...,
g. Participation in activities for in-service growth and im-
provement e
h. Instructor involvement in placement and follow—up activities e

o LoD

Hh

17. A planned program of staff development is in operation. e

18. For all programs of staff development:
a. Desired outcomes are clearly defined and described in
cooperation with the participants. ceene
b. An evaluation process is cooperatively developed to deter-
mine if the levels of performance expected have been
achieved. e

19. The staff development program includes provisions for up-dating
and up-grading hoth occdupational and professional skills. ceaen

Q

ERIC
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ADMINISTRATION )
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..... 20. Budgets, schedules, and staffing include provisions for staff de-
velopment activities. :

2l. In-service training includes instruction in:

..... a. How to use Advisory Committecs effectively
..... b How to work with labor and employers
..... c¢. How to make occupational analyses
d How to write performance objectives
..... e How to measure student performance in terms of each stu-

dent's career objectives.

..... 22. If the area is bilingual, the staff development program prepares
and teaches counselors and others to use the language of the people
to be served.

e 23. Administrators participate in in-service training activities to
enable them to select and develop competent personnel and to
recognize and insist upon competency of instructors and super-
visors.
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MANAGEMENT:

Staff

CHARACTERISTIC

The staff ts adequate to fulfill objectives and carry EVALUATION:
out all needed functions.

GUIDELINES

1. Positions in the institution have been identified and established
in light of functions needed to carry out the institution's voca-
tional/technical education objectives. c.een

2. Adequate personnel are employed to enavble the institution to carry
out necessary functions in connection with vocational/technical

education, including:

a. Public relations; public information i
b. Student recruitment e
c. Placement and follow-up ' .
d. Guidance and counseling seees
e. Research and surveys as to population and labor market needs  .....

! f. Occupational analyses
g. Coordination of community resources including cooperative

work study positions  eeeen

h. Evaluatiom e
i. Institutional/program/course planning; determining and

stating objectives N

3. The institutional éommunity has been involved in establishing
staffing patterns.

4. staffing patterns are known and understood by members of the insti-

turion.
5. Pogition descriptions are available and kept up-to-date. weeen
6. Established positions are filled promptly. : feese
7. Each instructor has an equitable teaching load and schedule. .;...

8. Well-defined and equitable procedures exist for the release of
personnel.
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..... 9. Personnel policies and institutional environment contribute to staff
retention and effectiveness {salary, leave, retirement, working con-
ditions, staff-administration relationships, work load, etc.).

..... 10. The number of instructional and supportive staff is adequate in con-
sideration of:

a. Number of students enrolled

b. Frequency of admissions

¢. Total teaching and non-instructional responsibilities of
the faculty (such as: clubs, athletics, cooperative work-
study)

d. Number and type of programs

e. Desirable instructor=-student contact

f. Nature of instruction (laboratory/practical/classroom/work-
study)

g. Number of work stations

h Methods and materials used in instruction

. i. Number and location of private and public facilities where

students receive practical training

j. Nature of the student body {secondary, postsecondary, adult,
residential)

STAFF QUALIFICATIONS

11. Staff members are qualified and competent for the responsibilities of
the positions they hold; they:

..... a. Are considered competent by the appropriate Occupational

h ' Advisory Committee.

MR b. Have an appropriaﬁe background of professional prepara-
tion in vocational/technical education.

..... ¢. Have had practical paid experience in the world of work.

12. Instructional, supervisory, and administrative staff:

..... a. Communicate effectively with employers, crganized labor,
and others in the community.

..... b. nre dedicated to the institution's vocational/technical
education objectives.

..... ¢. Show an awareness of the needs of the community.

Exhibit a concern for the needs of individual students.

..... e. Accept current philosophy and practices in vocational/
technical education as evidenced by providing training
and retraining for all persons, expanding course offerings
to include new and emerging occupations.

..... f. Maintain active membership in relevant professional organ-
izations and attend relevant professional meetings.

..... g. Participate in a continuing program of self-improvement.

[o )

..... 13. Instructors, coordinators and supervisors have demonstrated com-
petence in the occupational or subject matter area taught.

ERIC,
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14. Shop instructors have had paid work experience in the occupation
taught, and are recognized as competent in the occupation. = .....

15. Coordinators have employment experience clbsely related to the occu-
pations represented in the couperative program. ...,

1l6. Vocational/technical education supervisors have had paid experience
in the world of work closely related to the areas supervised. = .....

17. Teachers of related subjects have had sufficient experience in the
world of work to provide them with an appropriate background to
lend relevance and practicality to their teaching. ...,

18. Instructors have personal characteristics which are conducive to
effective teaching and which serve as models of those accepted in
the occupation taught (such as speech, dress, deportment, ethical
relationships). e

19. Instructors, coordinators and supervisors have current credentials
or licenses required in their respective occupational fields.  .....

20. Instructors, coordinators and supervisors are proiessionally com-
petent and able to:
Identify curriculum content. ...,
Evaluate student progress continucusly. ...,
Orgar.ize naterial into effective learning seguences. — .....
Utilize appropriate media and methods. ...,
Organize and manage the learning situation effectively. e
Aork effectively with others (students, faculty, adminis-
tration, community). i
g. Participate in establishing and implementing institution,
program and curriculum goals. L.,
h. Assist students in their selection of occupational goals.  .....
i. Make and use studies of student and community needs. = .....

[ S I o TR O N o i 1]

21. Supervisors:
a. Are capable of promoting in-service improvement of instructors. .....
b. Are competent in analyzing curriculum content, technical
information, and other subject matter. ...,
c. Are capable of preparing activities designed to dmprove
instructional competence. ...,
d. Are competent to assist instructional staff in the selection
of facilities, equipment, and instructional materials. = .....
e. Are capable of evaluating instruction and of identifying
strengths and limitations.
f. Understand the role and importance of vocational/technical
education in economic development and community growth.,  .....
oy
22. Instructors, coordinators and supervisors regularly contribute to
their professional growth by:
a. Attendance at relevant in-service workshops.  .....
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B

b. Returning to their occupational fields for upgrading and’
refresher trainfing and experience.

c. Pursuit of relevan: college courses in technical and pro-
fessional areas.

d. Attendance at regional and national conferences.

e. Visitations to business or industrial situations and to
other schools.

f. Active participation in local industry-employee groups.

SUPPORTING PERSONNEL

..... 23.
..... - 24.
..... 25.
..... 26.

27.

28.

[mc

Enough competent supporting staff are provided to insure efficient
operation of the institution.

Supporting staff are selected on the basis of their qualifications
for the particular positions they are to fill.

In-~service training is provided for supporting staff on a continuing
basis.

The duties and responsibilities of supporting staff are clearly
defined and specifically assigned.

Office personnel (clerical,‘seqretarial, and accounting staff):
a. Are adequate in numbers to achieve the objectives of the
institution.
b. Provide services necessary to maintain adequate student
- records, financial records, and teaching materials.
c. Are responsible for such correspendence, reports and records
as may be dictated by institutional requirements.

Custodial and maintenance personnel:

a. Are adequate in numbers to maintain buildings, grounds,
operating eguipment and instructional equipment in good
condition.

b. Give special attention to conditions affecting health and
safety. =

c. Are alert to:the prevention of accidents.

d. Provide adequiate preventive maintenance tc insure eff1c1ent
operation of the plant and facilities.

e. Have(adequate-pre—service and in-service training.

Adequate provision is made for handling medical and health needs
and emergencies.

Qualified medical assistance is immediately available.

. At least one person qualified to administer first aid is always in

the school building when school is in session, and readily accessible
to shop areas.
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32. A written policy for dealing with emergencies is in effect. e

33. If food services are offered:
a. Competent personnel are provided to operate the food
S services program. ’ N
b. Health examinations are required annually for food service
personnel. L

34. Consideration is given to the employment of paraprofessional per-
sonnel to aid instructors in carrying out their responsibhilities. e

35. When teacher aides are employed, teachers and teacher aides have
sufficient time for planning together and organizing their work. = .....

-

55 For Discussion Only



Pilot test Edition 12-71
Institutional Form

MANAGEMENT:

Finance and Business Management

CHARACTERISTIC

EVALUATION: Adequate financial resources are available to carry out
stated vocational/technical education purposes and objec-
..... tives, and are allotted on the basis of vocational/tech-
nical education needs.

GUIDELINES

..... 1. The financial structure for the establishment, maintenance, oper-
ation, and further development of vocational/techpical education is
adequate to guarantee quality and continuity.

..... 2. There is evidence that immediate and long-range planning for voca-
tional/technical education is correlated with needs for program
operation and with anticipated financial resources.

..... 3. A budget exists which is based on present and projected vocational/
technical education activities and needs.

..... 4. The budget provides for all functions and items necessary for carry-
ing out stated vocational/technitCal education objectives.

(63}

Financial policies permit sufficient flexibility in administering
the budget to adapt to changing conditions.

..... 6. Funds are budgeted in accordance with an annual plan for the procure-
ment and maintenance of learning resources.

..... 7. Funds in the budget are allotted for replacing equipment on a planned
schedule. ’

..... B. Funds in the budget are allotted for new equipment required to meet
projected needs.

..... 9. There is evidence of staff involvement in budget development.
..... 10. There is evidence of dynamic leadership in obtaining financing from

a variety of sources to assure that community vocational/technical
education needs are met. ‘

El{lC )
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11. Funds are budgeted to provide for travel of instructors and stu-
dents in connection wich instruction. ...,
12. There is evidence of efficient management, adequate financial records
and controls, and gcod business practices used in administering the
institution. L.

13. The system of financial reporting permits an analysis of costs by

progranm. 2R
14. The average annual per-student cost of training is computed and is

available for the institution; for vocational/technical education

in the institution; and for each occupational program.  .....

15. Recoird systems permit an analysis of the cnsts and benefits of var-

ious modes of delivering services. ...
16. Organized procedures that meet legal requirements and accounting

standards are used for receipt, deposit, safeguard, disbursement,

and management of all funds. .

17. Persons handling, collecting or responsible for funds are bonded
to the appropriate limits. L.

18. The vocational/technical education administrator is assured fiscal
independence following budget approval. e

15. There is an adequate system for control of purchasing, sales, and ‘
expenditure of funds. L.

20. A perpetual jinventory of instructional and non-instructional equip-
ment and supplies is maintained and reconciled annually. . .....

2]1. Instructional and non-instructional supplies and materials are
stored and issued in a businesslike manner. e

B L4

22, There is adequate insurance or other provisions to protect facilities
and instructional equipment. against damage or loss from natural and
other hazards and assure continuity of instruction. ceene

23. The institution or system maintains sufficient insurance coverage
to protect it and its personnel against liability and malpractice
suits. ‘ cennn

24. Unless contrary to law, insurance is provided to pay hospital and
medical expenses of staff, students, and the general public injured
on the school premises or elsewhere while engaged in school business
or activities. ’ ) cenea

25. Provisions of time and funds are reflected in the annual budget for
professional development of faculty and other staff members. cesen

O
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cesaa 26. Records and reports appropriate for fiscal accounting, including
those needed to meet federal requirements where appropriated funds
are involved, are maintained for work study and cooperative voca-
tional/technical education.

..... 27. Maintenance, guarantee, and eguipment lease records, as well as op-
erating instructions and manuals, are maintained.

TUITION

..... 28. The amount of tuiticn charged is reasonable in light of the educa-
tional services rendered, equipment furnished, and the school's
.operating costs.

..... 29. Each student's official record shows clearly the amounts of money
paid by the student, including application fees and the amount due
from him for. tuition and other charges.

..... 30. The institution uses an enrollment agreement form which clearly out-
lines the obligations of both the school and the student, and a copy
of the enrollment agreement and data covering costs and payment
plan is furnished the student before any payment is made.

..... 31. Enrollment agreements which serve as contracts for payment contain
in prominent type a certification by the student that he has read
the agreement and understands that it is a legal contract, binding
him to tne payment of stipulated fees.

..... 32. Potential stude?ZZ are encouraged to visit the school and observe
classes without‘ebst or obligation prior to enrollment.

“e. 33. Tuition collection practices and procedures are fair and follow sound
and ethical business practices; they encourage the progress of stu-
dents and seek to retain their goodwill. )

34. If promissory notes or contracts for tuition are sold or discounted
to third parties, .
..... a. Enrollees or their financial sponsors sign a staterent
authorizing such sales, aq?
..... b. The school complies with kﬁe c&ncellatlon and refund pol-
icies described in }ts catalog ana nrollm%pf agreement.

35. The school has a definite and wtltten policy for the settlement of
cases where students dlqcontlnud training. Such pglicies are equi-
table with respect to: P - . -

----x*ﬁ a. Gan&g;latlon of enxollment befére classes i

e Ei b. /Nlthdrawgl after/claqses cofmmencse . !

e Y v W1thdraw&l‘for r%asons clear;y»beyond thehcontrol of the

1 o student. “_ _J ; N

Va Nigp e , Shas

commence .
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36. The institution's refund policy is published in the enrollment
agreement and in the school catalog and is adhered to. ...,

37. Records are maintained on tuition refunds and enrollment cancella-
tions to provide a reference source for isanagement analysis. = L....

38. Efforts are made to provide scholarship4, tuition waivers, loans,
a deferred payment plan, and/or other means to enable e¢conomically
disadvantaged students to participate in vocaticnal/teci.nical edu- = ...
cation. - :

Axd
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EVALUATION: A vocational/technical education General Advisory Commit-

ERIC p;

Full Tt Provided by ERIC.

5

MANAGEMENT:

General Advisory Committee

An institution providing vocational/technical education needs an
organized mechanism for assuring that' its services are acceptable to
the clientele and to employers, and for keeping its services current
with its clientele's needs and with the needs of the labor market.
Public institutions frequently are reguired by law to have a General
Advisory Committea to fulfill this function. In addition, public in-
stitutions are normally expected to have Occupational Advisory Commit-
tees to assist each prcgram in keeping current with the requirements
of the occupation for which it prepares and to assure the acceptabil-
ity of the program to the clientele.

Whether or not required by law, such committees have been found to
be highly desirable and useful to vocational/technical education. It
is important that where the committees exist, they be used effectively,
rather than perfunctorily.-

The follo&ing items apply to the General Advisory Committee where

used. A separate section for Occupational Advisory-Committees is in-
cluded to be used by program personnel.

CHARACTERISTIC

tee effectively represents occupational interests and the LE

interests of the clientele in planning and operating voca-
| tional /technical education.

GUIDELINES

l. The governing body has approved the appointment of a General Ad-
visory Committee Tor vocational/technical education which exists
as a formal organization.

2. The membership of the General Aévisory Committee is broadly repre-
sentative of the clientele and of groups concerned with vocational/
technical education, such as labor, employers, social and economic
planning agencies, former students, the State Employment Service,
and others. » ' :

3. The Committee functions well and is used effectively.
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4. The Committee advises and assists in such matters as:

a. Conlucting and interpreting labor market surveys and surveys
o‘. clientele needs.

b. Establishing and terminating programs according to clientele
an? labor market need. '

c. Evaluating overall institutional effectiveness in vocational/
technical education.

d. Determining membership and function of Occupational Advisory
Committees.

e. Selection procedures, sources and qualifications of appli-

" cants for employment. N

A

5. The Committee helps the schocl to gain support for its vocational/
technical education activities, to interpret them to the community,
and to keep them relevant to documented need. ceeen

6. Committee members devote sufficient time to Committee activity. N

7. The Committee meets regulorly and as the need arises to consider
matters pertinent to effective school operation. . e

8. Minutes of Committee meetings are available for examination and
reference by the institutional community. : e

9. Faculty members and school officials:
a. Provide the Committee with information it needs to carry
out its responsibilities, and e
b. Are encouraged to act as resource personnel and staff for
the Committee. P

10. The vocational/technical education administrator:

a. Informs Committee members of their functions and respon-

sibilities as well as the philosophy and objectives of

vocational/technical education. ' e
b. Familiarizes Committee members with pertinent laws and reg-

ulations, and with school policies and operating practices. e o
c. BSeeks the advice of the Committee and is prepared to act

upon sound Committee recommendations. cenaa
d. Assures that preparation for meetings is adequate to meet

the needs of the Committee. - e e
e. BAssures that work of the Committee and Committee members

is given public recognition and appreciation. cee e

.11. General Advisory Committee activities are analyzed, delineating
major recommendations and actions taken to implement them. e

~
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Planning f

CHARACTERISTIC §

EVALUATION: Systematic procedures are used in planning, and plans

exist for the orderly operation and development of voca-

..... tional/technical education services suited to the needs of

the people the institution is expected to serve and real-
igtic in terms of labor market needs and trends.
GUIDELINES

..... 1. The institution has systematic plans for the long-range development
of vocational/technical education; these plans are part of a total
design for institutional development.

..... 2. The plans of the institution provide enough flexibility tc meet
emerging clientele needs for vocational/technical education.

3. Plans include:

..... a. Cost estimates

..... ° capital outlay

..... ° operating costs

..... b. Potential enrollment figures

... c¢. PFacility and equipment needs
..... d. Personnel requirements
{ - 4. Plans establish priorities and provide for sufficient funds for both
new and existing programs.

..... 5. The plans are realistic in light of available and anticipated funds
and resources,

. 6. The plans assure that all possible resources are identified and con-
template aggressive leadership in the administration of vocaticnal/
technical education.

..... 7. 1Institutional plans for future development provide a basis for making

. decisions in such matters as:

a. Increasing or limiting enrollment

b. Introducing new proyrams and services

c. Expanding, strengthening or revising both instructional
and non-instructional aspects of vocational/technical
education

d. Follow-up studies

e. Improving support functions such as planning, research,
and student recruitment

O

I:
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f. Expanding services to the community

The long-range plan of the institution provides for identifying the
need for and developing new programs, and for phasing out programs
no lonyer needed. L

The governing board, administratién, faculty, Advisory Committees,
constituency, and concerned professional groups are involved in de-

veloping institutional plans for vocatioral/technical education, and

in conducting research to evaluate their effectiveness. ce e

The plans include provision for cooperativz planning with other edu-
cation and training agencies in the area. ...

The plans are periodically evaluated and modified in light of new
developments and known labor market needs. e

The plans of public institutions take into consideration the na-

ticvnal mandate to serve all the people of all ages in the community

who need vocational/technical education; and take special cognizance

of the training and retraining needs of the disadvantaged, the hand-

icapped, new entrants into the labor force, temporary withdrawals

from education, and other special needs groups. ceeas

The plans take cognizance of socio-economic conditions and trends. — .....

—
-*
.
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Research and Evaluation

CHARACTERISTIC

EVALUATION:

Research and evaluation are conducted on a continuing,
systematic basis as integral parts of institutional oper-
ation. All aspects of institutional operation are eval-
uated and results are used to improve service to the
elientele. :

GUIDELINES

ceeen 1.

ERIC

A system of research and evaluation exists to determine how well
the institution fulfills its purposes and meets its stated voca-
tional/technical education objectives.

Research and evaluation efforts are encouraged and supported with
adequate staff, budget. .pace, and other needed resources.

Research and evaluation responsibilities are specifically assigned.

The institution conducts research essential for planning, quality
control, and evaluation. Research includes:

a. Manpower (labor market) surveys.

b. Population needs surveys.

¢. Occupational analyses.

d. Follow-up studies.

e. Studies of the social and economic impact of the institu-
tion's vocational/technical education services.

f. Studies of the relestive cost and effectiveness of alter-

nate modes of delivering Jocational/technical education
services.

There is evidence that planning systematically inccrporates proce-
dures and means for evaluating each activity, so that needed data
for evaluaticn =re routinely collected #s activities are conducted.

All vocational/technical education activities, resources, and func-
tions are continucusly evaluated to assure continuing gquality of
service and to determine how well each 1s contributing to the per-
formance of the total system.

Included are evaluations of:
a. Manpower (labor market) surveys
b. Population (clientele) needs surveys
c. Occupational analyses
d. Follow-up studies
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Impact studies

Cost/effectiveness studies

Planning

Interpretation/promotion

Student recruitment

Guidance and counseling

Instructional programs

Extracurricular, co-curricular activities
Related and support functions ;
Resource development and management, including finances,
_ personnel, community resources

o. Placement and follow-up

p. EBvaluation and research

q. Reporting, including systematic feedback of research and
evaluation results

[ RSN Vo R

e

3 =

As a basis for assessing the extent to which it is meeting the needs
of all members of its clientele, the institution systematically
collects, analyzes, and comp«dres data aboiit characteristics of en-
rolled students and of the clientele served (such as age, sex, em-
ployment status, educational background, minority group status,
handicapped/disadvantaged status, socio—-economic background, and
place of residence).

Periodically (annually or oftener) the vocational/technical educa-
tion delivery system as a whole is evaluated to determine its effec-
tiveness. .

Evaluation specifically includes appraisal by students, former stu-
dents, employers of students and former students, and Advisory Com-
mittees.

There is evidence that each program is perindically evaluated.

Annual reports indicate how each program was kept current with chang-
ing occupational reguirementz; describe the implementation of any
changes; and specify activities implemented to improve instruction
and suggestions for future improvement.

Experimentation is being conducted with new instructional media and
methods and with varying delivery modes which might serve to increase
the efficiency of learning or effectiveness in using resources or
meeting needs. '

Evaluation results are used to keep vocational/technical education
efficient, meaningful, and -palistic; to keep the public informed
of results of vocational/technical education; to stimulate and re-
inforce learning; and to promote an institutional climate supportive
of vocational/technical education.
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..... 14.

..... 17.

..... 18.

..... 19.

There is evidence that recommendations from evaluations are imple-
mented.

Evaluation results are expressed in terms of positive achievements
insofar as possible rather than in subjective terms.

. A range of evaluative technigues is utilized, sufficient to encom-

pass the range of desired outcomes in terms of student growth and
institutional service to the community.

Research and evaluation efforts focus especially on developing kinds
of data that can lead directly to improving services to students,
the public, and the world of work.

The institution provides administration and program personnel with
necessary consultant services and expert assistance in setting up
systems needed for research and evaluation.

Evaluations of performance of students, faculty, and staff members
are democratically conducted, with emphasis upon self-evaluations

to be used diagnostically in planning future activities. Evaluation
is in terms of the individual's progress toward his own performance
objectives, planned in light of occupational requirements, rather
than on the basis of comparing his performance with that of other
people.
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STUDENT PERSONNEL SERVICES:

Recruitment and Admissions

Recruitment includes all the activities in which an institution en-
gages to inform its clientele of the services it provides and to encour-
age their participation. Recruitment thus represents the first contact
with potential students. As such it initiates the counseling and edu-
cational process and constitutes the first ste. in motivating learning
and in helping people recocnize and utilize their talents.

Admission is the formal process of enrolling students in the insti-
tution. It is the second important stage of contact with students and
thus the second step in the educational and counseling process. It
should be conducted in a manner consistent with this fact and with the
institution's philosophy and objectives. It should reflect respect for
students as individuals and a recognition of the Ffact that the institu-
tion exists solely to serve the needs and aspirations of its clientele.

CHARACTERISTIC

Recruitment and admissions policies and practices contrib- EVALUATION:
ute to fulfilling the institution's voecational/technical
educatzon purpose and objectives and help make vocational/ ces
technical education avatilable to all who need and want it.

GUIDELINES

1. Recruitment policies and practices are consistent with the insti-
tution's purpose and stated objectives. ...

2. Recruitment policies and practices are such that recruitment serves
as an initial step in motivating learning and in helping people
recognize and utilize their talents. caee

3. Vigorous efforts are made to insure that junior high school students,
senior high school students, out-of-school youth, adults, and spe-
cial need groups are informed of the vocational/technical education
opportunities available.

4. There is evidence that the institution is suzcessful:

a. In recruiting handicapped and disadvantaged members of its
clientele; and L.
b~ In establishing conditions that enable handicapped and dis-
advantaged enrollees to achieve their occupational objec-
tives.

O
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.....

Published materials and oral statements to

5.
potential enrollees are factual and accurate.

6. Brochures and materials describing che school and its programs are
availahle and widely disseminated throughout the community and
school system.

7. Counseling staff and instructional staff participate in recruitment
and promotion efforts.

8. No attempt is made to discourage students from participation in
vocational/technical education offered within the institution ox
by any other institution. -

e

ADMISSIONS

11.

12.

13.

14.

15.

16.

17.

18.

——9.._Policies and reguirements for ad- ission to the institution are

clearly expressed, published, and widely disseminated.

. Admission policies and practices are consistent with the institu-

tion's purpose and stated objectives and reflect the needs of all
members of its clientele.

The range of programs offered is sufficient to serve the full range
of abilities represented in the clientele. i

Admission policies and requirements for all vocational/technical
education programs in the institution are clearly expressed, pub-
lished, and widely disseminated in the school and community.

All applicant:s ho meet stated requirements are eligible for sdmission.

The institution exerts itself to enable each student to be admitted
to the program of his chnice.

Applicants unable to meet particular admission requirements are given
help in remedying deficiencies, or in selecting other programs appro-
priate to their preparation and objectives.

Licensing regulations and other factors that may affect emplcyability
are explained in published materials provided to students. Care is
taken to assure that students fully understand and can meet- such re-
guirements. ' -

Before entering a vocational/technical education program, students are
informed of the physical demands, beginning salary, economic and work-
ing conditions, and hazards that may be encountered upon employment.
Policies provide for advanced placement of qualified students and for
transferability between similar programs.

-~y
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STUDENT PERSONNEL SERVICES:

Guidance and Counseling

CHARACTERISTIC

An organized, coordinated program of .guidance and coun- EVALUATION:
seling exists as an zntegral rart of the total schocl
structure. The program invoives both specialists and ceee
total school staff. It fostzrs maximal development of
individual potentialities by providing schoclwide assis-
tance in the choices, decisions and adjustments that indi-
viduals must make to imove through a vocational/technical
education program and into gainful employment.

GUIDELINES

1. Philosdphy and objectives of the guidance and counseling function
are wg%if%gﬁined; objectives are stated in terms permitting measure-
ment o e extent to which they are achieved. ...,

2. The guidance and. counsellng program is planned; its objectives are
understood by the institutional community. ...

3. There is evidence that each vocational/technical education student
.« has a definite career objective and that his present instructional
program is a definite part of his vocational choic
: N
" 4. Provisions are made for continuously evaluating and improving the
effectiveness of the guidance and counseling services rendered. = .....

5. The administrative staff supports the guidance services by inter-
preting the guidance program to staff and students and by orienting
staff and students to the program. i

6. The school identifies the potential for employment in various occu-
pational fields and disseminates this information to all school
personnel, to parents, to students, and to prospective students. = .....

7. Classroom instructors and guidance and counseling staff coordinate
their efforts to meet needs of students; each makes referral to the
other wnere such referral appears to be in the best interest of the
student. . ; R,

- 8. The administrative staff supports the guldance services w1th ade-
quate resources, including:
a. Budget ceaes
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: » ° other staff members
: - ° community agencies
: ° government
: ° advisory committees

. f. Private counseling space that is attractive and accessible

. g. Space for group counseling b
. h. Waiting space for students

. b.
. c. Opportunities for occupational preparation
d.

. b. Professional staff
. ¢. Supporting staff
. d. Facilities, supplies, and equipment

e. Leadership in enlisting the support and coopefation of :

. ° the governing board

° parents
° counseling services of other schools
¢ employers

° referral services

to students

N
1Y

i. Storage space and facilities for:

. ¢ reference materials and information for counselor use

and for student use
° confidential student files

. : J ° confidential test supplies
. ° supplies

9. Counselors have access to extensive, current information about:

. a. Occupations

Requirements for occupational entry

\ Opportunities for employment in various occupations

i
1

f
\ — \
: . !
Qf/;;ovisions are made for counselors to maintain communication and -
corntact as needed with:

. ,a. Students and thei} families

. A b. Institutions froméwhich students transfer
. y c. Institutions to wﬁich students transfer
. d. Area employers !
. e. Administrative, s@pervisory and instructional staff
. f. Appropriate communiity agencies including state employment
offices. i
3 r
. 11. Guidance staff members are kept informed of General and Occupational
Advisory Committee meetings%and are encouraged to obsgrve or partici-
pate. : i
. }
. 12. Guidance staff members are advised of departmental meetings and en-

couraged- to attend in order to facilitate coordination of instruction
and guidance and to keep counselors abreast of program activities.
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13. Counselors are knowledgeable about and assist students with such
" problems as: : !
a. Selective Service obligations and options
b. Scholarships, grants, loans, and other student financial
matters
c. Employment opportunities
d. Student work programs
e. Opportunitiés for further education
f. Schoul and local health services
g. Housing
h. Recreation
i. Student activities
. j. Community programs and services . e

14. Provision is made to assist students and other school clientele
in an individual assessment of their own abilities and interests,
including perscnal adjustments, individual perceptions, and values
important in occupational success and satisfaction. ceene

15. Counselors provide individuals with information and assistance nec-
essary to make meaningful and informed occupational choices. ceens

16. Counseling.is available to adults and out-of-school youth. cnean

17. Counseling is available to students:

a. Prior to entry ] ceeee
b. At entry R
¢. Before leaving e e
d. Periodically while enrolled v ceeas
e. Upon student request cenen
f. After leaving the program or institution e
18. Counselors are active in placement efforts of the institution. ceees

19. Counselors have had prior experience as vocational/technical edu-

cators. 4 ceean

20. Counselors are knowledgeable about and have had* @accessful experience

’

in the world of work. . i ceees

21. Counselors are dedicated to the phllosophy and objectives of voca~
tional/technical education. e

22. Appropriate in-service training is provided foir the guidance and
counseling staff, such as workshops, seminars, continuing formal
education, and opportunities for professional improvement. e

22. A planned orientation program acquaints students and staff members
with policies and personnel of the institution and with guidance

and other services available. ‘ oo
Q
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» ©

ceeen 24. A continuous orientation process is carried on ‘throughout the school
year using such media as bulletin boards, the school newspaper, stu-
dent handbooks, bulletins and group meetings. '

ce e 25, Current orientation literature is available and distributed.

ceaen 26. The confidentiality of all information obtained for guidance pur-
poses is scrupulously maintained.

.
-
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STUDENT PERSONNEL SERVICES:

Placement and Follow-up

CHARACTERISTIC

in operation providing effective placement and follow-up
services as an integral part of institutional operation.

GUIDELINES

1.

-~ 10.
.~ pational information available. #

The institution is successful in placing a high percentage of grad-
uates in jobs related to the field of preparation.

The placement and follow-up functions are definitely assigned and

adequately supported with sufficient staff and other resources to
operate effectively.

Placement information and services are available for all students,
graduates, temporary withdrawals, and other members of the
school's clientele.

Placement activities are an integral part of both counsellng and
instruction.

The curriculum for each instructional program includes activities

to help students seek and obtain employment.

The instructional staff is act1vely involved in placement and follow-
up activities. o

Placement records are kept current and include such information as:
job opportunities, job placements, unsuccessful placements, follow-
up activities. :

Students with the ability to benefit from education beyond that
given by their present school are encouraged and helped when nec-
essary to continue at more advanced schools.

The constraints and limitations affecting student placement are
clearly defined, and efforts are made to expand employment oppor-

tunities desplte ex1st1ng limltatlons

Parents and students are made aware of placement services and occu-

Pilot Test Edition 12-71
Institutional Form

A formalized procedure, adequately funded and staffed, is | EVALUATION:

-----
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,Inatitutional Form

e 11. Regular communication is maintained with public and private sources
of labor market and employment information.

cesee 12. The institution involves advisory committees, public and private
agencies, business and industry, and other groups in its placement
and follow-up activities.

cevas 13. Students are referred to positions which they have.a reasonable
' probebility of filling successfully.

e 14. Students who need part-time employment in order to remain in school
‘ are assisted in securing work that will improve their occupational

skills.
e 15.'Follow~up surveys are used to determine the adequacy, appropriate-

ness, and effectiveness of the institution's efforts in occupational
preparation and placement.

16. Information is available on a program-by—-program basis as to:
e e a. Rate of student failure or withdrawal from the institution.
cee " b. Reasons for student failure or withdrawal.

17. Follow~up data are obtained from all former vocational/technical
students and include information as to:

cemen . a. Employment status: employed, unemployed, or underemployed

cenns ' b. Field of employment: related or unrelated to field of
preparation '

v \ c. Job retention, promotions, ‘and level

v e d. Continued education since leaving school, and whether re-
lated to field of preparation :

cesea e. Satisfaction with occupatlonal preparation provided by the

' . school - '
e f. Satisfaction with placement servxces prov1ded by the school
ceaas g. Satisfaction with the 1nst1tut10n s continuing interest in

the occupational preparatlon and welfare of rormer students

cesan 18. Follow~up efforts include surveys of employers of former students to
"~ Jetermine their satisfaction with the preparation the school provided.

crees 19, Satisfactory school-employer relations are evidenced by the expressed
satlsfactlon of both the graduates and the employers.

ceeas 20. Feedback from employers and other data from follow-up studies are used
in institutional planning, in improving instruction, and in modifying
programs and services.

..... 21. Efforts are made in follow-up and follow-through evaluation to improve
data collection methods; to reduce the number of former students
whose status and whereabouts are unknown; and to increase the use made
of Follow-up studies in improving instruction, practices, and services.

-
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Ingtitu

STUDENT PERSONNEL SERVICES:
Student Educational Records

CHARACTERISTIC

Accurate and complete eumulative records of educational
acconplishment are ssequrely and permavently maintained
for every student, and transeripts iesued upon student
request. Records arve held confidential and aire used to
"help students achieve their occupational cbjectives.

GUIDELINES

\}. A cumulative educational record is maintained forx each student and
--X contains such information as:
a. Up-to-date identifying data
b. Grades
Attendance records
Prerequisites met for admission
Course of study
Graduation and withdrawal data

=TI o}
s .

ition 12-71
tional Form

EVALUAT1ON:

-----

2. Student educational records are protected agaiifist use by unauthor- _

ized persons and agalnst loss from improper handling, fire and
vandalism.

3. The school provides transcrlpt services and issues transcrlpts upon
student request.

4. If a fee is charged for issuing transcripts, the fee is reasonable.

5. Records systems and practices are periodically evaluated and im-
proved.

6. Any information not required for transcripts is kept in separate
locked files accessible only to qualified personnel as they need
it for counséling or teaching.

7. Information of a hlghly confidential nature is not 1ncluded in
' the student'’s records.

8. All information collected and maintained regarding students and
their families is considered highly confidential.

......
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..... 9. Information about students is released only on written instructions
of the student or in consolidated statistical form not permitting
identification of individuals.

ERIC
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STUDENT PERSONNEL SERVICES:
Student Activities

CHARACTERISTIC
Student activities are planned as an integral part of the EVALUATION:
educaticnal experience designed to meet educational obgjec-
tives. : f e
GUIDELINES

1. Activities are provided to meet the needs and interests of all students. .....

2. Activities are planned to contribute to the development of:
a. Social skills ' . ceens
b. Leadership abilities eeas
c. Communication skills e
d. The ability to work effectively with others e
e. The ability to participate in democratic processes e

3. Mozmbership in groups is non-discriminatory and open to all eligible
students. . ceen

4. The purpose of student activities is‘explained to students and par-
ents, and participation is encouraged in accordance with a plan to
meet each student's needs. T,

5. Instructors understand the purpose of student activitiez ‘and elect
to guide activities in line with their capabilities. Ceean
-
6. Emphasis is upon student initiative in planning, conducting, and
evaluating activities. . e

7. BAdequate facilities, financial support, personnél, and time are pro-
vided for student activities. ciens

8. Vocational youth organization activities are related to the instruc-
tional program both in and out of‘classroom; and are emphasized as
co-curricular rather than extracurricular. & : e

9. Youth activities are geared to the level of the program and enhance
skills and/or competencies of students. R se e

10. Alumni associations are encouraged as a means of maintaining contact
with former students for purposes of evaluzting job progress and
meeting their continuing edurational needs. e

O
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-

e 11. All school administrators and staff members are made aware of the
goals and objectives of the various youth organizations and are

encouraged to participate in and associate with the activities of
the organizations.

e 12. A sound public relations program is maintained to promote the activ-
ities of youth organizations,

Q
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Learning Resources

CHARACTERISTIC

Adequate reference raterials and other learning recources EVALUATION:
are available, readily accessible to students and other
members of the institutional commnity, and main‘tained |  .....
in good order.

GUIDELINES ;
1. Adequate library and other learning resources are provided on a
centralized or decentralized basis. N

2. A competent staff maintains library and other learning resources. ceeen

3. The internal organization of the library is such as to make it a

place conducive to study, with open stacks, easy check-out pro-

cedures, and convenient access to the collection. eo e
4. The library and any other centers of independent study have ade-

quate lighting and seating space, including study carrels. cenen

5. provisions are made for the repair, maintenance, up-dating and
storage of books, periodicals, audio and visual materials, and
equipment. cev e

6. A skilled person orients all new students to the proper and effec-
tive use of the library and any other independent study centers. = .....

7. The collection is evaluated each year by professional staff in terms
of such qualities as:

a. Appropriateness of the content for each area of the curric-
ulum. } ceeen
b. Suitability of material to varying abilities of the students. e
c. Accuracy and relevancy of information. cava
d. Physical condition of the materials. ceeen

e. Avallability of more effective or mcre up-to-date learning
resources. i

: T

5

8. Materials no longer ﬁseful or out-of-date are discarded or sold. T e
i

9. A plan exists for determining the adequacy of library and other in-
dependent study facilities based on:
a. Time-space utilization. fevas
b. Stock capacity. ceaes
c. Stock space. ) e
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ERIC

10.

11.

12.

13.

14.

15.

d. Seating capacity.
e. Space for preparing audio-visual materials.

Periodic utilization studies are made of audio and visual materials
and equipment, reference materials, periodicals, and books.

All educational media of permansnt value are inventoried, classified,

‘and catalogued centrally, regardless of where they are housed.

An accurate inventory of the collection is maintained to aid in the
evaluation process.

An up-to-date file of media and materials teacher guides is avail-
able for referenre.

Educational media are organized for convenience, availability, and
effective use.

Staff menbers of the library and any other independent study centers:

a. Involve faculty and students in selection of materials.

b. Coordinate procurement of educational media and equip-
ment purchases by individual departments.

c. Develop an in-service training program for teachers as well
as orientation for new faculty members.

d. Maintain an active interest in current developments in edu-
cational media.

e. Assist teachers in selecting printed and audio-visual
materials for instructional planning and use.

f. Systematically inform teachers of new materials and equip-
ment that havé been acquired.

g. Assist in planning for effective use of educational media
and equipment.

h. -Assist teachers in the development of resource lists of
available materials in special areas.

i. Provide professional assistance in the production of edu-
cational media. ‘

j. Guide students In their selection and use of educational
media in terms of their abilities and interests.

k. &ssist special groups to use instructional resources in the
promotion of their projects.

. ‘ ) ] .
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Physical Plant

CHARACTERISTIC

Physical facilities are and for the foreseeable future EVALUA'TION:
will be adequate for fulfilling the institution's purpose.

GUIDELINES

1. Maximal utilization of buildings and facilities is enccuraged
(e.g. year-round activities, weekend activities, day, eveiiing and
night activities, use by community groups, use by student'activity

groups) . o e
SITE
. . : . ./‘/ o
2. The location is readily accessible to the population to be served. = .....
3. Driveways, walkways, and.p=tking facilities are adequate. e

4. The site is of sufficient size for present operation and for antic-
ipated expansion.of vocational/technical education in the institu-
tion. L e

5. fThe site lends itself to contlnulng optimum utlll,atlon as the
character of the area changes. S i,

6. Any necessary suppcrting services (such as restaurants, school
supply stores, or housing) are in close proximity. - .....

7. The sit2 complies with standards of site selection such as those
related to flood plains, access, drainage, sewsje. - . : e dene
s '
8. The atmosphere 1s conducive to-learning, health and safety, and .
pride in Vocatlonal/technlcal education. S i

9. Utilities such as gas, air, water, and electricity are adequate and
available at appropriate locations within the plant. - .....

w

BUILDINGS‘

10. Buildings meet state and local requizements, including fire and
safety codes. - - -~ Mo
» 11. Provisions have been made to accommodate physically handicapped en-
“rollees and all other special groups to be served.  _....
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e 12. Buildings are adequate in size and design to meet the needs of the
institution's vocational/technical education programs and of its
clientele. -

s 13. Bnilding design and construction are functional and assure
" suitable conditions for achieving vmcational/technical education
objectives.

e 14. Storage space, maintenance areas, rest rooms, offices and lounges
are adegquate for the number of students, staff, and wisitors using
the facilities.

v 15. Stairways are adequate in number and size, well-lighted, properly
' located, suitably designed, sturdy and safe. Both stairwell and
staircases are fireproof. .

16. The planning and construction of appropriate entrances and exits
; to each facility are based on:
e : a. The size requirements of the equiy ent.
ceees 'b. The nature of vehicles or other machines on which work is
A : to be performed.
“eeeg : c. The size of items to be fabricated within the work space.

e 17. Service elevators are available where needed.

«ee.s 718. All corridors and doors to related subjects classrooms aie of suf-
ficient width to allow easy movement of demonstration equipnent in
.and out of rooms.

«+... + 19."Ample space is provided for a free flow of traffic in the corridors.

.ev.. ' 20. Where customer work is to be part of the instructionazl program,
provisions are made for receiving, storing and delivering work
with the least possible.inconvenience to the instructor and cus-
tomer, and with prnvisions for maintaining adequate records.

ceaeat 21. All laboratory facilities which require student change of clbthing
and clean-up are self-contained with locker, shower and lavatory
facilities. Co- .

celdie 22, Flooring materials utilized in each laboratory or shop'are Appro-
priate to the nature of the learning activities within the facility.

ceeee 23. Buildings, grounds, eau1pment, and other physical fac1llt1es areg
routlnely malntalned in good, safe, and attractive condition.

ciees 24. Adequate staff. materials, equipment and supplies are provided to
ensure quallty housekeeplng and malntenance of bulldlngs, grounds,
and facilities.

ERIC;
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PHYSICAL PLANT

Institutional Form

25.iSpecific areas and equipment are color coded for safety purposes.

26. Suitable safe storage is provided for inflammables, chemicals, and

27.

28.

29.
30.

31.

32.

gases.

Acoustics, iight, heat, air conditioning, and ventilation are ade-
quate throughout to protect health and provide good working con-
ditions.

s
-

Systems for providing light, heat, air conditioning, ventilation,
water and waste disposal are adequate and kept in good operating
condition-

An emergency lighting system is availab.e in case of power failure.

Fire extinguishing equipment, appropriate for the area in which it
is used, is provided and readily accessible.

The location of instructional areas eliminates undue interference
with or from other school activities.

Prov151on is made for communication between shops and classrooms
and other areas of the building.

83 For Discussion Only



INSTRUCTIONS:

’

iy
pilot Test Edition 12-71

(‘ Institutional Form

SELF-EVALUATION REPORT
3

I

1
H
¥

S S,

4

——

lnsfif*ufional Self-Evaluation Report

1. Submit to the reviewing agency:

a. One copy of the Individual Self-Evalu-
ation Form for each mermber of the
faculty and professional stalf.

Copies as instructed of cach Program
Self~Evaluation Report, including sup-
porting evidence.

Copies as instructed of the Institu-
tional Scif-Evaluation Report, suit-
ably bound and tabbed for casy hand-
ling and reference,

h.

(Each Visiting Team member will need a
copy of the Institutional Self-Evaluation
Report, plus a copy of the report for the
program he or she examines. All copies
will be returned to the reviewing agency.
All copies cxcept one permanent file
copy will be rcturned to the school or
destroyed after the review is completed.)
%

To guard against loss in transit, divide
the reports and mail duplicate sets in
different envelopes on diffecrent days.
Mark the envelopes "Package _ of "
(e.g., Package 1 of 3). Keep copies at
the school.

In preliminary field tests, the reviewing
agency will be the National Study for Ac-
creditation of Weational/Technical Edu-
cation, American Vocational Association,
1510 "H" Street, Northwest, Washington,
D. C. 20005, (The Notional Study for Ac--
creditation of Vocational/Technical Edu-
cation is not an accrediting agency. It
is responsihle solely for developing in- .
struments and procedures suitable for
usc in the accrediting process. Schools
‘will not receive acereditation as a re-
sult of participating in field tests, nor
will their accredited status be affected
in any way.) .

h g

2, Preparc a cover page for the Institutional
Scli-Evaluation Report, showing:

Copy No, Used by:
(L.cave blank for
name of Visiting

Team member)

of

SELF-EVALUATION REPORT
of
(Name and address
of institution)

I certify that the information contained
herein is correct to the best of my
knowledge and belief, and that no sigri-
ficant information has been knowingly
witkneld, :

(Date) (Signature, title, head of

institution)

3. Attach to each copy of the Institutional
Self-Evaiugtion Report:

a. A copy of the cover page, with ori~ -
ginal signaturc on two copies;

b. A list of committees and committee

members who prepared the Institu-

tional Self-Evaluation Report showing

~art(s) preparcd by each. .Show names,

titles, and the group of which each per-

son is representative (¢.g., former

student, employer, related faculty

member),

A Summary of Self-Evaluation;

The statement requested in item 22

of "Instructions to Steering Committee

on page 28.

c. The reports prepared in connection

" with cach institutional cnaracteristic
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SELFP-EVALUATION REPORT
Institutional Form

{Item 15 of "Instructions to Committee material that would enable an out-

Members' on page 27), showing side reviewer to gain a better pic-

strengths, weaknesses, and improve- turc of the school. Substantiating

ments nceded, planned, and in pro- evidence not attached to the report

gress; itself may be retained at the school
f. A compleied Institutional Form; in rcadiness for the Visiting Tcam.
g. A copy of the "Reeapitulation: Pro- .

gram Sell-Evaluation® for cach prc- 4. Be surc each page and item of the Re-

gram; port is marked with identifying data:
h. A blank copy of the Program Form school name, location, and date.

for rcference in conncction with the

"Recapitulation:...; 5, Tab the various scctions of the Report
i. Supporting evidence, cxplanations, for casy reference. To reduce bhulk,

documentation. Deseribe or include the tab may be placed directly on the

material requested plus additional first page of cdach section if desired.

INSTITUTIONAL SELF-EVALUATION REPORT

--------------------- Cover page, with identifying data. No iab nceded.
__________________ Committecs
________________ Summary of Sclf-Evaluation
e Strengths, otal.
____________ Institutional Form
__________ Program Reccaps

-------- Program Form
----------------- Supporting Evidence/Expianations/Documentation:

(Tab each major exhibit)
------------ ~-=--Charter and Bylaws
——————————————— Catalogs :
.| P Rom——————— —-Financial Statements) May be submitted
Bind for casy e —=—~~Pudget : separately if confidential
handling. Identify | | P R-—="" Program Data: Enrollment, staff, placement,
parts if morc than follow-up tables, ctc.

" onc (as Part 2 of 3.

g
-
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Institutional Form

SUPPORTING EVIDENCE

PHILOSOPHY AND OBJECTIVES

1.

THE

Attach the institution's statement of philosophy and objectives for
vocational/technigal education, or indicate where the statement
appears in materials submitted. How are the objectives made known
to prospective students and the public?

How are the institution's objectives determined? By whom? When
were they last revised? How are ‘they kept up~to-date?

What is the institution's purpose as stated in its charter or other
enabling instrument or legislation? What constraints are imposed
on the institution? - ’

Are students required to take courses not clearly related to their
occupational objectives? What provision is made for students inter-
ested solely in preparation for employment?

SCHOOL COMMUNITY: MATCHING OBJECTIVES TO NEED

Describe the clientele for which the school is expected to provide
vocational/technical education. Describe demographic, employment,
and labor market conditions affect.ng the clientele.

Describe the process the institution uses in identifying its clientele
and determining their vocational/technical education needs.

Describe the process the institution uses in determining manpower needs
and labor market onportunities available to the clientele.

Describe the means by which the school keeps its objectives relevant
to its clientele's neads and to needs of the labor market. 9%

What ‘evidence is there that there is a need for training in each of
the occupations for which training is offered? What evidence is there
that employment opportunities will be available for graduates in each
program?

ACHIEVEMENT OF OBJECTIVES: INDICATORS QF SUCCESS

10.

i1.

Attach copies of published statements showing the extent to which the
school has achieved its objectives. What other evider.ce has the school
that it is achieving its objectives and fulfilling its purpose?

Describe how the institution determines the extsent to which stated objec-
tives are achieved. How are the data used for (uality control and im-
provement of vocational/technical education services? Give examples.
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SELF-EVALUATION KEPORT
Institutional Form

O

ERIC

Aruitoxt provided by Eric:

DELIVERY SYSTEMS

12.

To what extent does your institution duplicate services offered
by other facilities or institutions? What efforts are made to
avoid duplication and gaps in instruction?

ORGANIZATION

13.

14.

15.

16.

17.

18.

19.

20.

22.

23.

Attach an organization chart showing relationships among the compo-
nent parts of the institution: governing body, administration,
finance and business management, relationship to any parent organi-~
zation, student personnel services, public relations, long-range
planning, research #nd evaluation, branches of the parent school,
instructional groups, important committees, advisory bodies, in-
dustrial and government groups. Identify by name the incumbent

of each administrative and supervisory position.

Explain any planned recorganization or attach a second set of charts

- showing planned reorganization.

Attach a sheet showing names and addresses, terms of office, and
qualifications of inembers of the governing body, or indicate where
such a list is found in the supporting evidence submitted.

Describe the structure of the governing body to show the size, method
of selection, length of terms, alumni representation, occupational
distribution, clientele representation, student representation, and
other pertinent fadts.

Is there any agency other than the governing body which has power to
iunitiate, reviaw, or reverse actions of the governing body? Explain.

. {
Attach a copy of (or summarize) the official document which defines
the duties and respcisibilities of the governing body.

Trace a Lvief history of the school, showing changes in name, organi-
zational : tructure, and form. When were the first students enrolled?
The first wocationegl/technical students?

Who owns and/or controls the school? If a gtock corporation, list the
names and addresses of each person or organization owning ten percent
or more of the voting stock. - ‘

By what governmental or non-governmental agencies is the school
licensed, approved, or accredited? List the agency and type and
date of approval.

Does the school offer anry training other than resident vocational.
and/or technical education? Explain.

Are any other schools affiliated in the same system or t'nder the
same organizational structure, management, or ownership? Explain.
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SELF-EVALUATION REPORT

Institutional Form

24. Attach a summary and analysis of data reported in the Program Self-
Evaluation Reports. 1Include a table showing:

Programs offered.

gnrollment in each, part-time and full-time.

Staff in each, part-time and full-time.

Data reported in items 5, 11, 12, 14, and 15 of the Program
Self-Evaluation Report. )

ADMINISTRATILN

25. What po.licy manuals have been prepared for guidance of school per-
sonnel?

26. Describe the school's staff development program.
STAFF

27. How many permanent employees have full-time teaching schedules?
a. What is their average work experience in the field being
taught? :
b. What is their average teaching experience?
c. What is their average service with this school?

28. Give the uamz information for:
a. employees with part-time teaching schedules
b. coordinators or cooperative work experience programs
c. supervisors of instructors and/or coordinators.

29. Submit an Individual Self-Evaluation Form for each professional
employee of the school. Attach a summary and fnalysis of the data
reported on the Individual Self-Evaluation Forms. Show the various
functions to which staff time is assigned and the amount of time to
each, as reported on the Individual Self-Evaluation Forms.

30. Outline the educational and experience background of the school agd-
ministrators and others in a position to influence or determine
policy.

FINANCE AND BUSINESS MANAGEMENT

31. Attach a statement of income and expenditures for the past two years;
a balance sheet or otiler detail of assets, liabilities, and woith;
and a copy of the current budget. If audited statements are not pro-
vided, verification by Visiting Team members or cther specialists
may be expected..

32. From what sources does the institution derive its income? Show
amounts and percents from each, iincluding that from customer service.
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SELF-EVALUATION REPORT
Ingtitutional Form

33.

34.

Describe the budget-making process. '

Describe purchasing policies and procedures, and procedures for
procuring supplies and egqguipment normally and in emergencies.

STUDENT SERVICES

35,

36.

37.

38.

39.

40

41.

42.

What financial assistance is offered to students?
Describe the institution's policies and practices with regard to
a. Scholarships.
b. Student refunds.
c. Student loans and jinancial assistance.
d. Third party financial assistance and/or discounting of student
notes.

Describe living accommodations for out-of-town students.

Attach or cite a statement of tuition and other charges to 'students.
Attach a copy of any form used as an enrollment agréement or payment
contract for use with students, and describe procedures used to col-
lect delinquent accounts.

Describe the institution's systems for budget control and audit.

Describe the means used to control and maintain inventory of supplies
and equipment.

Describe the system for replacing equipment.

Describe types and amounts of insurance the school carries.

GENERAL ADVISORY COMMITTEE

43. Attach a roster of General Advisory Committee members and list the
groups it represents. '

44, Attach a copy of, or summarize the official document which defines
the duties and respcnsibilities of the General Advisory Committee.

)

45. How often does the Committee meet?

46. What evidence is there that recommendations of the Committee are
implemented? ' ’

PLANNING

47. Outline the institution's plans for, and/or affecting, vocational/

“=8r Discussion Only . 0
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SELF-EVALUATION REPORT

Institutional Form

48. Describe the planning proc:.ss.
49. By whom are plans developed? Officially adopted?
RESEARCH AND EVALUATION

50. What systematic research, evaluation, and quality controls are
carried on?

51. What surveys are conducted, or what information systematically
collected about labor market shortages and needs? About popu-
lation needs for vocational/technical education?

52. How does the institution assess outcomes of vocational/technical
education? How does it measure the impact of its work, and the
effect on need?

RECRUITMENT AND ADMISSIONS

53. Describe means used to inform clientele about the institution's
vocational/technical education offerings. Attach copies of all
promotional literature and advertising, including news releases and .
copy for radio, television, and other promotional media. ,f//

54. Where are admission policies, practices and rzquirements stated?
Attach copies.

55. What percent of applicants are enrolled? What percent rejected?
On what bas: *? What provision, if any, is made for applicants who
are not ualified? Not enrolled? What percent of applicants are
enrolled in programs other than that of their first choice? '

GUIDANCE AND COUNSELING
56. What types of psychclogical testing and counseling are available?
Who provides it? What are the counselors' qualifications?

57. How are students and faculty oriented to guidance and counseling
services available?

58. Whatrare the duties of the guidance and counseling staff?

59. Are the counselors qualified for -nd committed to counseling r.eeded
in connection with vocational/technical education (as versus counsel-
ing needed for college and/or the professions}?

PLACEMENT AND FOLLOW-UP

60, How many of last year's graduates were placed within one month cf
graduation? Within six months? How many were placed in positions
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directly related to their field of preparation? Summarize whatever
data are available, and indicate how they were obtained. Are such data
systematically obtained on a regular basis? Explain.

61. What types of placement service does the school render? To whom is
it available?

62. How do you follow up graduates?

63. Quote placement figures and percentages for the last five gradu-
ating classes in each program.

64. "Report such evidence as you have of advancement of your graduates
on the job. '

STUDENT EDUCATIONAL RECORDS
65. Attach a blank student record card.
66. Describe the facilities for records storage and maintenance.

67. Under what circumstances is information from student records re-
leased? Attach a statement of the institution's policy.

68. How long are educational records kept?
'STUDENT ACTIVITIES

69. Attach a list of organizations with the names of the presiding
officer and advisof.(s), and the number of students:participating.
Indicate which organizations are associated with state or national
organizatiois.

LEARNING RESOURCES

70. Describe the nature and size of the library or learning resource
center and its utilizatiow.

71. Describe the size and qualifications of the learning resource center
staff.

72. How does the institution assure that learning resources are current
in content, suited to the audience, well maintained, and effectively
utilized? ‘

PHYSICAL PLANT
73. Attach or cite a map or sketch showing locutions and buildings occu-

pied’By the school. Indicate projectad changes. Indicate space
occupied by each vocitional/technical program.
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INDIVIDUAL SELI-EVALUATION FORM . <.
For Discussgion Only

To be completed by each mem-|
ber of the professional staff. Date:

School:

T.ocation:

Name, title, position:

1. Primary responsibilities:
2. Other responsibilities:

3. Detail your qualifications for these responsibilities:
(experience, training, formal education, ete.)

4, ¥ instructing, how and when
were you trained to teach?

How do you keep up-to-date with requirements of th%
occupation(s) for which you are preparing students?

(54

6. In what ways do you improve your professional competence? (Show reeent
professional organizatisn activities, work experience, formal education,
in-service trairing, self-study, etc., and time involved.)

7. Number hours worked: 8. How long employed by this school
DUTIES Typical Day { Typical Week full - part-
o AM[PM[Eve [AM | PM {Eve time? time?
Instrirction: -
clzearoom 9. Hew 'long were you employed in ths
[Tastruction: . ‘sccupation for which you are pre-
laborstory/Ahop paring students ?
Grading
Preparation
| Administration Date, description of most recent
Stulent Activities experience:
Other
TOTALS
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11. Does your school make
adequate provision for:

Yes|{No

In-service staff development ?

Instructional supplies and
materials ?

Keeping equipment up-to-date ?

12, Do you have adequate
competency in the
following professional
skills ?

T ]1 use |1
know rou- {need
how tinelﬂ help

Writing measurable per-
formance objectives ?

Getting emergency supplies
or repairs ?

Making job analyses ?

Maintaining a safe and health-
ful work space ?

Evaluating and diagnosing
student progress ¢

‘Time and space for record
keeping, planning, other
administrative activities ?

Organizing and sequenc-
ing instruction ?

Classroom/shop manage-
ment ?

Staff meetings or other means’
of communication and
coordinating work?

Adapting instruction to
let cach student work
av his own pace ?

Keeping non-shop instruction
related to shop and occupa-
tional needs ?

‘ Using appropriate media

and methods ?

Counseling students ¢

Storage ?

Working with committees?

I'mergency medical assist-
ance and means of summon-
ing it?

Developing student, self-
discipline and work
management ability ?

Consultation and help with
problems that may interfere
with your doing your best
work ?

Using performance feedback

as the primary means of
reinforcing learning ?

Supervisory and expert help ?

Enabling students to prepare
for the occupation of their
choice ?

Continually measuring
and keeping students in-
formed of progress ?

Analyzing population needs?

13. In terms of the items in the Prograin Form and the items under ""Staff" in the

Analyzing manpower needs?

Institutional Form, what do you consider to be your major strengths, weaknesses,
and needs for imprévement ?

1

t

14, What suggestions have you foi' improving the institution or program?

15. What suggestions have you for improving this self~evaluation study and the instruments

and procedures for it?

l: l{llc‘or Discussion Oily
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SUMMARY

of institutional self-evaluation

—=

mw

Major improvements needed
Improvements needed;

no crucial weakness(e:s)
Satisfactory; adequate
Excellent; very well done

PROGRAM

INSTI-
TUTION " R

DISTINGUISHING
CHARACTERISTICS

- O < OO xu

OBJECTIVES: How well--

e Stated, used

® Matched to:
1) Institution's purpose
2) Populztion (clientele)/
student needs’
3) Labor market/occupa-
tional requirements

e Achieved (onutcomes)

(Placerient)
(Negative Outcomes)

w v o m o O =W =

STRUCTURE AND MEANS:

Delivery Svstems

Organization

Administration

Staff

Finance, Business Management

Advisory Committee(s)

Planning

Research and Evaluation

Curriculum

Recruitment and Admissions

Guidance and Counseling

Placement and Follow-Up

Student Records

Student Activities

Learning Resources

@
]
]
]
]
]
]
]
e Teaching-Learning Process
.
]
®
]
]
]
]
]

Bhysical Plant/Instructional
Space, Facilities
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Institutional Form

INSTRUCTICNS

On the "mmary of Sclf-Evaluation," ccpy the
evaluative rating entered after each characteristic
on the Institutional and Program forms. ™he col-
umn for the institution covers factors not included
in the program columns.

Funcﬁons such as planning and placement are
not included in,the program col#mns. The rcason
is that at the program level such functions tend to
be integj;ruted, whereas at the institutional level
they tend to be differentiated functions.

On the Summary, placement as an outceme must
be differentiated from placement as a function.

In uging the Summary, it inust be remembered
that evaluations are (1) subjective, and (2) .a terms
of each institution's or program's own objectives
and circumstances.

Theff?ct of subjectivity Joes not reduce validity.
Thelen}. for one points out that zxpert judgment
tends to be the "outside criterion" against which
validity of instruments is judged. The procedures
call for judgment by recognized vocational/techni-
cal educators.

Ma{;{er and Beach?./ point cut that e. aluation in
terms of individual objectives differs from that
aimed at comparing one institution or program -
with ax{other’ on the basis of externally-derived
objectives and assumed coneparability of cireim-
stances. -JUsers of these instruments should not
attempt statistical operations appropriate to other
kinds of evaluation but not to evaluation in terms
of indivi?ﬁhlwbjectives.

Items in the Institutional and Program forms
relate to different elements, all of which are
neededi.i: Evaluations, therefore, cannot be aver-
aged to arrive at an evaluation for the whole.
Each pa;rt is important if the whole is to function
successfully.

It is doubtful if weightings can cver be pre-
deinrmined for the various items, because pro-
cesues and resources tend to be interchangeable.

2 Discussion Only 96

Finan -ial resources must always be exchanged
for human or material resources, and the laiter
also are interchangeable to a considerable ex-
tent (as in pregrammed znstruction or home
study where the teacher is "built in' to materials
used by students, often indﬁependently or on~the-
job). Y

The Summary is meant to suggest hypotheses,
not to provide answers, The answers lie in the
evidence reported by the institution or observed
there.

The 3-step, self-evaluation: audit: review
procedure, in which judgment must be supported
hy factual evidence (observations or otherwise),
is aimed at developing reasonable reliability in
what is nccessprily subjective evaluation.

In using the Summary, therefore, DO NOT:

1) Try to add ratings or obtain averages.
2) Compare one institution or program with
another on the hasis of ratings on the Summary.

DO:‘

1) Look at each rating in terms of the insti-
tution's or program's own stated objectives.

2) Use the Summary {o call attention te areas
needing special consideration.

3) Refer back to original data to learn what
underlies the ratings.

1/ Thelen, Herbert ¥ . "The Evaluation of
Group Instruction. ¥ Ch. VI in Educational
Evaluation: New Roles, New Means. Part T
$8th Yearbook of the National Society for the
Study of Education. Chicago, Illinois: Uni-
versity of Chicago Press, 1969.

2/ Mager, Robert F., and Beach, Kenneth M.,
Jr., Developing Vocetonal Instructiop. Palo
Alto, California: learon Publishers, 2165
Park Boulevard, 1967.

-’
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)
. on.
Program, School, Location: Program Form

PROGRAM FORM

instruments and procedures for the evaluation of
vocational /technical education institutions and programs

THIS FORM IS DESIGNED TO BE USED IN CONJUNCTION WITH THE
INSTITUTIONAL FORM OF Ingtruments and Procedures for the
wvaluation of Voear+onal/Technical Education Institutions|.
and Programs. NE..  'ER FORM IS COMPLETE IN JTSELF.

1. Skim the whole document and read the in- (The evatuation for the characterisiic

structions tor the "Instituticnal Form." should NOT be a statistical average of

N Then study the "Program Fnrm, " noting the evaluations entered after individual

. the pages entitlad "Program Self-Evalua~ guidelines, but rather an evaluation in
tion Repore, ' , Ught of the strenpgths and weaknesses

. revealed by the detalled analysis.)
2. Work with one characteristic at a t!me:

a) Study the guideiines. and makéwotes 5. Compléte the "Recapitulation: Program o
- as to what evidence is available or Self~Fvaluation” form. For the pro- '
fleeded to make an zvaluation or to grain a3 a whole, show:
substantiate y wr evaluation. 1) Major gtrengths dand weaknessest
b) Collect arnd analyze needed data, b} Improvements needed, planned.
cooperating with other comniittees and in progress;
to permit broader-scale efforts. ¢) An evaluation of the program(M,1,3,E).
c¢) List the strengths and wealnmesses ¢ a . ,
. revealed by the detailed anzlysis. - 6. Use the "Recapitulation"ias thu cover ’
. Indicate what improvements are for your report. Include the evidence
. needed, planned, aud in progress. _ .on which your evaluatio -5 were based,
; : _ or describe it and .n._epit ready for the
3. .mvoive co-workerd, st-dents, related Steering Conimittee and Visiting Team.
{ faculty, and advisory cciimittee mem- | ‘ ' ‘ )
—+ bers. Seek their ccoperation in plan- 7. Tastitute evaluation on a routine, contin-
ning and impl_ementi_ng improvements. uing basis, Include whatever systéms
W ‘ are needed {or regular data collectis
4. On the basis of the eYidence and your ' -_ analysis, and feedback ag a basis fo1
analysis, evaluate you"l; program; - evaluation, improving work, and docu-
First, in terms of each guideiine; menting results!
- Second, in terms of eath dharacter- : | A
: istic as a whole, using the cude under 8. Follow up to be sure that plans for im=
"Program Self-Fvaluation ‘Report " ~ provement are imptemented

\

national study for accredﬁation of votatwnai/ technical ec'.aeatuon

~ AMEPICAN VOCRTIGONAL ASSOCIATTON \ , '
_ 154.0 H Street, N.W. ‘
EMC o, -Washn{gton, D.C. 20005

ic . N .
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EVALUATION: The program exhibits the characterictice that identify

.
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Distinguishing Characteristics

Vocational/technical education is part of the total educational pic-
ture in the United States. Its function is enabling people to prepare
for the work of their choice, or to improve their competency in their
chosen occupation. Vocational/technical educators must be thoroughly
familiar with the needs of the labor market and with the rejuirements
of the occupations for which preparation is given. Wwhile they work with-
in the framework established by labor market needs and occupational re-
qiirements, their emphasis is upon increasing the options open to people,
and helping people to a fuller realization of individual potential.

Within the educational complex, vocational/technlcal education is
clearly marked by certain identifying characteristics. It is distinguish-
able not by content, but by intent; not by methodology, but by its practi-
cality; not by its breadth, but by its ties with thevworking world.

If vocational/technicgl education is to be vocational/technical educa-
tion-~that is, if it is to perform its intended function as the link be-
tween man and work--these fundamental, digtinguishing characteristics

-must be present. The user of this documéht must keep these characteris-

tics in mind as underlying everything said in succeeding parts.

CHARACTERISTIC

and distinguish voeational/technical education.

’

GUIDELINES.

1. The program:
a. Prepares péople for initial employment;
b. Re-trains those in the process of changing occupations;
and/or
c. Provides training supplementary to the daily work of the
employed.

2. The program is: _
‘a. Specifioc. 1t impzoves the efficiency of an individual in a
- specific occupation, either as preparation for employment
or supplementary to employment. .
b. Selective. It is directly related to actual occupational
requirements. v
c. Practical. The necessary skills and knowledge of a particu-
lar occupation are taught and learned in their practical and
- apprcpxiate application to the work.
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. Program Form

d. Immediately applicable. It is timed and organized so that
the learner can apply it at the time it is learned to use- _
ful and productive work in a specific occupation. @ .....

3. The program is directly related to employment opportunities. ceses
4. The program is planned around the students' occupational objgctives. ceens

5. The program develops to a marketable degree all the abilities re-
" quired by the occupation, such as technical knowledge and skills;
manipulative skills; work habit$; communication skills; human re-
lations skills; and ability to reason, to solve problems, to think
independently, and to make judgments necessary for employment in
the chosen occupation (Breadth and depth of instruction). PR

6. Effective placement and follow-up of all students who finish or
leave are integral and continiing parts of program activities. @ .....

7. Continuous research and evaluation are integral parts of the pro-
gram, including occupational analyses; analyses of student ocrupa-
tional objectives and entry abilities; measures of student progress
in school and after employment; and measures of student and eanloyer
satisfaction. PP

CLTENTELE-~-INCLUSIVE, NOT EXCLUSIVE

8. Instruction is offered to all persons who need, desire, and can pro-

. fit from it occupationally. crene

BASIS OF INSTRUCTION -

9. Instruction is individualized and based on an analysis of each stu- :
dent's aﬁilities and the requirements of the occupation. casen

CURRICULUM

10. The curriéulum in the program is based on aﬁ énalysié of the requ.re-
‘ments of the occupation. @~ .

11. The conten& of courses is kept current with occupational practice by
means of periodic analyses of the occupation for which training is
being given. e

12. Courses are developed, maintained, and evaluated with the advice and
cooperation-of representatives of the occupation, both employers and
practitioners. : e

3

METHODS OF INSTRUCTION . __

13. Learning is based on direct experience rqther than vicarious experi-
ence (participating and doing rather than hearing and reading about)." ceens
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FACILITIES; CONDITIONS

..... 14. The facilities and equipment used in instruction are comparable to
or compatible with those found in the particular occupation.

..... 15. The conditions under which insttuctign is given duplicate as nearly
as possible desirable conditions in the occupation itself.

..... 16. The length of teaching periods and the total hours of instruction
: are determined by the requirements of the occupation and the needs
of the students.
s : ™~
..... 17. Day and evening classes arz2 scheduled at hours and during seasons
convenient to enrollees.

INSTRUCTOR QUALIFICATIONS

18. Instructors:

..... a. Are competent and experienced in the occupatioh taught;
and :
..... b. Have been recommended by leaders in the occupation.
¢
-
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Philosﬁephy‘ and Obijectives

A vocational/technical education program is judged in light of how
well it meets its stated objectives, and how well the stated objectives
fit the needs of the people to be served. At the prodram level objec-
tives grow out of requirements of the occupation taught and the interests
and abilities of students.

) L ]
CHARACTERISTIC

The philoséphy and objectives of the occupational prepa- EVALdATION:
ratory program are well defimed and properly stated gnd -
used. e

GUIDELINES

1. The vocational/technical education program publishes a clear state—
ment of its philosophy and okjectives. ...

2.‘_The statement of philosophy and objectives is distributed to faculty,
staff, students and the public and prominently displayed in places ™
where it Wlll be seen by—students and visitors. "' ...

3. The objectives are consistent and compatible with the instltutlon s
vocational/technical education objectives. ...,

£l

4. The statement of philospphy and objectivés describes:

a. Clientele to be sexved ...
b. Services to be provided .....
c. The scope of responsibllities of the program = .....
'd. Expected outcomes in terms of student performance = .....
e. Entrance regquirements in terms of student performance S eeees

5. The program objectives and requirements are known and understocd by
students prior to entry upon the instructional program. = ...,

4 6. Objectives are stated in measurable berformance térms that lend them-
selves to specific determination of the dedree to which they are
being realized. ‘ e
7. '"The objectives are stated in such a manner that:
a. Students and thdir parents can understand them ceens
b. They enable potential students and their parents to deter-
mine whether or not the program objectives are ¢cmpatible

with the student's own occupational objectives ' cesee
‘c. They give direction to instruction, planning and related
activities [ e
»
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oo d. Employers can determine the extent to which preparation fits
their requirements

caees 8. The means through which philosophy and objectives are realized are
described in the published statement.

..... 9....Objectives are realistic in terms of capability for achieving them;
or, conversely, the capability exists for achieving objectives.

..... 10. An objective of the program is to prepare individuals for initial
employment, or to improve the occupationdl competency of employed
individuals.

ceees 11. The program pruvides job skills applicable more broadly than to z
specific job with a specific employer.

ceens 12. Objectives other than preparation for the world of work are clearly
stated and their relationship to occupational preparation objectives
indicated. The objectives reflect adequate provision for students
who wish concentrated occupational preparation.

veens 13. The philosophy indicates a respect for the right of students to
set their own occupational objectives and a recognition that the
program exists as a service to aid students in achieving their
self-chosen occupational objectives.

cennn 14. The statement of objectives is formulated in consultation with
students, former students, staff, the Occupational Advisory Com-
mittce, and others.

irase 15. The statement of philosophy and objectives is kept current.

e ies 16. The statement of objectives clearly differentiates between what
the program reAlistically expects to achieve and what it feels it
should be doing ideally; it includes an evaluation of what is not

"being done as well as of what is being done in serving its con-
stituency and in developing, upgrading, and updating occupational
proficiency.

N O

. crees 17. The statement of philosophy and objectives expresses the intent to
) measure and prevent insofar as possible undaairable unplanned out-
comas of the educational process.

I At
>
-
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Matching Objectives to Need

CHARACTERISTIC

[Progmm objectives are realistic in light of the abili- EVALUATION:

ties and oeccupationual goals of students and the require-
ments of the oceupation. L.

GUIDEL INES

1. Provgram objectives are based on and organized around an occupational
analysis.

2. Program objectives are based on and organized around career objec-
tives and abilities of students enrolled in the program. ...,

3. Program objectives are kept current with changing occupational re-
quirements. Ce e

4. Program objectives reflect an awareness of labor market needs in the
occupation: local, state, regional, and naticnal. ...,

5. As a basis for planning program objectives, program planners system-
atically obtain and use reasonably current data about:
a. Changes in occupational reguirements ...,
b. Employment conditions in the occupation, including the
nature and conditions of employment, stability of employ-~
ment, and the amount of unemployment and underemployment —  .....
c. Employment opportunities in the community for students and
graduates
d. Unions and other cccupational organizations, local and
national
e. Licensing requirements and other restrictions on occupa-
tional entry, local and state ...,
f. State and local laws and regulations affecting the occu-
pation L
g. Local, state and national labor-market needs and trends
affecting the occupation Lol
h. Characteristics of people in the placement area who are
engaged in the occupation, such as:
°Number of people engaged in the occupation
°Age composition
°Sex composition
°Racial and ethnic composition
°Languages spoken
°Income
°Occupational stability/mobility
°Attrition L
o ’

ERIC
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e i. Educational status and occupational pro-iciency status

of members of the clientele whe are ngaged in the occu-

pation, including:
°Extent of formal and functional education
°Status with regard to currency and leve! of cccupationatl

skills
e j. Other sources of preparation an the occupation available
to the school's clientele

6. For long-rande planning of objectives, the program has projections
of trends and c<hanges in:
..... a. Occupational proficiency requlrements
..... b. Needs for entry-level and in-service training in the
occupation

..... 7. 'he proyram has projections as to how the need for preparation in
the occupation is being affected by its own and other programs in
the community.

Cee 8. In identifying and meeting need for preparation in the occupation,
the program coordinates its efforts with those of other community
agencies and institutions such as:

a. Schools from which and to which students transfer

b. Guidance and employment counselors and agencies

c. Schools and organizations engaged in preparation in the
same occupation

9., Data are available to show trends in:

C e a, Characteristics of students served
.. b, Services rendersd, and
..... c. The extent to which services are meeting student necds.

ERIC
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ACHIEVEMENT OF OBJECTIVES:

Indicators of Success

CHARACTERISTIC
OVERALL
The program achieves its stated objectives; vt is recog- EVALUATTON:
nized for its ability to atiract peopie in need of occu-
pational skills and to develop students who are occupu~ o
tionally competent. [lacement is satisfactory. Negative (PLACE-
outcomes are wvotded. MENT:.....
(NEGATIVE
GUIDEL INES _ OUTCOMES: . ....
1. There is evidence that the program achieves reasonable success in
meckting its and its students' stated vocational/technical education
objectives. L e
2. The program routinely collects, analyzes and disseminateg data show-
ing how well 1t8 and its studenls' vocational/technical education ob-
jectives have been met. Such data are made publicly available and
provided to potential students. L.
3. Programs in public institutions routinely collect and publish data
showing how well they are carrying out their purposz and mandate
with regard to elientele served. L.
4. The data collected are of such nature and quality that they do in
fact furnish evidence of how well vocational/technical education
objectives have been met, and provide a basis for maintaining and
improving quality of vocational/technical education services. —  .....
5. There is evidence that the program can reasonably be expected to
continue to meet its stated objectives for the foreseeable future. —  .....
6. The program is successful in avoiding negative outcomes of the
educational process.
INDICATORS OF SUCCESS of a vocational/technical education program may
include the extent to which:
a. Graduates obtain, hold and advance in jobs related to their
field of vreparation.
Ih. Graduates feel their preparation has been relevant to employ-
ment needs.
c. Employers feel graduates have been well prepared for their
jobs.
d. Graduates are satisfied in their jobs.
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¢. Leaving studenls indicate that their vocational/technical
education objectives have been met,

f. Students demonstrate proficiency in performance tests hased
on program objectives.

iy. Former students return f£or education to upgrade their skills
and technical knowledge.

. Employers, particularly employers of former students, con-
tinue to seek graduates.

i. The program enjoys a favorable reputation in the lay com-
munity and amony employers.
j. The program enjoys a favorable reputation among unions or

other organizations representing the occupation.
k. TFormer students refer potential students to the institution.
1. Students' total school achievement is favorably affected by
their vocational/technical education experience.
M. Students are aware of the school's continuing interest in
them.
n. The program has a good reputation amonyg peer institutions.
o. Former students are active in the community in support of
budget requests and elections.
Employers recommend the school to their esmployees.
Employer and occupational groups endorse the program.
Employer and occupational groups support the program in such
ways as:
¢ Furnishing industry personnel as school consultants.
Assisting with the in-service upgrading of instructional
staff.
Supplying instructional materials.
5. 'The program is supported by its community in such ways as:
Donating equipment and instructional supplies.
Sharing information, literature and training materials.
Providing training opportunities for staff and students.
t. Staff members are sought for civic and other community ac-
Livities such as Chamber of Commerce, Foremen's Club,
unions, and employers' associations.

~ 2T

NEGATIVE OUTCOMES and indices of negative outcomes include:
a. Physical injury

Failure

Withdrawal*

Absenteeism#

Tardiness*

Behavior problems

Poor social adjustment

Expressed dissatisfaction of students, former students, em-
ployers, parents

i. Unsatisfactory placement records

j. Unsatisfactory job performance by graduates

O e Q0T

—
oy
.

*@withdrawal, absenteeism, and tardiness are not in and of themselves

indicators of negative outcomes. Rather, ‘hey call for explanation.

They may on occasion reflect desirable outcomes such as satisfactory
o employment and education continued in spite of conflicting work schedules.
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Organization and Management

CHARACTERISTIC

The program s cf fectively orqunized and administored EYALIATION
Jor determining ol achicving Tte objectives owl enalling
stuwlents to achicve their ocoupat ionel goads., | ...

GUIDELINES

1. The program is in compliance with all legal, professional, and other
applicable requirements.,

2. A systematic procedure cxists for planning program objectives based
on an analysis of occupational requirements, and for adapting pro-
gram ohjectives to fit the abilities and career objectives of each
enrollee.

3. Mpans for carrying out program objectives are consistent with estab-
lished principies nf learning and human development; they provide
enough flexibility to accommodate differences in student needs and
ahilities. L

4. Work of various instructors is effectively articulated and related
to students! career objectives. L,

]

Frovision is made for frerquent points of entry into the program to
aceommodate students who must temporarily withdraw., ..

f. Provision is made for students to enter and/or re-enter the program
with full credit for previous learning however obtained. ...

7. Student progress is measured in terms of achievement of performance
objectives rather than on the basis of time in attendance. e

B. The head of the program is authorized to establish and does establish
faculty committees, student groups, and groups representative of the
occupation and involwves them in decision making. e

9, FEffective communication, both horizontal and vertical, 1s maintained
with all program and related personnel.

10. Administrative, supervisory, instructional and related staff meet
periodically to plan, review, evaluate, and modify instructional
objectives and procedures. Cee
11. The head of the program is knowledgeable about applicable federal,

state, and local laws and regulations.
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..... P2, ALY program personnel, including instructors of relatoed subjects,
are dedicated to the objectives of the proaram.

P 3, the tnteraction among adminictrators, supervisors, instructors, and

volated Tnstractors provides o good learnimg envivonment and appears
b, inspire good teaching.

14, thee head of the program exerts leadgrship in activitices which involve:
Ce a.  Ascesuing student carecr objectives, abilitics, and ocon-

pational preparation needs.

b, toordinating and faocusing schonl et farts to mect program
object ives.,

..... . Measuring and publicly annonncing the extent to which pro-
gram objectives have been achieved,

e d.  Ausuring that acceptable ceritegia for measuring learner
performance have been prepared and are being implemented.

..... 0. Interpreting the program to the community by regualarlv dis-
pensing information about services offercd; about activi-
ties, students and staff; and about program successes and
limitations.

e f. Cooperating with administration in sceking and utilizing all
available sources of funds and other resources.,

e (1. Consulting with program personnel 1n determining their
specific in-service training needs.

e h. Planning and arranqging resources for programs of in-service
improvement and professional growth of program personnel.

..... i. Froviding for on-qgoing evaluation of program objectives,
content, mothods, outcomes, and student performance.

..... i. Arranging remcdial cducation needed for successful par-
ticipation in the progranm.

A k. Planning and arranging for systematic placement and fol low-
up activities.

..... 1. Planning and arranging for resources nceded for successful
program operation.

R m. Actively seeking community involvement and support.

e 15. Adequate provision is made tor instructors to obtain conscltation

and assistance as needed - » improve their work.

e 16. Adecquate budget is provided for all functions and items necessary
for carrying out stated program objectives.

cee. 17. Program personnel provide the guidance and counseling staff with ex-
tensive, current information about the occupation, its requirements
and means of preparing for it.

e 18. Program personnel keep quidance staff members informed of program
and Advisory Committee meetings, and encourage them to attend to
keep abreast of curriculum and occupational changes.

e 19. Procram personnel orient students and other staff members to the
program and its policies, personnel, and activities.
Q
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20 .

21,

26.

27.

30.

!
o

Frogram admission o licies and requirements ore oclearly oxprassed,
pubblished, and widely disseminated in the school and community .

Program admission reruirements are based on an analysis of the
abilities nceded to oenter successfully into the program and into
the occupation for which 1t prepares.,

Admigssion practices enable potential enroallees to deterrice how well
theilr ability matches that required for successful entry into and
participation in the proaram.

L1l applicants who meet stated roguirements are eligible for admis-
sion.

The proygram exerts ittself to admit and. prepare all students who
wish to enter the occupational area.

Applicants unable to meet particular admission requirements are given
help in remedying deficiencies, or in selecting other programs apprc -
priate to their preparation and objectives.

Licensing regqulations and other factors that may affect employability
are explained in published materials provided to students. Care is
taken to assure that students fully understand and can meet such re-
quirements.

Before entering the program, students are informed of the physical
demands, beginning salary, cconomic and working conditions, and
hazards that may be encountered upon employment.

Policies provide for transfer into the program and for advanced
placement of gualified students.

Recruitment and admission policies and practices are such that they:
a. Aid prospective students in making career decisiong
b. Are conducive to motivation and learning
c. Provide the basis for planning each student's instructional
program in light of his career objectives

Program admission policies and practices are consistent with the
institution’s purpose and stated objectives with particular ref-
erence to the clientele to be served.
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Program Form

Occupational Advisory Committee

.EVALUATI ON:

LI N )

LN

DN

e e e

_CHARACTERISTIC

An Occupational Advisory Committee assists in developing
reurriculum content, in keeping the currioulum current, and|.
in maintaining ocontact with the ococupational community.

GUIDELINES

1.

2.

An Occupational Advisory Committee has been appointed for the program
and exists as a formal organigzation.

The membership of the Occupational Adv:l.so'fy Commi ttee represents the
clientele, students, and the occupation, including both employers and
practitioners.

The Committee functions well, is used; effecti.vely, and meets with
sufficient rr-ularity to cer:y out its functions.

Program personnel are actively invo-lved in Committee activities.

Minutes of Committee meetings are available for examination and ref-
erence by the institutional community.

.

Occupational Mvg.sory Committee activities are analyzed, delineating
major recommendatinns and actions taken to implement them.

The program head assures that preparation for meetings is adequate.

. The work of the Committes and of its members is given public recog-

nition and appreciation.

The Co.i.ttu adv:l.aea or assists in luch nttou as:
; P:oviding accurate, current occupnt:l.opal :lntomtion
B ishing ltandnrds for equipment, facilities, instructor
qu_l:lficatiom, instructional materials g
ng tudonu uul gtaduatu

s for me:ructot- to up-c‘au and
t.:l.onll ski.lh

O
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Program Form

G

Program Research and Evaluation

The ultimate criterion for judging a vocational/technical educa-
tion program is whether it produces competent graduates who enter the
occupation apd perform effectively. A program committed to preparation
for employment engages in systematic efforts to evaluate the occupational
competence and success of its students and former students; to improve the
efficiency of instruction; and tc keep instruction relevant to occupa-
tional requirements and student interests and abilities.

vo—

CHARACTERISTIC

Research and evaluation are conducted on a continuing, EVALUATION:
systematic basie as an integral part of program operation.
Program outcomee and all aspects of program operation are ceees
;valuated. Results are used to improve service to stu-
ents.

GUIDELINES

1. All program activities, resources, and functions are continuously
evaluated to assure cont:l.nu:l.ng quality of service. ‘ croes

2. PYeriodically (annually or oftener) the program as a vhole is eval-
. uated to determine its effectiveness. ' canss

“3. Evaluation specifically includes appraisal by students, former stu-
dents, employers of students and former students, and Advisory -
Committees . | ceree

4. Research and evaluation efforts are encouraged and supported with
adequate budget, time, space, and other needed resources. seses

S. Each staff member part:lc:lpates :ln, and understands his responsihility
for research and evaluation. cecee

6. Thz program condwcts research easential for planning, instruction,
quality conj:rol, and evaluation, including:

a. _Occupat.onal analyses “eesne
bl survey of student career cbjectives cecee
" ¢. Pre- and post-testing of student performance band on

occupaticnally related performance objectives crnse

d. Continuous evaluation of student performance with immediate
feedback to students ceess
e. Follow-up studies of student placement and job success cevne

Q ’ 1
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Program Form

7.

10.

11.

12.

13.

14.

1s.

16.

v

Evaluation of chandis in student performance attributable toc partici-
pation in the program includes, insofar as poss.ble, measures or evi-
dences of change in:
a. Self-perception; self-acceptance
b. Attitudes toward work (general and job specific)
c. Attitudes toward education (general and specific to personal
career planning) '
Work habits .
Job-related skills, such as communication, reading, com-
putation '
Job skills, including manipulative
Job information
Judgment: job~related decision-making
Work management skills
Ability to work with others, including supervisory skills

o

e oM

1f licensing is required to enter the occupation for which prepara-
tion is given, .data are systematically obtained as to success of
graduates on licensing examinations.

Experimentation is being conducted with new instructional media and
methods and with varying delivery modes which might serve to increase
the efficiency of leazning or effectiveness in using resources or
meeting needs.

Recommendations from evaluations are implemented.

Evaluation results are expressed in terms of positive achievenants
insofar as possible rather than in subjective tetl'

A range of evaluative techniques is utilized, sufficient. to cneoupa-l
the range of outcomes and elements to be evaluated.

Research and evaluation efforts focus especially on developing kinds .

of data that can.lead directly to improving efficiency of learning
and keeping instruction relevant to cccupational requirements and
the needs and interests of students.

Planning systematically incorporates procedures and means for eval-
uating each activity, so that data needed for evaluatlon are rou-
tinely collected asfactivjties are conducted.

Program personnel use expert assistance as needed to conduct research
and evaluation and to establish undergirding information systems.

Evaluations of performance of students, faculty, apd staff members are
dempgratically conducted, with emphasis upon self evaluations to be
used diagnostically in planning future activities. Evaluation is in
terms of the individual's progress toward his own: performance objeg-
tives, planned in light of occupational requirements, rather than on
the basis of comparing his performance with’that of other people.

-
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. * Program Form
The Teachi ' * -
e Teaching-Learning Process
CHARACTERISTIC
The learning eituation gives evidence of effective in- EVALUATION:
atructor planning for orienting youth and adulte to the
world of work and preparing them for gainful employment. TR
cr _
GUIDEL INES
1; Program objectives:
' a. Are the basis of instructional activities. cerea
b. Guide the organization and teaching of instructional ,
content. Ceeee
c. Are used for measuring student progress. cevee
d. Are adapted to students' occupational objectives. 4 L evees
2¢ At time of enrollment the instructor makes certain that all students i
are knowledgeable about the goals and objectives of the course, as -
well as the achievement levels expected. ’ ceees

3. The instructor uses measurable performance objectives, based upon an

&

accepted analysis of zequired occupational competancxes. ceses

4. Skills and knowledge beiny learned are those curzently ;cceptable in

the occupation or subject being taught. ) caren

5. The instructional situation replicates best industry practices in-

° cluding cleanliness, orderliness, accuracy, speed. pride in workman- ‘
’ ship, work methods, and efficiency. . , ceses
6, There is available for student examination:

. a, A list of performance objectives. seees
b. A course oytline. eseee
c. A detailed course of study or syllabus. . sesee
d. Instructional materials used in the course. cenee
e. A list of reference and rescurce materials. ceves

7. The instructor makes certain that all students know what performance -
is expected of them, the conditions under which the performance will
take place, the criteria by which performance will be judged, and the
minimum acceptable perfornance. coees
8. ‘The instructor is able to detect and aceounodate his teaching to stu- :
dents' individual differences. vesee

9. The instructor has organized student learning activities so that
individualized instruction, when appropriate, is available to all. seves

-
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10. A planned testing and evaluation program is used, including:

..... a. Pre-testing covering each performance objective of the

) program, or group of objectives.

ceans b. Post-testing based on performance objectives of the program.

teces c. Diagnostic testing to be used as a basis for remediation
and/or counseling.

ceven d. Continual testing and evaluation of progress and achieve-
ment based on performance objectives.

R . @. Regular evaluation by students of the relevance and effec-

tiveness of instruction in helping them achieve their )
occupational cbjectives, with provision for using results
in modifying instruction.

..... ‘ 11. Immediate feedback to students of test results and progress measures
is an integral part of the teaching-learning situation. N

caens 12. The Occupational Advisory Committee expresses satisfaction with the
total plan for the preparation of students in the occupation being
taught. .

ceses 13. Progress charts ars utilized in accounting for student progress.
+eseo 14. Any customer or "live" work is accepted by the instructor on the
basis of its instructional value in accordance with school policies.

ceeas 15. The mttuctof acts as a manager of learning and makes provision for
materials and procedures by which students can pursue learning in-
dependeritly and with peers. .

16. The learning situation is such that all students may at all times be
B constructively busy engaged in learning experiences directly related
to their occupational objectives.

ceies 17. Students practice and exhibit understandings of safe work habits.

ceves 18. The instructor has organized the shop, laboratory, or classroom
situation so that members of his class have an opportunity to
participate, under supervision, in management and supervisory activ-
ities.

ceess' 19. There is evidence that the instructional setting permits, and that
students accept, realistic industry expectations of productivity at
the level for which they are preparing.

ceens 20. Students appear to exhibit a genuine pride in workmanship.

ceces 21. Where appropriate the instructor has available and utilizes effec~
tively such teaching resources as:
' a. Para-professional personnel
b. Demonstrations by qualified individuals R
c. . Trips to actual employment situations

x

Q :
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TEACHING-LEARNING PROCESS
Program Form

22. Provision is made for recent graduates who are successfully employed
in the occupation to counsel students, answer their questions, and
inform them of conditions in the occupation. @ ...,

23. Instructors utilize the facilities and resources available in the
environnent to enrich learning. e

24. students learn maintenance procedures and participate in an organized
pregram of preventive maintenance. . L e

25. Instructors encourage andguide co~curricular student activities
L)

designed to promote learning objectives. ¢ ...,

‘ 26. Instructors identify problems interfering with individual student
achievement and refer problem cases to appropriate counselors or o
agencies. . - cseee

27. Instructors counsel individually with students as needed to aid them
in making career decisions and in removing barriers to learning or
to successful employment, L.

28. The instructional staff is active ift placing students and following
up their occupational success and continuing education needs. e

29, Program personnel help students secure apprnpriate part-ti@e employ-
‘ ment in order to remain in school and to iaprove occupational skills, e

. 30. Information about a student cbtained during instructiom, counseling
or testing is held confidential and used only to help the student. voaes

31. Instructors act to insure the accuracy and confidentiality of student
reoords. cense
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Curriculum

CHARACTERISTIC
EVALUATION: The program is staffed, administered, supplied, and con-
ducted sc as to rrovide for the development of occupa-
..... tional competence in youth and adults, and to contribute

to the development of effective citizenship and social
competence in 8students.

GUIDELINES

..... 1. Instructional activities are based on stated program objectives, which
guide the organization and teaching of instructional content.

..... 2. All elements of instruction (shop, related and occupational theory)
are directly related to requirements of the occupation.

..... 3. The curriculum makes provision for continual measurement of student
‘ progress in terms of stated objectives and for immediate feedback to
students.
..... 4. The curriculum is prepared with the advice of instructors and related

instructorg, students, former students, and leaders in the occupation.

5. In programs to prepare students for entry into an occupation, the
curriculum is designed to develop all required abilities, irncluding:

..... a. Requisite skills and knowledge

..... b. Desirable work habits and attitudes

..... c. Pride in workmanship

..... d. Habits of occupationally acceptable personal grooming and
Y dress

..... e. Understanding of appropriate employer-employee relationships

..... f. Knowledge of personal and business ethics

oo g. Awareness of appropriate customer relations

..... h. Necessary communication skills

..... i. Habits of good health and safety practices

..... 6. The curriculum is designed to allow time to acquire and practice

manipulative skills, technical knowledge and related subject matter

essential to qualify students for employment. .

..... 7. The curriculum provides opportunity for development of skills in the
use of tools and equipment of industrial caliber and for related
knowledge appropriate to the use of such tools and equipment.

ERIC
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Program Form

8. The curriculum provides options for the student in a variety of em-
ployment openings related to the occupational area. ...,

9. The curriculum has content current with the latest practices in the
field of employment.

10. The curriculum makes provision in the performance »f jobs and in the
testing of student progress for obtaining evidence that each student
has acquired a complete comprehension of health and safety practices. — .....

11. Information enabling students to confirm or modify their occupational
choice is included early in the instructional program. ...,

12. Placement activities arve an integral part of the instructional pro-
gram.

13. The curriculum includes instruction in such areas as: how to seek
and obtain employment, social security, workman's compensation, the
preparation of applications and resumes, acquisition of personal
tools and equipment, appropriate grooming, employment testing, con-
cepts of employer-employee relations, and social and attitudinal
skills necessary for success in obtaining employment and for ad-
vancing on the job. L

14. Feedback from former students and their employers is used to improve
the curriculum. L

15. The curriculum is oxganized so that student transfers between levels
and areas may be facilitated with the least possible loss in time
to students.

16. The curriculum is planned to be articulated with more advanced or
sophisticated programs, as well as to provide training for the
specific occupation. L.

17. Related instruction is relevant to the student's vocational/technical
education choice.
18. The currilulum is designed to provide appropriate instructional de-
vices and technigues to accommodate various ability levels and
learning speeds.

19. The curriculum makes specific provisicn for vocational youth organi-
zations as co-curricular activities designed to achieve program cbjec-
tives. S

O
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Program Form

EVALUATION:

O

Learning Resources

CHARACTERISTIC

Instructional media and materials are current, appropri-
ate, useful, and suffictently comprehensive to serve the
needs of students in the program.

GUIDELINES

1.

A sufficient quantity and variety of equipment and materials are
available to facilitate a multi-media approach in the instructional
process.

Media and materials preovide for the needs of each student.

Instructional materials are accurate in content, and reflect current
occupational knowledge and practice.

Materials and media for theory, reference and related instruction are
appropriate to the needs of the curriculum. They include such items
as: ,

Audio and video materials

Reference books

Trade, technical and professional periodicals

Industrial pamphlets

Technical abstracts and catalogs

Occupational monographs

Models, mock-ups, exploded views and other visual aids
Copies of pertinent local, state, and federal regulations
Programmed instruction materials

Equipment for producing visual aids

Equipment for projecting the visual aids

Facilities for producing and reproducing instructional

materials

.

.

[l O e Ve B S BN o PR O BN o 2 ')

A library of such materials as equipment catalogs, instructional
materials and curriculum references 1is maintained in or convenient
to the instructional area.

If individual learning centers are provided within classrooms, shops,
or laboratories, such centers are maintained in good order.

Space and equipment are provided for students to pursue independent
study or for remedial instruction.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

Pilot Test Edition 12-7]
LEARNING BRESOURCES
Program Form

The quantity of instructional materials is adequate n relation to:
a. The scope and purpose of the curriculum.
The methods of instruction.
The number of students and faculty.
The availabilitv of other appropriate library resoturces.
The characteristics of the student body. —  _....

o Q00U

The reading difficulty o7 written instructional materials is keyed
to the reading competence of students. e

Supplementary instructional aids and teaching devices are used to
assure achievement of objectives and provide for special interests
or learning problems. L

The organization and presentation of instructional content and
materials are in accord with sound psychological principles of

learning.

Illustrations are used where appropriate, and are of such nature as
to aid in the instructional process. ..,

Instructional materials are legibly reproduced, durable, suitably
bound, and attractive in layout and format. ...

Adequate provisions are made for demonstrations and for using visual
aids, including ventilation, darkening the room and projecting the

visuals. e

Funds are budgeted in accordance with an annual plan for the pro-
curement and maintenance of instructional media and materials. = .....

Obsolete instructional materials are discarded.  _....
Each classroom, laboratory, and shop is equipped with well-located
tackboards and permanent chalkboards, ample in size and in usable

condition.

Display and exhibit space and facilities are provided. @ ,....

19 For Discussion Only
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Supplies and Equipment

CHARACTERISTIC

FYALUATION:

O

Supp livs and equipment are adequate to achieve announced
ol jectives of the progran.

GUIDLLINES

1.

10.

11.

Seating and work stations in shops or classes are sufficient in
number to meet needs of the largyest class. There is a satisfactory
ratio of students *to work stations.

The shops or laboratories are adequately equipped for all phases of
the occupation for which the training is being given.

Shop tools,supplies, machinery and equipment are of the grade and
type currently used in the occupation for which instruction is being
given; if simulation is used, it is comparable with occupational re-
quirements.

Equipment that becomes obsolete is immediately disposed of and is not
allowed to clutter up instructional space or storage space.

The type, variety, ani quantity of machines, tools and equipment are
such that basic, as well as current maripulative skills needed for
employment can be easily demonstrated and practiced.

Tool storage and stockroom systems approximate those used in the
occupation taught, and provide for systematic and orderly storage,
dispensing, maintenance, replacement and inventory control.

Instru.tors are able to obtain supplies, materials, and repair ser-
vices as needed to maintain continuity of instruction.

Adequate provision is made for securing emergency repairs, eguipment,
and supplies.

Arrangement of machines and equipment is well planned for instruc-
tional purposes. It permits a planned and logical flow of work as
suggested by an industrial work-flow study.

Spacing between the equipment is sufficient for the safe handling of
materials used in the training.

Equipment is maintained in good condition so as to provide for opti-
mum learning.
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12,

13.

14.

Pilot Test Edition 12-71
SUPFLIES AND FOUIPMENT
Proaroam Form

Supplies and equipment are handled and stored in acccrdance with
good safety practices.

Safety clething and protective devices are provided, readily avail-
able, and used.

All power machines and manually operated equipment are provided
with acceptable safety quards (mechanical/electrical); the guards
are used by student and faculty operators at all times. ...,

Students are informed prior to enrollment of all supplies they are
required to purchase, where such supplies may be obtained, and how
much they cost.

Except as noted in "15" above, all supplies necessary for instruction
are provided for students. L.

-
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Instructional Space and Facilities

CHARACTERISTIC

EVALUATION: Instructional space and facilities are and for the fore-

seeable future will be adequate to enable the program to

.o achiteve 1ts objectives.

GUIDELINES

. 1. Utilities such as gas, air, water, and électricity are adequate and
available at appropriate locations.

. 2. Classrooms, laboratories, shops and other instructional space are
adequate in size, location, arrangement, and facilities to provide
for safe, orderly, and effective instruction.

. 3. An area shielded from distractions and adequately soundproofed is
provided for instruction in occupational theory.

..... 4. 'The location of instructional areas 2liminates undue interference
with or from other school activities.

..... 5. Adeguate visual control and supervision of all instructional areas
is possible.

.o 6. Provisions have been made for appropriate floor markihgs in labora-
tories and other facilities, identifying aisleways, work stations,
potential hazards and traffic patterns.

e 7. Ample space is provided for a free flow of traffic in classroons,
laboratories, and shops.

. 8. An adéquately located, furnished and equipped office area is pro-
vided for instructors for planning, for keeplng records, and for
consultation and &dministration.

- 9, Space and facilities are provided for storage of scrap and salvage,
student work 1in progress, instructional supplies, and movabie tools
and equipment.

RN 10. Suitable safe storage is provided for inflammables; chemicals,”and
gases. -

N 11. Appropriate first aid supplies are available and readily accessible

ERIC

in the classrocom or instructional area.
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SPACE AND FACILITIES
Progrm Form

12. Appropriate fire extinguishing equipment is available and conveniently
located.

13. Adequate exhaust equipment is provided as needud in all instructional
areas. L

14. Instructional areas are clean, orderly, attractive, and maintained
in accordance with good occupational practice. ...

15. Acoustics, light, heat, air conditioning, and ventilation are adequate
throughout to protect health and provide good working conditions. e

16. Program space has appropriate entrances and exits to each facility

based on:
a. The size requirements of equipment. ...,
b. The nature of vehicles or other machines on which work is
to be performeda. L.
c. The size of items to be fabricated within the work space. = .....

17. All corridors and doors to classrooms are of sufficient width to
allow easy movement of demonstration equipment in and out of rooms. ceeens

18. Where customer work is to be part of the instructional program, pro-
visions are made for receiving, storing, and delivering work with
the least inconvenience to the instructor, and with provisions for
maintaining records. ’ ceeee

19. All laboratory facilities which require student change of clothing
and clean-up are self-contained with looker, wash and lavatory
facilities. caean

20. Flooring materials utilized in each laboratory or shop are appro-
priate to the nature of the learning activities within the facility. PR

21. Specific areas and equipmeﬁt are color coded for safety purposes. ceeen

22. Emergency showers for acid and other injuries are readily accessible
where needed. ceees

O
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. Submit copies of the report as instructed

to the school Stuering Committee. Keep
a copy for Program files and for use by
the Visiting Team during its visit. Make
extra copies as needed for faculty refer-
ence in implementing improvements and
for use in orienting naw faculty members.

. Use the "Recapitulation: Program Self-

Evaluation' as the cover.

. Attach a list of the people whe prep;u-ed

the report. If difierent people prepared
different parts of the report, indicate
the part(s) proepared by each.

. Attach a completed Program Form. Be

sure an evaluation is entered after each
characteristic and guideline. The evalua-
tion should represent the consensus of
committee opinion.

. Attach explanations, documentation, and

supporting evidence requested. In your
report, copy each of the headings below

SUPPORTING EVIDENCE

1. OBJECTIVES; NEED

{a. Attach or cite the program's statement
of philosophy and objectives. Where
is it published ? Displaved ? How and
when made Imown to new students ?

b. How are the program’s objectives
determined ? Revised ? Kept up-to-
date with occupational requirements ?

c. What evidence is there of need for
preparation in the occupational field ?
That the need can be expected to con-
tinue ?

d. What {nstructional sequences are of -

124

Program Self-Evaluation Report

and put your answer after it. Include
anv other explanations or exhibits that
might serve to explain or show the hasis
for evaluations, or help an outside re-
viewer gain a picture of the program.

(If the information is provided elsewhere
in the Institutional Self-Evaluation, indi-
cate where it may be found.)

REPORT
------- Cover (Recapitulatjon:. . .)
------- Committee, assignments
_______ Program Form
~=—--~- Supporting E--idence

C O D E (for evaluations):

M == Major improvement neeced; some
serfous weakness(es)

I == Improvement needed; no crucfal

weakness(es)

§ = Satisfactory; adequate

E = Excellent; very well done

NA = Not applicable

fered by the program ? Indicate
amount of time and clock hours re~
quired for completion, in day and
evening school. )

2. OUTCOMES

(a. What evidence i8 there that the pro.
gram I8 achieving its stated objec-
tives ? Is enabling students io achieve
the objectives for which they enrolled ?
What evidence i8 there that students,
former students, and employers are
satisfied with the program? |

1) Give placement figures and per-



centages for the last three graduating
classes. Indicate how many of the
students were placed in positions
directly related to their field of pre-
paration. Give names and addresses
of major emplovers.

2) How many students left the pro-

gram last year, why did they leave,
and what hecame of them? If pos-

sible, show:

Number of ‘omple-| With- ]
*Students tions drawals

Currently employed:

ein field of pre-
_paration

e in related field

¢ In unrelated field

Currently
unemployed

Currently enrolled
in another school
or yrogram

Other (Explain)

Unknown

TOTAL

A

3) Report such evidence as you have of
advancement of your graduates on the
job.

4) what was the completion rate for
the last group that finished the pro-
gram ? That is, of all those who
started, what percent compteted ?

5) What percent of your students last
year were terminated or transferred
out because of faflure to tearn the re-
quired skills and knowledge? For
what other reasons are students ter-
minated ?
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and graduates in obtaining employ-
ment related to thelr field of propara-
tion?

c. Attach or cite a copy of any certifi-
cate, diploma or degree awazded.
What is the authority for awurding it ?
What are the requirements to earn
it?)

3. ORGANIZATION, MANAGEMENT

(2. What governmental licensing ap-
¢: plies in the occupational area?

h. What legislation or governmental
regulation applies in the occupa-
tional area? To schools preparing
for it? Have ready for reference
by the Visiting Team during its
visit coples of all laws and regula-
tions governing the occupational

. area and preparation for it.

-c. Attach a copy of the program ad-
mission requirements or {ndfcate
where they appear in your catalog
or in other materfal submitted.

d. Describe steps in enrolling a stu-
dent. How do you determine
whether students are qualified for
admission? What evidence do you
require ? What fraction of appli-
cants for enrollment were rejected
during the past year? On what
basais ?

e. What provision if any is made for
inadequately prepared students ?)

4. ﬂ"IVALUAT!ON

(a. How 18 student learning assessed?
. la the progress of each student
{' measured against her or his own

b. How does the program assist students X previous performance and her or
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2

his own objectives ». Explain. How
are students kept infé¥med of pro-
gress ?

students are assigned to such in-
structional section3 at a time (class
size)?

b. Include a copy of your written pol- . What provision {s made for hands-on
icy regarding performance levels experience? How much customer
required for graduating. work is accepted? On what basis ?)

c. What systematic efforts are con- 7. SPACE, FACILITIES
ducted to evaluate and improve the
program ? What data are systema- (a. Describe the work space used by the
tically collected and analyzed for program and show amount devoted to
that purpose ? What special re- classrooms, laboratories, shops, ad-
search is conducted ?) ministration, and service areas. A

sketch of the floor plan would be help-
5. CURRICULUM ful. a

{a. Submit an mutline of subject matter
in sufficien. detail to reveal its
scope and sequence.

b. What provisions are made to protect
the health and safety of students and
instructors ?)

+

b. What methods are used to keep sub- 8. PROBLEMS, IMPROVEMENTS
ject matter up-to-date ?

(a. What are the major problems faced

c. When and how was the last analysis

made of the occupation? Explain.)

6. INSTRUCTIONAL RESOURCES

by the program ? How have you tried
to solve them ?

. What improvements in the program

have been brought about ln'the past

(a. How many staff members serve stu- three years?
dents in the program ? Describe
the stafl and its qualifications. . Describe the extent of participation
of progrdm staff in professional or
b. List the instructional materials and trade organizations in the field
equipment used in the program: text served by fhe program. Describe
and test materials, supplements, other activities engaged in to im-
teaching devices, audio-visual aids, prove the competence of staff mem-
and major items of demonstration bers.) '
and practice equipment.
9. ADDITIONAL DATA, SUGGESTIONBS
c. Describe briefly the utilization, na- :
ture and size of likrary and other (a. Submit any additional data that
learning resources for reference use would bhelp give an accurate pic-
by students in your program. ture of the program.
d. In classrooms, shops, and labora- . After going through the self-

tories requiring practice, how many
pieces of similar equipment (or work
stations) are provided 7 How many

3
-
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evaluation, what suggutionl have
you for improving the forms or
procedures in this document ?)
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Date: Evaluation: Pilot Test Edition 12-71
Program Form

Program:

School : ' RECAPITULATION:
Location: program self-ovaluation

STATEMENT OF THE PROGRAM'S MAJOR STRENGTHS, WEAKNESSES, AND PLANS FOR IMPROVEMENT

Strengths)

(Major

Weaknegaes)

. (Plans jor
Improvement)

I certify that the information contained herein is correct to the best of
my knowledge and beliefl.

*» Signature, title: Head of Program
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RECAPITULATION: PROGRAM SELF-EVALUATION

Program Form (Please print)
Distin-
?iﬁw PRODUCT PROCESS
= B
teriatied] Philosophy/| Objectives:JOrg. /Man-| Advisory Teaching/| Curricu- Supplies/
Objectives | Need  agement Committee| Learning | Lum Equipment
£ S 1 |C -
1a 1 1 la 1 1
1b 2 1b 2 2
le 3 le 3 3
2a 4 id 4 4
2b 5 2 ba 5
2e ’ 6 3 5b 6
2d 7 4 e 7
3 8 5 5d 8
4 9 6a Se 9
5 ' 6b 5f 10
é , 6e &g 11
7 12 Reaearch/|64d 5h_ 12
8 13 Evaluat 'n|be 5t 13
9 14a 1/ 6 14
10 {14b______ 8 ? 15
11 | 14¢ 1 9 8 16
12 } 14d. 2 10a 8
13 14e 3 10b 10 Space/
14 14f 4 10c 11 Facilities
15 14 5 lod 12 | |
18 14 6a 10e 13
17 | 141 6b 11 14 1
18a 145 8o 2 15 2
16b 14k 6d 13_-~ 16 3
141 Be 14 17 4
Achievement 14m 7a 15 18 5
(Outoomes) 15 7b 16 13 6
] o | e [ | ——
18 76 19 Hesouroces P
19 7f 20 10
Placement: ] 20 7g 21 11
Negative 21 7h 22 2 12
Outoomes: (] 22 74 23 3 13
23 25 24 4 14
24 8 25 5 15
25 9 26 6 16a
26 10 27 7 16b
27 11 26 ] 160
28 12 29 8 17
28a 13 30 10 18
29b 14 31 11 19
290 15 12 20
y 30 16 13 21
M = Major improvement needed 14 23
| = Improvement needed 6___
¢ = Satisfactory; adequate 18
o |€ = Excellent; very well done 17
EMC NA= Not applicable 18
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Glossary of Terms*

ACCREDITATION: The process whereby an organization or agency recognizes a
college or university or a program of study as having met certain
pre-determined qualifications or standards.

ADULT EDUCATION: Education designed to meet the needs of employed youth
and adults or other people unable to devote primary energies to edu-
cational pursuits.

BEHAVIORAL OBJECTIVES: Objectives whose achievement can be measured in
terms of performance. (See: PERFORMANCE OBJECTIVES)

CAREER OBJECTIVES: See: OCCUPATIONAL OBJECTIVES.

CHARACTERISTICS: Essential traits, qualities, or properties, particularly
those which are distinguishing or identifying.

CLIENTELE: People whose vocational/technical education needs the insti-
tution or program expects to gerve or is expected to serve.

CLUSTER OF OCCUPATIONS: Occupations for which a common core of instruction
can prepare, as for example automotive trades which prepares for such
occupations as auto mechanic, auto body repairman, automotive services,
auto inspector, and brake adjuster.

COLLECTION: Books, periodicals, audio and visual materials, and other
learning resources maintained for study and reference by students.

COMMUNITY: The geographic area, people, and labor market the school serves.
May be cunfined to defined occupations and segments of the population
from a wide gsographic area, such as automobile insurance adjustors
in the United States.

COMPETENCE: See: OCCUPATIONAL COMPETENCE.

COOPERATIVE PROGRAM: An educational program planned and supervised cooper-
atively by the institution and employers whereby students receive
occupational and related instruction by alternating study in achool
with work experience In &n occupational field.

COORDINATOR (COOPERATIVE ETUCATINN): A member of the school staff respon-
-sible for administering tie school program of work experience for

students and resolving all problems that arise concerning on-the-job
activities of the employed student. The coordinator acts as liaison
between the school and employers in programs of cooperative education
or other part-time job training.

COURSE: A defined segment of a program.

*Meanings of terms as employed in this document.

Por Dis_ussion Only
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COURSE OF Y: A guide prepared by administrators, supervisors, and
teachels of a particular school or school system as an aid to teach-
ing a given subject or area of study. More detailed than a course
outline and includes statement of methods, materials, and equipment
needed. N

COURSE OUTLINE: An outline of subject matter to be presented or learning
experiences planned for a course.

CURRICULUM: A sequence of educational and skill development experiences
designed to accomplish a particular purpose. The curriculum for a
program of vocational/technical education is designed to prepare an
individual for entry, promotion, or upgrading in a specific occu-
pation or cluster of occupaticns. (See definition.of CLUSTER OF
OCCUPATIONS)

DELIVERY SYSTEM: A mode of rendering educational services, including all
parts and functions needed to accomplish the desired purpose.
o
DISADVANTAGED: Educationally, economically, or culturally disadvantaged.
Refers to those persons yho, because of socio-economic conditions
or lack of educational opportunity have not attained educational
achievement normally expected for their age level.

EVALUATION: A measuring or assessing of effectiveness. An on-going pro-
cess by which effectiveness and progress are determined, used to guide
change and offer directions for program modification and operation.

FACULTY: Staff members whose responsibility is to the instructional program.
FEEDER SCHOOLS: Schools providing prior preparation for students.

FOLLOW-UP: Activities designed to evaluate the occupational status and
progress of former students. Term may also be used for activities
designed to serve former students' needs for further education or
related services.

FOLLOW-UP STUDY: A study of the occupational status and progress of former
students, as a means of evaluating effectiveness of the school'’s
program of occupational preparation, of improving such preparation,
and/or of determining needs of former students for further services.

FUNCTION: ©One of a group of interdependent elements contributing to a
larger system, such as student recruitment or evaluation.

GENERAL ADVISORY COMMITTEE: A committee that advises an, institutiocn as to
its vocational/technical education activities overall. (See also:
OCCUPATIONAL ADVISORY COMMITTEE)

GOVERNING BODY: An appointed or elected group of individuals with the
responsibility for the institution and for institutional policy
making, e.g., the school board, board of djirectors.

Q ,
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GUIDELINES: The means by which significant characteristics in the eval-
uation of an institution or proyram are identified or measured.

HANDICAPPED: People with physical, mental, or emotional disabilities.

INPUT: Resources (human, financial, and material) and data used in the
educational process.

INSTITUTIONAL COMMUNITY: All people connected with or affected by the
institution including faculty, students, the people who support

the institution, the people it is expected to serve, and the
employers and occupational groups it affects.

JOB ANALYSIS: See: OCCUPATIONAL ANALYSIS.

JOB DESCRIFTION: A description of the work to be performed in a partic-
ular position.

LABOR MARKET SURVEY: A form of occupational census, taken by personnel
trained to determine the number of qualified workers in designated

occupations in a specified geographic or ecnnomic area, and to
evaluate the need for increasing or limiting the numbers available
for employment in the occupations surveyed. See: MANPOWER SURVEY.

LEARNING RESOURCES: All textbooks, reference materials, equipment,
supplies and other items and mate: ials needed for successful achieve-
ment of learning objectives,

MANPOWER: People available to perform needed labor.

MANPOWER SURVEY: A survey of manpower supply and demand in various occu-
pations; provides basic data for a labor market analysis.

NEGATIVE OUTCOMES: Undesirable outcomes of the educational process, e.q.,
physical injury or maladaptive response patterns.

OCCUPATIONAL: Relating to the occupation(s) for which preparation is
given (See: PROFESSIONAL)

OCCUPATIONAL ADVISORY COMMITTEE: A committee advising as to a program pre-

paring for a particular occupation or cluster of occupations.

OCCUPATIONAL COMPETENCE: 1Includes technical knowledge and skills; manip-

ulative skills; communication skills; human relations skills; work
habits; and the ability to reason, to solve problems, to think in-
dependently, and to make judgments necessary for satisfactory employ-
ment in the occupation.

OCCUPATIONAL INFORMATION: Systematically organized data used by guidance
personnel and others for the purpose of helping persons make a voca-

tional choice. Material concerns the nature of the work, duties, re-
sponsibilities, and compensations involved in the several vocations,
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including information about employment outlook, promotional oppor-
tunities, and entrance requirements.

OCCUPATIONAL OBJECTIVE: A specific recognized occupational goal, selec-
ted by the student, the attainment of which is the purpose of his
vocational instruction. Also called: CAREER OBJECTIVE,

OCCUPATIONAL THEORY: The theory underlying occupational performance;
information needed for making the judgments and analyses required
by the occupation.

OPEN STACKS: Book shelves directly accessible to the students.

ORIENTATION LITERATURE: Literature designed to acquaint prospective
students, students, and other members of the institutional community
with the institution and its offerings and services.

OUTCOMES: Results of instruction, such as employment; increased earnings;
and measured gains in occupational competency. The increments in
abilities attributable to the learning experience.

OUTPUT: Outcomes of the educational process. (See also: INPUT)

OUTREACH: The process of interpreting vocational/technical education
to the community and initiating contact with potential students,
particularly that part of the clientele unlikely to be reached
through normal promotion and recruiting efforts. May include
adaptations made by an institution to assure delivery of services
to its clientele.

PERFORMANCE OBJECTIVES: Statement of expected performance, the conditions
under which ihe performance will take place, and the minimal accept-
able criteria of performance.

POPULATION NEEDS ANALYSIS: An analysis of the clientele's needs for

occupational preparation, retraining, updating or upgrading. Takes
particular note of occupational preparation needs of unemployed and
under-employed segments of the population included among the school's
clientele.

POSTSECONDARY VOCATIONAL/TECHNICAL EDUCATION: EBducation designed primarily
for youth or adults who have completed or left high school and who

are available for an organized program of study in preparation for
entering the labor market.

POST-TEST: A measure of performance ability conducted after an educational
activity to determine its effectiveness in achieving planned objectives.

PRE-TEST: A measure of performance ability conducted prior to an educational
activity, to determine need and readiness for the activity, and to
provide a base line for measuring the effectiveness of the activity
in achieving desired outcomes.

Q
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PROCESS: Used in the term "process and product” to refer to means used
to achieve learning objectives. Includes all of the resources and
efforts used by a school in attempting to develop learning.

PRODUCT: Used in the term "process and product" to refer to educatiocnal
outcomes.

PROFESSIONAL: Relating to how to teach or manage learning; relating to
the educational profession. (See: OCCUPATIONAL)

PROGRAM: A portion of the institution's overall vocational/technical
education component designed to prepare for entry into a particular
occupation or cluster of occupations, or to enhance proficiency
in the occupation.

PROGRAM PLANNING: The process of planning activities and means for
accomplishing a purpose. Includes definable steps: definition
of problem, collection and analysis of relevant data, projection
of alternative solutions, decision-making, and evaluation and
modification following and during implementation.

PROMOTION: Efforts designed to acquaint the public or specific groups
with the school and its services, and to develop desired attitudes
or responses.

RECRUITMENT: Efferts designed to identify potential students and en-
courage their enrollment. The focus is on specific individuals.

RELATED INSTRUCTION: Courses of instruction in general or special subjects
(e.g., English and mathematics related to shop and occupational
requirements) designed to strengthen occupational competence.

RESOURCES: People, money and materials available to an institution in
carrying out its purposes.

RESOURCE: A source of supply, support, or aid.

SCHOOL. COMMUNITY: The total comhunity from which the school draws students,
support, and resources.

SHOP: Work experience provided in a school setting simulating actual
occupational conditions. Also the facility where such experience
is providedi.

STAFF: People 2mployed to operate an institution or program. Includes
administrative staff, ‘nstructional staff (faculty), supportive
staff, clerical staff, custodial staff, and others.

SUPERVISOR: The professional person responsible for the promotion,
development, maintenance, and improvement of instruction in a
g:ven field and over a given area. Much of the supervisor's
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work is concerned with in-service training for instructors. In
some states, the supervisors are called consultants.

VOCAT IONAL/TECHNICAL EDUCATION COMPONENT: That part of the institution

devoted to occupational preparation and/or improvement of occu-
pational proficiency. The sum total of vocational/technical edu-
cation programs and services.

WITHDRAWAL: A student who withdraws from the institution and/or program
either temporarily or permanently, prior to completing the program.

Q
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A AWDIT 46(14]

AUTHORITY, lines of 45(7]; 47(3)
(See also: DELEGATION, of authority)

ACCEPTABILITY, to clientele 43[la]

ACCURACY, ©of materials 118(3) B
ACTIVITIES 80(14k]
student 65(6.]; 77-78; 115[25]

ADAPTABILITY, to clientele 43-44[2] BONDING 57117}
{See also: FLEXIBILITY)

BUDGET 40[n); 46(13); S6[3-9); 57([11,18,

ADMINISTRATION 47-50; 36-59; 69(S]; 25]; 64(2); €9(Ba); 106[o); 108{16],
107-109 119(15]
ADMISSIONS 67-68; 109(20-30] BUILDINGS
requirements 68{13]); 109[21,23,25, (See: FACILITIES)
-~ 27]
" ADVANCED PLACEMENT 68118), 107{6);
109(28)

ADVISORY COMMITTEE 49l[12r,s); 52(lla);
60-61; 65[9]; 1105 111({3); 114(12]

CAREER PLANNING
ALUMNI 77(10]) (See: GUIDANCE
OCCUPATIONAL, choice)

APPLICATION FORM

{See: ENROLIMENT AGREEMENT CARRELS
CONTRICT, student) (See: STUDY CARRELS)
APPRENTICESHIP 43(2d) CATALOG 451(3]; 58[34]; 59(36]
APTITUDE TESTING 71(14] CHALKBOARDS 119(17]
ARTICWLATION 107{4]); 117(15-16) CHARACTERISTICS
(See: COMMUNITY, characteristics
ATMOSPHERE 4711); 48[1C-11]; 65(13];, STUDENT, characteristics)
79{2}; 81(8]; 108{13]
CLIMATE
ATTITUDES, student 112(7}); 114(20]; (See: ATMOSPHERE)

11615}
(See also: HABITS}

* Note: The first number refers to page number.
: The number in brackets indicates guideline number.
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CLUBS COURSE DEVELOPMENT 441{7g]

(See: YOUTH ORGANIZATIUNS

ACTIVITIES) COURSE OUTLINE 113{éb]

COMMITMENT 35I(1€); 47([1); 52(12n); 71 CREDENTIALS 53[19]

121]); 108{12)

CRITERIA

COMMITTEES (See: STANDARDS)

(See: ADVISORY COMMITTEES)
CUMUMATIVE RECORDS

COMMUNICATION 69151; 74[11}; 107(9] (See: RECORDS)
COMMUNICATION CHHANNELS 47151 CURRICULUM 53[20a,21lbl; 73[5]; 116-117
) content 116{6-71; 117[9]

COMMUNICATION SKILLS 441(31; 116[5h}] development 11614}
COMMINITY CUSTOMER RELATIONS 116{5gl

agencies 38{9]; €3(10]; 70[10f}; 74(11);

104 (8} CUSTOMER VIORK
cooperation 40(n,ol; 104(8]; 106{s} (See: WORK)

institutional impact 40(b,i}; 64[4e);
1041({7); 106(i)

need (See: NEED, community) D
CONFIDENTIALITY 72126]; 75[2,6-8); 76

{9]1; 115(30-31}

CONSULTANTS, use of 66(18] DATA COLLECTION 36-38; 39[3-5); 104(9);
105(2-4]; 111-112
CONTINUING EDUCATION 40{g}; 73(8]; 106 (See also: EVALUATION
{gl; 115(28] RESEARCH
SURVEYS)
CONTRACTS
as delivery mode 44[2k] DELEGATION, of authority 45(61; 47{4];
student 58(31, 34} 54(26); 64{3)
COOPERATION 38191; 63[10] DELIVERY SYSTEMS 43-44
determining modes of delivery 43[1);
COOPERATIVE PROGRAMS 43[2b] 65(121; 112(9}
evaluation of 65(8); 112(9]
COORDINATION 48il2c); 69[7); 701l1); functions 441[7)
108{14b]} variety in 43-44(2]
CORRESPONDENCE SIUDY 44![2g] DEMONSTRATIONS 114(21b]; 119(14)
O0ST 43-44; 57(13-15]; 62(3a}; 64[4f}]; DISAIVVANTAGED 441(3f,1}; 63{12); €7[4})
65[6f]
DONATIONS B
CDUNSELING {See: RESOURCE, development)

{See: GUIDANCE)
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EFFECTIVENESS 431(1b); €3[9]; &4(4f];
65(6f,12]; 80[l4g]; 110(3,9h]; 112{9]

WITHDRAWALS)

EFFICIENCY 43(le); 48[12k]; 65(12];
112(9)

EMPLOYABILITY SKILLS
(See: HABIT:, work)

EMPLOYERS 40I[d,h,i]; 74(18-20]); 102
[7d]; 105(c); 106]h,p-r]

FMPLOYMENT

community needs for 137(4a]

conditions 37[5b]

student part-time 74{14]; 115([29]
EMPLOYMENT OPPORTUNITIES 30[31; 37(5b]};
73(9); 99(3]; .03(5c]
identification of 69[¢}

ENGLISH LANGUAGE 4413f]

ENROLLMENT ©62(7al; 109([27); 8[2]); 121
(15)

ENROLLMENT AGREEMENT 58130,211; 59(36]
EQUIPMENT 56I[8); €2[{3c); 110(9c}; 118
[1]; 120-121
quality of 31(14]; 100(14]
replacement of 56(7]
selection of 53[21d)
(See also: SUPPLIES
TOOLS)

ETHICS 58(33]); 68(5,8}; 116[5f)

EVALUATION 3017]; 35{18); 44[7]); 46
[12]; 49(12t]; £3(20b); 61([11]; 63
[11}; 64-6€; €9(4}; 74[15,21); 75
[51; 99(7); 102[14}; 108[14i}; 110
[6,9h); 111-112; 114[10]
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in staff development 49]18b); 51[21e]

of learning resources 79(6,3); 80[11]

(cee also: STANDARDS)
EXHIBIT SPACE 119(18]
EXPENDITURES 57(19]

EXPLORATION, occupational 58[32]

F

FACILITIES 311(14]; 62[3c); €9-70(8};
7717]1; £1-83; 122-123

FACULTY

{(See: PERSONNEL)}

FEEDBACK 65(6ql; 111(6d}; 114[11]; 116
[3]; 117[14)

FIELD TRIPS 110[%e]; 114(21c]
FINANCE 56-59; 62[5-6]
FINANCIAL ASSISTANCE, student 59{38)

FLEXIBILITY 43-44; 56[5); 62[2]; 63([8];
107{3,5-6]
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[€Eo); 73-74; 99([6]); 108{14k]; 111(6e];
115(28]
resources for 49[Ro}); 73{2]}

FOOD SERVICES 531[33]

G
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GOALS

{See: OBJECTIVES)

GOVERNING BODY 45-46; 60[1]

GROUPS
(See:

ACTIVITIES)

GUIDANCE 30(6); 44(7c]; 53(20h]); 58(32];
65(6j); 67-74; 80[1435); 99(6]; 108(7);
109[27]); 115[22,26,27]

H

HABITS, work 112([7d); 114(17); 116[5b,
5d,1) :
(See also: ATTITUDES)

HANDICAPPED 441{3i}); 63[12]; 67(4); €8[11)

ILLUSTRATIONS 119(12)

IMPACT, studies of
(See: COMMUNITY, institutional impact)

IMPLEMENTATION 53[20g]); 61[44); 66[14);

73{2); 112(10]

INDEPENDENT STUDY 43(2f]; 44l2q9,i}; 79
-80; 114(15); 118(6,7)

INDIVIDUAL DIFFERENCES 113(8]; 117(18])

INDIVIDUALIZED INSTRUCTION 99(9}); 113
(9); 119{10]

INDUSTRY

(See: NEEDS

STANDARDS)
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INMATES, of .astitutions 44(3qg]

IN-SERVICE TRAINING
of school personnel 49[17-19]; S0

{21-23); 52(12q); S3[21a); 53-54
[22); 541(25,28e]; 57(25); 71{22];
80(14c,d); 108([14h,15)

resources for 48[12j); 50(20); 108
{14h]

staff involvement 48[12i); 53-54(22);
108({14q])

INSTITUTIONALIZED POPULATIONS 44[3q]

INSTRUCTION 44(7i); 65(6k,11]); 66[7c);
113-115; 117(13]
. breadth and depth of 30(4]; 29[5])
S methods of 31[13}; 99(13]; 112(9]

INSTRUCTIONAL MATERIALS 53120d]; 65[12];
110{9c]; 113(64]; 118-119

adequacy of 119(8)

INSTRUCTIONAL MEDIA 118-119
INSURANCE 57 [22-24]

INTERPRETATION, of program
(cee: PUBLIC RELATIONS)

INVENTORY 57(20]; 80(10-11]

INVOLVEMENT 35(17); 48(7,8,12h,1); 49
(8q,15]); 51([3); 52(12a); 56(9]; 61
(91;70(10); 74(12];°77(4-5]; 78(11);
80(14}]; 102(13); 106(t]; 107(8,10];
108(14m,18); 110(4]; 111(5]); 116{4)
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OCCUPATIONAL ANALYSIS
OCCUPATIONAL SURVEYS)
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JOB MARKET
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116(3]

MEDICAL FACILITIES 54(29-31]

MEETINGS
advisory committees 61[6-9]; 70([11];

110; 108([18]
governing body 45{9-11]
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