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PRE FACE

This report has been issued in two editions. One edition
co
contains a complete set of conference materials, samples of mailings

and other data. The complete edition is being provided to the Wash-

ington Offices of ACTION and USOE, as well as to State Directors of

ABE in Nebraska, Ohio and New Jersey.

A shorter form of the report excludes Appendices C, D, E and

F, which largely contain materials provided conference participants

through mailings and during the conference, as well as the results of

the Pre-conference Questionnaire. The shorter form of the report is

being provided to all conference participants.
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TASK FORCES FOR PLANNING
ACTION VOLUNTEER USE IN ABE

Final Report for Special Project entitled "Task Forces
for Planning ACTION and ABE: A Mechanism for Promoting
Innovation in ABE which was carried out by the Opportunities
Industrialization Centers of America's Adult Armchair Eduva-
tion Program between March 1, 1972 and June 16, 1972, under
a grant awarded by the Office of Education Bureau of Adult
Education Vocational and Library Programs, Division of
Adult Education.

I. INTRODUCTION

The primary general purpose of this project was to
explore the possibilities of bringing into the ABE sys-
tem the systematic and orderly introduction of volunteer
use, through a planning mechanism which was called a
Task Force. The secondary general purpose of this pro-
posal was to investigate some of the major features
associated with introducing change into the existing
ABE network.

A. The Opportunity

The need for additional resources to be applied to
ABE programs throughout the country is obvious.
Currently, the ABE programs are reaching only two
percent of the potential target audience and persons
in need of their services. It is not conceivable
that in the immediate future large amounts of
monetary resources will be available to Adult Basic
Education. Beyond this, however, it is inconceiv-
able that money alone will be able to accomplish
the needed job of reaching millions in the United
States who are in need,of Adult Basic Education.
Indeed, in our preconference investigation of
problems currently facing ABE it became immediately
apparent to members of the project staff that the
use of volunteers will be and must be a key ingred-
ient to the combination of resources that must be
applied to reach increased percentages of the
current ABE target population.

While ABE is in need of additional resources, it
has become evident within the last year that large
numbers of potential volunteer resources are avail-
able through the ACTION agency. Typically, ACTION
receives between forty and fifty thousand applica-
tions for volunteer service per year. Less than
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forty percent of these persons are utilized in
volunteer efforts such as VISTA and the Peace Corps.
It has been noted by ACTION that many of the volun-
teers applying and not assigned to projects possessed
skills which could be applied to ABE. In addition,
ACTION has been widening its ,potential pool of
volunteer canr14dates throughjsuch resources as the
United States civil Service Commission and the
Department of Defense. In these latter cases, they
are now able to identify persons who are about to
retire, have high level government skills, and are
potentially seeking volunteer years of services.

These two needs of this organization suggested that
an opportunity existed to bring together for their
mutual benefit those administrators who could make
decisions that would ultimately aid those who needed
their services.

B. The Task Force Conco tance Activities

Given these opportunities to bring together ACTION
and ABE including the various levels of responsibi-
lity (i.e., National, Regional, State and Local),
the Opportunities Industrialization Centers of
America's (OIC) Adult Armchair Education (AAE) pro-
gram was funded to get facilitators for the Task .

Forces. The Task Forces were conceived as the
mechanism for planning the implementation of ACTION
volunteers into ABE program. The focal point of the
Task Forces was the three day Planning Conferences
held in Philadelphia, Pennsylvania for each of the
three states involved: Nebraska, Ohio and New
Jersey, during three separate weeks in May, 1972.
The rationale given for the selection of three
states as pilot demonstration was that they repre-
sented a variety of program settings (i.e.,
Nebraska tTimarily rural; Ohio - mixed rural and
urban; and New Jersey - primarily urban).

The activities designed to accomplish the objectives
of the Task Force are divided in this report along
with conclusions and recommendations pertaining to
Task Force structure. The activities are described
in this report as follows:

1. Preconference Activities - to promote the
formation of the Task Forces for three
states.

I 9
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2. The Task Force PlanningConference - aimed
at developing specific written proposals
for Volunteer use in ABE as a result of
planning activities by key decision makers.

3. Postconference Activities - designed to pro-
vide feedback concerning Task Force operations.

II. PRECONFERENCE ACTIVITIES

A. Introduction

Of primary importance to the success of the special
project was the proper management of the many acti-
vities that had to be completed prior to the actual
conference. Special attention was given this phase
of Task Force activity in order to insure positive
conference results. The Task Force had to be
organized and the conference design and materials
developed.

The initial activities necessary to organize the
Task Force for each state had to deal with the com-
plexities of integrating the various systems
concerned with ABE and ACTION into an effective
planning mechanism. Open lines of communication
for exchangc of information and ideas had to be
established with ACTION agency personnel at the
national and regional levels, national and regional
USOE staff, State ABE Directors and their staff,
and local ABE program directors. Another important
component of preconference activity was the creation
of specific designs for the' conference format and
informational materials relevant to the known needs
of local, state, regional and national persons.
Finally, the specific mechanics of operating each of
the planning cenf erences_had to_be developed.___

B. Specific Objectives

1. To organize the ABE Task Forces for planning
ACTION volunteer use in the states of Ohio,
New Jersey, and Nebraska which would include
every level of ABE administration to affect
the selected states as well as regional and
national administrators from USOE and ACTION.

(a) Minimum Task Force expectations for
USOE included at least one representa-
tive of the National office and the
Regional Program Officer or his repre-
sentative.

10
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(b) Minimum Task Force expectations for
the ACTION agency included at least
one representative from both the
national and regional offices.

(c) Minimum Task Force expectations for
selected states included the State
Director, one or more members of his
staff, in addition, a maximum of ten
local ABE administrators representing
a cross-section of programs with regard
to population groups, size, and pro-
gram level of sophistication.

2. To introduce all levels of Task Force participants
to the specific objectives of this, special pro-
ject, and to enlist their cooperation and support
in meeting'Task Force goals by:.

(a) Reinforcing through direct and indirect
communication with participants/positive
feelings about the conference, and pro-
viding orientation to Task Force and
planning conference approach.

(b) Dealing with negative feelings or
responses such as problems encountered
in the past use of volunteers.

(c) Underlining self-interest of successful
completion of project.

) Preparing participants for being
receptive to information and question-
naire in preconference packet.

3. To elicit information as to ABE program needs
from participants to assist in:planning confer-
ence sessions which would be responsive to
those needs by:

(a) Eliciting information from telephone
contact and direct face-to-face con-
tact.

(b) Having each participant fill out and
return preconference questionnaire prior
to attending conference.
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4. To develop and design Task Force Conference
including format, lesson plans, participant
materials, cladio-visual aids, and evaluation
materials.

5. To plan and organize system for successfully
implementing mechanics of conference opera-
tion, i.e., fiscal arrangements, transportation,
room accommodations, registration, meals and
social events.

C. Methodsand Procedures

1. Coordination of Task Force Formation and
Orientation of Participants

A system of communication utilizing direct
face-to-face contact as well as telephone
and mail was implemented to proceed with Task
Force development. Phone contacts were used
to introduce the special project and to gauge
the initial response to the concept. Letters
were sent to introduce the special project, to
reconfirm the anticipated visits, redefine the
role of OIC/AAE in the conference, and to sum-
marize some of the essential features of the
Task Force. Preconference meetings were held
with USOE and ACTION representatives as well
as with ABE State Directors of Nebraska, Ohio,
and New Jersey. A preconference mailing was
sent to all levels of participants to reinforce
information about the conference and to further
prepare the participants for the conference
objectives and work.

(a) USOE Staff Coordination

After the initial phone calls and mail
correspondence a series of contacts and
meetings was held with the USOE national
staff in order to develop a number of
strategies and understandings necessary
to begin planning for the Task: Force Con-
ferences. Initial selection of states was
completed with Nebraska, Ohio, and New
Jersey chosen to participate in the special
project. Decisions were arrived as to
what section USOE would take in order to
support, stimulate, and interest the throe
State Directors in the project; to decide
specific responsibilities for coordination

12
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of the Task Force effort, and to determine
the extent to which Regional USOE persons
might be involved in contributing their
expertise to the conference.

(b) ACTION Agency Coordination

Contacts and meetings were held with nation-
al ACTION representatives to determine
certain policy and program questions, and
to gain their input as to how ACTION Volun-
teers might.be successfully incorporated
into the ABE system. Concepts were,
developed for generating interest and
support for the Task Force effort through-
out the various levels of the ACTION agency.

Initial contacts with regional ACTION staff
reflected a receptive attitude towards the

concept.

(c) Coordination of State and Local ABE Directors

There was a series of contacts and meetings
with the state ABE directors and their
local staffs from Nebraska, Ohio, and New
Jersey to present to them the concepts and
potential of the special project. Direct
visits were made to Nebraska and New Jersey.
Two personal visits were made to Ohio to
fully discuss their concerns. These meet-
ings were held to orient the State Directors;
to enlist their full cooperation and support;
and to begin with them to finalize concrete
objectives for the Task Force. In addition,
ideas and feelings were exchanged concerning
a number of special issues such as (1) past
use of volunteers, (2) potential new roles
for new types of volunteers, (3) setting a
potential date for the conference, and (4)

factors to be considered in the selection
of local ABE administrators. By discussing
these and other topics of concern prior to
the conference and freely exchanging thoughts,
it was felt that any major obstacles could
be resolved and the operation of the actual
conference facilitated.

2. Preconference Mailin

Every member of the Task Force received a pre-
conference information package (see Appendix C)

13
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designed to further orient each participant to
the Task Force conference approach. The
packets included:

(1) Letter of introduction
(2) Conference expectations
(3) Travel expense information
(4) Conference schedule
(5) List of conference participants
(6) Information about the conference center,

Krishelm
(7) Preconference questionnaire

The preconference questionnaire was designed
to (1) develop information as to the current
level and other program operations; (2) to
delineate felt needs within the ABE system; and

(3) to assess and develop approaches to volun-
teer use within the current ABE programs. (A

breakdown of specific findings delineated by
returned questionnaires is attached to this

report. (See Appendix D).

3. Design of Conference Format

After receiving input from the various levels
involved in Task Force planning, a three day work-
ing conference format was designed aimed at meeting

Task Force objectives. The design included (1)
introduction of participants; (2) orientation to
philosophy and potential of the conference; (3)

overview of the conference design and objectives;
(4) group discussion of ABE needs; (5) individual
identification of volunteer types observed; (6)

the development of written proposals for each local
program; and (7) the planning of .a state-wide
strategy for ABE and ACTION (see Appendix A). The

conference atmosphere was to be friendly and
informal, utilizing group discussion and providing
individualized technical assistance as needed.

Lesson plans were developed for each of the con-
ference sessions as well as participant materials
and audio-visual aids. (See Appendix E). Of
special significance were two slide tape programs

depicting: (1) ACTION Volunteer Use in ABE--an
overview of the various ACTION volunteer programs
and roles (Peace Corps, VISTA, ACE, etc.) and
specific possible applications of ACTION volunteers
to meaningful roles in ABE programs; and (2) a
specific slide program on the use of recruiters as
volunteers in ABE. The second tape, available to
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conference members, presented Specific ways in which
volunteers might be utilized in a recruitment role
to increase AB1 participation. Evaluation tools were
built into a three day format to assess the strengths
of the conference design and to evaluate staff
performance. These assessment tools included:

(a) Participant Reaction )

(b) Observer Checklist ) (See Appendix F)
(c) Participant Information)

4. Mechanics of Conference_gpration

The confLrence format that was designed demanded
great priducLivity in a relatively short period of
time. The hours allotted by the schedule wel,
sufficient for the attainment of conference goals,
but to be successful, the agenda had to be smooth
running and free of many of the potential problems
inherent in a conference situation. Every detail /

of conference mechanics had to be well synchronized/
and fully under control prior to the actual con-
ference.

(a) Site Selection

It was determined that the following factors
would be especially important in selecting and
finalizing a conference site:

(1) Location suited to a working atmosphere,
rather than close to entertainment and other
facilities which might preclude full parti-
cipation of conference participants.

(2) Good meal facilities

(3) Adequacy of conference meeting space.

(4) Adequacy of sleeping accommodations.

After investigation of a number of potential
conference sites in the Philadelphia area,
Krishelm Conference Center, located in Chestnut
Hill, Pa., was considered the most advantageous.
Also, it proved to be the most cost effective.

(b) Travel Expenses

The source of control for fiscal matters
related to the Task Force conferences was the

OIC/A accounting office. There was sufficient
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crApability through existing OIC fiscal personnel
to properly handle the total accounting needs of
this project.'

Procedures for reimbursement were worked out in
such a manner that only a minimum amount of
paper work would have to be done 137 conference
participants. Fiscal arrangements were communi-
cated to conference participants by means of the
"Conference Travel and Expanse Information"
sheet contained in the preconference mailing
(refer to Appendix C).

For those coming by air, arrangements were made
directly through existing OIC mechanisms with
the cooperation of a local travel bureau. This
method of handling travel expenses precluded
the need for conference participants to make
large initial outlays of funds from their
individual resources.

(c) Social Activities

A number of factors were taken into consideration
in deciding to provide entertainment and social,
activities for conference participants. They
included:

(1) Distance of conference center from enter-
tainment centers of Philadelphia

(2) Conference participants' lack of transporta-
- tion resources.

(3) Participants lack of familiarity with the
city

(4) Desire that participants be well rested and
alert for conference activities.

' *Each conference group from Nebraska, Ohio, and
New Jersey was provided with a number of social
activities among which were*a baseball game at
the National League's newest and largest field,
Veterans Stadium, a show at Playhouse In The
Park, the air conditioned theater in the round
in the city's large park system, tour of OIC's
ABE program arc? st tour of the Prototype of
OICs of America's vocational training pLograms,
excursions to cultural and night spots, includ-
ing a special evening showing of the Liberty
Bell at Independence Hall exclusively for the
conference participants, and a visit to Progress
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Plaza, the black owned shopping center in the
inner city for a tour and orientation to black
economic development in Philadelphia

Transportation for the group was provided by
chartered bus.

(d) Planning Conference Support

Besides the above major items, a number of
small details had to be taken care of to assure
a smoothly run conference. Among these were:

(1) Room assignments

(2) Registration procedure

(3) Meal schedules--

(4) Securing meeting rooms

(5) Local travel arrangements

(6) Assignments for support personnel

(7) Coffee and other refreshment breaks

(8) Reproduction of conference materials

(9) Assembling equipment for use during con-
ference

Each of the above activities was assigned to and
completed by appropriate OIC/A personnel.

Information about room assignments, meal sched-
ules, location of meeting rooms, and method
for documenting travel expenses were related
to participants at registration. Registration
for the Nebraska and Ohio conferences was held
the evening the participants arrived at Krishelm.
Participants from New Jersey arrived the day of

the actual conference and some time had to be
subtracted from conference activities to explain
the above procedures.

Coffee breaks were provided for participants
during both the morning and afternoon sessions.
An evening snack was also provided fcr conference
members the night of arrival.

All materials for the conference were reproduced

17
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and ready for distribution prior to the con-
ferences. A temporary office was set up at
Krishelm to deal with any emergency clerical
needs. Office supplies, audio-visual aids,
and other equipment were taken to the conference
site for *use as needed.

D. Results

'1. aualzling the Task Forces

The work of organizing the Task Forces, orient-
ing the prospective participants and confirming
attendance for each Task Force Conference was ,
completed in approximately a one month period.
Minimum expectations for the different levels
of participants were met or exceeded for the
most part (see Appendix E).

National and Regional ACTION were well repre-
sented at each conference. National USOE staff
participated fully in the total project effort
through the presence of a specially assigned
representative for the entire length of each of
three conferences. 'USOE Regional Program
Director for the. states of Nebraska, Ohio, and
New Jersey were not present at the Task Force
Conferences (a representative of USOE, Region 3
staff, did observe a portion of the New Jersey

conference). The ASE State Directors from
Nebraska, Ohio, and New Jersey attended the
conference for his state along with local
program directors.

The local program directors represented a broad
range of ABE programs in regard to population
groups served (Afro-American, American Native,
Appalachian White, Mexican American, and White),
rural and urban settings- and program level of

sophistication.

Of special significance was the presence of a
number of representatives from interested
agencies including personnel from the Goverrx,r's

Office of Nebraska, USOE, Division of Adult
Education and USOE, Division of Manpower Train-

ing.

The absence of USOE Regional Program Officers
was significant. They might have served as a
strong focal point for the continued involvement
of State ABE Directors and staffs and ACTION



Task Forces for Plc.nnirg - contd.
BEST COPY_11191ILABLE

Agency personnel in completing the special
project. The need for Regional USOE participa-
tion should have been more clearly expressed, in
preconference meetings with National USOE staff.

Conference Orientation

Task Force members arrived at the conferences well
prepared for the work at hand. After receiving
an orientation to the special project, they had
done some serious thinking about the needs of ABE
programs and the roles volunteers might play in
helping to alleviate some of the problems.

The success of the orientation process, preparing
Task Force Conf3rence participants and 'enlisting
their cooperation and support, can be demonstrated
by a number of factors which includ:

(a) the expedient manner in which USOE staff
arranged meetings between AAE staff and national
ACTION personnel to begin planning for Task
Force Conferences.

(b) the amount of planning on the part of the ACTION
Agency in preparing presentations, audio-visual
aids, and participant materials appropriate to
conference needs.

(c) the promptitude of State ABE Directors in
identifying local ABE Directors to participate
in the conferences and in securing the release
of local ABE %rectors from on-going responsi-
bilities through correspondence wita local school
superintendents and/or college presidents.

(d) the number of preconference questionnaires con-
taining valuable information about ABE program
operation and needs which were returned prior
to the Task Force Conference. State DirectOrs
and their staffs forwarded twenty-nine of
thirty-six form to the AAE staff to assist with
preconference planning.

(e) the response of conference participants on the
Participant Reaction Form. Only three of thirty-
one respondents noted "Better Preconference
Orientation" as an area of possible improvement
(See Appendix G)

Information Gatheringma.a..............

19
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Information was elicited by mail, direct visit, and
telephone contacts that enabled the AAE staff to
tailor the conference design, format, participant
materials, and audio-visual aids, to the needs of
the individual participants. The preconference
questionnaires are included in this report. (See
Appendix D). Evidence of the success of individual
concerns was dealt with "extremely well" or "mostly"
,by conference staff. (See Appendix H).

4. Design of Task Force Conference

The three day working conference format proved to be
an adequate schedule for the accomplishment of con-
ference objectives. Group discussions were lively
and informative; technical assistance was provided
as needed.

Materials designed for the conference included:

(a) Primary Conference Work OUtput

(b) Conference Design and Activity Summary

(c) Proposal Development Worksheets

(d) Lesson Plans for each conference session

(e) Audio-visual aids:

(1) Transparencies of participant materials

(2) Slide tape presentations

(f) Conference Evaluation Forms (See Appendices)

The conference design, format, participant materials,
and audio-visual aids as well as conference atmos-
phere, objectives and group participation were
evaluated by identified conference observers and
individual conference participants. The majority
of the conference observers rated all of the above
categories between the "highest level of achievement"
and "fair" on the observer Checklist with the over-
whelming majority of responses in the two highest
categories. (See Appendix E). The majority of
respondents on the Participant Reaction form were
well satisfied with the topics covered, the dis-
cussion process, and the conference organization
and procedure. (See Appendix H).

The overall conference objectives were met by the

20
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conference design. A list of all suggestions made
by participants for conference improvement is
attached to-this report. (See Appendix H).

5. Mechanics of Conference Operation.

The actual conference was a well run, fully syn-
chronized affair with every activity supervised by
a member of the AFL staff. Task Force conference
participants and conference observers felt that
conference mechanics were quite effective.

(a) Site Selection

Utilization of the facilities of Krishelm
Center had the following advantages:

(1) Conference sessions were able to begin on
time as majority of participants resided
at Krishelm

(2) Task Force members were able to develop
friendly relationships with each other
outside conference sessions.

(3) Participants did not have .to pay beyond
money budgeted for meals as all meals were
prepared and provided by Krishelm staff.

Most participants felt that Krishelm was a unique
type of conference center with good accommoda-
tions and lovely grounds. Two women participants
who were assigned the same room commented that

the room was dirty. No explanation can be
offered for their comments. Conference observers
who included three women, rated living quarters
clean and comfortable. (See Appendix C). A
majority of both conference observers and
individual conference participants rated all
accommodations and services from the highest
level of achievement to the "fair" category
with a substantial majority in the two highest

rating categories. Individual suggestions for
improvement are included in this report. (See

Appendix G).

(b) Travel Expenses

Travel arrangements and reimbursement procedures
for conference participants were handled smooth-

ly and expeditiously. All conference partici-
pants were allowed to specify travel arrangements

21
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desired. On arriving at the Task Force Con-
ference, participants were given "Travel Expense
Information Form" which was completed and
returned to the AAE staff. (See Appendix F).,

Prepaid airline tickets were found to have the
following advantages.

(1) Participants need not lay out relatively
large sums of money prior to the conference.

(2) The most expeditious routing by air is
assured.

(3) Indirectly assures attendance of conferees
at conference site at the time most
desired.

(4) Assures positive documentation of expenses.

All other travel expenses, cab, rail, or car
were promptly reimbursed. Any problems in the
area of transportation were the result of what
some participants felt was an unclear map on
the Krishelm brochure detailing travel routes
to Krishelm within the city of Philadelphia.

(c) Social Activities

Conference members for the Nebraska and New
Jersey conferences seemed highly appreciative
of social activities provided for their enter-
tainment. Some participants from New Jersey
who had planned to commute, stayed on at
Krishelm in order to be able to participate.
The chartered bus took participants to
activities for the evening immediately after
dinner and returned them to Krishelm early
enough for them to be alert for the work of
the conference the following day.

The majority of conference observers rated
social activities in two highest levels of
achievement, individual conference participants
had few suggestions for improvement. (See

Appendix M.

(d) Conference Support

Support responsibilities wc.re carried out by
OIC/A staff members. All of the small details
were carefully handled and the conference ran

22
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smoothly without any major disruptions. Personal
and clerical needs of conference members were met
by assigned staff. 01C/AAE personnel worked as
an effective team, meeting conference support
needs.

III. THE CONFERENCE ACTIVITIES

A. Introduction

The conference was conceived as a three day working
session with measurable accomplishments for each
scheduled session and an overall objective of
development of a state proposal for the use of
ACTION Volunteers in local ABE programs. The
concept of participant involvement was the overall
theme, and on that premise, participant contribution
began with preconference meetings and specific
planning through use of a questionnaire.

The sessions were planned to respond to expectations
and needs indicated by information gathered from
local, state, regional, and national preconference
contracts via mail, phone, and personal visitation.

Lesson plans and participant materials were develop-
ed for each session and outside conference observers
were present for on-going evaluation and participa-
tion as resource persons. The theory of "learning
through doing" was applied in anticipation of a
general inexperience in proposal development by
conferees, therefore, "sample proposals" were
developed and used for guidance of local directors.
These proved to be valuable tools; in many cases,
minimal modifications were necessary for program
adaptation. (See Appendices E and F).

The "working" atmosphere of the conference was
further defined by the clarification of the roles
of all conferees ard the establishment of coopera-
tion among all lev, s represented: ACTION (national
and regional), USOE, and state and local ABE
directors. The opening sessions of the conference
were designed to elicit commitment to conference
goals by all participants and define the function
of the conference leader, Ronald Howard and the AAE
staff as facilitators and resource persons. (See

Appendix E)

Further, the goals outlined were developed to con-
form to the three day time factor and designed for
successful completion Within that parameter.
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1. To develop a comprehensive written proposal for
use in ABE which is individualized to the speci-
fic needs of state and local program sponsors
represented at the conferencez

BEST COPY AVAILABLE
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(a) Each completed document will include
appropriate information on the following
proposal categories :"

(1) Identification cover sheet

(2) Problem statements which are developed
specifically to define the need for
particular types of skills required in
local ABE programs.

(3) Objectives projecting performance
expectations for each volunteer type
requested.

(4) Job description and qualifications.

(5) Supervision and support.

(6) Evaluation designed to galige program
effectiveness and individual perform-
ance of volunteers.

(7) Training needs.

(8) Budget

2. Key Objectives for each Session

(a) Session One: To establish through the use
of fact sheets an overview of the conference
philosophy and a cooperative working atti-
tude by introduction of various levels of
participants and defining the roles and
expected contributions to be conference.

(b) Session Two: To familiarize participants
with conference objectives by discussion
of overall schedule and design and provide
opportunity for particular recommendations
for modifications of work plan. To elicit
commitment from conferees for completion-
of conference goals.

(c) Session Three: To define through general
discussion problem areas in local ABE pro-

24
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grams and identify specific volunteer
functions applicable as solutions.

(d) To provide proposal development worksheets
for local program directors and being
detailing projected use of ACTION Volunteers
tailored for specific program needs.
Development of job descriptions, qualifica-
tions, objectives.

(e) To complete specific written proposals for
each local program and develop cover sheets,
budget requirements, and summary sheets.

(f) To coordinate inter-program needs and
problems and resolve fiscal responsibilities
on a state-wide basis to insure effective
demonstration projects.

) To outline some of the methods and.teche..
niques recommended for effective supervision
and support of volunteers.

3. To provide a conference format which permits
decision makers at all levels (national,
regional, and local) an opportunity to personally
interact in the process of davoloping a compre-
hensive workable proposal for the use of ACTION
Volunteers in a state-wide ABE pY.ogram.

C. Methods and Procedures

1. The "round table" approach was employed for the
two opening sessions of the conference. A
general orientation to conference design was
presented and participants were encouraged to
suggest modifications and commit themselves to
the work schedule.

Each local director.described his/her local
program and defined problems existing. This
method revealed the difficulties common to most
AAE operations and assisted in cementing the co-
operative atmosphere desirable for success.
Once functional difficulties were expressed by
local directors, the introduction of ACTION
Volunteers as a solution.for program expansion
and improvement was made easier. The State
director assisted in defining the financial
parameters and the local responsibility. An
asset for the clarification of ABE nationally
was the presence of a representative from. USOE

25
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(Bayard Clark) to provide on-going consultation
for the development of the state proposals.
Further explanation of ACTION Volunteers was
provided by Ronald Dunton of ACTION, Washington,
D. C. Also present were regional directors for
the ACTION program.

Information regarding the consultant staff and
their function as resource persons to the
director in the development of proposals was
explained and the staff were introduced.

2. Instructional methods assumed the form of
providing "sample" proposals to directors
containing job descriptions, qualifications for
positions requested, budget and summary sheets.
With this sample proposal as a working tool and
specific program needs defined, the AAE resource
team was assigned to give individual assistance
to directors in development of specific function-

--al categories, i.e. recruitment, instruction,
curriculum development, counseling, volunteer
services, etc. The resource persons were
members of the AAE Department of the OICs of
America, and each had specialized expertise in
all phases of the above mentioned categories as
well as considerable experience in the use of
volunteers.

3. Once individual. sections of proposals were
completed the total group was reassembled for
compilation and summary of statewide plan for
use of volunteers. Frequently this, discussion
of state needs resulted in cooperative or
regional use of such specialists as a curriculum
developer or volunteer services volunteer.

4. The concluding sessions were roundtable discus-
sions dealing with supervision, training, and
support for volunteers. Standards for
evaluation of both individual and program success
were suggested by the conference leader and
resource team.

D. Results

1. The project was successful in accomplishing the
objectives of developing written proposals for
the use of ACTION Volunteer in ABE program in

the states of Nebraska, Ohio, and New Jersey

(a) A total of 59 volunteers were requested for

6
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Nebraska 19

Ohio l6

New Jersey 24
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(See attached state break-
down, Appendix B).

(b) Functional job needs were defined in fifteen
categories. Problem statements and job
descriptions were prepared to meet the
specific needs defined by local programs in
each state. (See Appendix B).

(c) Participants were encouraged to evaluate
sessions for effectiveness and were coopera-
tive in doing so. (See summary of Partici-
pant Reaction, Appendix 11).

(d) Communications were established between
various levels of representative, national,
regional, state, and local clarification of
roles and responsibilities for proposal
completion.

(e) The tools for 6:-pediting the conference
were effective in tne.preparation of the
completed proposal package. (See Conference
Materials, Appendix F).

(f) The fiscal responsibilities in all categories
(national, state, and local) were defined
and resolved. (See Budget Summary, Appendix
).

(g) The conferees were provided with the basic
information required for:

(1) Developing proposals

(2) Supervision and training of volunteers

(3) Budget requirements

(h) The use of a resource team proved to be a
highly successful method of providing
specialized, individual assistance and is
recommended for efficient conference
procedure.

(i) The conl'cl,.-?nce work clan was enhanced further
by the participation at each conference of
outside observers who served as consultants
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in addition to providing an evaluation of
the project. (See Observers Checklist,
Appendix G) .

IV. POST CONFLRENCE ACTIVITIES

A. Introduction

.The postconference activities were conceived as the
period of time in which the initial planning
activities for use of volunteers in ABE was consoli-

dated. It has been emphasized to each planning
group that the conference a:tivites were just the
beginning state of a wide variety of activities that

had to be carried on prior to volunteer's entrance
into ALL programs. These postconference (or
volunteer preservicu activities depending upon
point of view taken) included in part:

1. Final approval of volunteer use plans by local
boards of education and/or state boards of
education.

2. Determination and identification of all necessary
support and other costs needed to fully imple-

ment the program.

3. On- -going planning for volunteer orientation and
training both ot the ACTIOJ regional level and
the state and local levels.

4. CoordinAion and implementation of selection L:
volunteers through ACTION office ofselection
and local levels.

5. Preparati.on by local ABE administrators for

bringing his requested volunteers into local

programs. This includes space and equipment
acquisition, preparing local staff and community
for volunteer's role and function, supervision,
and on-going in-service training.

6. Overall coordination of volunteer projects,
regional ACTION and USOE staffs. .

7. Preparation of final preoposal by state directors
arld their staffs for state plan.

All of the above postconference activities were
discussed vith conference participants, and tentative
plans were made for continuing planning and implemen-

tation activities. It was clear, however, that the



Task Forces for Planning contd,

BEST COPY AVAILABLE

-22-

extent to which the conference facilitators OIC/ARE

could involve themselves in the participants;
postconfurence activates was limited by the scope
of obligation under its (\misting contract. Objectives

for 01C/A11E postconference are defined below under

objectives.

13. Objectives

The specific objectives identified for the OIC /ME

Project Staff postconference activities were as

follows:

.1. Consolidation of conference materials, forms,
data, and other materials.

2. Preparation of final report of Task Force

activities.

3. Postconference mailings to Task Force partici-

pants.

4. Final closeout of .fiscal and other matters ,con,
cernine facilitation of Task Force.

C. Methods and Procedures

1. The conference materials used in promoting
volunteer usage and preparing proposals were
considerable considering the relatively short
duration of the conference. For example, the
proposal drafts themselves average 200 pages
of material for each of the three conferences.
Copies of these proposal drafts had been pro-
vided to State directors, ACTION selection staff,
ACTION regional staffs, and USOE. In addition,
each conference participant who had completed
a proposal for volunteer use.

The compilation of these initial proposal
drafts into a finished proposal of state plan
was the responsibility of State 'directors. AAE
compiled summaries of volunteers requested
(see Appendix for various summary tables). The'

preconference and conference were assembled in
such a way as to provide a basis for materials
replication in possible future conferences of

a similar nature. Evaluation materials were
consolidated and summarized. (See Appendix I)) .

2. A final report was prepared in such a way as to
give a picture of the Task Force in a structure
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suitable for duplicating Task Force methods to
other settings.

3. Postconference materials consisted primarily of
a copy of the final report to .conference partici-

pants. This is consistent with the main thrust
of the Task Force approach which consistently
attempted to put "everything on the table."

4. All fiscal and other matters pertaining to
conference activity were completed. From the
point of view of conference participants, this
consisted primarily of reimbursement for their
outlays of conference expenses through the
mechanism of the OIC/A Fiscal Office. Accounting
for the total project, fiscal and 'related matters,
have been and continue to be handled by OIC/A.

D. Results

The accomplishment of postconference objectives by
the OIC/AAE facilitators have been accomplished as
is evidenced by this final report. Appendices
attached contain consolidated materials used in
preconference and conference activities. Fiscal
reimbursement for all conference participants was
completed shortl after the conference sessions.

Postconference materials consisting of the final
report have been mailed to all conference partici-
pants.

One of the primary results of this postconference
activity is that there is currently a lack of a
focal point for coordinating on-going Task Force
state, regional, and national activities. Evidence
is such, through phone inquiries from various states,
that the question of responsibility for the post-
conference activities of participants would have
hJen facilitated if very clear indication could have
been given of a regional or national person pre-
sumable in USOE who would be able to give on-going
direction assistance and coordination to the various
needs of the Task Force. At the time of the writing
of this report, we understood the USOE is attempting
to develop a mechanism for this on-going coordination.

V. CONCLUSIONS AND RECOMMENDATIONS

These conclusions and recommendations are designed to
summarize for other ALE administrators, the various
principles and learning experiences gained as a result

of this project.
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1. The Task Force concept was found to be a viable and
productive approach for planning the design and
implementation of now elements into existing ABE
programs. It is felt that the Task Force concept
may be examined and applied in a wide range of
situations requiring planning activities at all
levels of ABE proy.camming, (i.e. local, state,
regional and national). We do not suggest that the
concept be used in all planning efforts, but should
be considered as one of several mechanisms for
planning, especially where diverse levels, agencies
and groups must be coordinated.

2. Considerable time and adequate resources must be
available to implement Task Force planning. It is
felt that .USOE in this project did provide adequate
funding and a time frame sufficient to do the job,
(i.e., five months at a funding level of $60,000
for the development formation and activities of three
pilot Task Forces). Once experience has been gained
in the Task Force approach, it is felt that subse-
quent Task Force start up time and cost can be
greatly reduced.

3. In forming Task Forces it is most important that
insofar as possible participants be contacted
directly, preferably in a face to-face situation and
at the least by a personal telephone call. This was
the approach used in this project. It was found.
that director contact allowed Task Force facilitators
to receive immediate informal and formal input as to
questions, concerns, objections, problems and
difficulties of Task Force members.

4. The task or mission of the Task Force must be sale-
able to participants and involve them on a level

of self-interest. In this effort the need for
additional ABE resources and the need to field a new
type of volunteer, both served the interest of the
two large groups involved.

5. Linking the mission of the Task Force to true cost
effectiveness enhances the salability of participa-
tion. In this case, ACTION could increase the
number of volunteers fielded at lower cost per
volunteer while ABE programs could receive manpower
resources which would have an overall average marki:.1t
value of twice the cost for the volunteer. (See

Appendix I). It should be noted here that ACTiOA's
ability to meet ABE program requirements is a
crucial factor in the cost effectiveness picture.
However, ABE program directors will share in the final
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selection of volunteers and their ability to be able
to do this will be of equal importance to the
ultimate on-going of the Task Force.

6. Agreement and commitment to objectives of the Task
Force must be secured. The director contact approach
facilitates such agreement and commitment.

7. It should be recognized that planning a Task Force
is a kind of change agent and that resistances to
change is "natural". It is, therefore, extremely
important that both positive and negative. attitudes
be brought into the open as soon as possible, be
fully recognized and discussed. Every opportunity
should be given participants at every stage of Task
Force activity to air their concerns and express
attitudes.

8. The Task Force facilitators (i.e., those who have
the charge to servicing and guiding the activities)
should be seen and in fact be as neutral as possible
concerning the interests of the various Task Force

members. This is not to say that facilitators should

not be enthusiastic or nothavo interest in the mission
and objectives of the Task Force.

9.. The short run objectives of the Task Force should be
clearly defined, clearly measurable and clearly
communicated. In the case of this Task Force, the

production of specific proposals requests for
volunteers was the principle objective of the Task
Force within the scope of its initial period of
activity.

10. All activities of the Task Force are enhanced if there
is continuous opportunity for input by members to
freely shape and influence the direction of activities
within the scope of the objectives. The body of this
report suggests a number of ways in which. Task Force
facilitators provided freedom of input. The pre-
conference questionnaire, and the second session of
the planning conference are but two examples of
much formal points of input opportunity.

Much effort before and during the planning conference
went into giving participants information channels of

communication.

11. Greatest emphasis of participation should center upon
those who will actually implement the planned activity.
In these throe Task Forces, approximately half the
conference participants were local directors of ABE

I. 32



BEST COPY AVAILABLE

Task Forces for Plannina - contd. -26-

programs. Their contribution was planned to be
essential within the framework of the measurable
Task Force objectives.

12. The climate of the Task Force's local activity (in
this case the Planning Conference in Philadelphia)
should be a climate of working towards specific
ends. The Planning Conference was designed to have
specific objectives for each session. The use of
the Krishelm Retreat allowed for a contained setting
where work could be focused up in an attractive
setting. Although it is popular today to regard
conferences as an opportunity to relax and get away'
from it all, it is believed that in the long run
participants will gain a greater sense of pleasure
from the actual meaningful accomplishments which
were produced.

13. One limitation noted in this Task Force had to deal
with the factor of diverse sources of accountability
are fairly well fixed. With the large number of
agencies to which participants were accountable, it

was difficult to fix responsibility. It is felt that
greater control over this factor could have been
gained if during the planning conference verbal
agreements of responsibility could have been reduced
to writing as tentative agreements of understanding.
Such would have aided postconference activities
between various agencies and especially on the
National, Regional, and State levels.

14. The Task Forces on-going activities after the initial
planning effort should be firmly fixed and responsi-
bility assigned. Task Force facilitators developed
a growing recognition that they should have pushed
for the involvement of USOE regional staff members
as a focal point for the postconference activities.
It is felt that if this role had been created, there
would have occurred a number of additional benefits
to the ultimate success of this project. Responsi-
bility for this omission. and lack of foresight is
assumed by the Task Force facilitators.

33
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CONFERENCE PARTICIPANTS EY LEVEL OF REPRESENTATION ,.29

NEBRASYA 01q(1 NEW JERSEY

Local ABE Programs

State ABE Office

Regional Level

9

2

2

0

8

2

12

3

2

1
ACTION
USOE

National Level

ACTION 2 2

USOE 3 4

Total p.,u. Conference 18* 15* 24*

*NOTE: Some individuals at National Level attended more than
one conference.

TOTAL INDIVIDUALS PARTICTPATING BY LEVEL or REPRESENTATION'

Local ABE 29 Local 29

State ABE Offices 7 State 7

State ACTION 3 Regional 7

Regional ACTION 3 National 9

Regional USOE 1 52

National ACTION 3

National USOE 6

52

TOTAL INDIVIDUALS PARTICIPATING BY AGENCIES

USOE 7

ACTION 9

State ABE 36
52
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NEBRASKA CONFERENCE PARTICIPANTS

Bayard Clark,
Education Specialist
Program Services Branch
Division of Adult Education

Programs, USOE
7th and "D" Sts.
Washington, D.C.
202-963-7254

Christ Kyriazis
PPD
ACTION
806 Connecticut Ave., N.W.
Washington, D.C.
202-382-6542

Leonard R. Hill
Nebraska State Department of

Education
233 S. Tenth Street
Lincoln, Nebraska 68508
402-471-5514

Gil Janssen
Manpower Planning Office
411 S. 13th Street
Lincoln, Nebraska 68508

Curtis D. Sederburg
:ABE Lincoln Technical Community
Collete
2240 Vine Street
Lincoln, Nebraska 68503

M. L. Potter
McCook College
McCook, Nebraska
308-345-6303

Blanche C. LaCroix
Guided Studies Division
Omaha Nebraska Tech. Community
College

4469 Farnam Street
Omaha, Nebraska
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John N. Harms
Northeastern Nebraska College
Fifth Street and Phillip Ave.
Norfolk, Nebraska 68701
402-371-2020

L. Dean McClellan
Kearney State College
Room #205
Kearney, Nebraska
308-236-4352

Gary Bieganski
Chadron State College
Chadron, Nebraska
308-432-5571

Sid Regnier
Fairbury Junior College
924 "K" Street
Fairbury, Nebraska
402-729-6148

'Chuck Graves
York ABE
12th and East Avenue
York, Nebraska
402-362-5592

John K. Lewis
Nebraska Western College
1601 E. :7th Street
Scottsbluff, Nebraska
308-635-3606

Ronald Dunton, Director
Cooperative Program
806 Connecticut Avenue N.W.
Washington, D.C.
.202-382-6542

Paul Delker, Director
Division of Adult Prbgrams
U.S. Dept. of Education .

7th and "D" Sts., S.W.
Washington, D.C. 20202
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John Bairdf, Division of Adult
Program, USOL

Seventh and "D" Sts., S.W.
Washington, D.C.

John Marshall
ACTION Regional Office
Kansas City, Missouri

Dorothy Kennedy
ACTION Regional Office
Kansas City, Missouri

Elton Jolly, Deputy Executive
Director

Opportunities Industrialization
Centers of America

18 West Chelten Avenue
Philadelphia, Pennsylvania 19144
215-849-3010

,
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OHIO CONFERENCE PARTICIPANTS

Bayard Clark
Education Specialist
Program Services Branch
Division of Adult Education

Programs, USOE
7th and "D" Streets
Washington, D.C.
202-963-7254

Christ Kyriazis
PPD - ACTION
806 Connecticut Ave., N.W.
Washington, D.C.
202-382-6542

Ken Gartrell
Education Specialist
Ohio Dept. of Education
Columbus, Ohio
614-469-4161

Putnam Butler
Assistant Director
OPPD - ACTION
806 Connecticut Avenue, N.W.
'4ashington, D.C.
202-382-2657

Charles E. Cain
Deputy Director
ACTION Region V
1 N. Wacker Drive
Chicago, Illinois
312-353-7498

Yvette Coursey
ACTION Region V
1 N. Wacker Drive
Chicago, Illinois
312-353-7700
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Dale baker
Supervisor of ABE
Toledo City Schools
2400 Collingwoor Street
Toledo, Ohio 43620
410-244-8601
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Richard Dixon
Dayton Board of Education
348 W. First Street
Dayton, Ohio 45402
513-222-6253

Max Way
Piketon High School
West Street
Piketon, Chio 45661
614-289-4033

Scott C. Lehman
Warren Harding High School
860 Elm Street, N.E.
Warren, Ohio 44483
.216-841-2256

William Edwards
Cleveland Board of Education
1380 E. Sixth Street
Cleveland, Ohio 44114
216-696-2929 Ext. 216

Mary Ann Miller
Muskingum ARea Joint

Vocation
School District
400 Richards Road
Zanesville, Ohio 43701
614-454-0101 Ext. 201

James Vicars
Columbus City Schools

James W. Miller 52 Starling Street
Chief of Division of Federal Columbus, Ohio 43215

Assistance, Special Programs
Ohio Dept. of Education James V. Gillen
3201 Alberta Street Cincinnati Public Schools
Columbus, Ohio 43204 230 E. Ninth Street

Cincinnati, Ohio 45202
513-621-7010

1 as
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Frederick E. Miller
Executive Director and

Senior Vice President
OICs of America, Inc.
18 West Chelton Avenue
Philadelphia, Pa. 18144
215 -849 -3010
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Bayard Clark
Education Specialist
Program Services Branch
Division of Adult: Education

Programs, USOE
7th and "D" Streets
Washington, D.C.
202-963-7254

Christ Kyriazis
PPD - ACTION
606 Connecticut Ave., N.W.
Washington, D.C.
202-382-6542

Myrna G. Hugi
Program Specialist, USOE
Washington, D.C.
202-963-7318

Purnell Swett
USOE-nn
Washington, D.C.
202-963-7318

Ellsworth Morgan
ACTION Regional Office II
26 Federal Plaza
New York, New York
212-264-2900

Ben Conte
ACTION Regional Office II
26 Federal Plaza
New York, New York
212-264-1913

Henry Topoleski
Jersey City Adult Education
Jersey City, New Jersey
201-433-6000

Robert S. Hatrak
State Prison
Trenton, New Jersey
609-695-6281

Bernard A. Brown
Camden Board of Education
5th and Cooper Streets
Camden, New Jersey
609-966-5930

Theodore Johnson
Camden City Schools
Camden, New Jersey
609-963-4443

Vincent Fausto
New Jersey Department of

Education
225 W. State Street
Trenton, New Jersey 08625
609-292-6370

Albert C. Crambert
USOE Region III
Philadelphia
Philadelphia, Pennsylvania
215-597-9015

Howard W. Gholson
Division of Manpower

Development and Training
USOE
Washington, D.C.
2'g2-963-3287

George A. Snow, Director, ABE.
New Jersey State Department of

Education
Trenton, New Jersey
609-292-6472

James J. Comerford
Martin Luther King School
.80 Hamilton Street
Paterson, New Jersey
201-271-0165

Patrick R. Capone
Hoboken Board of Education
Adult Mini-Learning Center
YMCA
Hoboken, New Jersey 07030
201-656-4956
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Bruno Ciccariello
Assistant Director of ABE
New Jersey State Department of

Education
Trenton, New Jersey
609-292-6472

Linda Cassidy
ABE Mini Center
Vineland Board of Education
Vineland, New Jersey
609-692-3798

Anthony DiUbaldi, Coordinator
Adult Education
Newark Board of Education
Newark, New Jersey
201-622-3420

Joseph R. Tiscornia
Adult Resource Center
Jersey City State College
2039 Kennedy Boulevard
Jersey City, New Jersey 07305
201-547-3101

Robert Reid
Newark Manpower Training Skills

Center
107 Broadway Street
Newark, New Jersey 07104

Delores M. Harris
Glassboro State College Resource

Center
Glassboro, New Jersey
609-445-7131

Robert Graham
Trenton Adult Learning Center
143 East State Street
Trenton, New Jersey
609-393-2124

Ronald Dunton, Director
Cooperative Programs
ACTION
806 Connecticut Avenue, N.W.
Washington, D.C.

42
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NATIONAL OIC/AAE STAFF

Ronald W. Howard
AAE Program Director

Andrea L. Brown
Counseling Specialist

Thomas J. Duffy
Administrative Assistant

Dolores V. Goodlett
Training Specialist

Louis Human
Instructor III

Lorre Jackson
ACTION Evaluation Specialist

Marvin Klein
Communications Specialist

Richard N. McKinney
Evaluation Specialist

43
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SUMMARIES OF VOLUNTEERS

REQUESTED BY ALL STATE PLANNING CONFERENCES:

BY STATE, TYPE OF VOLUNTEER, STATE, AND PROGRAM

APPENDIX B
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

DIRECTOR VOLUNTEERS

State Office Len Hill Planning and Evaluation 1

Specialist

Kearney Dean McClellan Curriculum Specialist 1

Communications Specialist 1

Teacher Trainer 1

Chadron Gary Bieganski Counselor Recruiter 1

Volunteer Services Spec. 1

Scottsbluff John Lewis Recruiter 1

Volunteer Services Spec. 1

Omaha Blanche LaCroix. Recruiter 1
Communications Specialist 1

Lincoln Curt Sederburg Recruiter 1
Curriculum Specialist 1

Norfolk John Harms Recruiter 1

Curriculum Specialist i

York Charles Graves Recruiter 1

Fairbury Sid Regnier Recruiter 1

Counselor

McCook Hap Potter Communical;ions Specialist .1

Recruiter 1

19
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROGRAM DIRECTOR VOLUNTEERS

State Office James W. Miller Communication Specialist 1

Columbus James M. Vicars Tutor/Recruiter 2

Cleveland Will!.1m L. Edwards Recruiter 3

Pike-Ross Max W. Way Supportive Services 1
Specialist

Toledo Dale Baker Recruiter 1

Muskingum Dr. Chester 0. Mills Recruiter 2

(Mary Ann Miller, sup.)

Cincinnati Walter R. Lund Recruiter 2

(James V. Gillen, sup.)

Dayton Richard C. Dixon Recruiter 2

Counselor 1

Warren Scott C. Lehman Curriculum Specialist 1

16
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

DIRECTOR

George A. Snow

Newark Board of Ed. Carmen J. Attansio

Montclair State
College

Jersey City
State College

Glassboro

Camden

Newark Manpower
Training Skills
Center

Trenton

State Prison -
Trenton

Jersey City

Hoboken

Paterson

George A. Snow
(Joan Fischer, sup.)

Joseph R. Tiscornia

Delores M. Haxris

Bernard A. Brown

Robert Reid

Robert Graham

Robert S. Hatrak

Bernard Peplowski

Patrick R. Capone

James J. Comerford

VOLUNTEERS

Management Systems Analyst

Counselor
English Speaking (2)
Spanish Speaking (3)

Communications Specialist

Curriculum Specialist

Curriculum Specialist

.Learning Disability Spec.

Reading Specialist

Recruiter
Reading Specialist
Curriculum Specialist

Volunteer. Services
Specialist
Reading Specialist

Recruiter

Recruiter

Recruiter
Counselor

Carl Simmons Recruiter
(Linda L. Cassidy, sup.)
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SUMMARY OF VOLUNTEERS
BY STATE PLANNING

Volunteer Title Number

REQUESTED -41-
CONFERENCES

of Volunteers Requested

Nebraska Ohio New Jersey Total

Communications Specialist 3 1 1 5

Counselor 1 1 3 5

Counselor, Spanish speaking 3 3

Counselor Recruiter, 1 1

Curriculum Specialist 3 3 6

Curriculum Specialist Tutor 1 1

Learning Disability Special.Lst 1 1

Management Systems Analyst 1 1

Planning and Evaluation
Specialist 1 1

Reading Specialist 4 4

Recruiter 7, 10 7 24

Supportive Services Specialist 1 1

Teacher Trainer 1

Tutor Recruiter 2 2

Volunteer Services Specialist 2 1 3

Tr- 16 24 59
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April 21, 1972

Mr. James Miller
State Department of Education
3201 Alberta Street
Columbus, Ohio 43204

Dear Jim:
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I was glad that we had a chance to talk briefly during the
USOE conference call.

The staff of the National Adult Armchair Education (AAI3) Pro-
gram looks forward to joining together with you in the forma-
tion of the Task Force for Planning ACTION Volunteer Use in
ABE in Ohio. 'lire Task Force wial ofreFli--571iTITEOTTOTIunity
for systematically planning for new resources in your ABE
programs.

AAE's role, as Task Force facilitators, will be one of pro-
viding staffing and support services including coordination
with you between federal, regional, and local levels.

As we have planned, we will be meeting together on Monday,
April 24 to discuss the formation of the Task Force and some
of the major assumptions underlying this effort. We are
arriving in Columbus on TWA Flight 143 at 11:32 a.m.. As
you suggested, Mary Klein and I will meet you at the airport.
Briefly we feel that the following summarizes the essential
features of the Task Force:

1. That planning should focus on the individual state
level and be geared to the unique problems faced by
ABE programs in the state.

2. That the State Director and his staff know best which
local programs will best be able to pioneer new ABE
program innovations.

1404 RIDGE AVENUE. PHILADELPHIA. PENNSYLVANIA 19130 Li CE 6.5400
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April 21, 1972

Mr. George Snow
State Department of Education
225 West State Street
Trenton, New Jersey 08625

Dear Mr. Snow:
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I was glad that we had a chance to talk briefly during the
USOE conference call.

The staff of the National Adult Armchair Education (AAE) Pro-
gram looks forward to joining together with you in the forma-
tion of the Task Force for Planninq ACTION Volunteer Use in

. ABE in New Jerey. -75-6-171TO: Force will ofTer a unique oppor-
tunity for systematically planning for new resources in your
ABE programs.

AAE's role, as Task Force facilitators, will be one of provi-
ding staffing and support seivices including coordination with
you between federal, regional, and local levels.

As we have planned, we will be meeting together on Thursday,
April 20 to discuss the formation of the Task Force and some
of the major assumptions underlying this effort. We are
arriving in Trenton on Thursday morning, and will meet with
you in your office at 11:00 a.m. Briefly we feel that the
following summarizes the essential features of the Task Force:

1. That the planning should focus on the individual state
level and be geared to the unique problems faced by
ABE programs in the state.

2. That the State Director and his staff know best which
local programs will best be able to pioneer new ABE
program innovations.

1404 F?IDGE AVENUE, PHILADILPHIA, SVSYLVANIA 19130 Li CE 6.5400
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3. That the Task Force approach, as will be refined,
will be an effective vehicle by which State Direc-
tors and others may highlight their efforts to meet
current and future ABE needs in the state.

4. That a new type of volunteer will he able to effec-
tively work in ABE programs--the ACTION Volunteer.
(ACTION, the new agency for coordinating volunteer
efforts, is actively seeking new outlets for rele-
vant utilization of volunteers. Their stated capa-
bility to recruit and identify highly qualified spe-
cialist volunteers who could be used, for'example,
as reading teachers, curriculum specialists, or pro-
gram evaluators suggests an especially vettinent
source of new ABE program support.)

S. That the use of volunteers is clearly the wave of the
future in current planning at federal level in a
variety of educational efforts such as Right to Read
and Environmental Education. Nolunteer usage is a
clear direction if the numbers of persons needed to
be reached will ever be attained.

6. That the currently conceived action point of the
Task Force will be a planning conference where de-
cision-makers at all levelsfederal, regional, state,
and local--will meet together to effect a total plan
for the state use'of ABE ACTION Volunteers. With
decision-makers present, questions, problems, and/or
commitments can be handled on the spot. It is felt
that the climate for the conference should allow for
maximum flexibility, participation, and response at
all levels with concrete objectives being attained.

7. That the Task Force will develop and serve as a
model for future planning efforts by other ABE lea-
ders in regard to the use of volunteers.

During our preliminary meeting We hope to be able to discuss
the above assumptions frankly and openly and begin setting
concrete objectives for the Task Force and the planning confer-
ence. Attached find a tentative agenda for the meeting.

In the meantime we would appreciate your identifying ten
heads of local ABE programs (and/or decision-makers in ten
ABE programs) in your state to be part of the Task Force,
and to participate in the planning conference in Philadelphia
on

55
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These local program participants should be persons who are
(I) able to potentially commit: their programs to the use of
volunteers; (2) open to new approaches in AU; and (3) who
have some flexibility in current and/or future budgets as
some minimal costs may be associated though details are not
firm.

Along with the identifL.:ation of local program decision-makers
you may also want to invite one or two key members of your staff
to attendance at the planning conference. We will also want
to discuss invitation of representative(s) from your Governor's
office, legislature, or other agencies in the state.

Attached is a sunvs.iA:d agenda for our meeting on
to which Marvin Klein and I are looking forward.

Your guidance and support is the key to the success of the
Task Force's objectives. We wish to be as helpful as possible
to you in the attainmellt of these objectives. If there arc
any immediate concerns that you have before we meet, please
call me immediately. Looking forward to meeting with you,
I am

Sincerely yours,

Ronald W. Howard
National AAE Director

RWH:tjd
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Your name has been submitted by Dr. Leonard Hill,
Administrative Director, ABE, State of Nebraska as a member
of the Nebraska r,a,;k Force -I:or PlannincT ACTION Volunteer Use
in ABE. As fociiitators for this Task Force whiali-TETIponsored
by the U.S. OLfice of Education, the Adult Armchair Education
(AAE) Program welcome:: your involvement. We are working hard

.to make the Task Force experience meaningful and relevant tb
the needs of your program.

Th Nebraska Task Force Planning Confoxence will be held
in Philz.delphia, Pennsylvania on May 14, 15, 16, and 17 inclu-
sive.

order that the expectations for the conference may be
reali,,J, your participation before the conference will be most
important. Thib will involve completing the planning quesd-on-
naire which is enclosed and returning it to us as quickly as
is possible. This information will hopefully allow us to take
your needs and expectations into consideration as well as pro-
vide essential input for proposals developed with you during
the conference.

The materials enclosed herin include:

1. A conference schedule

2. Task Force Conference participant list

3. Expectations for the conference

4. A brochtre describing Nrisheim, the conference
site

18 W. Chelten Ave., Philacia.3.phia, Pennsylvania 19144 (215) GIB 8-9800

U1404"111()(15 AVr.N1 Ir 'PHILADELPHIA,- PENNSYLVANIA'i5.107--tit.00:5400:4 .
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5. Conference travel and expense information

6. The planning questionnaire

7. A stampeC.; addressed envelope for the return
of the planning questionnaire

Philadelphia in the spring is beautiful. Temperatures
usually range heLween fifty degrees at night and seventy-five
degrees during the day. Dress for the, conference will be in-
formal.

We are looking forward to meeting you on Sunday, May 14
here in Philadelphia.

Sinceroly yours,
/"2

Ronald W. Howard
AAE Director

RWH; tjd

BEST COPY AVAILABLE
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Dear
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Your name has been submitted by Mr. James Miller, Division
of Federal Assistance, Special Programs for the State of Ohio as
a member of the Ohio Task Force for Planning ACTION Volunteer Use
in ABE. As facilitators for this Task Force which is sponsored
by the U.S. Office of Education, the Adult Armchair Education (AAE)
Program welcomes your involvement. We are working hard to make
the Task Force experience meaningful and relevant to the needs of
your program.

The Ohio Task Force Planning Conference will be held in Phil-
adelphia, Pennsylvania on May 21, 22, 23, and 24 inclusive.

In crder that the expectations for the conference may be
realized, your participation before the conference will be most
important. This will involve completing the planning question-
naire which is enclosed and returning it to us as quickly as
is po s s ible. This-intormatian-wt11-h-oRefally-allow-us to-take--
your needs and expectations into considelation as well as pro-
vide essential input for proposals developed with you during
the conference.

The materials enclosed herein include:

-A conference schedule

-Expectations for the conference

-A brochure describing Krisheim, the conference
site

-Conference travel and expense information

18 W. Chelten Ave., PhiladLlphia, Pennsylvania 19144 (215) GE 8-9800
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-The planning questionnaire

-A stamped addressed envelope for the return
of the planning questionnaire

Philadelphia in the spring is beautiful. Temperatures
usually range between fifty degrees at night and seventy-five
degrees during the day. Dress: for the conference will be in-
formal.

We are looking forward to meeting you on Sunday, May 21
here in Philadelphia.

RWH: tjd

60

Sine
/
,ely yours,

/140g `4,ZU 0.1
onald W. Howard

AAE Director
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AT 1.10'

ADULF ,I(`,11.AM, F,DUCATION
Ouk"'""''''""1'".'t.a A fiRANCH OF IPPORTUNITIES

t1;i1 INDUSTRIALIZATION CENTER, INC.

May 13, 1972

Dear

-55--
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Your name has been submitted by Mr. George A. Snow,
Director of Adult Basic Education, State of New Jersey as a
member of the NcwJercy TaskForcefor_PktnningACTION Volun-
teer UF.:e in Al :. As facilitators ;:or this Task Porce which is
sponsored by the U.S. Office of Education, the Adult Armchair
Education (LAE) Program welcomes. your involvement. We are
working hard to make the Task Force experience meaningful and
relevant to the needs of your program.

The New jersey Task Force Planning Conference will be
.held in Philadelphia, Pennsylvania. on Islay 30, 31 and dune 1,2
inclusive.

In order that the expectations for the confrence may be
realized, your participation before the conference will be most
important. This wf%11 involve completing the planning question
naire which is enclosed and returning-it to us as
is possible. This information will hopefully allow us to take
your needs and expectations into consideration as well as pro-
vide essential input for proposals developed with you during
the conference.

The materials enclosed herein include:

1. A conference schedule

2. Task Force Conference participant list

3. Expectations for the conference

4. A brochure describing Krisheim, the conference
site

18 W. Cholten Ave., Philadelphia, Pennrlylvelnia )9144 (215) GI] 8-9800
r.140,1 u/..-.r .AVr.NUE..P)-1.11..E.1.1)1-11A, PENNSY1.VANIA 19130 CE
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5. Conference travel and expense information

6. The planning questionnaire

7. A stamped addressed envelope for' the return
of the planning questionnaire

Philadelphia in the spring iS beautiful. Temperatures
usually range between fifty degrees at night and seventy-five
degrees during the day. Dress for the conference will he in
formal.

We are looking forward to meeting you on Tuesday, May 30
here in Philadelphia.

RWII:tjd

Sincerely yours,

(.
Ronald W. Howard
AM Director

62

BEST COPY AVAILABLE



1-1, C.,/ c-
L..

ririe"4.1 I I /,-..0 11,

\ I J L.,

Sunday, May 111, 1972

Early Evening

-Arrive Philadelphia International Airport

-Travel to Krisheim Conference Center

-An informal "social time" is planned.

MOndly, May 15, 1972

8:00 BREAKFAST

9:00 Opening Session

-57-
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- Ronald W. Howard, Di rector, Adult Armchair
Education Programs, OIC's of America

--Welcome and Conference. Over-N./Jew

- Dr. Leonard Hill, Administrative Director,
ABE, State of Nebraska
"Volunteers as Potential Manpower Resources in
ABE in Nebraska"

-Ronald Dunton, Director of Cooperative Programs
ACTION
"New Uses of Volunteers in America"

- Paul .Delker, Director, Division of Adult Education
United States Office of Education
"The USOE Commitment to Volunteer Use in ADE"

- El ton Jolly, Deputy Director, Opportunity
Industrialization Centers of America, Inc.

-Rev. Dr. Leon H. Sullivan, Chairman of the Board

and Founder, OIC's of America
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10:30 a.m.

1.2:15

Ron Ile,..,ard and StafF
Achieving ConlorQnce Goals
and Proposals

LUNCH

Planning

1:30 p.m. Problems and rif..:eds in Local ADE Programs
in Nebraska; Review and Sharing

3:30 State! Plan for Volunteer Use

6:00 DINNER

6:30 Special Activities

Tuesday, tidy 16, 1972

-58-
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8:00 a.m. BREAKFAST

9:00 Volunteer Program Planning Ses,..ion

- Developing Objectives

- Establishing Procedures

-Range of Volunteer Roles

-Job Descriptions

- Budget Considerations

12:15 p,m, LUNCH

1:00 Volunteer Proposal Development

Preparat on of Final Drafts of Proposals

6:00 DINNER

6:45 Tour of Philadelphia including Progress Plaza,
OIC Feeder Program, ABE/GED Class, Historic
Philadelphia, anu Brandy's Wharf.

64



Wednesdaynat 17, 19

8:00 (A.M. BREAKFAST

9:00 Presentation of Conference 'Results
Proposals and Planning Models

Review and Assessment of Conference

"Whore Do We Go from Here?"

12:15 p.m. LUNCH

Preparation for Departure
and Travel to Nebraska

65
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TASK FORCE FOR PLANNING

ACTION VOLUNTEER USE. IN A.B. E.

CONFERENCE SCHEDULE

Sunday, May 21 , 1972

Evening

-60-
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-Arrive Philadelphia International Airport

-Travel to Krisheim Conference Center, Chestnut
Hill, Philadelphia, Pennsylvania

- Registration

- An informal "social timer is planned.

Monday, May 22, 19)2

8:00 a.m. BREAKFAST

9:00 -Ronald W. Howard, Director, Adult Armchair.
Education Programs, OIC's of America
Welcome and Conference Overview

- James Miller,. D,i vis ion of Federal Assistance,
Special Programs for the State of Ohio
"Volunteers as Potential M-ampowe-r-Re-s-ovr-ces
in ABE in Ohio"

-Ronald Bunton, Director of Cooperative Programs,
ACTION
"New Uses of Volunteers in America"

-Paul Delker, Director, Divsion of Adult Education,
United States Office of Education
"The USOE Commitment to Volunteer Use in ABE"

-Elton Jolly, Deputy Director, Opportunities
Industrialization Centers of America, Inc.

-Rev. Dr. Leon H. Sullivan, Chairman of the Board
and Founder, OIC's of America
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Monday., May 22 (Continued)

10:30 a.m. -Ronald Howard and Staff
Achieving Conference Goals:
and Proposals

12:15 p.m. LUNCH

Planning

1:30 -Problems and Needs in Local AGE Programs
in Ohio; Review and Sharing

3:30 -State Plan for Volunteer Use

6:00 DINNER

6:30 -Special Activities

Tuesday, May 23, 1972

-61.-
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8:00 a.n. BREAKFAST

9:00 Volunteer Program Planning Session

-Developing Objectives

- Establishing Procedures

- Range of Volunteer Roles

-Job Descriptions

- Budget Considerations

12:13 p.m. LUNCH

1:30 -Volunteer Proposal Development

-Preparation of Final Drafts of Proposals

6:00 DINNER

6:45 -Tour of Philadelphia including Progress Plaza,
OIC Feeder Program, ABE/GED Class, Historic
Philadelphia, and Brandy's Wharf

67



Wednesd.la May 24, 1972

8:00 a.m. BREAKFAST

9:00 -PreserLation of Conference Results
Proposals and Planning Models

- Review and Assessment of Conference

- "Where Do We Go from Here?"

12:15 p.m. LUNCH

-Preparation for Departure

68
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TASKFORCE Fta f PLANtsa\1G

ACTION VOLUNTEER USE IN A.B.E.

CONFERENCE SCHEDULE

Tuesday, May 30,1972

-63-
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Early Evening

-Arrival at Krisheim Conference Center in Philadelphia

- Registration 7:30 - 8:30 p.m.

- Coffee and Snack Tray - Slide Tapes

Wednesday, May 31

8:00 a.m. BREAKFAST

9:00 Session #1 Background of the Task Force:
Phil'osophy and Potential - Brief Remarks

- Ronald W. Howard, Director, Adult Armchair
Education Programs, OIC's of America
Welcome and Conference Overview

_George A. Snow, Director., Office of Adult Basic
Education, State of New Jersey

-Ronald Dunton, Director of Coopeidtive Programs,
ACTION

-Paul Delker, Director, Division of Adult Education,
United States Office of Education

- Elton Jolly, Deputy Director, Opportunities
Industrialization Centers of America, Inc.

- Rev. Dr. Leon H. Sullivan, Chairman of the Board
and Founder of OIC's of America
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Wednesday, May 31 (Continued)4.....4."Im.-me

10;20 a.m. Coffee Time

10:30 Session 112 Overview of Conference
Design and Objectives

64

11:45 Announcements of Evening Conference Activities

12:15 p.m. LUNCH

1:30-4:30
1

Session /13 Identification of ABE Program
Problem Areas and Need for Volunteers

3:20 Coffee Time

5:00 Happy Hour BEST COPY AVAILABLE

6:00 DINNER

6:45 Tour of Philadelphia including Progress :laza,
OIC Feeder Program, ABE Class, Historic Points
of Interest

Thursday, June 1

8:00 a.m. BREAKFAST

9:00-12:00 noon Session 1/4 Proposal Development Workshop
Part I

10:20 Coffee Time

12:15 p.m. LUACH

1:30-3:20 Session 115

3:20 . Coffee Time

Proposal Development Workshop
Part II

3:30-1030 Session #6 State-Wide Planning and
Coordination

6 :00 DINNER

6:30 Bus leaves for "Hello Dolly'', Playhouse in
the Park

70



Friday, June 2, 1972

8:00 a.m. BREAKFAST

9:00-12:0, Session #7

10. "u Coffee Time

)2:15 LUNCH

Conference Wrap Up

Preparation for Departure and Travel

BEST COPY AVAILABLE
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CONFERENCE PARTICIPANTS

NEBRASKA

Dr. Leonard Hill.
Director of Adult Education
State Department of Education
.233 S. 10th Street
Lincoln, Nebraska, 68508

Gary I3ieganski
Chadron State College
Chadron, Nebraska

Charles Graves
York Public Schools
York, Nebraska

John Harms
Norfolk Community College
Norfolk, Nebraska

James Ihrig
North Platte Community

College
North Platte, Nebraska

Gil Janssen
State Manpower Planning Office
14th and M Streets
Lincoln, Nebraska

-66-
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Ms. Blanche LaCroix
Omaha Technical Community

College
Omaha, Nebraska

John Lewis
Nebraska Western College
Scotts Bluff, Nebraska

Dr. Dean McClellan
Kearney State College
Kearney, Nebraska

Dr. M.L. Potter
McCook Junior College
McCook, Nebraska

Sid Regnier
Fairburg Junior College
Fairburg, Nebraska

'Curt Sederburg
Lincoln Technical College
Lincoln, Nebraska



CONFERENCE PARTICIPANTS

01.flO

Mr. James W. Miller
Division of Federal Assistance
Special Programs
3201 Alberta Street
Columbus, Ohio 43204

Miss Vera Baymillel
Toledo City Schools
Manhattan Elm Streets
Toledo, Ohio 43608

Mr. Richard Dixon
Dayton City Schocls
348 West First Street
Dayton, Ohio 45402

Mr. Jerry Drone
Akron City Schools
70 North Broadway
Akron, Ohio 44308
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Mr. William Edwards
Cleveland City Schools
1380 East 6th Street
Cleveland, Ohio 44114

Mr. Walter Lund
Cincinnati City Schools
230 East Ninth Street
Cincinnati, Ohio 45202

Mrs. Mary Ann Miller
Muskingum Area Joint
Vocational School

400 Richards Road
Zanesville, Ohio 43701

Mr. James Vicars
Columbus City Schools
270 East State Street
Columbus, Ohio 43215

Mr. Max Way
Scioto Valley Local Schools
Piketon High. School
West Street
Piketon, Ohio 45661



ccn P.ENC E PAP,TIC,..IPANTS

NEW JERSEY

Mr. George A. Snow, Director
Office of Adult. Basic Education
State Department of Education
225 Wet State Street
Trenton, New jersey 08625

Mr. Vincent FmwLo, Supervisor
Adult Basic Education
State Department of Education
225 West State St):ect
Trenton, New Jersey 08625

Mr. Bruno Ciccaricilo
Assistant Director
Adult ):asic rr-ivat3on
State Dcp:Jrtment of Education
225 West State :',trcet
Trenton, New .Jersey 08625

Mr. Carmen Attan:'sio
ABE Director
Board of Education,
31 Green Street
Newark, New Jersey 07102

Mr. Bernard Br6wn
Plaza Motor Hotel
Cooper & 5th Streets
Camden, New Jersey 08101

Mr. Patrick Capone, Director
Mini-Adult Learning Center
c/o YMCA
3.301 Washington Street
Hoboken, New Jersey 07030

Mr. James Comerford, Director
Adult. Basic Education

LuLhc.': 1:.:ing School

80 Hariiiton Street
Paterson, New Jersoy 07505

BEV COPY. AVAILABLE

Mr. Robert Graham, ABE Director
Trenton ABE Learning Center
Broad Street Bank Building
143 East 'State Street, Suite 815
Trenton, New Jersey 08611

Mrs. Dolores Harris, Director
Adult Education. Resource Center
Glassboro State College
Glassboro, New J.xsey 08028

Mr. Robert S. Hatrak
New Jersey .State Prison
3rd E: Pederal Strects.
Trenton, New Jersey 08625

Mr. Bernard Peplowski
Assistant Superintendent
100 Newldrk Street
Jersey City, New Jersey 07305

Mr. Robert Reid, ABE Director.
Newark Manpower Training Skills

Center
187 Broadway
Newark, New Jersey 07104

Mr. Carl Simmons, Acting Director
Adult Education
Board of Education
106 Landis Avenue
Vineland, New Jersey 08360

Mr. Joseph Tiscornia, Director
Adult Educa.tion Resource Center
Jersey City State College
Jersey City, New Jersey 07305
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1. Every level of AroF ,,.nistroiors that effect the state
. will be pre,,ent repre.;cniat-ics of loc61 programs,

state officiols, as reuional and nationbl officers
from both UOE and ACTIC)N (the national volunteer agency).

2. Both pregram and n(Hicy ofCicials will hi! present so that
all liortinent inforh.%tion and/or authority-needed t1).plan
the state use of volunter,r,,,,, in. ABE will be available.

3. The ct-ncerence will concentrate solely on the needs and
e;:pe:tations of one !%toic so that meanin9ful planning can
take place.

4, lhe conference will he limited to approkimately twenty
people so that it can be informal, relevagit., and specific.

5. The conferenci-, site was carefully chosen to avoid conflict-
ing commitment:).

6. It will he a working conference requiring thu active parti-
cipoLion uf

7. -Specific written r,ropls fc:r the use of volunteers in ABE
are f,xpectd to be r:.ampleted .by the end of the three day
conferk.Alce.

8 A !;taic plan for future uses and needs of volunteers in ADE.
will be developed..

9 It expected that ABE administrators wIll leave the con-
ference with a cl,:ar undc:rstanding of ACT1ON's new approach
towards the use of volunteers.

10. It is expected that AClION officials will leave the confer
encewiti a clear understanding of the state's problems
and needs in A:3E.

11. It is expected that this conference will serve as a model
for the introductior of ACTION Volunteers throughout the
national t12:
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Partieipant in the Task '2orce Planning Conferences will be
provided with tranr;ntation, hout:;ing, and food for the entire)

of the ofcrcce . It :Ls asumod Lb at. conferencc parti-
cipants yin be in atLendance for thu entire four day period
unless. prior arrangem..mts have been made.

METHOD OF TRAVil:L

Nobras).;a, Ohio, Kansas Chimtvo - Participants
will 1-)c pruvirA.d ozpc:nscs poid.ior air travel and gro*ond trans-
portation to and from airport.

Wash3ngtOnlji..._C.2 Nc:w_YorkL2IndNow_Jor!:tey - Participants
will be provid...:d wi.th expenses paid for triAn travel and, trans-
portation to and from train :3tation, or reimbursement for travei .

in private car. However, reimbursement for private car travel
will not exceed amount of train travel plus ground transporta-
tion.

AIR TRAVEL

Prepaid airline! tickets will bn sent to participants
nectding air tr;Ivol by rcistered mail. Tiekcts will be 1-ccived
no J.a than three Czlys prior to departure to Philadelphia.

TEAM TrW;I:L

ParticipantE, usj.ng train travol should prElsent. recotpt
for round Lr.p ickot at b,.:,gjn!:ing of conforenco tor roll.iburE.e-
mont by chc.c% uonl-erc2nce

76
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Participants using a:1.r or trgV PrOYARME receive a
flat $10.00 l'ei:rburnt for all travel to and from airport
or train t.tion. 11i acal costs for
transport(*.tion exeed $10.00, participants will be roimbured
accordinglv.

PRIVATE CAP TRAVEL

For participcmts electing private car travel, we will
have a travel rebursslm,nt form for you to fill out during
the first day of thn coni.erence. A standard rate of per
mile will be allowed. See above for upper limit restrictions.

TRAVEL .0 TO 2::1) ATP:POW/TRAIN !'.TATION

The AAE staff will attempt: to meet those participants
comlng to Philadelphia in groups at Philad(!lphia international
Airport, 30th Street Station, or North Philadelphia Station.

Taxi cab travel is the best method to c;&: 1: to Krishcim.
PhiladA.phia cab drivers, while usually comptent, will prob-.
ably not be familiar with Krisheim but should he able to recog-
nize the address as "Mermaid Lane and McCallu Street, Chostnut
Hill, Philadelphia." A map for directions to Krisheim is inclu-
ded in this package.

HOU=G AND 112ALq

Costs for room, and coffee breaks will be arranged
by AAE with the n7isheim Center. Single ro:-.1 are not av:11.1-
able at. :risheim. Room c7isignments will b2., made to doubles
and.triples in the spacious rooms available.

Throe meals a day will be provided as wc11 as coffee breaks.
Meals will be served promptly at 8: 00 a.m.; 12:15 p.m. , and
6:00 p.m. rood at Kr.ishoim Center is good, and we plan to pub-
lish menus in advance. Arrangements for special diets should
be made as early as possible through AAE staff.

Krishcim's remote location does not, offer easy access to
stores and shops, so participants should plan accordingly. AAE
staff will proviac guidance, and assistance to participants for
obtaining needed items at local shopping arens.

A:.;D CMCE.,..%0

Should you have any clunstions or conc=s concerning
thc!*,e arranni.s, or if ,tir ticl:tF; do not :trrive.thrco
prior to Ij;:.1-e, plcA:; call the AiX of Li Ct in Philadelphja

eo(!.: 21:5) been E:30 a.m. and 5;30 p.m. ,
Eastern Dayli(iht
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Name

Office Address

Office Telephone Area Code (

Home Telephone Area Code (

Name of Program

BEST COPY AVAILABLE

72

............

Agency, Department, or Institution

Note: Vh. realize that not every question relates directly to
your program, but.we would appreciate your taking the
time to answer as fully as possible those questions that
are applicable.

I. PROGRAM NEEDS/PROBLEMS

A. Briefly state what you see as being the most important
needs/problems with which your program is faced
(excluding increased operating budget).

78
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II. PROGRAM OBJECTIVES

A. Currently what are your program
fiscal year?

objectives for this

(1) Number of participants

(2) Number of new enrollees.

(3) Number of students completing
advanced level

11..........memoro

B. What other specific objectives do you have for
the.program?

C. What is your estimate of the total target population
(adults who have completed 8th grade' or less education)
which is currently unreached in the area which you serve?
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D. What is the total nurAer of participants involved
to date during this fiscal year?

III. CURRENT VOLUNTEER USAGE

A. Arc volunteers of any kind currently involved in
your program?

Yes No

If so,
(1) List job categories and approximate number used:

JOB CATEGORY APPROXIMATE NUMBER

M.. .....0 YM.O.O. ei....'
.Nft..... . Ob.

/.../....../...=4.410=11111....11.411MMI114.=./...*=0.011 an

1111

111110.11.111*..110..

(2) Is there a pre-service training or orientation
program for volunteers? If so, briefly describe:

Yes No

so



IV. PROJECTED VOLUNiEER USE
BEST COPY AVAILABLE
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A. 'What types amI nuobers of ACTION Volunteers do you
project using. in the cony nq yea!?

VO.LUUTEER JOB
CATEGORY OR TITLE

..

NUMBER

.....,....

Briefly describe what duties are involved in each of
the job categories or titles listed above.

Note: It should be kept in mind that ACTION Volunteers
cannot be used to replace existing job positions.

81



BEST COPY AVAILABLE

-76
(3) Is there a ro.....ruitment proyram or volunteers?

Yes No If so, briefly descr;be:

B, Have you used VISTA or other compensated volunteers
now or in the.past7

Yes No

If yes, what SUCCCSSCS or problems were encountered?

C. Is there currently a budget allocation for volunteer
use or support in your program?

Yes No amir a If so, what level?
me.
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Rank the above jnh categ(Jrics of volunteiirs in order of
priority to needs of your program, i.e. tl) most Important.

V. CONFERENCE INPUTS

Are there any questions, problems, or needs relating to
volunteer usage in ABE that you woul'd like raised during
the conference?

83
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PRECONFERENCE QUESTIONNAIRE

RESPONSES FROM PARTICIPANTS

APPENDIX r)

84
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o
l
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e
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d
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e
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r
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r
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s
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c
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l
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d
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r
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p
r
o
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r
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y
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W
h
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t
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p
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r
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r
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o
r
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d

1
 
m
e
e
t
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n
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w
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l
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o
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a
l

1
a
g
e
n
c
y
 
b
e
 
r
e
s
p
o
n
s
i
b
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r
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P
i
k
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-
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a
c
k
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o
s
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A
B
E
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r
o
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r
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r
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S
c
i
o
t
o
 
V
a
l
l
e
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L
o
c
a
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S
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n
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i
s
t
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(
W
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T
h
e
 
l
o
c
a
l
 
p
r
o
g
r
a
m
 
c
o
v
e
r
s

a
 
w
i
d
e
 
g
e
o
g
r
a
p
h
i
c
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r
e
a
,

a
l
l
 
o
r
 
p
a
r
t
s
 
o
f
 
5
 
c
o
u
n
t
i
e
s

a
n
d
 
n
e
e
d
s
 
t
h
e
 
s
e
r
v
i
c
e
s
 
o
f
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a
 
f
u
l
i
t
i
m
e
 
p
e
r
s
o
n
 
t
o

4

V
I
S
T
A
 
w
a
s
 
s
p
o
n
s
o
r
e
d
 
b
y
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o
c
a
l
 
C
A
C
.
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o
r
k
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n
g
 
r
e
l
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t
i
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n
s
h
i
p
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b
e
t
w
e
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A
B
E
 
p
r
o
g
r
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n
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V
I
S
T
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:
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x
c
e
l
l
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n
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o
w
e
v
e
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o
t
h
e
r
l

a
g
e
n
c
i
e
s
 
a
n
d
 
g
r
o
u
p
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f
o
u
n
d
 
s
o
m
e
 
o
f
 
t
h
e
i
r
!

o
t
h
e
r
 
a
c
t
i
v
i
t
i
e
s
 
d
i
s
a
g
r
e
e
a
b
l
e
.

T
h
e

L
o
c
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l
 
i
n
t
e
r
v
i
e
w
 
a
n
d

u
l
t
i
m
a
t
e
 
s
e
l
e
c
t
i
o
n
 
i
s

a
 
m
u
s
t
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N
FE
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E

N
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E
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PU
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P
i
k
e
 
J
a
c
k
s
o
n
-

;
 
c
o
o
r
d
i
n
a
t
e
 
s
p
e
c
i
a
l
 
s
e
r
-

1
p
r
o
g
r
a
m
 
w
a
s
 
t
e
r
m
i
n
a
t
e
d
 
i
n
 
l
e
s
s
 
t
h
a
n
 
2

-
l
o
c
a
l
 
a
g
e
n
c
i
e
s
 
s
h
o
u
l
d

R
o
s
s
 
A
B
E
 
p
r
c
g
r
a
n
f
 
v
i
c
e
s
 
r
e
l
a
t
e
d
 
t
o
 
t
h
e
 
r
e
e
d
 
4
1
 
y
e
a
r
s
.

i
b
e
 
h
o
n
o
r
e
d
.

c
o
n
t
d
.

o
f
 
A
B
E
 
p
a
r
t
i
c
i
p
a
n
t
s
 
a
n
d

i
 
V
I
S
T
A
.
w
a
s
 
m
o
s
t
 
h
e
l
p
f
u
l
 
i
n
 
p
r
o
v
i
d
i
n
g
 
o
r

!
,

t
h
e
 
g
e
n
e
r
a
l
 
p
r
o
g
r
a
m
 
g
o
a
l
4
 
s
e
c
u
r
i
n
g
 
s
e
r
v
i
c
e
s
 
a
n
d
 
h
e
l
p
 
f
o
r
 
l
o
c
a
l

.
-

P
e
r
.
r
u
i
t
m
e
n
t
,
 
f
o
l
l
o
w
-
u
p
,

;
p
r
o
g
r
a
m
s
.

ii

v
i
N
)
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°

4
 
a
t
t
e
n
d
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n
c
e
/
p
l
a
c
e
m
e
n
t
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n
d
 
i
-

I
 
v
a
r
i
e
d
 
r
e
f
e
r
r
a
l
 
s
e
r
v
i
c
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s
 
1

1
A

W
a
r
e
 
p
r
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o
r
i
t
y
 
n
e
e
d
s
 
o
f

4

l
o
c
a
l
 
p
r
o
g
r
a
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n
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n
n
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t
i
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e
c
r
u
i
t
e
r
 
A
s
s
i
s
t
a
n
t

P
u
b
l
i
c
 
S
c
h
o
o
l
s

4
C
o
u
n
s
e
l
o
r
 
A
s
s
i
s
t
a
n
t

D
i
v
.
 
o
f
 
C
o
n
t
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n
-
i

u
i
n
g
 
e
d
u
c
a
t
i
o
n

r

(
G
i
l
l
e
n
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3

N
A

1
W
h
a
t
 
i
s
 
s
o
u
r
c
e
 
o
f

f
u
n
d
i
n
g
 
f
o
r
 
t
h
e

4
a
d
d
i
t
i
o
n
a
l
 
v
o
l
u
n
t
e
e
r
s
?

1
i

A
l
i
E
 
-
 
W
a
r
r
e
n

c
 
C
u
r
r
i
c
u
l
u
m
 
s
p
e
c
i
a
l
i
s
t
 
t
o

k

T
h
e
 
i
n
d
i
v
i
d
u
a
l
 
v
o
l
u
n
t
e
e
r
 
w
a
s
 
s
u
c
c
e
s
s
f
u
l
;
 
H
r
,
w
 
a
r
e
 
t
h
e
y

p
a
i
d
?

i
C
i
t
y
 
S
c
n
o
o
l
s

4
d
e
v
e
l
o
p
 
w
r
i
t
t
e
n
 
c
u
r
r
i
-

i
-
i
n
 
o
r
g
a
n
i
z
i
n
g
 
a
 
c
l
a
s
s
 
o
f
 
s
t
u
d
e
n
t
s
 
i
n
 
a
 
1

I
f
 
m
y
 
j
o
b
 
w
e
r
e
 
t
o

(
L
e
a
m
a
n
)

c
u
l
u
m
 
a
n
d
 
s
c
o
p
e
 
a
n
d

;
r
u
r
a
l
 
a
r
e
a
 
o
u
t
s
i
d
e
 
W
a
i
r
e
n
 
a
n
d
 
t
h
e
 
c
l
a
s
s
i
 
r
e
m
a
i
n
 
p
a
r
t
t
i
m
e
,
 
h
o
w

i
s
e
q
u
e
n
c
e
 
c
h
a
r
t
 
f
o
r

v
a
r
i
o
u
s

h
a
s
 
b
e
e
n
 
a
 
r
e
s
o
u
n
c
i
n
g
 
s
u
c
c
e
s
s
.

T
h
e

/
m
u
c
h
 
t
i
m
e
 
(
s
u
p
e
r
v
i
s
o
r
y
)

A L
 
d
i
v
i
s
i
o
n
s
 
o
f
 
p
r
o
g
r
a
m
.

1
l
o
c
a
l
 
C
A
P
 
o
f
f
i
c
e
 
d
i
d
 
n
o
t
 
f
o
l
l
o
w
-
u
p
 
b
y

;
w
o
u
l
d
 
I
 
b
e
 
a
b
l
e
 
t
o

a s
 
G
r
e
e
k
 
s
p
e
a
k
i
n
g
 
t
e
a
c
h
e
r

4
r
e
a
s
s
i
g
n
i
n
g
 
a
 
v
o
l
u
n
t
e
e
r
 
t
o
 
t
h
a
t
 
a
r
e
a

!
g
i
v
e
 
t
o
 
t
h
i
s
 
v
o
l
u
n
-

a
,

i
 
o
r
 
w
r
i
t
e
r
 
t
o
 
d
e
v
e
l
o
p

u
n
t
i
l
 
a
 
g
r
e
a
t
 
d
e
a
l
 
o
f
 
p
r
e
s
s
u
r
e
 
w
a
s

f
t
e
e
r
?

m
a
t
e
r
i
a
l
s
 
f
o
r
 
o
u
r
 
l
a
r
g
e

1
 
-
b
r
o
u
g
h
t
 
t
o
 
b
e
a
r
 
o
n
 
t
h
e
m
.

i

4
 
G
r
e
e
k
 
p
o
p
u
l
a
t
i
o
n
 
i
n

-

$
A
m
e
r
i
c
a
n
i
z
a
t
i
o
n
 
a
n
d
 
c
i
t
i
-
-
/

%
k

z
o
n
s
h
i
p
 
c
l
a
s
s
e
s
.
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P
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E
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L
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S
 
S
U
C
C
7
:
S
S
.
P
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E
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S
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N
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E
E
R
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O
N
F
E
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N
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r
 
I
N
P
U
T

A
3
-
1
2
 
-
 
W
a
r
r
e
n

1
 
M
o
b
i
l
e
 
t
e
a
c
h
e
r
 
f
o
r
 
s
m
a
l
l

C
i
t
y
 
S
c
h
o
o
l
s

i
 
g
r
o
u
p
s
 
s
u
c
h
 
a
s
 
d
r
u
g
 
a
d
-

(
'
c
o
n
t
u
.
)

d
i
c
t
s
 
a
t
 
F
r
e
e
d
o
m
 
H
o
u
s
e

1

a
n
d
 
S
p
a
n
i
s
h
 
s
p
e
a
k
i
n
g

i
 
i
n
t
e
r
n
s
 
a
t
 
l
o
c
a
l
 
h
o
s
p
i
t
a
l
!

a
n
d
 
i
n
d
i
v
i
d
u
a
l
s
 
o
n
 
o
n
e
-
t
d
,

1
 
o
n
e
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a
s
i
s
,
 
w
h
o
 
a
r
c
 
u
n
a
b
l
e
.
;

4
t
o
 
a
t
t
e
n
d
 
r
e
g
u
l
a
r
 
c
e
n
t
e
r
s
:
.

$
 
P
e
r
s
o
n
 
t
o
 
a
c
t
 
a
s
 
s
e
c
'
v

0
1

4
a
n
d

t
o
 
A
B
E
 
c
o
o
r
d
i
n
a
t
o
r
 
a
n

5

C
:

4
 
a
c
t
 
a
s
 
l
i
a
i
s
o
n
 
b
e
t
w
e
e
n

f

c
o
o
r
d
i
n
a
t
o
r
 
a
n
d
c
o
m
m
u
n
i
0

a
g
e
n
c
i
e
s
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1

t4
.

1

i

-
1
'
;
'
h
e
t
h
e
r
 
w
e
 
c
o
u
l
d
 
g
e
t

,
-

t
h
i
s
 
P
e
r
s
o
n
 
f
r
o
m
 
t
h
e

c
o
m
m
u
n
i
t
y
 
o
r
 
o
u
t
s
i
d
e
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1
 
T
h
i
s
 
w
o
u
l
d
 
d
e
r
.
e
n
d
 
o
n

t
h
e
i
m
.
p
o
r
t
a
n
c
e
 
c
f

l
o
c
a
l
 
i
n
v
o
l
v
e
m
e
n
t
 
i
n

i
 
t
h
e
 
r
o
l
e
 
t
h
a
t
w
e

!
 
d
e
c
i
d
e
 
w
i
l
l
 
b
e
 
p
l
a
v
e
d

b
y
 
t
h
e
 
p
r
o
p
o
s
e
d
 
v
o
l
-

1
u
n
t
e
e
r
.

i i

A
B
E
 
-

C
l
e
v
e
l
a
n
d
l
 
R
e
c
r
u
i
t
m
e
n
t

a
m
o
n
g
 
m
i
n
o
r
i
t
'
;
1

P
u
b
l
i
c
 
S
c
h
o
o
l
s

L
 
g
r
o
u
p
s
 
a
n
d
 
u
s
i
n
g
 
v
e
r
y

(
E
d
w
a
r
d
s
)

4
 
s
m
a
l
l
 
c
l
a
s
s
e
s
 
t
o
 
m
a
i
n
t
a
i
n
l

1
 
e
n
r
o
l
l
e
e
s
.

3
 
P
r
o
b
l
e
m
s
 
o
f
 
m
a
i
n
t
a
i
n
i
n
g

R

a
t
t
e
n
d
a
n
c
e
 
-
 
r
e
a
s
o
n
s

a
n
d
l

i
 
s
o
l
u
t
i
o
n
s
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0
o
r
d
e
r
s
 
w
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r
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o
 
1
:
e
 
f
o
l
l
o
w
e
d
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T
h
i
s

4
 
S
u
p
p
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r
t
i
n
g
 
s
e
r
v
i
c
e
 
l
i
k
e

h
o
m
e
 
v
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s
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l
e
p
h
o
n
e

g

h
e
l
p
,
 
e
t
c
.

H
a
v
i
n
g
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o
 
c
u
t
 
o
f
f
 
A
B
E

4

1
 
p
r
o
g
r
a
m
 
b
e
l
o
w
 
G
E
D
 
l
e
v
e
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:
 
M
a
n
y
 
s
t
u
d
e
n
t
s
 
m
i
g
h
t

S
o
m
e
 
i
n
e
f
f
i
c
i
e
n
c
y
 
i
n
 
h
a
n
d
l
i
n
g
 
r
e
c
o
r
d
s
,
 
i

e
t
c
.

S
o
m
e
 
d
i
s
a
p
p
O
i
n
t
m
e
n
t
 
i
n
 
t
h
a
t
 
t
h
e
y
 
h
a
d

n
o
t
 
k
n
o
w
n
 
w
h
a
t
 
t
o
 
e
x
p
e
c
t
 
a
n
d
 
w
e
r
e
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s
-

s
i
g
n
e
d
 
t
o
 
d
u
t
i
e
s
 
t
h
e
y
 
d
i
d
 
n
o
t
 
w
a
n
t
.

S
o
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e
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n
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e
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f
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o
n
f
u
s
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a
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o
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o
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u
l
d
 
b
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u
n
d
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r
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d
 
b
e
f
o
r
e
 
a
n
y
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n
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l
d
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c
e
d
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r
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o
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o
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p
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n
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n
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l
 
t
h
e
r
e
 
w
a
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a
 
s
e
n
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e
 
o
f
 
r
e
a
l

i

i
n
t
e
r
e
s
t
 
i
n
 
i
n
n
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r
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c
i
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p
e
o
p
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e
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c
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p
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i
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b
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'TASK FORCE FUJI PLANiJNG ACTION VOLUNTEER USE -118-
'IN ADE

LESSON 1 >1,71.N

SESSIO% 1 -- Bnckground of the Task Force: Philosophy and
;Potential

I. INTRODUCTION

This session is designed to acquaint the conference par-
ticipants with c. broad overview of the background of the
confer ernn:2 along with specific expectations concerning
potentinl results. The session i.s also meant to set the
tone for an atmosphere of cooperative effort during the
conference among representatives from national, regional,
state, and local levels of adrAnistration. During this
first se3sion all conference participn,nts will be intro-
duced, and their projected contributions to the success
of the conference will he reviewed.

II. ODjECTIVES

A. To provide background information on the. Task Force
conference so that conference participants may be
aware from the conference beginning of why they were
chosen and v;hat. is planned for them.

B. To establish with the conference participmts some
fundamental e:.:pectaLions concerning the conference
purpone incluCiing the participants' own potential
contrbutions.

C. To introduce the confernnce participants and to de-
fine the roles of the Task Force facilitators.

D. To establish an atmosphere of cooperation among
conference participants so that the overall con-
ference goals as well as specific needs of individual
participants will successfully be met. To enlist the
full support of each participant by clearly defining
the possible benefi of successful conference out-
comes for each local program.

L. To provide ac1cquate orientation to fecilities of the
conference sito and to summarize for participants
the planned social activities for the three days of
the conference.
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Task Fcrert for Planning - cont.

111. InOCEDURES

BEST COPY AVAILABLE

- -119.

A. The comforcnce lozider will orient participants to the
purpose and objectives of this session.

B. The conference leader will outline the background of
the conference and give a summary of potential results
which the conference facilitators expect to follow dur-
ing the three day working conference,

C. Confenence leader will direct introduction of con-
fere,ice participants in a round table order in which
each pz,rtieipant will give a brief summary of his
involvement in ABE.

D. The conference leader will introduce all agency
reprc;-,untatives present, each of whom will individual-
ly speak on the role his agency is expected to play
in accomplishing the goals of the Task Force.

E. The conference leader will review with the partici-
pants the conference working schedule:.
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BEST COPY AVAILABLE

TASK FORCE oR PLANNING ACTION VOLUNW;ER USE
IN AIT

LESSON PLAN

-120-

SESSTON 2 -- Overview of Conference Design and Objectives

I. INTROCTIoN

This session is designed to provide a reaningful exchange
between. conference planners and participants in order to
share the projected design and timetable for accomplish-
ing confe7:ence objectives. The recommendations and in-
puts from confrA7cnce participants will be solicited in
order to solidify commitments and consensus among par-
ticipants upon the plan of action to be followed in
muutin.j conference goals and work output.

11. OBJECIIVES

A. To present to conference participant, for review
and discussion, the overall conference design and
the projected timetable for accomplishing objectives.

B. To identify and complete modifications and/or refine-
ments on conference work plan time schedule as re-
quired by participant inputs, recommendations and
feedback.

C. To establish a common focus and. understanding on the
purpose and objectives of each confercnce session in-
order to secure task-oric'nLed commitments from con-
ference participants to the realization of our pri-
mary conference goalnzimely, the development of
comprehensive written proposals for the use of ACTION
Volunteers which are individualized to the specific
needs of state and local ABr program sponsors.
represented at the conference.

III. PROCEDUPIX

A. Leader will orient participants on the purpose and
objectives of this session.

B. Leader will review with participants the Primary
Conforene Work Output statcm cnt in order to solidify
7-E6.671ToUiTE7aniflanderstanding on the question,
"Where are we going?"

C. Leader will next inLroduce the concern: "How will
we get there?" in order to introduce the projected
work activities and timetable necessary for

126



:4

BEST COPY AVAILABLE

Task for Plnniu - cont..1..11
-121-

accomplishing conference goals. Loader will distri-
bute ecch Iprticipant the Con ofernce Der..inn and

N v .1.1CV: eq tc
(approy..67,aly 11,,.n minutes) for inde:pondent review
and familiarization.

D. Leader, will engage participants in structured dis-
cussion an excha%ges in reference to each of the six
workshop sessions described.in the Conference Design
and Ac.tjvity Summary worksheets. Among the` primary
objectives Cif

_
this sequential discussion of workshop

sessions are:

1. To provide clarification and additional infor-
mation as needed and/or requested.

2. To solicit reemmendations and feedback from
conference participants which might refine and
improve the work plan time schedule needed to
accomplish conference goals.

3. To identify and resolve potential problems and
concerns which might interfere with group prog-
resstoward realization of conference objectives.

4. To further stimulate and enhance a positive and
cooperative working climate and atmosphere among
conference participants.

E. Leader wi 1 7 solicit preliminary inputs for activities
which might be sehodule(f! into conference session r7:
Conference Wrap-up (which has deliberately been left
open for finalization by conference participants) .

F. Leader will briefly summarize understandings and
commitments which have resulted from this session.

G. Leader will conclude session by introducing staff
person responsible for social and entertainment ac-
tivitis planned for the conference, Staff person
should be prepared to provide an informal review
and discussion of conference plans in this area.



BEST COPY AVAILABLE

TASK roam FOR PLANNit4 ACTION VOLUNTEER USE -122-

IN :ALE

LESSON PLAN

ussioN 3 -- IdenWication of AU; Program Problem and Need
for Volunteers1141.11...0.101

I. INTRODUCTION

This session will provide an opportunity for local di-
rectors to st.te their problems encountered in directing
ABE programs on a local basis. The focus will be to ac-
cumulat2 general problems and through discussion to
caegori2e and define them.into areas that lend themselves
to volunteer solutions.

II. mircTwrs

A. To solicit spPcific feedback from each ACE director
in response to problem arezls which affect their
respective programs.

B. To categorize the nature of the problems encountered
by local directors in the broad categories of:

1. Recruitm,:ut and retention

2. Instructional methodology and materials

3. Student supportive services

4. Program supportive services

5. Any othurs indicated by problems cited

C. To promote group discussions enabling participants
to share recommendations for possible solutions for
problem areas identified.

D. To attempt to identify potential volunteer functions
which would provide /solutions to the problems.

171

III. PROCEDURES

A. The sequential categorical problem areas will be de-
fined, and the leader will introduce the idea of
voluilLeers as a possible solution.

B. Participants will introduce individual problems.
Overhead vrojc:;.ctor will be used. to list problems for
each program.
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BEST COPY AVAILABLE

Task Polcef; for Pjanninq - cont. -123-

C. Common areat:J will ba discunmed and categorical volun
teer solutions will be suggusted.

D. Lade l: will intl,f.xluco a general summary discussion
regarding possibilities for volunteer use.
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TASK VOI;;CE FOR PLANMTG ACTION VOLUNTEER USE -124-
IN ADE

LESSON PLAN

SESSIW: 4 -- Proposal Devolopmont Workshop Part

I. IMIODUCTION

This lesson is designed as v.n informal workshop in which
members an(t confrence porticipEA7s together will begin
the develont of specific proposals detailing projected

ACTION Volunteers et the 1oce.1 level. Conference
pal.ticipants will examine broad cor:cepts )f possible uses
for LCTION Volunteer types J-110, individualize those roles
to meet the needs of the local AEE program. In tailoring
the job cateyory to local program neees the participant
will become aware of the dynamics of volunteer use and
the responsibilities involved for the local ABE program.

II. OBJFCTIVES

A. Participant will write narrative description of each
volunteer type he is projecting to use in local A'OE
program, Narrative descriptions for each category
of volunteer must include:

1. Statement of the problem making the use of volun-
teer necessary.

2. List of specific objectives for the utilization
of volunteer.

3. Outline of job duties of volunteer type and quali-
fications for the position.

4. Statement of the method of supervision and means
of support to be provided by ABE local to the
volunteer.

5. Explanation of process by which the job perform-
ance of volunteer will be evaluated.

6. Outline of method of training to be employed for
teaching volunteers job duties.

B. Participant will chart schedule of weekly job duties
for each volunteer type he will utilize in local
AU program.
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Task Forece.3 for Planning - cont.

III. PROC7OURES

BEST COPY AVAILABLE -125-

A. Loader will rr!view with participants objectivee and
procederes fur the seseion. He will introduce staff
resource persons for each volunteer job category.

B. Leader will read list of job types requested by each
ABE locel in past seesion, note any changes,*or get
coneensus.

C. Leader will distribute Proposal Development Work-
sheets for perusal by the group.

D. Loader will again osk if there are any changes in
list of volunteer types needed by local.

E. Leader will divide participants into small groups by
job category of volunteer use headed by resource
person.

F. Resource person for each job category will discuss
with his group the Proposal Development Worksheet
and help participants to tailor narrative description
to their individual program needs.

G. Participants and resource person will complete in
written iorm each category of Proposal Development
Worksheet.

H. ParteiPant will make a chart of Schedule of Weekly---
Job Duties for volunteer type with the help of the
resource person.

I. Resource person will note any specific problem areas
of any ABE local in completing Proposal Development
Worksheet or Schedule of Weekly Job Duties.

J. Participants will rotate in small groups with re-
source person for job category until Proposal De-
velopment Worksheet and weekly job schedule is com-
pleted on each volunteer type he projects utilizing.

R. Leader will collect all Proposal Development Work-
sheets and Schedule of Weekly Job Duties of each
ABE local for review by conference staff.
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-126-TASX VOW.E FOR PLANNJN( .TION VOLUNTEER 1.):::E
IN

LESSON PLAN

SESSION 5 -- Proposal Development Workshop Part II

I. INTRODUCTION

This lesson will provide the participants with the back-
ground information and tools necessary to complete the
development of specific proposals for the projected use
of ACTION Volunteers at the local level. From a gener-
alized Luncpt of the types of inclusions which are re-
required by the funding source in the categories of
agency identification and budget requirements, the par-
ticipant will arrive at specific information'and deter-
minations for his lccal ALE program;

II. OBJECTIVES

A. Participant will write agency identification section
of proposal for utilization of ACTION Volunteers.

B. Participant will compute and document budget section
of proposal for utilization c):: ACTION Volunteers.

C. Particioant will compute and document in-kind contri-
bution required to support the activities of ACTION
Volunteers in the local program.

III. PROCEDURflS

A. Leader will review with participants objectives and
procedures for the session.

B. Leader will explain need for agency identification
section of proposal.

C. Leader will distribute ac,:2ncy identification work-
shcts to all participants and separate3y review
each item wit'l participants using transparencies
and overhead projector.

D. As leader reviews each worksheet item on transparency,
participant \till conT)lete corresponding item on his
copy of agency identification workf,heet with appro-
priate information about his local ADE program.

E. Loader will respond to questions and problems en-
countred by perticipants to allow them to complete
agency identification worksheet.
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Tat:;k Toren:; for Planning - cont.

F. Leader will explain need for budget section of pro-
posal. .

G. Leader will distribute copies of budget worksheet to
all participants along with each participant's nar-
rative deseriptic.no for 1\CTION Volunteers he projects
using in local ABC progralri.

H. Using overhead projector and transparency of budget
werkshot2t leac-,er will quickly review all categories
which must be included in proposal budget statement.

I. Leader will read background information for hypo-
thetical ABE program.

J. Lpader will then discuss first budget worksheet item
separately and make computations for hypothetical
ABE pro(aram on blackboard. Computed figure will be
transf,-;:rred to transparency.

K. Participants will then compute first budget worksheet
item and record figure.

L. Leader will follow the above Ibrirt*for each of re-
maining budget worksheet items until entire work-
sheet is completed.

M. Le::.der will field quest ions from participants and
provide individual assistance as needed.

N. Participants will collate sheets of proposal for col-
lection and review by conference staff following this.
order: agency identification, narr3tive descip-
tions, budget.

0. Leader will collect completed proposals.
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TASK IORCE FOR PLANNING ACTION VOLUNTEER USE -128-
IN ABP

LESSON PLAN

SESSION 6 -- State-wide Planning and Coordination

I. INTRODUCTION

This Jession is designed to provide an opportunity for
conference participants to discuss among themselves and
with national agency representatives present, the pro-
posed method of volunteer use implementation. During
this session participants with special concerns will
make them known to the state administrators who will
make necessary arrangements with national ACTION repre-
sentatives for a suitable solution.

II. OBJECTIVES

A. To uncover any concerns about use of ACTION Volun-
teers in ABE.

B. To determine among local participants along with
state administration representatives the planned
strategies for training, supervision, and support of
ACTION Volunteers in ABE.

C. To begin necessary action for state-wide coordination
of ACTION Volunteer activity.

D. To obtain a consensus of opinion regarding volunteer
evalea::.ion methods consistent with national ACTION
policy.

III. PROCEDURES

A. Leader will outline the objectives for the session.

B. Leader will solicit comments from national ACTION
representatives regarding training, supervision, and
support of ACTION Volunteers.

C. A general discussion among local participants will
follow regarding their plans for implementing
training, supervision, and support.

D. Leader will explain need for state-wide coordination
of proposal submission procedures and eventual volun-
teer activity. Special problems in any local pro-
gram will be discussed for possible solutions.
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k 1.1(Tc(!L, f_nr P1.15,nin9 - cont.

E. National ACTION representatives will outline ACTION
evaluaL:Lon policy for vo]unt.r.:ers, after which thc

e.ir(.(:t the participants to
decide upon a program of evaluation for volunteers
in theil. pregrams consistent with the ACTION policy
that had been outlined.

-3.29-

BEST COPY AVAILABLE
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CONFERLNCE MATERIALS INCLUDING

PROPOSAL DEVELOPMENT W'ORKSHEET'S FOR TEN TYPES OF VOLUNTEERS

APPENDIX F
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TASK FORCE FOR PLANNINU ACTION VOLUNTEER USE
IN ABE

CONFERENCE REGISTRATION FORM

TITLE

ORGANIZATION REPRESENTED

BEST COPY AVAIUIBLE

II. ..MIIMO

OFFICE PHONE

NAME OF ABE PROGi:AM YOU ADMINISTER

ffifiss.ra...a.
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TASK FORCE FUR PL:nNI;;q:; ACTION VOLUNTEER USE
IN ABE

PRIMRY CGNICE WORK OUTPUT

132

BEST COPY AVAILABLE

1. To dew lop comprehens3.ve written proposals for the use
of ACTION Volunteers which are individualized to the
specific necds of state and local ABE program sp-msors
reprsented at the conference.

A. Each completed document will include L.ppropriate
information on the following proposal categories:

(1) Identification Cover Sheets

(2) Problem Statements

(3) Objectives

(4) Job Descriptions and Qualifications

(5) Supervision and Support

(6) Evaluation

(7) Training Need;: .

(8) Budget

2. To develop a state-wide plan for ACTION Volunteer utili-
zation which will ensure that each participating local ABE
program will be provided appropriate coordination, support,
monitoring, and evaluation as needed and/or requested.

tas



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

CONFERENCE DESIGN AND ACTIVITY SUMMARY

ACTIVITY

111111111110

SESSION I

BACKGROUND OF THE TASK FORCE: PHILOSOPHY
AND POTENTIAL

Time Required: 9:00-10:30 (1-1/2 hrs.)

General Purpose:

1. Provide overview of conference
background, philosophy, expectations,
and potential.

2. Introduction of conference partici-
pants and review of projected
contributions.

Key Projected Results!

1. Establish positive cooperative
attitudes among participants
conducive to productive working
climate and atmosphere.

10.

NOTES

133
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SESSION II

OVERVIEW OF CONFERENCE DESIGN AND
OBJECTIVES

Time Required:10:30-12:00 (1-1/2 hrs.)

General Purpose:

1. Review and discuss overa I conference
design and projected timetable for
accomplishing objectives.

2. Finalize modifications and/or refine-
ments on conference work plan time
schedule as required by participants'
inputs, recommendations, and feedback

Key Projecteu Results:

1. Solidify consensus and commitments
from conference participants on fi-
nalized work plan and schedule for
completing conference objectives.
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

CONFERENC:i DESIGN AND ACTIVITY SUMMARY

ACTIVITY

weambow.414=11Wle,..71111N11111

SESSION lli

IDENTIFICATION OF ABE PROGRAM PROBLEM
AND NEED FOR VOLUNTEERS

Time Required: 1:00-5:00 (4 hrs.)

General Purpose:

1. Solicit specific feedback frc,m each
ABE participant in response to prob-;
lem areas which affect their respec-
tive programs.

2. Promote group discussions enabling
participants to share recommendations
for possible solutions of problem
areas identified.

3. Identify potential volunteer functions
which would provide solutions to
those problem areas discussed.

Key Projected Results:

1. Complete for each individual ABE
program sponsor source the identifi-
cation of volunteer functions
requested and desired.

NOTES
4...0111.14.11.0.

.1.1.1111.
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SESSION IV

PROPOSAL DEVELOPMENT WORKSHOP PART I

Time Required: 9:00-12:00 (3 hrs.)

General Purpose:

1. Complete written inputs needed from
each ABE program sponsor In

- accordance with requirements of
proposal development worksheets
package.

2. Tailor each requested volunteer job
category to the specific and unique
requirements of each local ABE
program.

Key Projected Results:
1. , _h participant will complete

written narrative description of each
volunteer type requested for use in
local ABE program. Narrative de-
scriptions will include the following
proposal categories: problem or need;
objectives; job description and qual-
ifications; supurvisiou ,lind support/
needs, evaluation; training needs;
sample volunteer work week.

140



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE

IN ABE

CONFERENCE DESIGN AND ACTIVITY SUMMARY

ACTIVITY

SESSION V

PROPOSAL DEVELOPMENT WORKSHOP PART II

Time Required: 1:00-3:30 (1-1/2 hrs.)

General Purpose:

1. Complete written inputs needed for
application cover sheets and project
background information sections of
final proposal.

2. Participants will compute and
document in written form the budge-
tary requirements needed to support
the activities of ACTION Volunteers
requested by each local ABE program.

Key Projected Results:

1. Each participant will complete
written input needed for the
following final proposal categories:,

A. Application cover sheet for
agency identification and back-
groune data.

B. Budget Requirements Summary Sheet

NOTES
1.0010.1WW11.014.

135

BEST COPY AVAILABLE

SESSION VI

STATE-WIDE PLANNING AND COORDINATION

Time Required: 3:30-5:00 (1-1/2 hrs.)

General Purpose:

1. Begin identification and planning of
state-wide concerns and strategies
in response to ACTION Volunteer
training, supervision, support
requirements, coordination,
and evaluation.

Key Projected Results:

1. Solicit inputs from conference parti
cipants, through group discussion
and exchanges, relative to identi-
fying c.nd resolving state-wide
support requirements to state plan
for use of ACTION Volunteer in ABE.
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

pRoGissAm kAmE----------

PROBLEM AREA(S) VOLUNTEER APPLICATION

I. Recruitment and Retention
. .

BEST COPY AVAILABLE

.441141.11........

II. Instructional Methods and
Materials

..11.1111bi11...................... dOaldwa

III. Student Support Services

.

.

.
.

.

.

ANG....41......----

IV. Program Support Services'

. .......---.....-----.........

V. Other

A....W.0 ....................11.AMIIIIIINAIMIWINI

marrarramak..assabrosa.....ma.aminsi
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T^ FISCAL OFFICER

FROM

1";AVEL EXPEIISE

0. I . C. OF AMERICA, INC.
ADULT ARMCHAIR EDUCATION PROGRAM

18 ES1 CHELTEN AVE,
PHILADELPHIA, PA. 19144

NAME OF.TRAVELER ADDRESS

ORGANIZATION PHONE

DESTINATION

PURPOSE OF TRIP

137

Turilio It 1-2T717iTTIOTTeriT

DATE

BEST COPY MAKE

BEGAN (DATE): ENDED (DATE)

EXPENSE SUMMARY

TRANSPORTATION

Private Auto (See Schedule on Back)

Air

Bus

Rail

Taxi Cabs

Other Expenses

.11.........1=.1ft
gmlmma..aNolwImBearra.I..rwMlmw.....L..IaNMa..fi..NIYkr--OMNIIa..I..60rb..eaIMII.y.

TOTAL EXPENSES

1111111=.

.1111.....
ararralmaidwomMalbelyr.

mrimsir....IMmarawd

...YMwll.....M.auiM110.....-

I certify that this statement, the amount claimed and attachments
are true, correct, and complete to the best of my knowledge and
belief and that payment for the amount claimed has not been received.

APPROVED BY SUBMITTED BY4aa ea. 1

I 143
..m.wooa*powaMel.b.rwamaar*....
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P R I V A T E AUTOMOB I LE

SPEEDOMETER READING

DATE E

M
DE ST INAT 1 014

...ways........

BEGIN END.............
TOTAL
M I . CAGE........................._....o.yroaa.e.

..m......a......... 01...........,*

,...............

1......

.................0.10000.00.11.0%

...1111M11104.1...*1**.....

...aglimegmlnaw..WwIMI~10..41..

-,
11110661.......

sem. 40...1.0Nie mmamolano..100 .... .......w.ows...*MMON.........

k

TOTAL
.

_ 11111*IIM11~

TOTAL MILES: PER MILE=
RATE

AMOUNT DUE

BEST COPY AVAILABLE



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN-ABE

PARTICIPANT INFORMATION

Participant for ABE Task Force State of

1. 'What is your sex?

2. What is your age?

under 30

30-35

35-40

40-45

139

Female Male

45-50

50-59

60 or older BEST COPY AVAILABLE

3. What is your ethnic background or cultural group?

Afro-American

American Indian

Oriental

Spanish surnamed

Cuban Puerto Rican

Mexican American Other

White (other than Spanish surnamed)

Other (specify)

4. Check the highest level of schooling you have achieved.

less than high school

high school diploma

high school equivalency diploma

some college but less than bachelor's degree

bachelor's degree

beyond bachelor's degree

145



List colleges and universities which you have attended!

Name & location Dates attended (yrs) Degree Majo.(s) Minor(s)

......001.

111

6. Explain briefly for what careeryov, were prepared by your
initial schooling.

7. Describe any other significant academic-experiences you have
had in ABE (i.e. summer programs, workshops, in-service
training, military, etc.).

BEST COPY AVAILABLE

8. Summarize your experience in ABE programs:

POSITION LENGTH OF SERVICE (YRS 6 MOS)

Teacher

Teacher-counselor

Teacher media specialist

Teacher-trainer

Teacher curriculum specialist

Administrator

Other (specify)

.11110.
1111.41.11M....m....8..01110.=
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9. Write the number of.years and months you have been irvolVe'd
in offering ABE services in the geograpnical areas listed
below:

GEOGRAPHICAL AREA LENGTH OF SERVICE

Model Cities

Appalachia

Suburban

Rural

Other (specify)

10. Write the number of years and months you have been involved
in offering ABE services to the following population groups:

POPULATION GROUP LENGTH OF SERVICE

Racial and Ethnic Groups

Afro-American

American Indian

Oriental

Spanish surnamed

White

Other (specify)

Inmates of correctional
institutions

Other institutional students

Migrant workers

Other (specify)
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11. Check any previous volunteer experience in which you have
been involved:

(YES & MOS)
CATEGORY OF VOLUNTEER IN WHAT CAPACITY? LENGTH OF SERVICE

VISTA Volunteer

Peace Corps Volunteer -
ABE volunteer

Health Services Volunteer 111
Youth Services Volunteer

Other (specify)

'12. What is the level of staff currently available to your program?
PART TIME. FULL TIME TOTAL

Administrative

Professional

Para-professional

Volunteer

TOTAL

11111. 40011

SillInimill

13. What approximately is the level of annual budget assigned
to your program?



DATE

OBSERVER

TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

OBSERVER CHECK LIST

CONFERENCE NAME

LENGTH OF CONFERENCE

. NUMBER OF MEMBERS

NAME OF LEADER

.11.!1/1=11

AGENCY

143
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Please rate each category below on a 1 - 5 scale; 1 is the lowest
level of achievement, 5 the highest (circle the appropriate number).

11"
CATEGORY

Transportation well arranged

Living quarters clean & comfortable

Adequate Medi 'arranUefilCntS

Interesting social activities

Adequate supportive services

CONFERENCE DESIGN

Proper sequence of sessions

Sessions began on time

Sessions ended on time

Length of sessions met need

Diversified program format

Adequate number of breaks

Participants had opportunity
to modify design

149

RATING COMMENT../..r
1 2 3 14 5

1 2 3 1 5

1 2 3 14 5

1 2 3 14 5

1 2 3 14 5

1 2 3 4 5

1 2 3 14 5

1 2 3 14 5

1 2 3..4 5

1 2 3 14 5

1 2 3 11 5

1 2 3 1 5
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CATEGORY RATING

PARTICIPATION

Orderly discussion

Freedom of expression

Well balanced participation

Relevant discussion

Methodical discussion
(group had sense of direction)

SPEAKERS AS A GROUP

Audible

Intelligible

Well organized

Purposeful

Provocative

CONFERENCE OBJECTIVES

Clearly defined

Communicated to participants

Met by program

ISO

1 -2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 '5

1 2 3 4 5

1 2 3 4 5

i 2 3 4 5

1 2 3 4 5

1 2 3 14 5

1 2 3 4 5

COMMENT

BEST COPY AVAILABLE



CATEGORY

FACILITIES

Good lighting

Proper ventilation

Comfortable seating

Adequate space

Rest-rooms nearby

Adequate iniormation given
for use of facilities

Sufficient directional signs

PARTICIPANT MATERIAL AND
AUDIO-VISUALS

Appropriate to session

Well prepared

Well presented and explained

Presented at proper time

Sufficient supportive materials
(pens, pencils, pads, etc.)

ATMOSPHERE

Informal

Friendly

Cooperative

Courteous

Animated

At

1.45

RATING COMMENT

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 14 5

1 2 3 4 5

1 2 3 4 5

1 2 .3 1 5

1 2 3 it 5

1 2 3 4 5

1 2 3 4 5

1 2 3 14 5

1 2 3 4 5

1 2 3 14 5

1 2 3 4 5

1 2 3 14 5

1 2 3 4 5

1 2 3 14 5

BEST COPY AVAILABLE



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE .1.46

IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

COMMUNICATION SPECIALIST VOLUNTEER

The Problem

BEST COPY AVAILABLE

Communicating with potential ABE participants is generally

considered an important pre-requisite to motivating and stimula-

ting initial involvement and on-going attendance in programs.

Most ABE program personnel lack the experience and knowledge

to fully exploit the potential media systems which could be used

to reach target ABE audiences. In addition, most ABE programs

lack technical resources and time necessary to produce (on an

on-going basis) teaching materials and audio-visual products

that enhance instruction in ABE classes.

It is felt that the services of a highly skilled technical

volunteer would measurably assist in reaching larger numbers

of potential ABE users who are currently uninvolved in ABE

programs.
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TASK FORCE FOR PLANNING AC;J:ION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

BEST COPY MAILABLE

COMMUNICATIONS SPECIALIST VOLUNTEER

Job Description

DEFINITION:

This is work which attempts to increase communication

to ABE target community concerning the advantages of partici-

pation in Adult Basic Education. Communications volunteer de-

tigns and prepares selected materials for dissemination including

brochures, flyers, posters, and exhibits. Volunteer will assist

in pzeparing or arrange for preparation of scripts, news stories,

pictures, etc.' through media, newspapers, radio, T.V. In addition,

volunteer attempts to serve information and communication needs

of students enrolled in ABE classes.

DUTIES:

-Collects and disseminates information, media materials,

newspaper articles, radio scripts by means of review

of program reports, interviews with ABE students, teachers,

axed staff.

-Writ:es in cl,:ar and concise manner newsletters, brochures,

flyers, etc.
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-Assists in the designing and production of audio-visual

materials needed for training purposes.

- Devises layout and preparation of materials for publica-

tion or reproduction.

-Proofreads and edits specified materials for reproduction.

-Stimulates, encourages, and seeks ways of involving

students in the process of encouraging potential ABE

students to participate.

Develops broad range of communication methods and assists

ABE students, teachers, and staffs in executing and

implementing effective communication.

-Evaluates effectiveness of communication materials

developed.

BEST COPY AVAILABLE



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ADE

PROPOSAL DEVELOPMENT WORKSHEET

COMMUNICATIONS SPECIALIST VOLUNTEER

Job Description

QUALIFICATIONS:

BEST COPY AVAILABLE
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ADE

PROPOSAL DEVELOPMENT WORKSHEET

BEST COPY AVIIIIABLE

COMMUNICATIONS SPECIALIST VOLUNTEER

Objectivc,s

During the year of service the volunteer will:

1. Have provided various media sources with a minimum of

newspaper articles, scripts, presentations, etc.

with at least % of these materials having been

accepted for dissemination.

2. Be able to show that there has been a % increase

in the number of persons entering the program who give

as'their primary source of hearing about the program

being one or more of the methods used by the volunteer

to communicate to the ABE. target population..

3. Have coordinates, assisted, or been involvAdwith_thp

production of issues of a newsletter aimed at

ABE students enrolled in the proga..am.

4. Have surveyed and compiled a list of media outlets

(radio, T.V., newspaper, community organizations, etc.)

which will designate contact persons, potential audience,

'receptivity to ABE information, etc.
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5. Have produced, edited, and/or illustrated number

of materials fol use in classroom.

6. Have produced a report of his Volunteer ServiceYear

in a format specified at the beginning of the year's work.

BEST
COPY

AVAILABLE
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE .152.
IN ADE

PROPOSAL DEVELOPMENT WORKSHEET

VOLUNTEER SUPERVISION AND SUPPORT

1. To whom will volunteer report?

Name

Title

Comment:

BEST COPY AVAILABLE

2. Are there adequate work facilities (related to volunteer's
job needs)?

A. Work space

B. Equipment and supplies

C. Telephone and postage

D. Other

3. Are there supportive services and resources available for
the volunteer?
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TASK FORCE FOR P LAUN I NG ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

VOLUNTEER TRAINING

1. Inputs for centralized pre-service training

BEST COPY AVAILABLE

2. Inputs for on-site pre-service training

3. Inputs for on-going in-.;ervice training
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TASK FORCE FOR PLANNING ACTION VOIAINTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

EVALUATION OF VOLUNTEER PERFORMANCE

1. Who will be responsible for volunteer performance
evaluation?

Name

Title

2. What methods will be used for evaluating performance?
(E.g. written reports, evaluation forms, observation,
Interviews)

BEST COPY AVAILABLE

3. Benchmarks for volunteer performanc:e evaluation

A.. 3 Months

Months

C. 9 Months

D. 12 Months

161



T.ASK FORC1:: FOR PLN:L1'.11G AcTIoN voLuNT:!!.:11 ME
IN PA_1E

PRO1'0 i.)EVL;Lol:.:TNT WORKSIIUT

The Py.-ohl(!12 BEST COPY AVAILABLE

The community person in need of 1q1E' training often has

urgent and immediai: problems beyond the purely educational

with which the ABX program must be propa:ced to deal if it is

going to attract parLicipants and stabilize attendance. Often

the problems are a result of a lack of e(''Ication, but the pro-

gram that ignores needs for services such a medical treatment,

legal help, child care, or employment will find its ability

to attract'and retain participants limited. Counselors with

the ability to J:clatu to trainees, identify needs, and refer

participants to the appropriate source of help should be an

integral part of any ADD program. Community resources usually

exist in the community capable of meeting the participants'

needs, but services arc too often not received becallaeol

lack of information or misinformation about the service-giving

agency. The ADE counselor will not duplicate services but

rather will serve as a bridge or a connecting link between

the community and community agencies desiring to serve it.
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TACK FOLCE FOR P:12,:i.1nG ACTION V0.. NT;.:ER USE
1N A.UE

PROL'OSU D:VELOMENT WOM:SALI:;T

cowimmoR

Job 1);crition

DEFINITION:

-1.57-

BEST COPY AVAILABLE

This is work of a program services nature attemptifigto

provide students with assistnce in using existing social, m

medical, loal, and other services. Work involves presenting

to students descriptions of available. services, identifying

students in need, counseling, and refoxr3:ng studc:nts to appro-

priate sources. Work involves direct contact with the stunt

in both a classroom alwl office sottinu. Counselor volunteer

will attc:Jt to Lc needs of students to existing agencies

and act as liaison beLween agency and student. Follow up of

referrals is essential .to assure that students had opportunity

for full utilization of services.

DUTIES:

1. Participate in the identification of community resources

that can help to meet the needs of the program participants.

2. Develop lin%aue :t;ystems with community agenci_es and programs

to p:fovido nceded services.

3. Dc'velop r,..2ourcc filo or ,l-gericies and j.:Ora's utilized

by coun...,clox-s Lo fauiliL4Lo ow-qui1lt:3 fuf,Jr.ials.
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4. 01(.:.nt stur.lynt in 1,bh; clisses to counseling service:4

availal)ic c,n6 inter(st in utilin:ng servic;Js.

5. Throu(ji refe;:fal to s-:.cvice-giving agencies (medical,

.job placeenV, financial, etc.) provide supportive social

services that will help to maintain trainee involvement

in ABE program.
BEST COPY AVAILABLE

6 Act as liaison between students and social agencies,

public and private, in seeking information and making

referrals.

7. Motivate participants to take a6vanLage of and make

realistic choices from among a wide of educational

opportunities available in the community for further training.

Follow up on cfrrals mdc Lo zcjencic to vLrify receipt

of requested services and provicao any further services

needed.

9. Maintain adequaLe, 'accura e narrative and statistical

records on counsclor-trainec activity.

10. Attend outside' agency conferences and sexinars to keep

abreast of co;Imunity services and new community

resources.
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEyELOPMENT WORESHEET

Job Description

COUNSELOO.

QUALIFICATIONS:

BEST. COPY AVAILABLE
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VOI:CE FOR Iri,T1.:C ACT1011 VOLUNTLR
IU

PROPO:?.AL DLVLLOPT WOITSj.E.12,T

°bloc:I:it, es---------

-160-

BEST COPY AVAILABLE

During the year of service the vol will have:

1. Established linkages with community agencies and

.
programs to meet participant needs.

2. Set up a resource file of all agencies in linkage system

and Other community agencies.

3. Provided counseling services to a maximum on-going caseload

of i\1L participilnts on number of ABE classes.

4. Orientd participants in ,ABE classes to counseling

services available.

5. Gencratcu e iirramurn of rer7irral requests'trom

each ssigned clan 3 for supportive social services, make

appropriate referxals, and follow up.

6. Motivated students in each class to take advantage

of further training, make (ropriate referrals, and

follow up.

7. Contactud by lettc'r, phono, or home visit every individual'

frcm caio;:d requltiv:g scrvicc.



-3_61-

8. Kopt narrativc and !;tatistical rucords on all counseling

acLivity of his (.3(2:1.0 m.l.

167

BEST COPY AVAILABLE



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE 162
IN ARE

PROPOSAL DEVELOPMENT WORKSHEET

VOLUNTEER SUPERVISION AND SUPPORT

I. To whom will volunteer report?

Name0011111......1......0111... 1=..,0.....
Title

BEST COPY AVAILABLE

Comment:

2. Are there adequate work facilities (related to volunteer's
job needs)?

A. Work space

B. Equipment and supplies

C. Telephone and postage

D. Other

3. Are there supportive services and resources available for
the volunteer?
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TASK FOFCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

VOLUNTEER TRAINING

1. Inputs for centralized prJ-service training

2. Inputs for on-site pre-service training

3. Inputs for on-going in-service training

170

-164-

BEST COPY AVAILABLE



TASK FORCE FOR PLANNIN7 ACTION VOANTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

EVALUATION OF VOLUNTEER PERFORMANCE

. 165-

BEST COPY AVAILABLE

1. Who will be responsible for volunteer performance
evaluation?

NameIN
Title -..rs..wmro..ar......r

2. What methods will be used for evaluating performance?
(E.g. written reports, evaluation forms, observation,
interviews)

Benchmarks for volunteer performance evaluation

A. 3 Months

B. 6 Months

C. 9 Months

D. 12 Months

171



TASK FORCE FOR PLAN:UNC; AC"IU:i VOLUNTEER USE
IN AUX

PROPOSAL DEVELOPOENT WORK:3=T

COUNLOP.

The Prohlem

-166-

BEST COPY AVAILABLE

Traditionally counselors in ABE have: come from a secondary

school or college background. Often they have had little exper-

ience in dealing with the adult problems specific to the target

population that is served by ABE. Yet, if students are to be

recruited, and retained in the ABE program, counselors must be

prepared to deal with student concerns other than the purely

educational. A counselor coordinator could provide needed

expertise and training to ABE counselors in the refinement of

guidance and counseling procedures and techniques within local

ABE progrars.
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TASK FORCE FOR PLANNINC ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

COUNSELOR TRAINER

Job Description

DEFINITION:

.167-

BEST COPY AVAILABLE

This is responsible staff administrative work reviewing,

analyzing, training, and evaluating the overall counseling pro-

gram for the state ABE program.

Work will include developing and implementing training models

for local ABE program counselors to instruct them in counseling

procedure and techniques relevant to specific community programs

and individual needs. Work includes technical assistance visits

to monitor and evaluate the progress and results of counseling

operations in each local ABE program. Work includes making

recommendations to management, implementing changes, and

establishing standards to accomplish program goal's and Objectives.

DUTIES:

1. Develop curriculum and materials for training local ABU

program counselors.

2. Adapt curriculum Lo spccific community proclrams and

individual. necft..

173



3. Serve as counselor trainer to implement training design.

4. Evaluatr) tnlinjng program and makes recommendations for

modification and roUinemunt.

5. Visit local programs and reviews counseling operation for

. effectiveness. Conducts in-service workshops as needed.

6. Participate in analyzing problem areas to determine need

for assistance in eliminating difficulties.

7. Design and implement recording and reporting system for local

ABE counselors.

8. Sere as a liaison between local counseling operation and

ABE program. la evaluating activities of local

counseling program.

9. 'Provide detailed and comprehensive reports of findings and

recommendations to State Program Director.

BEST COPY AVAILABLE
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

COUNM:LOR TRAIN'ER

Objectives

During the year of service the volunteer will have:

1. Trained local ATE E counselors in the state.

2. Developed counseling curriculum and adapted it to needs

of local programs.

3. Plplemented a follow-up system to determine rolaAve

success of curriculum.

4. Visited local programs for evaluation and assistance.

5. Designed and implemented reporting system for monitoring

and evaluating local counseling operations.

BEST COPY AVAILABLE



1

TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ARE

QUALIFICATIONS:

PROPOSAL DEVELOPMENT WORKSHEET

couNsnon TRAINER

Job DoFIcH.ption

176

-170-

BEST COPY AVAILABLE



TA:3R FOkCE FOR PLAW,111:C /CTICN VOLUIFIEEk USE 171
ih

N[FT

VOL11T1LEi: '0UPCk'fISI AND SUPPUT

l. To whom will volunteer report?

Nome

Title

CommQnt:

e...

-.4111......04..e

2. Are thre at:iequate work faeiliticts (related to volunteer's
joh need)% ...

A. Work spnce

U. .Lquipment and !upplies

C. Telephone and postanc

D. Other

BES1 COPY AVAILABLE

Are there supportive services and resources available for
the volunteer?

177



TASK I o/11.i FOR PLANNINS ACTION VOLUNTLER USE ,172
/ill I.

PROPOSAL DLVELOP1,.EHT WORKSHEET

VOLtJUIELR TPAINING

1. Inputs for centralized pre-service training

BEST COPY AVAILABLE

2. Inputs for on-site pre-service training

3. Inputs for on-going in-service training

178



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN AUL

PROPWJAL DEVELOPMENT WORKSHEET

EVALUATION OF VOLUNTEER PERFORMANCE

1. Who will be responsible for volunteer performance
evaluation?

Name

Title

LOISO.O..ila

173

2. What methods will be used for evaluating performance?
(E.g. written reports, evaluation foims,.observation,
interviews)

BEST COPY AVAILABLE

3, Dr.nc.h:.;,:_;rk for voL.kicor performonce cvalu ;tion

A. 3 Montli !-;

. 6 Month's;

C. 9 ti o ths

D. 12 Months

1,79



TASK FORCE FOR ACTM.N VOLUNTER
1N A'' is -174-

PROPW:AL DEVELOPMENT WOMSITET

CtinCULU7.1 VOLUWXER

The Problcm
BEST COPY AVAILABLE

Most ABE proq.ra.ms rely on educational materials (curriculum,

books, pamphlets, etc.) which have been commercially prepared.

On the whole, such material cannot reflect to the needs and

life-styles of local ABE students in specific programs. Too

often such commercial material takes on the fLvor of materials

developed for children in elementary schools. Adult students

need educational materials dealing with their adult problems.

There is a need for y!rogram capability that wi3,1 enable the

developm,?nt c cul.ricninm matorals Ocsirined to meet the specific

needs of local ABE students.

It is felt that a skilled volunteer having training and

experience that would enable him to work with ABE teachers

and students to develop curriculum is needed and that measur-

able assistance will be given to increase the quality of

service to students and support of the program.
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.TASK FORCE FOR PLA.:.1Ii ACTIOD VOLUNTEi]ll 11:1E
IN ABE

PROPWAL DEVLOPMENT WORKSHEET

CUMTCULUM VOLUNTR

Joh Descrintion

DEPTNITIM::

-175

BEST COPY AVAILABLE

This work involves the development of lesson materials

designed to stimulate undereducated adults to:

1. Impyn*:e existing skills of students

2. Develop new skills in literacy

3. Prepare stud6nts to enter nighei- vocational_ and

educational endeavors.

Work requires ability to adapt existing materials for use

with adults and development of new materials, training of
-1

other volunteers in methods and and ability to Evaluate

effectiveness of materials.

DUTIES:
t.

1. Assist in L-,cvelopment of materials in lar.guages, reading,

and math for undereducated adults.

2. Adaptinc: and refining material for use by professional

and para-professional. instructors.

3. 11c:search for detAoping variety in material and methocr:.!.

4., Structuring class periods to accolupnsh stated objoctives.

r Devc,lo;) 1:rocr:lures for utilizing :;upportive sc.:I:vices for

trainc:cs.

1.81



-176.

G. Perform on-uoing evaluation of mtorials for upTrath.ng

and modifying tubjccLs for relevancy.

7. Dove.lop and maintain ro.Eource mate::ial for use by

instructors.

18

BEST COPY AVAILABLE

1



TASK 1.,OECL 1:'01. PLANNING ACTION VOLUUTgER USE
IN ADE

PROPOSAL DWELOPMENT WOMSHEET

CURICL11:1. DINELOPNENT VOLUNTEER

Job DcFlcription

QUALIFICATIOnS

4.

183

-177-

BEST COPY AVAILABLE

I.



TASK FORCE FOR PLANNING ACTION VOLUNT USE
TN Ai31..;

PROPOSAL DEVELOPMENT WORK iEET

CUM:CU= DINELOPMeNT VOLUNTR

Objectives

-178-

Bar COPY AVAILABLE

1. To devise educational materials designed to motivate

undereducated adults to engage in ABE classes to improve and

develop. skills in literacy.

2. To supply instructors with material, lesson plans, etc.

relevant to life experiences of majority of undereducated

students.

3. To develop and maintain resource materials for class

and staff use.

4. To familiarize instructor staff with available films,

books, etc.

5. Develop a course outline with specified objectives for

each subject.

To prepare a report of his Volunteer Service Year in a

format specified at the start of the year's work.

184
.



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
INABE

PROPOSAL DEVELOPMEN7 WORKSHEET

VOLUNTEER SUPERVISION AND SUPPORT

I. To'whom will volunteer report?

Name

Title

Comment:

179

BEST COPY AVAILABLE

..1..140 =....M

11...01ww. ...D..MMWMP.11.Mma

=1101.=1810.1.11/1111.1111.11...........

2. Are there adequate work facilities (related to volunteer's
j ,b needs)?

A. Work space

B. Equipment and supplies

C. Telephone and po5tage

D. ,other

3. Arc there supportive services and resources available for
the volunteer?

1 85



10r. PLAtill I NG ALT I ON VOLuNTPE R USE ,.1.i80-
II! AIA.

P ROI) 0:; /1.1. DLVELuPlLNT k'ORK.S

V 0 I. 1.1 I! I !MING

1 . I n p u t s f o r c e ! i t r a 1 i zad pro-se ry I cc tra ni ng

BEST COPY AVAILABLE

2. Inputs for on-si t L: p.rc-servi cu. Lrinincl

3. Inputs for on-going in-service training.
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN AUE -181-

PROPOSAL DEVELOPMENT WORKSHEET

BEST COPY AVAILABLE

EVALUATION OF VOLUNTEER PERFORMANCE

1. Who will be responsible for volunteer performance
evaluation?

Name

Title ...,

2. What methods will be used for evaluating performance?
(E.g. written reports,Jevaluat-l'Ol) forms, observation,
interviews)

Benchmarks for volunteer performance evaluation

A. 3 Months

B. 6 Months

C. 9 Months

12 Months
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TASK FORCE FOR PLAMNI?..!C ACTION VOLUNTEER USE
IN ABE

-182-

PROPOSAL DEVELOPMENT WORESHEET

BEST COPY AVAILABLE

PLANNING t D EVALUATION SPECIALIST VOLUNTEER

The Problem

Despite the enormous need for Adult Basic Education

services, the resources available are'admittedly scarce. The

problem all ADP programs face is how to most effectively use

these scarce resources to izite- bac t advantage: Mxxxagemvxt In fo-

mat3on Systems (MIS) have been used effectively in business

and industry to measurably assist executives and managers in

planning, controlling, making decisions, and other similar man-

agement functions. Such systems are potentially able to be

dq!veloped, and implemented into an ABE program if the required

know how and experience is available. It is felt that a

highly specialized volunteer having MIS development and imple-

mentation experience would measurably assist ABE managers and

others in program planning and evaluation functions.

It is evident, too, that a sound data base for the ABE pro-
/

gram would assist in providing the larger community with infor-

mation that might be used to promote the program in more

meaningful wayr;i.
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

BEST copy

PLANNING AND FVALUATION SPECIALIST VOLUTEER

Job Description

DEFINITION:

This is work designed to provide the ABE program partici-

pants with increased quality and amount of services through

program planning and evaluation.

-183-

VARABLE

Work involves the development and implementation of a Man-

agement Information System, designed specifically not only to

provide program administrators with increased decision making

capability, but also to give ABE teachers and ,staff appriopriate

feedback concerning a wide range of-performance results and

';() inform larger community of program accomplishments..

DUTIES:

-Reviews and surveys current state of information

available and used by program personnel.

-Reviews literature and interviews ABE personnel,

students, and community persons to determine categories

of information needs

-Develops model of information system.

-Produces feasibility study to assess implementation

Variables of model in terms of cost, time, benefit, etc.

189



-Impluments pilot study to test model and assess

implementation variables.

- Writes, edits, and prepares manuals and other

materials for reporting determined information.

- Assists in implementing Information System.

190

.484-

BEST COPY AVAILABLE



TASK FORCE FOR PLALINING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

PLANNING AND EVIJ;ATIrN SPECIALIST VOLUNTEER

Job Des cri. p tic n

QUALIF T. C: r"T riNs

4

191

BEST COPY AVAILABLE



TASg FORCE FOR PLANNING ACTION VOLUNTEER USE
IN All

:TOPOSAL DEVELOPMENT WORKSIIFT

PLANNING AND EVALUATION SPECIALIST VOLUNTEER

Olyiectives

-186.

BEST COPY AVAILABLE

During the year of service the volunteer will:

1. Have reviewed the currently .available ABE information

system and reported findings in written form including

specification of data available and information reporting

flow and scheduling.

2. Conducted a survey of ABE information users to assess

information needs and adequacy of current information

system.

3. Develop a written model of an ABE information system de-

signed to be responsive to users's needs, to the objectives

of ABE program projections, as well as be approved by

program decision-makers.

4. Conducted a feasibility study the results of which will

form a written report including an implementation schedule

accepted and approved by ABE management.

5. Develop forms and user manuals that explin reporting

requirements of Information System.

6. Run pilot implementation of system.

192



7. Assist in developing an ADE Task Force for Planning.

and Evaluation.

8, Have prepared a report of his Volunteer. Service Year

in a format specified at the start of the year's work.

BEST COPY AVAILABLE

Vj3



1. To whom jj ll volont r r ;.) o r t

11

Ti t 10.

C o n t

411

BEST COPY AVAILABLE

2. r r a ti;) Le work f 1H t r: Ci to Vol t e I S

j C,L)

A. p CI ce

13. Equi pment i rid upp1

C. fU 1 c ;_; p 0E. t age .
1

D. Other

3. Are there Ur port i ye st.rvice s and r:e.souros oval 1 i...b1e for
the volunteer?
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TASK I ORC: FOP, P LANI! 1 1;(: ACT 1011 VOLI.rilIEER USr
I 14 A I. E

PRO_LOSA1. DEVELOPIIEI;T '../ORKSIILET

VOLUUTE.11", TLA BEST copy
AVAILABLE

Input for central i zed pre-service trot ni rig

2, Inputs for on-si te pre-servi cc .tra ini nq

3. Inputs for on-going in-service training

V.. A

196
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. :7., V, Fu F Uk 1./,;!;', I 1;(:, I ! 0!! 110 Li: F. US E.:

. I IV

PROPOS/a VEVELOPMLPf'VORyALET

EVALUbTlCN OF VOLM!TLFP RERFORMANCE WM.

1. Who will boreponsiblel for volunteer performance
.eValuation?

Name

Title

.4*

tr

2. What methods will he used for evoluating performance?
(E.g, written reports, evaluation forms, observatron,
interviews)

----a
3. Benchmarks for volunteer performnce evaluation

A. 3 Months.

B. 6 Mpnths

C. 9 Months

D. 12 Months
Mo...
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE -192-
IN A131

PROPOSAL DEVELOPMENT WORKSHEET

READING SPECIALir,T VOLUNTEV,R,

The Problem

In ABE programs it is generally regarded that increasing

adult students' reading skill is a necessary focus and pre-

requisite for continuing progress through the program. In short,

reading may be considered the most basic area of Adult Jasic

Education curriculum. It is at the same time one of the more

difficult areas to effect gains in relatively short periods of

time. The effective teaching of reading to adults is often

difficult, requiring resources which ABE teachers and programs

must identify and incorporate into their on-going programs.

Furthermore, the recent explosions in reading methodologies

and techniques have created an information gap between the ABE

teacher and the reading methods innovator.

The services of a.skilled specialist volunteer as applied

to the ABE program is seen es offering measurable support to

the total program objectives and equally measurable support

to ABE students.

./fia+40,4(4i41r.t. mai98



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

READING SPECIALIST VOLUNTEER

Job Description

DEFINITION:

This is highly skilled program service work designed to

measurably assist ABE personnel in dealing.with the critical

reading problems of ABE students.

Work involves both services to program personnel as well

as direct classroom instruction of participants in a laboratory

situation.

DUTIES:

-Reviews current reading curriculum and makes recommenda-

tions for improvement.

-Evaluates current methods of testing reading levels

of students and reports findings.

-Conducts on-going class of ABE students with special

needs and goals fOrlupgrading reading level.

Conducts in-service training for ABE personnel to intro-

duce new concepts, methods, and practices in reading

instruction.



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

-QUALIFICTOIONS:

PROPOSAL DEVELOPMENT WORKSHEET

READING SPECIALIST VOLUNTEER

Job De

200
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

RrADING SPECIALIST VOLUNTEER

10.
glusptives

,195-

BEST
COPY

Ali 11484

During year of service the Reading Specialist Volunteer will:

1. Have conducted a class with a minittluM of studdnts-

with or below a-tested reading level of grade

score and will have demonstrated reading gains with

of students by a tested increase in reading level of

grade score in months.

2. Have produced a written report as to the current status

of reading instruction within the program.)--Report will

include review and assessment of materials used, assess-

ment of teaching methods used, information as the reading

level gains of students in the program, identification of.

in-service training needs and other relevant information.

3. Have familiarized themselves with goals and objectives

of the National Right to Read Program and have made recommen-

dations as to strategies and methods for meeting these

goals and objectives in the program.

4. Conducted in-service training programs for ABE

personnel involving a minimum of teachers.'

5. Have prepared a report of his Volunteer Service Year in

a format specified at the beginning of the year's work.



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE .196,
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

VOLUNTEER SUPERVISION AND SUPPORT

1. To whom.will volunteer report?

Name

Title

8E
COPY

AVA146ZE

1404..w.sawa.rweer.rbur

Comment:amININ.1--
.

1111111...rweememok

=1,MMO.MINMOMmolb.0.1boaliew......w=1101.0......1.0

2. Are there adequate work facilities (related to volunteer's
job needs)?

A. Work space

B. Equipment and supplies

C. Telephone and postage

D. Other

3. Are there s_uportive services and resources available for
the volunteer?
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

VOLUNTEER TRIINING

1. Inputs for centralized pre-service training

vrm

2.. Inputs for on-site pre-service training'

3. Inputs 'for on-going in-service training

-204

-198



TASK FORCE FOR PLANNING ACTION VO'..UNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

40.040

EVALUATION OF VOLUNTEER PERFORMANCE' r444.84

1. Who will be responsible for volunteer performance
evaluation?

Name

Title

11MIW

....sommelow.o.n.m.....11.0.PEN

2. What methods will be used for evaluating performance?
(E.g. written reports, evaluation forms, observation,
interviews)

Benchmarks for volunteer performance evaluation

9 Months

8. 6 Months

C. 9 Months

D. 12 Months
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TASK FOWX POk IXT'10:1 VOLUNMR USE
Tip :11.1Y;

PROPOSAL DEvuop.;::ENT_Oomz.sliau-

RECTAITTR

The ProbleT /MORE

A persistent problem in ABE programs is the recruitment

and*retc-ntjon of stIldents in the classroom. It is not enough

to assume the community per;;ons will automatically attend ABE

classes on the ba$is of just knowing that classes are available.

Potential students arc best recruited through personal direct

contact by a Person perceived as similar in background to the

recruiter and who can respond to the presented objections for

attendanco. In addition, adults have personal Problems and

obstacles to attendance which are xeal life adult problems

(lack of babv s :LLtcrs, medical problems, lack of transportation,

BEST

etc.). A recruiter volunteer can be extremely effective in

assisting recruitee find ways of dealing with these, problems

and-threby increase chances of ABE class attendance on a

regular basis.

vogir04

Thus, the use of a recruiter volunteer isseen as

measurably effective' in assisting to increase ABE program

recruitment and retention.
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TASK FORCE FOR FLAMING ACTION VOLUNTEER USE
IN. ADE

PROPOSAL DEVELOPI.111N'It WORESIIEE1.1!

RECRUITER

Job Dcscription

DEFINITION:

Baror AVAILABLE

This is community contact work meeting and talking

directly with individuals and groups for the purpose of ac-

tively recruiting them in self - improvement, through the ABE

program. Work involves an orientation to the 'Me program and

its potential for individual growth. Work includes direct

contact with A3E students, attendL.nce at meetings of community

groups, and contact with community agencies.

DUTIES:

1. Assists in selecting areas for recruitment of participants

for ABE program.

2. Initiates direct personal contacts, with community residents

to motivate, students into the. ABE program.

3. :Distributes pamphlets and other literature throughout the

community as a recruitment tool and to publicize the

ABE program.

4A Contacts c=munity groups and agencies to attract partici-

pants to the program,

207



5. Utili2es other indirect methods of recruitment such

as radio and T.V. to enlist participants.

G.. Contacts absentee students by home visit, mail, or phone

for the purpose of recovery.

7: . Visits dropouts from ABE program and seeks to encourage

their return to class.

8. Serves an linkage between counselor and student in relaying

concerns of absentees and dropouts to counseling staff.

9. Maintains a comprehensive file of groups and individuals

contacted.

10. Submits reports of recruitment aItivity as required.

11. Keeps program,informed of general communiLy.Concerns or

needs which might affect program goals.

BEST COPY AVAILABLE
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TASY, POR vLANNTro ACTION VOLIKIMR WE ...r.203-

IN AJ3E

/QUA.La ri CAT TO', ;S:

PROPOSAL LAVELOPMENT WORIMULT

RECRUMR

j01) D crip Lion
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BEST
COPY

AVAILABLE



TASK FORCE FOR PLANNING ACTION VOLUNTEER.USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

RECRUITER.

Olojectives BEST COPY

During the Year of Service the volunteer will:

VIOLABLE

2O4-.

1. Have assumed recruitment'responsibility for ABE classes.

Have recruited new participants for each assigned

ABE class.

3. Have followed up all ,bsentees'after they have been absent

for class sessions and will have assisted

of follow up contactees to resume attendance.

A. Have made a minimum of referrals to counselors,

social service agencies, or other sources of assistanpe'to

Provide potential recruits or regulat ABE students with

supportive services.,,

5. Have maintained a minimum overall enrollment of

persons in each assigned class'.

Have identified supportive services within the

community to assist.

7. Have prepared a report of his Volunteer Service Year in

A format specified at the start of the year.

4i



TASK FO.kCE FOR PLANNING ACTION VOLUNTEER USE .205
IN ADL

PROPOSAL DEVELOPMENT WORKSHEET

VOLUNTEER SUPFRVISION AND SUPPORT

1. To whom will .volunteer report?

Name

8417'
COpr

q0/G98lE

oda
Title

Comment:

Ape ...000ftwolh01111/01.0.01WW,WIMARMWSMIMPOOMIMM10.....**tm 01...'...=* ......0.=
=mmr+...e.moft......a00-.00.=.00.= 4.w

. Z. _Are there adequate cork facilities (related to volunteer's-
----. job needs)?

A. Work space

B. Equipment and supplies

C. Telephone and postage

D. Other

3, Are there supportive services and resources available for
the volunteer?



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
I N E

PROPOSAL DEVELOPMENT WORKSHEET

VOLUNTEER TRAINING REST
COPY

41/41484

1. Inputs for central i zed pre-servi cc training

2. 1 nputs for on-s te pre-servi cc training

Tv,

3. .Inputs for on-going in-service training
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ADE

PROPOSAL DEVELOPMENT WORKSHEET

EVALUATION OF VOLUNTEER PERFORMANCE

Who will be re.spons.ible for volunteer performance
evaluation?

Name

Title 4
2. WhDt methods will be used for evaluating performance?

(E.g. written reports, evaluation forms, observation,
interviews)

Benchmarks for volunteer performance evaluation

A. 3 Months

B. 6 Months

C. 9 Months

D. 12 Month
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKS1WET
. ,

TEKHER TRAINER

The Problem

BEST
COPY

41144481E

The ABE teacher, as compared to other teachers, faces

a student body composed of a multiplicity of backgrounds,

academically as well as ethnic, religious, etc. Therefore, it

follows that the potential instructors in adult classes need

specialized training specifically for the methods, techniques,

curriculum and especially attitudes needed to assist adults

in their endeavors for self-improvement. .

f

.t
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TASK FORCE FOR PLANING ACTION VOLUNTEER USE
IN ALE

PROPOSAL DEVELOPMENT WORESHEET

TEACHER TRAINER

Job Description

DEFINITION:

REST
copy AVAILABLE

A Teacher Trainer for an ABE program devises, prepares,

and administers a course of training to prepare potential ABE

instructors to use the methods, techniques, and curriculum that

is recommended for working with undereducated adults.

Teacher-Trainer conducts periodic in-service workshops

for.up-grading and evaluation of quality, teacher performance.

The volunteer also does research for new methods and techniques

which is an on-going activity. The Teacher. Trainer teaches by

demonstrating the procedures for establishment of rapport with

the student to assist students achieve individual goals.

DUTIES:

1. Develops training program for ABE teachers.

2. Devises and prepares appropriate curriculum and materials.'

3. Structures and administers-training program.

4. Visits performed for each class to evaluate teacher

performanco.
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5. Confers with curriculum developer for appraisal of

subject mot ter and_ recommc!ndations for its use .

Conducts periodic in-survice workshops for ABE teachers.

7. Attends pL:riodic area training conferences, seminars, etc.

' for new methods potentially applicable for ABE.

8. Evaluates teacher performance based on observation,

review of reports, etc. and givus overall :rating according

to established criteria.

9. Provides ongoing technical support for ABE instructors.

BEST COPY AVAILABLE
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TASK FORCE FOR PLAM!ING ACTION VOLUNTEER USE
IN ABE-

PROPOSAL DEVELOPMENT WORKSHEET

QUALIFICATIONS:

11

4

TEACHER TRMNER

Job Description

217

211-

BEST COPY AVAILABLE



TASK FORCE FOR PLANNING 'ACTION VOLUNTEER USE
IN :r212-

PROPOSI, DEVELOVMENT WORKSHEET

TEACHER TRAINUR

Objectives

BEST
COPY AVAILAB

LE

During th"e year of service the volunteer will have:

1. Trained a minimum of teachers in the methods and

techniques for ABB classes.

2. Designed and developed a teacher training program.

Visited each class at least once for on-site evaluation

of teacher performance.

4. Conducted periodic in-service workshops.

5. Be knowledgeable of materials available and able to make

intellignat recommendations to teachers.

Researched and reviewed other training programs and ada,ted

methods where applicable.

7. Reviewed testing procedures for effectiveness and made

recommendatims for administration.
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TASK FORCE_ I-OR PLAHNING ACTION VOLUNTEER USE
IN AVE

PROPOSAL REVLLOPMENT WORKSHEET

L

REST COPY
A PARABLE

VOLIIMELR SU:'EPVISION AND SUPPORT

To whom will volunteer report?

Name

Title

tonont.:

..................... 00.00 .......00000100* .

cm.... ... ........................... 1....................,....A ....................*

........ .4.......ww*. al. ...I1,.1.11

.40

2, Are there adcquilte work -facilWes (related to-volunteer's
job nef:ds)7

A, Work space

B.

C.

Equipcient and s.upplics

Telephone and pos tage-

D. Other

Are there supportive services and resources avai/able for
the volunteer?
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TV,K -FORCE FOR PLANNI1J.: ACTION VOLUNTEER USE
IN A5E

PROPOSAL DEVELOPHENT I/ORKSHEET

VOLUWHFR.TRAINING BEST COPY AVAILABLE

1. ,Inputs for centrali.4ed pre-service .training

2. Inputs for on-site pre service training

3. Inputs for on-going in-service training
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TSK FORCE IOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET
BEST COPY AVAILABLE

EVALUATION or VOLUNTEER PERFORMANCE

1. Who will be responsible for.volunteer performance
evaluation?

Name

Title
...1114 allyl.............e.w! =1.1..smso

1111.4111.1.

Bonehmari:5

2. What methods will be used for evaluating performance?
(E.g. written reports, evaluation forms, observation,
interviovs)

d for volunteer Orforman'ec e4aluation

A. 3 Mor111.;

B. 6 Months

C. 9 Months

D. 12 Months

221.



TASK PWCE PLA:.:1a;X: ACTrM VOLUTa% UF)12.
IN AM

PROP:ViM, 1.)Ly.r,LOP1,1T

TUTO/:11,SnUTO)<

The Problcm BEST COpy
AVAILABLE...AV.. M.. *9

.The needs .of the ABE students Marc mny and etiverse,

Besides the complex life problems associted with poverty,

unemploywnt or unelremploymcmtl. family illness or.difficul-

ties, etc., the ABE student .often finds himsclf in a class- -

room sitwition where the tcaeher has limited time to give

him the porsonalized instruction that he needs.

The ABE teachr is faced with c multiplicity of problems,

also, such as student (jroups repesentfnq a wide range of.

di.gforenco in basic skills and thus finds' teaching this diverse

group Ulfticult. Thu use of tutors and instructor aides in

the classroom can oftentimes measurably increase the quality and

quantity of instructional services received as well as assuring

that other. ABBE student needs may be mot through referrals to

other community and social service agencies.
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TASg 1 O ..L rOi< PLAflNUG ACTION VOLUNTErn
IN AK:

PNPOSAL DOMLX:.1ENT WOnSUEET

TUTOR/IIMTP,UCTOR. -2 w * *.
Job Description

DEFINITION;

BEST COPY AVAILABLE

An ABE tutor/Instructor aide conducts or assists in con-

ducting classes for nnaereducated adult:s. Thu instructor uses

curriculu methods, and techniques specifically designed to

assist illiterate and semi-illiterate adults in acquiring and/or

improving skills in language skills, reading, math, and other

subject matter particularly relevant to students.

DUTIES!

1. Prepares for and attends oaken class to which he is assignnd.

Implements techniques and methods of instruction suggested

during training.

3. Establishes. and maintains individual progress records

on class members.

Auministers and evaluates entry tests on each student.

.Prescribes work/study plan based on individual student

requll:omenv.s.

6. Administers. periodic tests to evaluate student progress

and adjusts assignments accordingly.
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7 LsUJbliches rapport with trainee3 to enceura90 attondallco

and piovido relaxed atmosphere for positive lezarning

experiences.

8.. Attends in-survicq training sessions when scheduled.

9. Assistc teacher with peisonalized tutoring as assigned.

224

BEST COPY AVAILABLE



x4.

TASi: roixE Pu.F PUnifle3 TXTA*.M VO:L=ERusE
ail

PROPOSU WORIAIXT

TUTOR/INTI-tUCTCP ATM

During.the year of. service the volunteer will have:

1. Worked in teaching. and tutoring a minimum oJ_ students

in classes.

2. Instructed students in at least three of the following

subject areas:

A. Reading

13. Math

C.

D.

E.

BEST COPY AVAILABLE

3. Successfully assiF:td students to contact a

variety of social service agencies in the community to

receive services that aided them in continuing their

attendance.

4. Assisted in analyzing and testing educational materials

for the degree to which they meet the needs of ABE. students.

r,- Prepared au6io-visual materials to enhance classroom

instruction

225



6 . tud(...91.1 to coItpletk... thc.! A731 . program.

7 Ass id stm:icmts wbo have mmolct..ed the ABF,

program to move into necond r-ltr.2p programs, such a 8

vocational traininr;, GflD courf30;, joY)s, etc.

BEST COPY AVAILABLE



TASK rune fok PLANNII.:(; ACTION VOLUNTEER USE
IN ALiL

PROPOS,AL-EVELOPMENT 1401;KSNEET

VOLUNIITEI; SWiERVISION AND SUPPORT

1. To whom will volunteer report?

Name

Titre

Comment:

BEST COPY
AVAILABLE

*.010..VIMOMWWwr...

..e«110..%

...... .8.00

2. Are there adequele work facilities (related to,volunteer's
j cjh. needs)?

A. Work space

B. Equipt;ent and supplies

C. Telephone and postage

D. Other

3. Are there supportive services and resources available for
the volunteer?
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vowninci AC11011 VOLUUTI:ER USK
IN AUL

VORV,SIAIIETVI:OPOSAL

. .v TRAIUI;IGvow,. ...sm...

BEST COPY
AVAILABLE

1. Inputs nruts for cetalizod-pre-service training

2. Inputs tor on-Ote pre-liervice training

3 Inputs for on-going in-service training



TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ADE

PROPOSAL DEVELOPMENT WORKSHEET

BEST COPY AVAILABLE
EVALUATION OF VOLUNTEER _PERFORMANCE

1. Who will be responsible for volunteer performance
evaluation?

Name. 0
Title

2. What methods will be used for evaluating performance?
(E.g. written reports, evaluation forms, observation,
I nterviews)

3., Bench-marks-for-volunteer performance evaluation

A. 3 Months--,-__-

B. 6 Months

C. 9 Months

D. 12 Months



Wn:-POR(..fl FOk i*!TIT.)N WiLUNTE12j; USE
iii iliii.:

PROPOSAL DICATL0P:IENT WOF;.i<SILLIXT

VILLUTE17.%

The Problc:m

BEST COPY AVAILABLE

In considering stratogies tor meeting he enormous needs'

for ABE services in the nation, it i!1 obvious that funds for

programs alone will not solve the problem.. The use of volunteers

on a large scale will.necessarfly be a part of any strategy to

decrease illiteracy and increase adult basic education skills.

The volunteer who is a membex.% of the community and wishes to

give of his time aients to assist his fellow man will have:

to be mobilized in largo numbers.

Therefore, it is felt tha.t local /q3E. programs may be assistQd

in using community volunteers in increased numbers and greater

effeetivenc!ss if th,.ere in available a person who can coordinate

volunteer activities including recruiting, orienting, training,

monitoring, eval ,Iting, etc.

Furthermore, it is felt that the .use of an ACTION Volunteer

Services Volunteer would be an appropriate application of a

volunteer generating numbers of other volunteers to assit and

service ABE programs.
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TASY. YWCH POP, ACT1W VOLUflTA USE +225-
iN AL;

PROPOSAL 17)V.TLI,OPNET 00MHEET

VOLUNTIAT, sLnvicEfl VOLUNT017R

Job D'..cripti9n

BEST COPY AVAILABLE

DEFINITION:

This is work involving the identification of sources-for

volunteers, establishing contact, interviewing, and defining the

areas of volunteer need. The volunteer should have the ability

to grasp-the overall program need and arrange for adequate class

coverage, recruitment, and counseling needs in an ABE program.

The volunteer also arranges for training schedules for each

selected volunteer and serves as coordinator in special areas

of supportive servict2s for volunteers.

DUTTES:

1. Identify volunteer program objectives and projected volunteer

service needs.

2. Establish and contact sources of potential volunteers.

3. Structure and conduct interviews.

4. Determine by program criteria persons having necessary,

qualifications 'for performance.
)

5. Maintain pertinent data on volunteer staff.

6. Prepare staff schedule basedon program needs.

7. Make staff assignments.



H , z).11(1 irkti. lit U 11 i.t rc:.por sys (.) V().).1).11 Lc_r

.........

10. Keep schedule of vo :Lunt co]: hour

BEST COPY AVAILABLE
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TAM; POit.: oR PLAN1G_CTION VO),I,INTR USE
IN

PROPOEAL DIWELOMENT WORI::JEEET

voLuTHT;r. VOLU::TLU.. SESTCOPYAVAILfte

ObjecLiw.s

During the year of service .the volunteer will have:

1. served as a focal point for volunteer staff and

prograM sponsors.

2. Coordinated a volunteer staff in the performance of

duties assigned in ABE programs.

3. Determined by evaluation the quality of volunteers'

service.

4. Recommended adjustments for bettor program coverage.

5. Conducted periodic consultations with volunteers to

assist in problem solving if applicable.

G. Given thorough orientation to potential volunteers,

advising them of the dimensions of working with adults.
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a 34

2 2 8-

BEST COPY
AVAILABLE



TASK roRcc FOR PLANNIIH ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELMENT WORKSHEET

VOLUNTEER SUFERVI:ION CUD SUPPOkT

I'.

I. To whom will volunteer report?

Name

Title

Comment:
A.ffimin* //40.0.

.../....!ME. ..41141. ,
ral,..

2. Are th.ire adequate viork facilities (related to volunteer's
Job needs)?

A. Work space

B. Equipment and supplies

C. Telephone and postage

D. Other

3. Are there supportive services .and resources available for
the volunteer'

46,1
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TA!:R FORCE FOR PLANNING ACTION VOLUNTEER USE
IN At

PROPO'AL lAVLLOPMLIIT WORKSHELT

EVALUIJION OF VOLUNTEER PERFORMANCE

8E COPY
AVAILABLE

l. Who will be responsible for volunteer performance
evaluation?

Name

Title

....10...-4.4.1.0.1.0.110.6. ....
70. 0.0 ....111.

2. What methods will 'be used for evaluating performance?
(E.g. written reports, evaluation forMsi observation,
interviews)

3.. Benchmarks for volunteer performnce evaluation

A 3 Months

B. 6 Months

C. 9 Munth5

D, 12 Months
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7232

BEST
COPY

AVAILABLE

RATINGS BY CONFERENCE OBSERVERS

APPENDIX G
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LIST OF CONFERENCE OBSERVERS

Nebraska Conference

Dr. Leonard Hill
Gil Janssen
Bayard Clark
Christ Kryiazis
Dorothy Kennedy

Ohio Conference

Christ Kyriazis
Bayard Clark
Yvette Corsey
Putnam Barber
Charles Cain

New Jersey Conference

Bayard Clark
Ellsworth Morgan
Christ Kyriazis
Ben Conte
Myrna G. Hugi
Purnell Swett
Vincent Fausto
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SUMMARY OF RATINGS BY CONFERENCE OBSERVERS .234-
CHECKLIST FOR PLANNING TASK FORCES
NEBRASKA, OHIO, AND NEW JERSEY)

Instructions given: Please rnte each category below on a 1 - 5
scale; 1 is the lowest level of achievement,
5 the highest (circle the appropriate number).

CATEGORY

ACCOMMODATIONS AND SERVICES

Transportation well arranged

Living quarters clean & comfortable

Adequate meal arrangements

Interesting social activities

Adequate supportive services

CONFERENCE DESIGN

Proper sequence of sessions

Sessions began on time

Sessions ended on time

Length of sessions met need

Diversified program format

Adequate number of breaks

Participants had opportunity
to modify design

4O

RATING
1 2 3

......11Ww

Nwsgarw..mommme,

2 2 1 6

311

2

1

1

1

3

3

2

1 2

2

3

3 11

3 8

5 9

13

4 10

4 8

6 7

6 6

5 9

4



CATEGORY 1 2 3 4 5

FACILITIES

Good lighting

Proper ventilation'

Comfortable seating

Adequate space

Restrooms nearby

Adequate information given
for use of facilities

Sufficient directional signs

PARTICIPANT MATERIAL AND
AUDIO-VISUALS

Appropriate to session

Well prepared

Well presented and explained

Presented at proper time

Sufficient supportive materials
(pens, pencils, pads, etc.)

ATMOSPHERE

Informal

Friendly

Cooperative

Courteous

Animated

Attentive

241

1 4 11

1 3 12

5 3 8

1 5 10

1 3 12

1 2 n
1 1 '6 7

1 2 13

3 13

4 12

4 12

1 2 12

1 .6 9

4 11

2 14

1 15

8 6

1 7 8



CATEGORY

PARTICIPATION

Orderly discussion

Freedom of expression

Well balanced participation

Relevant discussion

Methodical discussion
(group had sense of direction)

SPEAKERS AS A GROUP

Audible

Intelligible

Well organized

Purposeful

Direction

Provocative

CONFERENCE OBJECTIVES

Clearly defined

Communicated to participants

Met by program

242

1 6 8

1 4 11

2' 6 6

7 8

3 5 7

1 2 13

2 14

4 11

2 13

3 12

5 6

2 1 13

1 4 10

3 10



SUMMARY OF RESPONSE

FROM CONFERENCE PARTICIPANT REACTION FORM

APPENDIX ii

243
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040>

44),

*VC
w44,

SUMMARY OF RESPONSE FROM PARTICIPANT REACTION FORM

*(31 of 52 Participants Commenting)

A. Time Spent B. Value.

Little
Value

Great
Value

Too
Little

About Too
Right Much

Nu.

1 2' 3 1 2 3 4 5

Conference as a whole 27 4 2 1 5 11 12

Session 1 24 6 1 1 9 11 9

Session II 1 24 6 2 2 7 11 9

Session III 4 23 4 3 1 8 12 7

Session IV 2 28 1 1 1 7 11 11

Session V 5 25 0 1 1 6 10 12

Session VI 5 21 2 2 2 6 9 .9

Session VII 0 26 1 2 3 ,5 12 5

1111.1111101111INMO.N1111110IN/111111.1011111~.0.01

* (See Appendix for original of this form)



-239-

How well were ycur specific concerns dealt with in this conference?

13 Extremely well, 10 Mostly, 8 Moderately well 0

Not well at all.

How would you rate the conference atmosphere in regard to freedom

to participate:

21 Excellent, 8 Good, 2 Fair, 0 Poor

In the course of the conference, were valuable decisions made on

understandings arrived at for the use of ACTION Volunteers in ABE

programs?

0 None, 0 Few, 10 Some, 21 Many

Overall, how helpful were the conference materials given ,to you in
respect to achieving conference goals?

(Not he12121) 1 2 3 4 5 (Very helpful)
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LISTING OF COMMENTS MADE BY CONFERENCE PARTICIPANTS -240.
ON PARTICIPANT REACTION FORM

(31 of 52 participants commentingtEgar AVAILABLE

CATEGORY OF COMMENT NUMBER OF COMMENTS

1. New Topics:to be Added

None 22
ACTION Volunteer and regular staff development 1

Discussion of major components of proposal
design 1

Similar volunteer projects 1

More about USOE 2

More ACTION input 2

Group background information 1

Effect of volunteer with regular staff 1

2. Improvement of Discussion Process

None 20

Conference leader too domineering first day 1.
More time for conferees' input
Time schedule morn strict)y adhered to 1

Better pre - conference orientation 3

More discussion time for volunteer proposals 2

More time for first day speakers 1
More time for proposal development 1

3. Improvement of Conference Organization or Procedure

None
More time for proposal development 1
Greater pre-conference involvement of all participating

agencies 1
Allow a little more time for flexibility 1

More preplanning time at state level 2

No hard sell

26

4. Conference Material

None
Initial instruction explained more explicitly 1

Greater choice of proposal development outlines 1

More printed guidelines, for utilization of volunteers 1

More recruitment slide presentations 1

More time for ACTION application kit . 1

AAE booklets distributed prior to conference 1

1

23
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More blanks on proposal development form
Lay out total materials in first session

5. Conference Arrangements
BEST copy AVM..

^IWO

1

1

None 14
Two day conference instead of three 3

Better explanation of arriving and departing from site 3
Better arrangement to Krisheim from airport . 3
Better meals 1
More towels in room 1
Additional time to tour Feeder and other active

ABE programs
Midtown location
Rooms dirty and lacking atmosphere

6. Other Comments

2

2

2

None 29
Roster of all participants distributed on first day 1.

More time for local directors to plan with State
Department

247
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PARTICIPANT REACTION

Participant for ABE Task Force State of

242.

BEST COPY AVAILABLE

Please circle the appropriate numbers. in columns. A and B below
and write in column C any comments concerning your

A. Time Spent
Too About Too
Little Right Much

B. Value
Little Great
Value Value

ermileammis.

Comment

I. Conference as a whole 1 2 3

II. Monday,

Session I Background of
the Task Force: Philosophy
and Potential

Session II Overview of
Conference Design and Ob-
jectives

Session III Identification
of ABE Problem Areas an,d
Need for Volunteers

III. Tuesday,

Session IV Proposal
Development Workshop
Part I

Session V Proposal
Development Workshop
Part II

Session VI State-wide
Planning and Coordination

IV. Wednesday

.Session VII Conference
Wrap Up

1 2,3

1 2 3

1 2 3

1 2 3

1 2 3

1.2.3 1

24i

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3. 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1

1



Your candid response to the following questions will help us 243
to plan for future meetings.

I. What new topics might be added for any future conferences
of a similar nature?

BEST COPY AVAILABLE

2. How well were your specific concerns dealt with in this
conference?

91111111111111=00111.
Extremely well Mostly Moderately well

Not well at all

What suggestions do you have for the improvement of the
conference discussion process?

4. How would you rate the conference.atmos9hero in regard to
eedom of attendees to araively

Excellent Good Foir Poor

5. What suggestions do you have for the improvement of
conference arrangements, transportation, physical facilities,
schedules, meals, length of conferences, social activities, etc?
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6. What might be done to improve conference organization or
procedure?

BEST COPY AVAILABLE

In the. course of the conference, were valuable decisions made
or understandings arrived at for the use of ACTION Volunteers
in ABE programs?

Nano Few Some Many

Overall, how helpful were the conference materials given to
you in .respect to achieving conference goals?

(not helpful) 1 2 3 4 5 (very helpful)

9. What conference materials would you see being changed
or included which would enhance the achievement of
conference goals?

10. Please make any other comments or suggestions which would
assist us in planning for future conferences.
(Use back of page :*or additional comments.)
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ESTIMATED MINIMUM MARXET VALUE

OF

REQUESTED VOLUNTEERS

APPENDIX I
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