I DOCUMENT RESUME
ED 101 159 95 | CE 002 918

TITLE Task Forces for Planning ACTION Volunteer Use in ABE:
A Mechanism for Promoting Innovation in ABE. Final
- Report.
INSTITUTION  Opportunities Industrialization Centers of America,

. .Inc., Philadelphia, Pa.
SPONS AGENCY Bureau of Adult, Vocational, and Technical Education
- (DHEW/VUE) , Washington, D.C. Div. of Adult Educatiop

~ Programs,
PUB DATE [72] ;
NOTE . 2509. . K ' .
EDRS PRICE MP~$0.76 HC-$12.05 PLUS POSTAGE ' |
DESCRIPTORS - #Adult Basic Bducation; *Change Strategies;

sConference Reports; Educational Coordination;
Interagency Cooperation; Interstate Programs;
Planning Meetings; *Prograam Planning; *Volunteers
IDENTIPIERS . New Jersey; New York; Puertornico;{Virgig_Islands
ABSTRACT '

the systematic and orderly introduction of volunteer use, through a
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investigate change strategies applicable to the existing ABE network.
‘The activities of the task force are detailed as follows: (1)
preconference activities to promote the formation of the task forces,
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planning conference aimed at developing specific written proposals

for volunteer use in ABE; and (3) post conference activities designed

to provide feedback concerning task force operations, Making up the
major part of the document, the appendix contains the folloving
conference materials: (1) list of conference participants, (2)

summaries of volunteers requested, (3) preconference mailing package,

(4) planning conference lesson plans, (5) conference materials, (6)
ratings by conference observers, and (7) summary of responses from
conference participant reaction form. (MW)
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The primary purpose of the profect was to explore the |
possibilities of bringing into the Adult Basic ducation (ABE) system
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PRETFACE

This report has been issucd in two editions. One edition
co
contains a complete sct 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 Nebrqska, Ohio and New dJersey.
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. Tﬁe shorter form of the report is

being provided to all conference participants.




FINAL REPORT

TASK FFORCES 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 Educa-

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. ' R ' ,

\ ’ ' \

I. INTRODUCTION

The primary general purpose of this project was to
explore the possibilities of bringing into tae 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. o

L]

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.

vhile 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

... 8
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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. 1In addition,
ACTION has been widening its potential pool of

volunteer candidates throughgsuch resources as the
United States cCivil 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 Conceptance 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 (0IC) 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., o
Netraska - primarily 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.

-
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II.

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

3. Postconfereﬁce Actlivities - designed to pro-
vide feedback concerning Task Force operations,

PRECONTERENCE ACTIVITIES

A.

B.

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 deSLgn 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 exchange 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 conferences had to be developed. . .

Specific Objectives

l. 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 suelected 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,
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(b) Minimum Task Force expectations for
the ACTION agency included at least
one reprcsentative 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.

To introduce all levels of Task Force participants
to the specific objectives of thLis 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.

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

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.

5.

To develop and design Task Force Conference

including format, lesson plans, participant

materials,; audio-visual aids, and evaluation
materials.

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

C. Methods 'and Procedures

1,

LY

Coordination of Task Force Foérmation 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~
correspondenue 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, Ohlo, and New
Jersey chosen to participate in the special
project. Decisions were arrived as to
what section USOE would take in order to
support, stlmulate, and interest the thrce
State Directors in the project; to decide
specitic responsibilities for coordination

S ¥
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of the Task Force cffort, 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. C(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 debraska, Ohio, and New
Jerscy 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 Mailing

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

A
‘
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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 questiongaire

The preconference questionnaire was designed

to (1) develop information as to the current
level and other program operations; (2) to
delineate felt nceds 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 delincated 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 'rask Force planning, a three day work-
ing conference format was designed aimed at meeting
Task Force objectives. The design included (1)
introduction of participarts; (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 ntilized in a recruitment role

to increasc ABL 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) - -

- Mechanics of Conference Operation

The conference format that was designed demanded
great productivity in a relatively short period of
time. The hours allotted by the schedule weicl
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- !
Terence. :

(a) site Selection

1t 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 confefence'meetipg 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

Hiii, 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

15
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éapability through existing 0IC fiscal personnel

to properly handle the total accounting needs of

this project. '

Procedurcs for reimbursement were worked out in
such a manner that only a minimum amount of
paper work would have to be done by conference
participants. Fiscal arrangements were communi-
cated to confcrence participants by means of the

~ "Conference Travel and Expcnse 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 necd for conference participants to make
large initial outlays of funds from their

individual resources.

Social Activities

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

(1) . Distance of conference center from enter-
tainment centers of Philadelphia
(2) Conference participants' lack of trausporta-
. tion resources.

(3) Participants lack of familiarity with the
city :

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

- Bach 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 progran ard & tour of the Prototype cf

OICs of America's vocational training programs,
gxcursions 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

| 16
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a

-(Q)

Plaza, the black owned shopping center in the
inner city for a tour and orientation to black
economic development in Philadelphia, """ .77

Transportation for the group was provided by

"chartecred bus. :

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) Régistration 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 confercnce 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
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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
neceds. Office supplies, audio=-visual aids,

and other equipment were taken to the conference
site for use as needed. '

D. Results

1,

Organizing the Task Forces

The work of organizing the Task Forces, orient=-
ing the prospective participants and confirming
attendnnce 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).

‘Mational 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 MNebraska, 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 ABE State Lirectors from
Nebraska, Ohio, and New Jersey attended the .
conference for his state along with local
program directors. KR

The local program directors represented a brcad
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 Goverrcr'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 gserved as a
strong focal point for the continued involvement
of State ABE Directors and staffs and ACTION
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Agency personnel in completing the special
project. The need for Regional USOE participa-
tion should have been more clearly expresscd in
preconference mecetings with National USOE staff,

2.. Conference Orientatiog_

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 scme of the problems.

The success of the orientation process, preparing
Task Force Conf:rence participants and enlisting
their cooperation and support, can-be demonstrated
by a number of factors which include:

(a) the expedient manner in which USOE staff
arranged mectings between AAL 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 Directors 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 forms to the AAE staff to assist with
preconference planning.

(e) the response of conference particigants on the

Participant Reaction Form, -Only three of thirty-
one respondents noted "Better Preconference

Orientation" as an area of possible improvement
(See Appendix G).

3. Information Gathering
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Information was elicited by mail, direct visit, and
telephone contacts that cnabled the AAE staff to
tailor the confercnce 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. (Seec Appendix H).

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 confer¥once session
(e) Audio=-visual aids:

(1) Transparencies of participant materials

(2) Slide tape presentatidns
(f) Confercnce 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 Ubserver Checklist with the over-
whelming majority of responses in the two highest

categorices. (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 procedurc. (See Appendix H). '

The overall conference objectives were met by the
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et e T

confercnce design. A list of all suggestions made
by participants for conference improvement is
attached to this report. (Sce Appendix Ii).

Mechanics of Confercnce Operation.

R AR

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

(a) Site Selection

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

(1) Conference sessions werc able to begin on
time as majority of participants resided
at Krishelm., E

(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 accomroda-
tions and lovely grounds. Two women participants
who were assigned thec same room commented that
the room was dirty.. No explanation can be
offered for their comments., Confercnce observers
who included three women, rated living quarters
clean and comfortable. (See Appendix G). 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
Pravel arrangements and reimbursement procedures
for conference participants were handled smooth-

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

| 21
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(c)

(d)

-

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

Prcepaid 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
degired.

(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.

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 nbservers rated
social activities in two highest levels of
achievement, individual conference participants
had few suggestions for improvement. (See
Appendix H).

Conference Support

- Support responsibilities were carried out by

0I1C/A staff members. All of the small details
were carefully handled and the conference ran
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III., THE CONFLRENCE ACTIVITIES

smoothly without any major disruptions. Personal

- and- clerical needs of confecrence members were met
by assigned staff. CILC/AAL personnel worked as
an effective team, meeting conference support
needs. :

A,

Introduction

The confercnce was conceived as a three day working
session with mcasurable 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 nreconference 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 confercnce observers
were present for on-going cvaluation and participa-
tion as resource persons. The theory of "learning
through doing"™ was applicd in anticipatiom 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). :

" rthe "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 lecader, Ronald Howard and the AAE
staff as facilitators and resource persons. (Sce
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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B. Specific Conference Objectives

l, 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 conference: o

(a) Each completed document will include
appropriate information on the following
proposal categories: - '

(1) 1Identification 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) uvaluation designed to gavge 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-
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grams and identify specific volunteer
functions applicable as solutions,

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

(g) To outline some of the methods and. teche
- niques recommended for effective supervision
and support of volunteers, '

To provide a conference format whicihh permits
decicion makers at all levels (national,
regional, and local) an opportunity to personally
interact in the process of dzveloping a compre-
hensive workable proposal for the use of ACTION
Voluntcers in a state-wide ABE pxngram,

C. Methods and Procedures

1.

The "round table" approach was employed for the
two opening sessions of the conference. A

“general orientation to conference dezign 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 atmosphizre desirable lor success.

Once functional Jdifficulties 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

%5
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(Bayard Clark) to provide on-going consultation
for the development of the state proposals.
Further explanation of ACIION Voluntecrs 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 stafif were introduced.

2. Instructional methods aszumed 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 reeds defined, the AAE resource
team was assignced 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 cach had speccialized expertise in
all phases of the above mentioned categories as
well as considerable experience in the use of
voluntecrs. -

3. Once individual sections of proposals were

completed the total group was reassembled for
compilation and summary of statewide plan for
use of voluntecers. Frequently this. discussion
of state neceds 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.

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

(é) A total of 59 vnlunteers were requested for

<6
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Nebraska .19
Ohio 16
New Jersey 24 (Sec 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 neceds 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 H).

(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 ¢érpediting the conference
were effective in the 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 conferces 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

reconmended for efficient conference
procedure., . :

(L) The coniar»nce work plan was enhanced further
by the participation at each conference of
outside observers who served as consultants
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in addit.ion to »roviding an evaluation of
the project. (See Observers Checklist,
Appendix G).

IV. POST CONFLRENCL ACTIVITILS

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 Lo each planning
group that the confercnce activites were just the
beginuing state of a wide variety of activities that
had to be carried on prior to voluntecr's entrance
into ALL programs. Thesc postconference (oxr
volunteer preservice activities depending upon

point of view taken) included in part:

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

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

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

4. Coordination and imrlementation of selection (1
volunteers througn ACTION office of selection
and local levels.

5. Preparation by local ABE administrators for
bringing his requested volunteers into local
programs. This includes space and cguipment
acquisition, preparing local staff and community
for voluntecr's role and function, supervision,

and on-going in-service training.

6. Overall coordination of voluntecr projects,
regional ACYTIOL and USOE staffs. .

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

All of the above postconfer nce activities were
discussed \vith conference participants, and tentative
plans were made for continuing planning and implemen-
tation activities. It was clear, however, that the




BEST COPY AVAILABLE

?ask_ggyceg for Planning - contd, ' -2

C.

extent to which the conference facilitators OIC/AMNS
could involve themselves in the participants;
postconference activites was limited by the scope

of obligation under its rxisting contract. Objectives
for OLC/ARE postconference are defined below under
objectives., :

Objectives

The specific objectives identified for the OIC/AAL
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. pPostconference mailings to Task Force partici-
pants.,

4. Final closeout of fiscal and other matters  con= 'y
cernine facilitation of Task Force. ! f

Methods and Procedures

1. ‘he conference materials used in promcting
volunteer usage and preparing proposals were
consicerable 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 dratts had been pro- :
vided to State directors, ACTION selection staff,
ACTION regional staffs, and USOE. 1In 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 conlerence were assembled in

such a way as to provide a basis for materials
replication in possible future conferences of

a similar nature. Lvaluation materials were
consolidated and summarized. (See Appendix D).

2. A final report was prepared in such a way as to
‘give a picture of the Task Force in a structure

<29
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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 .confecrence 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/AME 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,
thet the question of responsibility for the post-
conference activities of participants would have
t.en 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 understocd the USOL 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 ABRL administrators, the various
principles and learning experiences gained as a result
of this project.

ERIC |~ 30
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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 new elements into existing ABE
programs. It is felt that the Task Force concept
may be examined and applied in a wide range of
situations recquiring planning activities at all
levels of ABE proycamming, (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 ‘fask 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 nf the Task Force to true cost
effectiveness enhances the salability of participa-
tion. 1In 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 avérage market
valua of twice the cost for the volunteer. (See
Appendix I). It should be noted here that ACTLOH'Ss
ability to meet ABLE program reguirements is a
crucial factor in the cost cffectiveness picture.
However, ABE program directors will share in the final
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11,

selection of volunteers and thoir ability to be able
to do thig will be of equal importance to the
ultimate on-going of the Task Force.

Agreemcnt and commitment to objectives of the Task
Force must be sccured. The director contact approach
facilitates such agreement and commitment.

Tt 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 ncgative . 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.

The Task Force facilitators (i.e., those who have

the charge to servicing and guiding the activities)
should be secn and in fact be as neutral as possible
concerning the inturests of the various Task Force
members. This is not to say that facilitators should
not be enthusiastic or nothave interest in the mission
and objectives of the Task Force.

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 reguests for
voluntecrs was the principle objective of the Task
Force within the scope of its initial period of
activity.

All activities of the Task Force are enhanced if there
is continuous opportunity for input by members to
freely shape and influence the dircetion 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. . :

Greatest cmphasis of participation should center upon
those who will actually implement the planned activity.
1n these three Task Forces, approximately half tne
conference participants were local directors of ABL
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14.

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

The climate of the Task Force's local activity (in .
thie 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,

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
agrecments of responsibility could have been reduced
to writing as tentative agreements of understanding.

. guch would have aided postconference activities

between various agencies and especially on the
National, Regional, and State levels.

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 USOL regional staff members
as a focal point for the postconference activities,
Tt 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.
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CONFERENCE PARTICIPANTS BY LEVEL O REPRESENTATION , »79..

NEBRASKA © OHIO NEW JERSEY

Local ABE Programs 9 8 12
State ABE Office 2 -2 3
Regional Level
| ACTION 2 2 2
USOE 0 Q 1
National Level
ACTION 2 2. 2
USOE 3 1 4
Total p2r Conference 18% 158% - 24%*

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

TOTAL INDIVIDUALS PARTICIPATING BY LEVEL OF REPRESENTATION

Local ABE 29 Local 29
State ABE Offices 7 State 7
State ACTIOM 3 Regiomnal 7
Regional ACTION 3 National 9
Regional USOE 1 52 .
National ACTION 3 :
National USOE _6
- 52

TOTAL INDIVIDUALS PARTICIPATING BY ACGLNCIES

USOE 7
ACTION 9 '
State ABE 36 -

36
52
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Bayard Clark,

Educaticn Specialist

Program Services Branch
Division of Adult Education -

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

Christ Kyriazis

PPD

ACTICN .
806 Connecticut Ave., N.W.
Washington, D.C.
202-382-6542

Leonard R. Hill

Nebraska Stute Departiment of
Education

233 8. Tenth Street

Lincoln, Nebraska 68508

402-471-5514

Gil Janssen

Manpower Planning Office
411 S. 13th Struet
Lincoln, Nebraska 68508

Curtis D. Sederburg

JABE Lincoln 7Technical Community
Collete

2240 Vine Street

Lincoln, Nebraska 68503

M. L. Potter
McCook College
McCook, Nebraske
308-345-63023

Blanche C. LaCroix

Guided Studies Diviecion

Omaha Nebraska Tech. Community
College

4462 Farnam Street

Omaha, Nebraska

~30-

John N. Harms '
Northeastern Nebraska Collecge
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" Strecet
Fairbury, Nebraska

-402-729~6148

" Chuck Graves

York ABE

12th and ILast Avenue
York, Nebraska
402-362-5592

John K. Lewis

Nebraska Western College,
1601 E. 77th Street
Scottsblurff, Nebraska
308-635-3606

Ronald Dunton, Director
Cooperative Program

806 Connecticut Avenue, N.W.
Washington, D.C.

. 202~382-6542

Paul Delker, Director i
Division of Adult Programs

U.S. Dept. of Education .

7th and "D" StS., SoWo
Washington, D.C. 20202
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John Baird, Division of Adult
Program, USOR

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

Washington, D.C.

John Marshall
ACTION Regional Office
Kansas City, Missouri

Dorothy Kennedy
ACTION Regional Office
Kansas City, Miscouri

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

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

Putnam Butler

Assistant Director

OPPD - ACTION

806 Connecticut Avenue, N.W.
Viashington, D.C.
202~382-2657

Charles E. Cain
Deputy Director
ACTIGN Region V

1l N. Wacker Drive
Chicago, Illinois
312-353~-749¢8

- Yvette Coursey
ACTION Region V

1l N. Wacker Drive
Chicago, Illinois
312-353-7700

James W. Miller
Chief of Division of Federal

Assistance, Special Programs

Ohio Dept. of Education
3201 Alberta Street
Columbus, Ohio 43204
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Dale Baker

Supcrvisor of ABE
Toledo City Schools
2400 Collingwoor Street
Toledo, Ohio 43620
410-244-8601

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
52 Starling Street
Columbus, Ohio 43215

James V. Gillen
Cincinnati Public Schools
230 E. Ninth Street
Cincinnati, Ohio 45202
513-621~7010
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Frederick E. Miller

Executive Director and
Senior Vice President

0ICs of America, Inc.

18 West Chelten Avenue

Philadelphia, Pa. 19144

215-849-3010
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Bayard Clark
“Bducaticn Specialist
Program Servicesg branch
Division of Adult CEducation
Programs, USOR
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

Myrna G. lugi

Program Specialist, USOE
Washingten, D.C.
202-963~7318

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

Ellsworth Morgan

ACTION PRegional Office II
26 Yederal 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 8. Hatrak
State Prison
Trenton, New Jersey
609-695-6281

-————
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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 IIIX
Philadelphia

Philadelphia, Pennsylvania
215-597-9015

Howard W. Gholson
Division of Manpower

- Development and Training
USOLE
Washington, D.C.
202~963-3287
)

Ceorge A. Snow, Dirccetor, ABE-

New Jersey State Department of
Education

Trenton, New Jersey

609-292-6472

James J. Comerferd
Martin Luther King School -

.80 Hamilton Street

Paterson, New Jersey
201-271-0165

Patrick R. Capone

Hoboken DBoard of Education
Adult Mini-Learning Center
YMCA

Hoboken, New Jersey 07030
201-656-4956
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Task Forces for Planning = contd.

Bruno. Ciccariello

Assistant Director of ABL

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 Fducation

Newark Bcard of Education
Newark, New Jecrsey
201-622-3428

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 8kiils
Center :

187 Droadway Strect

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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Ronald W. Howard
AAL Program Director -

Andrea L. Brown
Counseling Specialist

Thomas J. Duffy
Adninistrative Assistant

Dolores V. Goodlett
Training Specialist

Louis Human
Instructor III

Lorre Jackson
ACTION Evaluation Specialist

Marvin Klein |
Communications Specialist

Richard N. McKinﬁey
Evaluation Spgcialist




SUMMARIES OF VOLUNTEERS
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REQUESTED BY ALL STATE PLANNING CONFERENCES:

BY STATE, 1YPE OF VOLUNTEER, STATE, AND PROGRAM

APPENDIX B




NEBRASKA | BEST COPY AVAILABLE

-38~
TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE
PROGRAﬂ : DIRECTOR . VOLUNTEERS
State Office Len Hill Planning and Evaluation 1
' Specialist
Kearney Dean McClellan Curriculum Specialist 1
Communications Specialist 1
Teacher Trainer 1
Chadrxon Gary Bieganski Counseloxr Recruiter 1
Volunteer Services Spec. 1l
Scottesbluff John Lewis Recruiter , 1
~ Vclunteer Services Spec. 1
Omaha Blanche LaCroix Recruiter 1
' ' Conmunications Specialist 1
Lincoln Curt Sederburg = - Recruiter 1
Curriculum Specialist 1
Norfolk John Harmns : Recruiter 1
Curriculum Specialist L
York  Charles Graves Recruiter 1
Fairbury Sid Regnier Recruiter 1
Counselor 1
McCook 'Hap Potter - Communicaltions Specialist A
: Recruiter 1




BEST COPY AVAILABLE

-39
TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE
PROGRAM DIRECTOR VOLUNTELRS
State Office James W. Miller Communication Specialist 1
Columbus James M. Vicars Tutor/Recruiter 2
Cleveland - William L. Edwards Recruiter 3
Pike=-Ross Max W. Way Supportive Sexvices 1
_ Specialist
Toledo | Dale Baker Recruiter _ 1
Muskingum Dr.mCﬁééter 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




NEW JERSEY

BEST COPY AVAILABLE
“4 0.

TASK FORCE FOR PLANNING ACTION VOLUNTEER USE

PROGRAM
State Office

Newark Board of I&d.

Montclair State
College

Jersey City
State College

Glassboro
Camden

Newark Manpower
Training Skills
Center

Trenton

State Prison =~
Trenton

- Jersey City
Hoboken

Paterson

Vinelund

IN ARE

DIRECTOR
George A. Snow

Carmen J. Attansio

George A, Snow

(Joan Fischer, sup.)

Joseph R. Tiscornia

Delores M., Harris

Bernard A. Brown

Robert Reid

Robert Graham

Robert S. Hatrak

Bernard Peplowski

'Patrick_R. Capone

James J. Comerford

Carl Simmons
(Linda L. Cassidy, sup.)

VOLUNTELERS

Management Systems Anélyst

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 ,

Recruiter

X
ﬂ N ONE O DR PR
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SUMMARY OF VOLUNTEERS REQUESTED

BY STATE PLANNING CONPERENCES -41-
Volunteer Title | Number 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 o 1 1
Curriculum Specialist . 3 3 6
Curriculum Specialist Tutor 1 1
.Learning Disability Special.st : 1 1
Management Systems Analyst 1l 1l
Planning and Evuluation ‘

Specialist 1 1
Re#ding'Specialist : 4 4
Recruiter : 7, 10 7 ' 24
Supportive Services Specialist ‘ 1 1
Teacher Trainer 1l 1
Tutor Recruiter 2 2
Volunteer Services Specialist 2 1 3

59
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ADULT ARMCHALR BDUCATION
Q}u--n-¢7¢~ A BRANCH OF OPFORTUNITIES
Lili  iNpusikiauzaTION CENTER, INC.

e —_—

April 21, 1972

Mr. James Miller

Stute Department of Education . BEST COPY AVAILABLE
3201 Alberta Strect

Columbus, Ohio 43204

Dear Jim:

I was glad that we had a chance to talk briefly during the
USOE confercence call.

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

~ABE in Ohio.” The Task Force will oifer a unique opportunity

for systematically planning for new resources in your ABE
programs,

AAL's role, as lask Force facilitators, will be onc of pro-
viding staffing and support services including coordination
with you betwecen 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, Marv Klein and T will meet you at the airport.
Briefly we fecl 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 Statc 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 (| CE 65400
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ADULT ARMCHAIR KDUCATION A}/
(}awwamnmgwc A BRANCH OF OPPORTUNITIES ' e

,,-L’,;{. INDUSTRIALIZATION CENTER, INC,

April 21, 1972

Mr. George Snow

State Department of LEducation
225 West State Street
Trenton, New .Jerscy 08625

BEST COPY AAILABLE

Dear Mr. Snow:

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 thec Task Force for Pldnnlqg_§C1ION Voluntcer Use in

The Task Torce will ofier a unique oppor-

tunity for systematically planning for new IGSOUILCS in your
ABE progranms.,

AAE's role, as Task Force facilitators, will be one of provi-

~ding staffing and support scivices including coordination with

you between federal, regional, and local levels.

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

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

‘2. That the State Dircctor and his staff know best which

local programs will best be able to pioneer new ABE
program 1nnovat10nb.

1404 RIDGE AVENUE. Pi-HLADFLPHIA. fSQ’\’SYLVANIA 19130 {7} CE 6-5400
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3. That thc 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 nceds in the state,

4. That a ncw type of volunteer will be able to effec-
tively work in ABL programs--the ACTION Volunteer.
(ACTION, the new agency for coordinating voluntcer
efforts, is actively sceking 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 pertinent
source of new ABE program support.)

5. That the use of volunteers is clearly thec wave of the
futurc in current planning at federal level in a
variety of cducational efforts such as Right to Read
and Environmental Education., .Voluntccr 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 confercnce vhere de-
cision-makers at all levels--federal, regional, state,
and local--will meet togcther to cffect 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 climatc for the conference should allow for
maximum [lexibility, participation, and responsc 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 leca-
ders in regard to the use of volunteers.

During our preliminary mecting 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-
cnce. Attached find a tentative agenda for the mecting.

In the meantime we would apprecciate your identifying ten
hcads 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
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These local program participants should be persons who are
(1) able to potentially commit their programs to the use of
voluntcers; (2) open to new approaches in ABE; and (3) who
have some flexibility in current and/or future budgcts as 7
some minimal costs may be associated though details are not
firm.

Along with tie identification of local program decision-makers
you may also want to invite one or two key members of your staff
to attendance at the planning confererce. We will also want

to discuss invitotion of represcntative(s) from your Governor's
office, legislature, or other agencics in the state,

Attached is a supyesivd apenda for our meeting on
to which Marvin Kleiu and I arc looking forward.

Your guidance and support is the key to the success of the
Task lorce's objectives, We wish to be as helpful as possible
to you in the attainment of these objectives., If there are
any immediatc concerns that you have before we meet, please
call me immediately. Looking forward to mceting with you,

I am -

Sincerely yours, e

Ronald W. Howard
National AAL Director

RWH:tjd
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May 3, 1972
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Dear

Your name has been submittcd by Dr. Leonard Hill,

Administrative Director, ABE, State of Nebraska as a moember

of the Nebraska 'lask Force or. P annina ACTION Voluntecer Use

in ABE. s focilitators for tnis Task Force whlch 1s sponsored
by €he U.S. OiLfice of Education, the Adult Armchair Education
(AAE) Program welcomes your involvement. We are working hard
‘to make the Task Force experience meaningful and relovant to
the needs of your program.,

The Nebraska Task Force Planning Conferrence will be held
in Philcdelphia, Pennsylvania on May 14, 15, 16, and 17 inclu-
sive.

order that L“c expectations for thae conference may be
reali..d, your participation before the conference will be most

1mpoztant. This will involve cctvleting the planning ¢guestion=
naire which is enclosed and returning it to us as quickly as

is possible. This information will hooefully allow us to take
your needs and expcctations into consideration as well as pro-
vide essential input for proposals developed with you durlng
the conference.

The materials enclosed herin include:

1. A conference schedule

2. Task Force Conference participant list
3. Eunectations for the conference

4, A brochure describing Krisheim, the conference
site

18 W, Chelten Ave., Philadolphia,‘Ponnsylvania 19144 (215) GE 8-9800
EKC 1404 RIDGE TAVENUE PHIADELPHIAT PENRSYLVANIA 19130 '+ CE 6.5400 )




-52-
5. Conference travel and expense information
6. The planning guestionnaire
7. A stanpoec 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 dauring the day. Dress for the conference will be in-
formal.

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

Slnccublj yours,

‘ Hm( 4//) memuﬂ

honald h. Howard
AALL Director

RWH; tjd

 BEST COPY AVAILABLE
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May 8, 1972
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Dear

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 experlence 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 ,

i8 possiblét‘“This—tﬁfdrmatﬁunﬂmﬁtbﬁwxmﬁﬁity~arhmvﬂnrﬁxrfake
your needs and expectations into consideiation as well as pro=

vide essential input for proposals developed with you during
the conference.

The materials enclosed herein include:
-A conference schedulé
-Expectations for the conference

~A brochure describing Krisheim, the conference
site '

~Conference travel and expense information

18 W. Chelten Ave., Philadclphia, Pennsylvania 19144 (215) GE 8~9800

»”~ e Al ot Ll & et bl s e da s il AL M A a el dbitttba Ll b AL M Mg wv"r\ ._!
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~The planning quostionnaire

-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
deyrees 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.

ua AL ¢

honald W. Howard
AAE Director

- RWH:tjd

BEST COPY AVAILABLE
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Dear

Your name has been submitted by Mr. George A. Snow,
Dircctor of Adullt Basic Bducation, State of Now Jerscy as a
moember of the New Jersey Yask Force for “]anwnq ACTTION Volun-
teer Use in ARD. A8 facilitators ror thig Task Force which is
sponsored by che U.8. 0ffice of Lducation, the Adult Avmchair
Bducation (&AAL) Program welcomes. your involvement, We ara

- working hard to make the Task Force exparience mcanlngful and
relevant to the nceds of your program,

The Nov Joersey Task TForce Plannlnﬂ Conforence will be

“held in Phllad\lnhnu, Pennsylvania on May 30, 31 and Junc 1,2
inclusive,

In order that the expectations for the conference may be
realized, your participation before the conference will be most
important. This will invelve completing the planning question-

naire which is enclosed and returning it to us as quickly- as -

is possible., 'This information will hopefully allow us to take
your nceds and expoectations anto consideration as well as pro=

vide essential input for proposals devcloped with you durlng
the conference.

The materials encloged herein inqlude:
l. A conference schedule
2, Task Force Conference participant list
3. BExpectations for the conference

4, A brochure describing Krisheim, the conference
site

18 . Chelten Ave., Philadelphia, Pennsyivania 19144 (215) GE 8-9800

EKC [1404 RIDAE AVENUE, PHILADELPHIA, PENNSYLVANIA 19130 {1} CE 6-5400
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5. Conference travel and expense information

6. The plaming guestionnaire

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

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

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

Sincerely yours

! ]

s . /
o (’ L )/ /
,"t . < w (", ' /l{, I'4 % R P f‘.". ! (, '

Ronald W. lloward
AAL Director

[y

RWIL: £3dl
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ASURCTCE POR PLAMNNEIRC

ACTICH VOLUMTERR USE IN ADE.
COMPENEINCE

Sunday, May V14, 1972

Early Evening
~Arrive Philadelphia International Ailrport
“~Travel to Krisheim Conference Center

“An informal “social time' is planned,

BEST COPY AVAILABLE

Monday, May 15, 1972

BREAKFAST
Opening Session

~Ronald V. Howard, Director, Adult Armchair
“Education Programs, 01{'s of America

T WelconiecTand TonfTerence Overview = - o

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

~Ronald Dunton,
ACTION
"New Uses of Voluntecers

Director of Cooperative Programs,
in America"

~Paul Delker, Direcctor, Division of Adult Education,
United States O0ffice of Education
NThe US0FE Commitment to Voluntecer Use in ABE"

~tlton Jolly, Deputy Director, Opportunity
ndustriailizotion Centers of America, Inc.

“«Rev, Dr. Leon H.

Sullivan, Chairman of the Board

and Foundcr, 01C's of America
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Monday, May 16 (Continund)

10:30 a.m. on Howvard and Staff
Achicving Conference Goalst  Planning
and Proposals

12:1% LUNCH

1130 p.m, Problems and Hecds in Local ABE Programs
in Nebroska; Review and Sharing

3:30 State Plan for Voluntecr Use
6:00 DINNER . !
6:30 Special Activitics

A8/
~73

Tuesday, May 16, 1872 - BEST COPY AVAILABLE

8:00 a.m. BREAKFAST

9:00 Volunteer Program Planning Session
-Developing Objectives
~Establishing Procedures
~Range of Voluntcer Roles

~Job Descriptions

““Budget Considerations T T

12:15 p.m,  LUNCH
1:00 Volunteer Proposdl Development
Preparat on of Final Drafts of Proposals
6:00 DINNER
6:45 Tour of Philadelphia including Progress Plaza,

0IC Feeder Program, ABE/GED Class, Historlc
Philadelphia, anu Brandy's Wharf,




Vednesday, Bay 17, 1972

8:00 a.m. - BREAKFASY

9:00 Presentation of Confercnce -Results
Proposals and Planning Hodels

Revicew and Assessment of Conference

Mhere Do We Go from Herel!

12015 pom, LUNCH

Preparation for Departure
and Travel to Nebraska

BEST COPY AVAILABLE




TASK FORCE FOR PLANNING =60~
ACTION VOLUNTEER USE IN AB.E.

Sunday, May 21, 1972

oEST COPY AVAILABLE

Evening
~Arrive Philadelphia International Airpoft

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

-Registration

=An informal "social time" is planned.

Monday, Hay 22, 1972

8:00 a.m, BREAKFAST

9:00 ~Ronald W. Howard, Director, Adult Armchair
Education Proyrems, 0IC's of America
Welcome and Conference Overview

-James Miller, Division of Federal Assistance,
Special Programs for the State of Ohio

R - "Wolunteers as Potential -Manpower—Resources—--—
in ABE in Ohio" '

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

«Paul Delker, Director, Divsion of Adult Education,
United Statecs O0ffice of Education
"The USOE Commitment to Volunteer Use in ABE!Y

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

“Rev. Dr. Leen H. Sullivan, Chairman of the Board
and Founder, 0IC's of America

| 66




Monday, May 22 (Qontinued) mol-

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

12:165 p.m, LUNCH

1:30 ~-Problems and Needs in Local ABE Programs

in Ohio; Review and Sharing

3:30 ~State Plan for Volunteer Use

6:00 DINNER

6:30 ’ -Special Activities

BEST COPY AVAILABLE
Tuesday, May 23, 1872
8:00 a.n. BREAKFAST
9:00 Volunteer Program Planning Session

-Developing Objectives
~Establishiny Procedures
~Range of Volunteer Roles
-Job Descriptions

-Budget Considerations

12:0% p.om, ~ LOUNCH
1:30 ~-Volunteer Proposal Development
-Preparatiod of Final Drafts of Proposals
6:00 DINNER
6: 48 ~Touf of Philadelphia including Progress Plaza,

0IC Feeder Program, ABE/GED Class, Historic
Philadelphia, and Brandy's WYWharf
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Wednesday, May

| 62
2b, 1572

8:00 a.m,

9:00

12:15 p.om,

BREAKFAST

-Preser.ation of Conference Results
Proposals and Planning Models

-Review and Assessment of Conference

-""Where Do We Go from Here?"

LUNCH

~Preparation for Departure

BEST COPY AVAILABLE
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TASKFORCE FOR PLANNING
ACTION VOLUNTEER USE IN ABE.

Ji\' FERENCE SCHEDULE

Tuesday, May 30,1972

BEST COPY AVAILABLE
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 #) Background of the Task Force:!
Philosophy and Potential - Brief Remarks

-Ronald VW, Howard, Director, Adult Armchair
_Education Programs, 0IC's of America

Welcome and Conference Overview

-George A. Snow, Director, O0ffice of Adult Basic
Education, State of New Jersey :

~Ronald Dunton, Director of Coope:rative Programs,
ACTION

~Paul Delker, Director, Divisioﬁ'of Adult Education,

United States Office of Education

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

“~Rev. Dr. Lecon H. Sullivan.'Chairman of the Board
and Founder of 01C's of Amcrica




~ 10:20  Coffee Time

Wednesday, May 31 (Continued) " G4

10;20 a.m. Coffee Time

10:30 Session /2 Overvicw of Conference
Design and Objectives

11: 45 Announcements of Evening Conference Activities

12:15 p.m., LUNCH

1:30-4:30 Session #3 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 Mlaza,

0iIC Feeder Program, ABE Class, Historic Points
of Interest ‘

Thursday, June |

8:00 a.m. BREAKFAST

9:00-12:00 noon Session #h Proposal Development Workshop
Part | '

12:15 p.m. LUWCH

]

1:30~3:20 Session #5 Proposal Development Workshop
. Rart 11 '
3:20 . Coffee Time
3:30-4:30 Session #% State~VWide Planning and
Coordination
6:00 DINNER
6:30 Bus lecaves for '"Hello Dolly', Playhouse in
' the Park




Friday, June 2, 1972 , -G

8:00 a.m. BREAKFAST

9:00-12:0 Session #7 Conference Wrap Up
10 . %v Coffee Time
J2: 15 LUNCH

'Preparatlon for Departure. and Trave)

BEST COPY AVAILRBLE




CONFERENCE PARTICIPANTS ~66-

NEBRASKA

Dr. Leonard Hill

Director of Adult Education
State Department of Education
233 S. 10th Street

Lincoln, Nebraska, 68508

Gary Bieganski
Chadron State College
Chadron, Nebraska

Charles Graves
York Public Schools
York, Nebraska

John Harms
Norfolk Comnunity Colloge
Norfolk, Nebraska

James Thrig

North Platte Community
College

North Platte, Nebraska

Gil Janssen

State Manpower Planning Office
l4th and M Streats

Lincoln, Nebraska

BEST COPY AVAILABLE

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

$id Rcegnier
Fairburg Junior College
Fairburg, Nebraska

' Curt Sederburg

Lincoln Technical College
Lincoln, Nebraska




CONFERENCE PARTICIPANTS ~G7-

OHIO

Mr. James W, Miller

Division of Federal Assistance -

Spccial Programs
3201 Alberta Street
Columbus, Ohio 43204

Miss Vera Baymillev
Toledo City Schools
Manhattan & Elm Streets
Tolcdo, Ohio 43608

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

Mr. Jerry Drone

Akron City Schools
70 North Broadway
Akron, Ohio 44308

Mr. Max Way
Scioto Valley Local Schools
Piketon High School

West Street )
Piketon, Ohio 45661

- BEST COPY AVAILABLE

Mr, William Edwards
Cleveland City Schools
1580 East Oth 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,

CONFERENCE

.

Mr. George A. Snow, Director

Office of Adult Basic Education

State Department of Lducation
225 West State Streot
Trenton, New Jerscey 08625

Mr. Vincent Fausto, Supcervisor
Adult Basic¢ BEducation

State Lepariment of Education
225 Vest State Street

Tronton, New Jerscy 08625

Mr. Bruno Ciccaricllo

Assistant Director

Adult pasic Dducntion

State Deparument of Dducation
225 West State Street
Trenton, New Jerscy 086625

Carmen Attancsio
ABL Director

Board of Pducation .

31 Green Street

Newaxrk, New Jersey 07102

Mr. Bernard Brown

Plaza Motor lotcl

Cooper & 5th Streets
Camden, New Jersey 08101

Mr. Patrick Capone, Director
Mini~-Adult Learning Center
c/0 YMCA

1301 Washington Strect
Hoboeken, New Jersey 07030

Mr. James Cowcrford,
Adult Basic Education
Martin Imbthor fing School
80 Handlton Stroct
Paterson, New Jerscy 07505

Director

PARTICHANTS

MNEVW  JERSEY

68
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Mr. Robert Graham, ABE Director
Trenton ABL Learning Centerx
Broad Street Bank Building

143 Last State Street, Suite 815
Trenton, Hew Jdersey 08611

Mrs. Dolorecs Harris, Dircctor
Adult IDducation Resource Center
Glassboro State College
Glassboxo, New J.rscy 08028

M1, Robert S. Hatrak
New Jerscy ‘State Prison
3rd & rederal Stroachts.

Mr., Bernard Peplowski
Assistant Superintendent

100 MNewkirk Street

Jersey City, New Jersey 07305

Mr. Robert Reid, ARE Direcctor

Newark Manpower Training Skills
Center .

187 Broadway :

Newark, New Jersey 07104

Mr. Carl Simmons, Acting Director
Adult Bducation

Board of Education

106 Landis Avcnue

Vineland, lew Jersey 083060

Mr, Jnseph Tiscornia, Director
Adult Bducation Resource Center
Jersey City State College
Jersey City, New Jersey 07305

74
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X

1. Every level of ALE zoministrotors that effect the state

coowill be present tasiuding raepresentatives of local programs,
state officiais, as wall 43 regional and national officers
from both U505 and ACTION (the nationa) voluntecr agency).

2, Both pregrem and pelicey oflicials will ba present so that
alt pertinent inforvstion and/or authorityv.necded to-plan
the state use of veluntecrs, in ABE will te available,

3. The conference will concentrate solely on the needs and
expecintions of ene state so that meaningful planning can
take place. '

4, The confercvnce will be limited to approximately twently
people so that il can be informal, relevent, and specific,

5. The conference site was carcefully chosen to avoid conflict-
ing commitments. '

t will be a working conference requiring the active parti-

ipaition wlf ali.

7. Specific written proposals for the use of volunteers in ABE
arc expectad to be somplated by the end of the three day

conferenae,

8. A statce plan for future uses and needs of volunteers in ABES
will be developed.

9, ¢ is expected that ABE administrators will lecave the con-
ferencoe with a clnar understanding of ACTION'S new approach
towards thoe uvse ol volunteers. '

10, It is expected that ACTION officials wilil leave the confer-
ence with o clear understanding of the state's problems
and needs in AUE. :

11, Tt is expected that this conference will serve as a model
for the introductior of ACTION Voluntecrs throughout the
national AYL netwoeri.,

————
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CONFERENCE -
TRAVEL & EXPENSE
FORMATION

Participants in the Tesk FPorce Planning Conferences will be
providaed with transmortation, housing, and food for the entire
period of the conference, o It is ascuned that conferenca parci-
cipants will boe in attendance for the entire four day poeriod
unless prior arrangements have been nade.,

BEST COPY AVAILABLE

METHOL O TRAVET

Asiae—s s

Nebiracka, Ohio, Kansas Citv, and Chicaco = Participants
will he provided crponses pold Lor alr travel and ground transs-
portation to and from airport. '

Washinqtdn, D.C., New York, and Mew Jersey - Participants
Will Do oyovidad with vspoenses pald ror train travel and trans-
portation to ond from train station, or reimburscement for travel.
in private car., lHowever, reinbursewent for private car traval
will not excecd amount of train travel plus ground transporta-
tion.

ATR TRAVII,

Prepaid airline tickets will bo sent to varticipants
necding alr travel by reagrstered mail, Tickets will bo recceived
no lat~r than three days vprior to departure to Philadelphia,

TRATH TRAVDL

Participants using Lrain travel should present seccoipt
for round Lrip ticket at beginving of conference for relubursos-
ment by cheell during conference




GROUNMD ol EPoi far ol ' w7 L

T L T P R A

Par'Llcnnm*s* '*1'1\" air or 1:3.‘9;$1T WR‘AYAM%E receive a

flal $10.00 1 L'Hu1<v st For o all travel to and from airport
Or train :ﬁiVx\“LLu.. i {w:vj:u. Crrotnatoneos achaal costs for

transportotion execed $10.00, parlicipants will be reimbursed
accordinaly.

PRIVATE CAK TRAVE

ot

For pavticivonts clecting private car travel, we will
have a travel reiubursonent form for you to fill out during
the first day of the confercnce. A standavd rate of 10¢ per
mile will be allowed. Eeo above for upper linit restrictions,

TRAVEL DIRECTIONS TO AND FROS ATRPORT/TRATN CTATION

The AAD staff will attennt to meet those participants
coming to hiladalphia in groups at Philadelvhia International
Airpoxt, 30th Street Stalion, or Rorth Phileadelphia Station.

Paxi cab travel is the boest method to el to Krisheim.
Philaclelphia cab drivers, while usually compatent, will prob--
ably not be Familiar with Xrisheim but shouwld be able to recoy-
nize the addreoss as "Mermald Lane and MeCallun Street, Chestnut
ill, Philadelphia." A map for directions to Krisheim is inclu-
ded in this package. :

HOUSTIG AND MRS

Costs for room, moals, and coffee breaks will be arrangoed
by AAL with the KYJ‘}OLM Center.  Single rocms are not avail-
able at SArishein, oon auo*QNJQNLﬁ will be made to doubles
and triples in the spacious rooms available.

.,v.

Three meals a day will be provided as well as coffee breaks.
Meals will be sgerved promptly at 8:00 a.m., 12:15 p.m., and
6:00 p.n. I'ood at Krisheim Center is good, and we plan to pub-
lish menus in advance. Arrangements for special diets should
be made as early as possible througn AAE stafli.

Krisheim's remote location does not offer easy acceess to
storcs and shops, co participants should plen accordingly. AAE
staff will provide quidance and assistance to participants for
obtaining nccded itoms at local shopping areas

Gl e

TRAVIL AWD ENDWASL, COLNCHLRNE

Shovld vou have any guestlions or concerns concerning
thoeso arrarccmenis, or 18 adv tickets do not avrivo: three dovs
prior to coparture, picase call Lhe AsL ol cice ia Philadelpbia
(Area codo 215 GF S-4en0 bovveen 6030 aoane and 5820 paing,
Bastorn Daylicit
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TASKE FORCE PLARSIMG ~72-
o ,:("N’\r:‘..-q. :\.‘! f ”, -} Z:
(-;}. L.} ban ten & t\w\!t "\'\}/L'\ “\ five

Name

Office Address

0ffice Telephone Arca Code ( )

Home Tclephone Arca Code ( )

Name of Program

Agency, Dcpartment, or Institution

Note: Mo realize that not cvery question relates directly to

' your program, but-we would appreciote your taking the
time to answer as fully as possible those questions that
arc applicable. ‘

. PROGRAM NEEDS/PROBLENS

A. Bricfly state what you sce as being the most important
needs/preblems with which your program is faced
(excluding increased operating budget).
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1. PROGRAM QUBJECTIVES

A, Currently what are your program objectives for this
fiscal ycart?

(1) Number of participants

" (2) Number of new cnrollees.

(3) HNumber of students completing
advanced level

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 sarve’




BEST COPY AVAILABLE .
-l

D. What is the total number of participants invelved
to date during this fiscal ycar?

I11. CURREMT VOLUNTEER USAGE

A. Arc volunteers of any kind currently involved in
your program?
Yes No

f so,
1) List job catecgories and approximate number used:

!
(

JOB CATEGORY APPROXINATE HUMBER

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

Yes No




BEST COPY AVAILABLE

IV, PROJECTLD VOLUNTEER USE

A, “What types and nunbers of ACTION Volunteers do you
project using. in the coming year?

VOLUNTEER JOB ,
CATEGORY OR_TITLE HUMBER

Bricfly describe what dutics are involved in each of
the job categories or titles listed above.

Hote: |t should be kept in mind that ACTION Volunteers
cannot be used to replace existing job positions,




BEST COPY AVAILABLE
-76~

1]

(3) 1s there a rewruitment program {or volunticers?

Yes Mo If so, bricfly describe:!

B, Have you uscd VISTA or other compensated volunteers

novw or in the past?
Yes Mo

If yes, what successes or problems were encountered?

C. 1Is therce currently a budget allocation for volunteer
use or support in your program?

Yes No If so, what level? S




BEST COPY AVAILABLE

Rank the above job categorics of volunteers in order of
priority to nceds of your progrom, i.e. {1) most lmportant,

V., CONFERENCE INPUTS

Are thecre any questions, problems, or needs relating to

voluntecr usage in ABE that you would like raised during
the conference?
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BEST COPY AVAILABLE

PRECONFERENCE QUESTIONNAIRE

RESPONSES FROM PARTICIPANTS

APPENDIX D
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CPASK FORCE FOR PLANGIHG ACTION VOLUNTEER USE -118~-
"IN ALK

I.: C; )l\l }.)L 1\

B aanamand

SLSSink 1 ~-- Background of the Task Force: Philosophy and

II.

~Potential

INTRODUCTTON

This session is designed te acquaint the conference parx-
ticipants with o broad overview of the backgreound of the
confererce alonyg with specific erpectationg concerning
potentis 1l resalts, fThe session is also meant to set the
tone for e atmogspherc of cooperatlve effort during the
conference arong representatives frem national, regional,
state, and lezal levels uf sdministration., During this
first session 2ll confercence participoents will be intro-
duced, and their projected centributions to the success
of the conference will bhe reviewed. :

—

ODLJECTIVES

A. To provide basgkground information on the Task Force
conforence so that conference participants may be
avare from the conference beginning of why they were
chosen aud what is plannced for them.

B. To establish with the conference participants some
fundermental expectations concerning the conference
purpone uc1u'"n9 the participants' own potential
contribuglona.

C. To introduce the conference pcrtioipan+ and to de-
fine the rovles of the Task Force facilitators.

D. To estoblish an atmosphere of cooperation ameng
conference perticipants so that the overall con-
ference goals as well us specific needs of individual

- participants will successfully Le met., To enlist the
full supprort of each parLlCJpDnL by clearly defining
the possible benefity of successful conferunce out-
comes for cach local program.

E. To provide adequate orientation to facilities of the
confercnce site and to cummarize for pavticipanis
the planncd sccial activities for the three days of
the cenference.

TIG7IAY Ad0D 1538
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I1I. FPIROCEDURES ;

A, The conference leader will orient participants to the
purpose and objectives of this session,

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

C. Conference leader will direct introduction of con-
ference participants in a round table order in which
eacl porticipant will give a brief sunmary of his
inveolvemant in ABE.

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

E. The conference leader will review with the partici-
pantg the cenference working schedule.

125
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IASK FORCE TOR PLANHING ACTLON VOLUNLTER USE ~120-
I [\\;)II

|

LESSGH PLAN
2 == Overview of Conference Design and Objectives

INTROU t'f(""‘T

This session is designed to provide a meaningful exchange
between conference planners ond participants in order to
share the projected design and timetable for accomplish-
ing cornference objectives. The recoemmendations and in-
puts frem conferonce participants will be solicited in
order to s0lidify commitments and consensus among par-
ticipants upon the plan of action to be followed in
meetiny conference goeals and worlk output.

ORJECTIVES

A. To present to confercnce participants, for review
and discussion, the overall coriference 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 palilcnp Lt inputs, recommendations and
feedback.

C. To esteblish a common focus and understonding on the
purpase and obhjectives of each confercnce session in.
order Lo cecure task-oriented commitments from con-
ference participents to the realization of our pri-

mary confcrence goal=--nawely, the development of
comprehensive writtaen proposals for the use of ACTION
volunteers which are individualized to the specific
necds of state and local ABDL program sponsors. :
representad at the confercnce.

PROCEDURILE

sttt MBS mpsa o o e ot

A. Leader will oriert
objectives of this

pants on the purpose and

6" "3

artic
e4 LOD

Lﬂ

B, Leader will review v:th pdrtlcipnnt the Primeary
Conference lork Output statement in order to solidify
A COmMOn FOCus anc understanding on the question,
"where are we going?"

C. Leader will rext introduce the concern: “"How will
we get thezaﬁ" in order to introduce the projected
work activities and timetable nccessary for

126
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Pouce . for Planning - cont,

accomplishing conference goals, Leader will distri-
bute to ccch p)*tichah the Coufercrcoe Desion and
F‘~*V'Lv Ciwo v worksheote and allow adequatc time

(approximavaly ton ninutes) for independent review
and familiarization.

Leader will engage perticipants in structured dis-
cussicon and QV‘Fang@s in reference to cach of the six
workshop ceesions descriked in the Conference Design
and .Ptvyjig_%nnnnLy vorkeheets. Among the primary
ObJ@LtJVU” of this scquential discussion of workshop
segsions are:

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

2., To solicit recommendations and feedback from
conference perticipants which might refine and
inprove the work plan time schedule needed to
accomplish conference goals,

3. To identify and resolve potential problems and
concarns which might interfere with group prog-
ress toward realization of conference objectives,

4., To further stimulate and cnhance a positive and
cooperative working climate and atmosphcre among
conference participants.

Leader will solicit preliminary inputs for activities
which migiit be scheduled into conference sesslion §7:
Conferance Wrap-up (whach has deliberately been left
open for finalization by conference participants).

Leador will briefly summarize understandings and
commitments which have resulted from this session,

Leader will conclude session by introdvcing staff
person respengible for social and entertainment ac-
tivities plonned for the conference.. Staff person
should be p?OpdﬁCd to provide an informal review
and discussion of conference plans in this area.
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TASK FORCE FOR PLANNING ACTION VOLUNTEIR UsLl  —122-
IN ALL

LILSEON PLAN

SESSTON 3 == IdentiTication of ABL Program Problem and Need
for Volunteers

T, JUHNTRODUCTIONH

This session will provide an opportunity for local di=-
rectors to state their problems encountered in directing
ABE programs on a local! basis, 7The focus will be to ac-
cunulate general problems and through discuscion to
categoricze and define tbem - into areas that lend thenselves
to volunteecr solutions. :

II. OBJECTIVES

A. .To solicit specific feoedback from each ABE director
in response to problem areas wbich affect their
respective programs.

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

1. Recruitment and retention
2, Instructional methodology and materials
3. Student supportive services
4. Proyram supportive services
5. Any others 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.

137

ITII. PROCEDURES

A. The sequential categorical problem areas will be Jde-
fined, and the lecader will introduce the idea of
voluunlesrs as a possible solution,

B, Participants will introduce individual problens,

Cverhead projector will be used to list probléms for
each program.

148
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Task Yorces for Planning - cont. ~-123-

C.

Corumon areas will ba discussed and categorical volun-
teer solutions will be suggested.

Leader will introduce a general summary discussicon
regarding possibilities for voluntecr use.
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TN ALE

LESSON PLAN

SEEEION 4 -~ Proposal Development Workshop Part I

I.

II.

INTRODUCTION

This lesson is designed as en informal workshop in which
menbers and confu10nc~ porticipests together will hegin
the develenacnt of spocific propeosals detailing projected
seo of ACYION Volunteers et the locel level. Conference
participants will examinoe hrcad corcepts »f possible uses
Loy ZCTION Volunteer types and individualize those roles
to mect the needs of the local ARD program. In tailoring

.the job cateyory to local program needs, the participant

will become aware of the dynamics of voluntecy use and
the responsibilities involved for the local ADE progrom.

OBJCPIVES

A, Participant will write navrrative doqchptlon of cach
volunteer Ltype he is projecting to use in local ABL
progran, Warrative descriptions for cach category
of volunteer must include:

1. Staterent of the problem making the use of volun-
tecr necessary.

2., List of specific objectives for the utilizaticen
of volunteer.

3, outline of job duties of volunteer type and quali-

fications for the position.

4., Staterent of the method of supervision and means
of ”uprrt to be pruvmdod by AEE local to the
voluvto

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
. feor each volunteer type he will utilize in local
ADE prograr.
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Forces for Planning - cont,

BEST COPY AVAILABLE - _ .-

PROCTDURES

A,

Leader will review with participants objectives and
procedures for the session. He will intreoduce staff
regource persons for cach volunteer job category.

Ileader will read list of job types rcquested by each
ABE local in past session, note any changes, or get
Con&Ensus '

Leadoer will distribute Proposal DevelopmenL Work-
shects for pcrusal by the group.

Leader will again ask if there are any changes in
list of volunteer types nceded by local.

Leader wiil divide participants into small groups by
job category of voluntecer use headed by resource
persony :

Regource person for each job category will discuss
with his group lhe Pruposa] Development Worksheet

and help participants to tailor narrative description
to their individual program needs.

Perticipants and resource person will complete in
written form each category of Proposal Development
Worksheet.

Participant will make a chart of Schednle of Weekly——
Joeb Duties for volunteer type with the help of the
resource person.

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

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

Leader will collect all Proposal Development Work--

sheets and Schedule of Weekly Job Duties of each
ABE lcocal for review by conference staff,

| 131




BEST COPY AVAILABLE

TASK FORCE FOR PLANNTNG ACPION VOLUNTEER Ung  ~R26-
TN ALH

LESSON PLAN

TGN 5 == Proposal Development Workshop Part II

II.

ITI.

INTRODUCTTON Oy

This lesson will provide the participants with the back-
ground informaticn and tools necessary to complete the
development of specific proposals for the projected use
of ACTIOM Volunteers at the local level. From a & gener-
alized concept of the types of inclusions which are re-
required by the fundinq gource in the categories of
agency identification and budeet reguirements, the par-
ticipant will arrive at specific information and deter-
minations for his lecal ARE program.

OBJECTIVES

A. Farticipant will write agency identification section

of proposal for utilization of ACTION Volunteers.

B. Participant will compute and document budget section
of proposal for utilization of ACTION VoJuntcers.

C. Participant will compute and documrnt in-kind contri-
bution raguired to .support the activities of ACTION
Volunteers in the local progran.

PROCLDURE S

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

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

C. Leader will distribute acancy identification work-
sheats to all participants and separately review
each item wit' participants using transparcencies
and overhead projector.

D. As leader reviews each worksheet item on transparcncy,
part1c19unu vill conplete coxru,loyuxng item on his
copy of agency identification workoheet with appro=
priate information about his local ABL program.

E. Leader will respend to questions and preblems en=
1 ]

countcred by perticipants to allow them to complete
agency identification worksheet.

132
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Task Forces for Plarning - cont, f;27”

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

G. Leader will distribute copiles of budget worksheet to
all participents along with each participant's nar-
rative descriptions for ACLION Volunteers he projects
using in local ABE prograw,.

H. Using overhead projector and transparency of budget
worksheot leader will quickly review all categories
which must be includcd in proposal budget statement,

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

J. Teader will then discuss first hudget worksheet item
separately and make computations for hypothetical
ABE program on blackbeard. Computed figure will be
trangferved to transparency.

K., Porticipants will then compute first budget workshecet
item and record figuve.

L. Leader will follow the ahove Tormdt for each of re-
maining bhudget worksheet items until entire work-
sheet is comnpleted. :

M. TLezder will field questions 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, narrative descrip-
tions, hudget.

0. Leader will collect completed proposals.
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PASE TORCE POR PLANMNING ACTION VOLUNTEER USE ~-128-
IN ABR :

LESSON PLAN

SESSION 6 =-- Stute-wide Planning and Coordination

I,

II.

III.

INTRODUCTICN

This session 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 gpecial concerns will
make them known to the state administrators who will
make necessary arrangemcents with national ACTION repre-~
sentatives for a suitable solution.

ORJECTIVEE

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
evaluubion methods consistent with national ACTION
policy.

PROCEDURES

A. Leader will cutline the objectives for the session.

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

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

D. Leader will cexplain need for state-wide coordination
of proposal submission procedures and eventual volun-
teer activity. Special problems in any leocal pro-
gram will be discussed for possible solutions.

134
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E.

P e T

National ACTION represcentatives will outline ACTION
evaluation policy for voluntcers, after which the

Teonics cnee Loider vwill direct the participants to

decide uporn a program of evaluation for volunteers
in their pregrams corgistent with the ACTION policy
that had been outlined,
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BEST COPY AupiL g,

CONFERLNCE MATERIALS THCLUDING
PROPOSAL DOVELORMENT  WORKSHRIETS FOR TEN TYPES OF VOLUNTEERS

APPENDIX I
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BEST COPY Avpy g,

CONFERKENCE REGISTRATION FORM

NAME

TITLE

ORGANITZATION REPRESENTED

OFFICE PHONE

NAME OF ABL PROGHAM YOU ADMINISTER
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IN ABRL

BEST COPY Aup g

- PRIMARY COMEDLTLLCE WORK QUTPUT

1. To devalop comprchensive written proposals for the use
of ACTION Volunteers which are individualized to the
specific necds of state and local ABLI program sponsiors
repr2sented at the conierence,

A. Each completed document will include cppropriate
information on the following propocal categories:
(1) Identification Cover Sheets
(2) Problem Statements
(3) Objectives
(4) Job Descriptions and Qualifications
(5) Supervision and Support
(6) Evaluation
(7) Training Needs .

(8) Budget

2. To develop a state-wide plan for ACTION Volunteer ntili-
zation which will ensurc that each participating local ABE
proyram will be provided appropriate coordination, support,
monitoring, and evaluation as needed and/or requested.
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE

133

CONFERENCE DESIGN AND ACTIVITY SUMMARY

ACTIVITY

NOTES

SESSION |

3ACKGROUND OF THE TASK FORCE: PHILOSOPHY

AND POTENTIAL

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

General Purpose:

l L]

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

Introduction of conference partici-

_pants and review of projected

contributions.

Projected Results'

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

BEST COPY AVAILABLE

SESSION I

OVERVIEW OF CONFERENCE DESIGN AND

OBJECTIVES

Time Required:10:30-12:00 (14112 hrs.)

General Purpose:

)

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

Finalize modifications and/or refine=~
ments on conference work plan time
schedule as required by participants'
Inputs, recommendations, and feedback

Projecteu Results:

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

IN ABE

CONFERENCE DESIGH AND ACTIVITY SUMMARY

ACTIVITY

WOTES

1.

SESSION |11

IDENTIFICATION OF ABE PROGRAM PROBLEM

AND NEED FOR VOLUNWTEERS

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

General Purpose:

Solicit specific feedback frum each
ABE participant in response¢ tc prob=
lem arcas which affect their respec-
tive programs,

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

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

Projected Results:

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

Key
l.

SESSION |V

PROPOSAL DEVELOPMENT WORKSHOP PART |
“Time Requlired: 9:00-12:00 (3 hrs.)
General Purpose:

Completc written inputs needed from
each local ABE program sponsor iy
accordance with requirements of
proposal development worksheets
package.

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

Projectud Results:

. .h participant will complste
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; supervision and support -
heeds, evaluation; training needs; |
sample volunteer work week.,
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CONFERENCE DESIGN AND ACTIVITY SUMMARY

136

ACTIVITY ' NOTES

SESSION V

PROPOSAL DEVELOPMENT WORKSHOP PART I

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 :
fina? proposal. BEST BOPYAVA“-ABI-E

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 propwsal categories::

A. Application cover sheet for
agency identificalion and back-
ground data.

B, Budget Requirements Summary Sheet

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, supervislon, support
requl rements, coordination,
and evaluation,

Key Projected Results:

1. Solicit inputs from conference parti-
cipants, through group discussion
and exchanges, relative teo identi=
fytng und resolving state=wide
support requirements to state plan
for use of ACTION Volunteer in ABE.

1141
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

PRUGNAM NANME

PROBLEM AREA(S)

VOLUNTEER APPLICATION

Recruitment and Retention

BEST COPY AVAILABLE

I,
o

Instructional Mcthods end
Materials

Student Support Services

Iv.

Program Support Services'

v,

Other
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TYVAVE L EXpPENnNSE

Lo

AUTHORTZATTON HUMEER
0.1.C., OF AMERICA, INC,
ADULT ARMCHAITR EDUCATION PROGRAM
18 WEST CHELTEN AVE,
PHILADELPHIA, PA, 1914k

DATE
T FISCAL QOFFICER : : nsr COPY AVA"-ABI.E
FROM: _
NAME OF . TRAVELER _ ADDRESS
OQRGANITZATION : PHONE

DESTINATION

PURPOSE OF TRIP

BEGAN (DATE): ENDED (DATE)

EXPENSE SUMMARY

TRANSPORTATIOH

Private Auto (See Schedule on Back).veveewrnons

Airl............l....l.....ll.l.l............l.

Bus..ll...l..l.00...........0.......0.....Q.'..

Rai].......‘00...........00........’..O..........

]”axi Cabs.l......0...........-...0........Q.l..‘

Other [Expenses

TOTAL EXPENSES $

| certify that this statement, the amount claimed and attachments
arc Lrue, correct, and complete Lo the best of my knowledae and
belief and that payment for the amount claimed has not been received,

_SUBHITTED BY

143

o  APPROVED BY_

- s
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PRI VATE AUTOMODB | L E

SPELDOMETER READING

TOTAL
DATE DESTINATION BEGIN END MILEAGE
-
TOTAL
TOTAL MILES: X PER MILE=

RATE

AHOU‘JT DUE...0.....................0..$

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? Female Male

2. What is your age?

____under 30 o h5-50
_30-35 __50-59

___35-40 60 or older BEST GOPY AVAILABLE
____ ho-u5 ' |

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)

h, Check the highest level of schooling‘you have achleved.
less than high school
____high school diploma
high school equivalency diploma
some college b;t less than bachelor's degree
bachelor's degree

beyond bachelor's degree
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5., List colleges and universitics wnich you have attended:

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

6. Explain briefly for what career. your 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 & MOS)

Teacher

Teacher~counselor

Teacher media specialist

Teacher~trainer

Teacher curriculum specialist

Administrator

_Other (specify)

Pt ant &
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9, Write the number of years and months you have been frvolved
In offering ABE services in the geograpaical areas listed
below:

GEOGRAPHICAL AREA ' LENGTH OF SERVICE

Model Cities

Appalachia

Suburban

Kural

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

Amerlican Indian

Oriental

Spanish surnamed

Whi te

Other (specify)

Inmates of correctional

institutions

Other institutional students

Migrant workers

Other (specify)

« | 147




142
BEST COPY AVAILABLE

11. Check any previous volunteer experience in which you have
been involved:

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

”~,

VISTA Volunteer

Peace Corps Volunteer

ABE volunteer

Health Services Volunteer

Youth Services Volunteer

Other (specify)

‘12, What is the level of staff currcntly available to your program?
PART TIME. FULL TIME TOTAL

Administrative

Professional

Para-professional

Volunteer

TOTAL

T

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

$
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TASK FORCE FOR PLANNING ACTION VOLUNTELR USE
[N ABE ‘

ORSERVER CHECIKK L1ST

BEST COPY AVAILABLE

DATE CONFERENCE NANE

"OBSERVER AGENCY

LENGTH OF CONFERENCE

. NUMBER OF MEHBERS

NAME OF LEADER

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

CATCEGORY RATING | COMMENT

et s e ——

ACCOTTMOUA IS Ty SERVTICE

Transportation well arranged - 1 23 45
Living quarters clean & comfortable | 1 2 3 I 5
Adcquote meul "arrangencents 1 23 45
Interesting social activitics 1 2345
Adcequate supportive scrvfces 1 23 4§

CONFERENCE DESIGM -

Proper scquence of scssions 12345
Sessions began on time 1 2 3 45
Sessions ended on time 1 23 45
Length of sessions met need 112345
Divcrsified program format 1 2 BIZ'S
Adcquatc_number of brecaks 1 23 4 %
Participants had opportunity 1 v 2345

to modify desian

. 149
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CATEGORY RATING COMMENT

PARTICIPATION

Orderly discussion 12345

Frecedom of expression 1 23 45

Well balanced participation 12345

Relevant discussion | 12345 _
Methodical discussion 12345 BEST CoPY AVA".AB'.E

(group had sense of direction)

SPEAKXERS AS A GROUP
Audible |
Intelligible

Well org;nized
Purposciul
Di-rection

Provucative

CONFERENCE OBJECTIVES

Clearly defined
Communiceted to participants

Met by progran
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CATEGORY RATING COMMENT
FACILITIES
Good lighting 2 3 45
Proper ventilation 3 45
Comfortable secatling 23 h g
| B P
Adequate space 2 3 45 Bt COYAVA"-ABLE
Rest=-rooms nearby 2 3 4 5.“
Adequate information given 2.3 L 5
for use of facilities
Sufficient dircctional signs 2 3 45
PARTICIPANT MATERIAL AND
AUDIO-VISUALS
Appropriate to session 2.3 b4 5
Well prepared 2 3 45
Well preserted and cxplained 2345
Presented at proper timc 2 345
Sufficicnt supportive materials 2 3 45
(pens, pencils, pads, etc.)
ATHOSPHERE
Informa) 2 345

Friendly
Coopcrative
Courteous
Animated

Attentive
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I ARE

PROPOSAL DEVELOPMENT WORKSHEET

COMMUNICATIONS: SPECIALIST VOLUNTEER BEST CoPY AVA"‘AB"E

The Problem

Communicating with potentiai 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 targcet ABE audiences, In addition, most ABE programs
lack technical resources and time necescary to produce (on aﬁ'
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 ACYION VOLUNTEER USE
IN ARE

PROPOSAL DEVELOPMENT WORKSHEET

BEST COPY AvAILAp

COMMUNICATIONS SPECIALIST VOLUNTELR

Job Description

DEFINLTION:

This is work which attempts to increase communication
to ABE target community concerning the advantages of partici-
pation in Adult Basic Education. Communications volunteér de-
signs and prepares selected materials for dissemination including
brochures, flyers, posters, and exhibits. Volunteer will assist
in preparing or arrange for preparation of scripts, news stories,
pictures, etc. through media, newspapers, radio, T.V. 1In addition{
volunteer zttempts 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,
and staff, |
-Writes in clecar and concise manner newsletters, brochures,

flyers, etc. | A ‘
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-Assists in the designing and production of addio-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 procégé_bf encouraging potential ABE
students to participate. |

~Develops broad range of communication methods anc assists
ABE students, teachers, and staffs in executing and
implemehting effective communication.

-Evaluates effectiveness of communication materials

developed.

BEST COPY AVAILABLE
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IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

COMMUNICATIONS SPECIALIST VOLUNTEER

Job Description

QUALIFICATIONS:

BEST COPY AVAILABLE

EBig‘ . 18§
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IN ARE

PROPOSAL DEVEILOPMENT WORKSHLEW

BEST COPY Avpiiagyg
COMMUNICATIONS SPECIALIST VOLUNTEER

Objectives

During the year of scrvice 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 methodé used by the volunteer

to communicate to the ABE target population..

3. Have coordingt@d+_aasiated+bgr_beenﬂinnnlyed_with_the___ﬂ*_________;_

production of issues of a newsletter aimed at

ABE students enrolled in the proguam. ~

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.




Ldd

5. Have produced, editcd, and/or illustrated __ number

of materials for use in classroom,

6. Have produced a report of his Volunteer Service Year

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

BEST Copy AVAIUIBLE

157
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IN ABE '

PROPOSAL DEVELOPMENT WORKSHEET

VOLUNTEER SUPERVISION AND SUPPORT

To whom will volunteccr report? BEST CoPY AWI".ABLE

Name

Title

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?

158
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TASK FOKCE FOR PLAKMING ACTION VOLUNTEER USE  _qe4..

IN ABE

PROPOSAL DEVELOPMENT WORKSHLET

VOLUNTEER TRAITNING

Inputs for centralized pre-service tralning

BEST COPY AVAILABLE

Inputs for on-site pre=-service training

Inputs for on-going In-siarvice training
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TASK FORCE FQR PLANNING ACTION VO_UNTEER USE
IN ABE '

PROPOSAL DEVELOPMENT WORKSHEET

EVALUATION OF VOLUNTEEE 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)

g

“ | BEST COPY AVAILABLE

3. DBenchmarks for volunteer performance evaluation

A. 3 Monthi :

B. 6 Months

C. 9 Months

D. 12 Months
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~x 150

PROVOLAL, REVLLOE L WORKSHLGT

- COIRITON.

the Problen BEST COPY AvaILAp,
The community person in neéd of ABE training often has
urgent and inmediace problonms beydnd the purely educational
with vhich the ARR program must be prepaved to deal if it is
going to attract participants and stabilize attendance. Often
the problems arce 2 result of a lack of education, hut the pro-
gram that ignores ncceds for services such as medical treatmant,
legal help, child care, or employrent will Ffind its abilicy
to attract and retain porticipants limitod; Counsclors with
_Fhe ability to relate to traincaes, identify needs, and refoer
participants to lhe appropriate source of help should be an
integral part of any ABE program., Community resources usually

exist in the community capoble of meeting the participants'

needs, but services arce too often not recoeived becauvse of

lack of information or misinformation about the scrvice-giving
agency. The ABE counsclor will not duplicate services but

rather will sexrve as a bridge or a connccting link between

the cormunity and community agencies desiring to serve it,
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PROPOEAL DIOVELOPMLEY WORVGHELL

CONIIGLT.OR

Jobh Doscrinti on

Lewti by

e

BEST COPY AVAILABLE

DEPTNITTTON

This is work of a pregram services naturce attempting to
providae ¢tudents with assistonce in ucing existing social, m

medical, lcoal, @nd other sarvices., Work ilnvolves presenting

to studenits descriptions of aveilable gervices, identifying

L .
students in n2ed, counseling, and referring students to appro-~
priate sources, Vork invelves dircct contact with the studont

in both a classroon and olfice scetting, Counselor voluntec:s

Will attoswt to internret needs of students Lo existing agencies

and act as liaison bebtween agencey and student. Tollow up of
referrals is egcontial Lo assuxe that students had oppoxtunity

for full utilization of services.

DUTILS

ettt s sl

1. Participate in the identification of community resources

that ¢an help to meet the necds of the program participunts,

2, Develop linhode svstems with community agencies and programs

to provide needed services,

3. Dovelop rescource file of egencies and programss uwtilized

by counuclors Lo facilitate ovu=guing refecrals.,




Ovient stodeats in AN clagses Lo counsoeling seXvices

~158-

avallable and stimnlate intercel in utilizing gexvices,
»

Throush reforeal to socvico-giving ogencloes (medical,

gob placceaeny, financiael, etc.) provide supportive social
scrvices that will help to maintain trainee involvemont

in ABLE program, o

BEST COPY AVAILABLE
Act as liaison between students and social agencies,
public and private, in sccking information and making

refoerrals,

Motivate participants to take advantage cf and nake
realistic choicos from among a wide mange of educational

opportunities available in the conmunity for further training.

-

- A\l
Felleow up con rvavcrrale mede Lo agencicn to verify rece

-

[

vC

of reguested scrvices and provide any further scervices

necdod,

Maintain adequate, accura ¢ narrative and statistical

records on counseclor-trainee activity.

Attend outside agency conlerences and seninars to keep
abreast of community services and new community

resourcas,




TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE ‘ oo

PROPOSAL DEVELOPMENT WORRKSHEET

Job Descrigption

COUNSILO

QUALIFICATIONS:

BEST. COPY AVAILABLE
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PROTOEAT, L'l VL LOPMIT WORKSILELY

COVLETILOR

. o gem et g ¢ b0 caet @

‘ BEST COPY AVAILABLE

Objcctives

e carer ¢ o et e s oten s oo oot

During the ycear of service the volwntecr will have:

L. Established linkages with community agencies and

—— gt 41 o ey

programs to mect participant nceds,

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

and other community agencies.

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

et et oo mmg——— - L e

~Of ABYL participants on numbexr of ABL classes.

4, Oricented participants in . ABL classes to counsclinc
f R

e

services availlable.

5. Gonerated a minimum of referral requesis from

it v

each cssigned class for supportive social services, make

appropriate refercals, and follow up.

6. Motivated students in cach class to take advantage
of further training, make evpropriate referrals, and

follow up.

7. Contacted by leticr, phone, or home visit every individual

frem his caselioad regueosting serviens.

_, . 166
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8., Xopt narrvative and statisticol records on all counseling

acl.ivity of his cuscload,
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IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

VOLUNTEER SUPERVISION AND SUPPORT

BEST COPy AVAILABLE

To whom will volunteer report?

Name

Title

Comment:

Are there adequate work facilities (related to volunteer's

job needs)?

A. Work space
B, Equipment and supplies
C. Telephone and postage

D. Other

Are there supportive scrvices and resources avallable for
the volunteer? - -

]
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE «164-
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

BEST COPY pugy

VOLUNTEER TRAINING

1. Inputs for centralized pr.-service training

2, Inputs for on-site pre-service training

3. Inputs for on-going in-service training
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TASK FORCE FOR PLANHINT ACTION VOLUNTEER USE
IN ABE '.165*

PROPOSAL DEVELOPMENT WORKSHEET

B
EVALUATION OF VOLUNTEER PERFORMANCE EsT COP”W/HUIBLE

Who will be responsible for volunteer performance
evaluation?

Name

Title

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




TASK IFORCE PFPOR PLAIDIIHG i;(JH;J.LJ;i VOLUNTELR UBLE
TN ALk
~166--
PROPOSAL DEVELODPHENT WORKSHELD

COURNSHLOR TRATHIR

P - e e o e et ] 510 o o t—

BEST COPY AVAILABLE

The Probloem

Traditionally éounsolors 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 scrved by ABE. Yet, if students are to be
recruited, and retained in the ABL program, coun;elors must be
prepared to deal with student concerns othcer than the purely
educational., A counselor coordinator could provide needed
expertise and training to ABE counselors in the refinement of
guidance and counséling prbcedures\and techniques within local

ARE programs.
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TASK TORCE FOR PLANNING ACTION VOLUNTELR USE
IN ABRE ' : 167~

PROPOSAL DLEVELORPMENT WORKSHEET

COUNSLLOR TRATNER

‘Job Description

BEST COPY AVAILABLE

DEFINITION:

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 iﬁplementing training models
for local ABE program counselors to instruct them in counséling
procedure and techniques'relevant to specific community programs
and individual necds. Work includés technical assistance visits
to monitor and evaluale the progress and results of counseling
operaticns in each local ABL program, Work includes making
recommendations to management, implementing changes, and

establishing standards to accomplish program goals and objectives,

DUTTES ¢ \

1, Develop curriculum and materials for training local ARR

program counsclors,

2, Adapt curriculum Lo speelfic cowmnunity programs and

individual ncods.
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Serve as counselor trainer to implement training design,

, o ~168--
Bvaluate training program and makes recommendations for

modification and refincmoent,

Visit local programs and reviews counseling operation for

effectiveness. Conducts in-service workshops as needed.

Participate in analyzing problem areas to determine need

for assistance in eliminating difficulties,

Design and implement recording and reporting system for local

ABE counselors,

Serve as a liaison between local counseling operation and:
state ABE program in evaluating activities of local

counscling program,

"Provide detailed and comprehensive reports of findings and

recommendations to Steate Program Director.

BEST COPY AVAILABLE




TASK FORCE FOR PLANHTHC ACTION VOLUNHTELR USE

IN ABR '
169
PROPOSAL DEVEIOPMENT WORKSHEET

COUNSELOR TRAINER

Objaectives

During the year of service the volunteer will have:
l. Trained .. local ABE counselors in the state.

2. Developed counseling curriculum and adapted it to nceds

of . local programs.

3. I'plemented a follow-up system te determine rela.ive

success of curriculum,
4. Visited local programs for evaluation and assistance.

5. Designed and implemented reporting system for monitoring

and evaluating local counzeling operations.

BEST COPY AVAILRBLE
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USL

QUALIFICATIONS:

IN ]\\BE

PROPOGAL DEVILOPMENT WORKSHLET

COUNSELOR TRATHER

Job Description

176
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BEST COPY AVAILABLE
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To whom
Name
Title

Commoent:

TASEK FORCE FOR PLANNIRG ACT!CH VLUl EER
| 1

AR

PROIOSAL

VOLUMILER

o s e g T U S

will volunteer report?

SUPERTE TG AN

Usk " el7)-

DENMELOPNENRT WORKSETET

D SUPPOLT

- .o

[ S S e

Are thore adequate work facilitices (related to voluntecr's

job

.

Are

the

Equipucnt

[T BN ’
neods ) e

Vork space

and cupplies
Telephone and postage
Other

there supportive servicaes
volunteer?

and
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“BEST COPY AVAILABLE

resources available for




TASK 0.

1. lInputs for

2, Inputs for

3. Inputs for

WCUOFGR PLANIING ACTION VOLUNTLER LSE 172~
Pt ARL

PROPOSAL DLVELOPHINT WORKSHELT

VOLUNTEER TEATHING

L O e

centralized pre-scrvice training

BEST COPY AVAILABLE

on=site pre-service training

on-going in-service training
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
M ABL 1734

PROFUSAL DEVELOPMENT WORKSHEET

EVALUATION OF VCLUNTELR PERFORMANLCE

1. VWho will be responsible for voluntceer performance
evaluation?

Name

Title

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

BEST COPY AVAILABLE

3. Banchuurhks for volunleer performonce avaluation

A, 3 Months

Tt e s tas o s -2 bl o

L. 6 Honthi

C. S Hontiths

R e
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PASK FORCE FOR PLANCILG ACTTON VOLUNTIERR ULl
LN A «174-

PROPOCAYL, DEVELOPMENT WORKGOERET

CUxPICUTLN DEVETGUNELN VOLUL IR

The Probilom

BEST COPY AvaILABLE

Most ABL programs roly on‘educational materials (curriculum,
books, pamphlets, ctec.) which have been commercially prepared,
On the whole, such material cannot rcflect to the necds and
life- styles of local ABE students in specific programs. Too
often such commercial muL(lJ 1 takes on the flavor of materials
devcloped for children in elemcntary schools. Adult students
need cducational materials dealing with their adult problems.

There is a nced for program capabiliiy that will enable the

developrment of curricunlum wmaterials desioned to meet the specific

needs of local ABL students,

-

It is felt that a skilled volunteer having training and
experience that would cnable him to work with ABE teéchers
and students to develop curriculﬁm is neceded and that measur=-
able assistance will be given to increase the quality of

service to studcnts and support of the program.




TASK IFORCE FOR DLATRIING ACTION VCLUNTELR U5
I AL

I

PROPOLSAL DEVELOPHMENT WORKSHLET . v

CURRTCULUNM DUVETOPMINT VOLUNILER

Joh Doscrintion

RTINS

DEPTHITION: | BEST COPY AVAILABLE

This work involves the development of lesson materiéls ST
designed to stimulate undercducated adults to:
L. Improwe existing skills of students
2, Develep new skills in literacy
3. Prepare students Lo enter higher vocational and
educational endeavors.,
Work reguires “bi]lf” to adapt o"{<tlnn materials fbr use
.wiﬁh adults and developmquwof new materials, trainé?g of
other volunteers in methods and uscs, and ability to évaluate

effectivencss of materials.

DUTI Ot

——— s Smtimsmmtan

o~

‘ l. Assist in Gevelopment of materials in languages, reading,

\

and math for undecrcducated adults.

2, Adaptine and refining material for use by professional

and para-proiessionel. instructors.

3. Rescarch for dov:loping variety in matcrial and methods.

PSRV

.)0

4. Structuring class periods to dC(Om“]buH stated objective

&‘ '

5. Devalon procedures for utilizing s Uy spPortive services for

trainces.,

-181




-176.
Perform on-going cvaluation of materials for upyrading

and modifyiug csubjeclts For relevancy,

Develop and maintain reosource material for use by

instructors.

BEST COPY AVAILABLE

182
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TAGK PORCL FOR PLAKNTNG ACTLION VOLUNTELR USH -] 77~
IN ABL

PROVOSATL DEVLEIOPMENT WORKSHLET

CU.’}*’!I(ICUTJ?E]. DUVETOPHENT VOLUMTIENR

Job Dascriplion

QUALIFLCATIONS:

BEST COPY mvaiLagg
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3.

S 6.

TALZK I'ORCYH FOR PLANNING ACTION VOLUNWEW USE ~ 178
TN Ade

PROPOSAL DLVELCORPMENT WORKL:IELT

BEST COPy AVAILABLE

CURRICLLUM DEVE VETOPRENT VOTUI

Objectives
To devise educaticnal naterials designed to motivate
undereducated adults to engage in ABE classes to improve and

develop skills in literacy.

To supply instructors with material, lesson plans, etc.
relevant to-life experiences of majority of undereducated

students.

To develop and maintain resource materials for class

and staff use.

To familiariuze instructor staff with available films,

books, etc.

Develop a course outline with specified objectives for

each subject.

To prerare a report of his Voluntecer Service Year in a

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

Name

Titl

TASK FORCE FOR PLANMING ACTION VOLUNTEER USE 2179
IN ABE

PROFPOSAL DEVELOPMENT WORKSHEET

VOLUNTEER SUPERVISION AND SUPPORT

BEST COPY RVAILABLE

hom will volunteer report?

e

Comment:

Are
) b

Are
the

therc adequate work facilities (related to volunteer's
neads ) ?

Work space
Equipment and supplies

Telephone and postage

.Other W

there supportive services and resources available for
voluntecer? '

)
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TASE FORCL TOR PLAKBING ACTION VOLUNTEER USE ~180-
It ALL

PROFGSAL DEVELOPHENT VORKSHLET

VOLUNTELR TRAINIIG

1. Inputs for centralized pre-service .tralning

BEST COi’Y AVAILABLE

2. Inputs for on~site pre-service training
i
i

3. Inputs for on~going in-servigce training




TASX FORCE FOR PLANNING ACTION VOLUNTEER USE
[N ABE -181-

PROPOSAL DEVELOPKENT WORKSHEET
BEST COPY AVAILABLE

EVALUATION OF VOLUNTEER PERFORMANCE

l. Who will be responsible for volunteer performance
evaluation?

Name

Title

2. What methods will be used for evaluating performance? T

(E.g. written reports,” evaluation forms, observation,
interviews) :

3., Benchmarks for voiunteer performance evaluation

A, 3 Months

B. 6 Months

C. 9 Months
W

D. 12 Months




TASK FORCE FOR PLANNTHG ACTTION VOLUNTEER USE =182~
IN ABE

PROVOSAL DEVELODPMENT WORKGHELRT

BEST COPY AVAILABLE

PLANNING rA%:D EVALUATION SPECIALIST VOLUNTEER

The Problenm

Despite the enormous need for Adult Basic Education
services,‘the resources available arc admittedly écarce. The
problem all ABI programs face is how to most effectively use
theée“scarce»resources to %he-beot advantages - Management Info-
mation Systems (MIS) have been used effectively in business
and industry to measurably assist executives and managers in 3 R
planning, controlling, making decisions, and other similar man-
agement functions. Such systems are potentially able to be
dgeveloped and implementad into an ABE program if the raquirgd
know how and experience is available. It is felt tkhat a
highly speciélized velunteer having MIS developmeit and imple-~
mentation experience would measurably assist ABE manaéers and

othexs in program planning and evaluation functions.

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

e

gram would assist in providing the larger community with infor-.
mation that mighi be used to promote the program in more

meaningful ways.




TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
- IN ABE 183~

PROPOSAL DEVELOPMENT WORKSHEET

BEST Copy AVA}MBLE .

PLANNING AND I'VALUATION SPECTALIST VOLUITELR

Job Description

DEF'INITION:

This is work dedigned to provide the ABE program partici-
pants with increcased quality and amount of services through

program planning and evaluation. v

Work involves the development and implcmentation 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.appr?priate
feedback concerning a wide range of performance results and

20 inform larger community of program accomplishments,.

DUTLES:

-Reviews and surveys current state of information
évailable and used by é&ogram pe:éonnel.

~Reviews literature and interviews ABE personhel,
students, and community persons to determine'categofies_
of information needs

=PDevelops model of information system,

~Produces feasibility study to assess implementation

variables of model in terms of cost, time, benefit, etce.

189




-Inplements pilot study to test model and assess

implementation varilables.,
-lirites, edits, and prepares manuals and other
‘materials for reporting determined information,

-Assists in implementing Information System.

184~

BEST COPY AVAILABLE

190




TASK FORCE FOR PLAINING ACTION VOLUNTEER USLH .185
IN ABE '

PROPOSAL DEVELOPMENT WORKSHEET

PLANNING AND FEVALUNIION SPECTALIST VOLUNTEER

Job Description

CQUALIFTCATTONS :

BEST COPY AVAILABLE

, 191




TASK FORCE FOR PLANNING ACTION VOLUNTLER USE <186
IN ABE

© PROPOSAL DEVLLOPMENT WORKSHLFT

PLANNING AND EVATUATION SPEHCIALIST VOLUNTELR

. Objectives

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

- systen,.

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 decisicn-makers. .

4., Conducted a feasibility study the results of which will
form a written report including an implementation schedule

accepted and approved by ABE nianagement.

5. Develop forms and user manuals that expl..in reporting

requirements of Information System,

6. - Run pilot implementation of system,

S 192




.187-

7. Assist in developing an ABE Task Force for Planning

and LEvaluation,

8, Have prepared a report of his Voluntecr Service Year

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

BEST COPY AyaiLapyg
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TASK TORCH FOR PLAINIEG ACTIGH VOLUITEER WST  »190-

Iy AL

PROLOGAL DEVELOPHERT WORKSHLLT

. ©VOLUMTELR TRAIHIIG

BEST COPY Mgy - -

1. Input for centralized pre-service training

2, .luputs for on-site pre=-service training 3
[ 3 }}
y -3
3. Inputs for on-going in-service tralning: ~
w3
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A 3 Months.

B.. g“Mthhs

. 9 Months |
D. ‘12 Months

[OSPINOUIST UPRY § WA TR SN

1. Who will be responsiblé for volunteer performance
cevaluation? : '
Name - s,
Title
B /

2. VWhat mcethods will be used for evaluating performance?
(E.g. written reports, evaluation forms, cbservation,
interviews)

, t
HR IR ww-‘ -
3.% Benchmarks for volunteer performance evaluation

I T
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TASK FORCE FOR PLANNING ACTION VOLUNIEER USE ~192-
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

| Q"’cop |
READING SPECIALIGT VOLUNTLLR )’4‘,4/
- . | 4025 |

The Problen

In ABE programs it is generally regarded that increasing

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

. requisite for éontinuing progress through the progrém. min short,
reading may be considered the most basic area of Adult Basic
Educaﬁion cufriculum. It is at the same time one of thq ﬁére;
difficult arecas to effect gains in relatively shoit 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~gdinq'programs.
Furthermore, the recent explosions in reading methodologies

and techniques have created an information gap between £he ABE

teacher and the reading methods innovator.

The services of a'skilled specialist volunteer as applied
to the ABE program is seen as offering measurable support.to

the total program objectives and equally measurable support

to ABE students.




TASK FORCEH FOR PLANNING ACTION VOLUNTEER USE

TTTUIN ABE ~193.-
PROPOSAL DEVELOPMENT WORKSHEET
N oo OGS0
READING SPLCIALIST VOLUNTEER gap
\ otion g,
Job Description , 625'

* DEFINITTON:

'This is highly skilled program service work designed to
measurably assist ABE'persgnnel in deaiing.with the critical
readiﬁg problems of ABE étudents. |

Work involves both serviceé tb program personnel as well
és’difeét ciassroom'}nstruction of participagﬁs in a-labo;etofy

i
'

situation. : i
. . !

-Reviews currént reading curriculum and ﬁakes recommenda-
tions for improvement.

iEvaluates'current methods of testing reading levels
of students énd reports“findings.. |

QConducts on-going class of ABE students with special
needs and goals EOriupgrading readling level,

;Cohducté in-service training for ABE personnel to in£r9~
duce new concepts, methods, and practices in reading

- instruction.

i
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
IN ABE :

PROPOSAL DEVELOPMENT WORKSHEET

READING SPECIALIST VOLUNTEER

"Job Description

QUALIFPICATIONS N
RN \
200
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TASK I'ORCE FOR PLANNING ACTICN VOLUNTEER USE . -
IN ABE _-195"

PROPOSAL DEVELOPMENT WORKSHEET

gt

RPADING SFECIALIST VOLUNTEER

| BE )
O%j ectives | : ST COPY AMIMBLE |
During year of service the Reading Specialist Volunteer will:
¥, Have conducted a class with a minimum of fo 'studéntsw»
with or below a tested reading level of ~__ grade I

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 meefing these

geals 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

'w~;a\forﬁat specified at the beginning of the year's work,

201




TASK FORCE FOR PLANNING ACTION VOLUNTEER USE - 196
IN ABE

PROPOSAL DEVELOPMENT WORKSHEET

| B . Besy o
VOLUNTEER SUPERVISION AND SUPPORT E

21
i)

1« To whom will volunteer report?

_Name

Title . !

Comment: . «

2. Are there adequate work facilities (related to volunteer 5
job needs)?

A. Work space

B. Equipment and_suppliés
C. Telephong and postége
D. Other |

3. Are Lh ere aggportive services and resources avallable for
the volunteer?




BEST COPY AVAILABLE
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TASK FORCE FOR PLANNING AGTION VOLUNTEER USE  ~19g-

( IN ABE

PROPOSAL DEVELOPHMENT WORKSHCET

-~

VOLUNTEER TRAINING .

T

1. Inputs for centralized pre-service training:

2, . lnputs for on-site pre-service training:

3. Inputs for on-going In-service training

-204
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2.

€. 9 Months

TASK FQRCt FOR PLANNING ACTION VOLUNTEER USE

IN ABE «199-
PROPOSAL DEVELOPMENT WORKSHEET
Besy p
EVALUATION OF VOLUNTEER PERFORMANCE: 4“”““25

—r—

Who will be responsible for volunteer performance .
evaluation? '

Name

Title

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

Benchmarks for volunteer perfermance evaluation -

A. -3 Months o e

B, 6 Months

‘‘‘‘‘‘

D. 12 Months

205




TASK FONCE FOR PLANILNG ACTION VOLURTELR USE =200
Il AL

PROPOSAL DEVII OP“DZJJ.‘ JWORFSUEERT

(Y

RLCRUTTER

PEST COPY Ay

The Prchlonm
\

A porsistent problcm in ABE programs is the recruitTcnt
and retention of stndents in the classroom. It is not enough
to assume the community persons will autowmatically attend ABE

¥

ciasscs on the bagis of just knowing that classes are available:
Potential studcﬁté axe best recruited throuoh pcrsénal di;ect
contaclt by ‘a person perceivéd as similar in background to the
recruiter and who uaﬁ reépond to the presented objections for
aftendance. In addition, adults ﬁave personal vroblems and
obstacles to attendance which are real lifce adult probleﬁs

(lack of baby sLliters, medical problems, lack of transportation,
etc.,). A recruiter voluntcor'Z;n bhe eutxom 1y effective 1n
assisting rccrumtea find ways of anllnq wmth these, problems
and thereby increase chances of ABE class attendance on a

_regulaxr basis., <

sl

Thus, the use of a recruiter volunteer is. seen as -

measurably ceffective in assisting to increase ABLE program

recrultment and retention.,

=06
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PASK FORCE TOR PLAINING ACTION VOLUNTEER USE +201-
. : IN ADL

PROPOSAL DEVELOPHENT WORKSHLEY

RECRUITER

N - BEST opr aypppy

Joh Descrintion

DEFINITION:

Thi.s ié community centact work meeting and talking
directly with individuals and groups for the purposce of éc~
tively recruiting them in self-improvement;through the ABE
program., Work inveolves an orientation to the ABe program and
its potential for individual growth. Work includes direct |
cdntact with ABL students, attendance at_meetinés of community

groups, and contact with community agencies.

DUTIES:

l, Assists in selecting arcas for recruitment of participants
for ABE program. S

2, Initiates direct personal contacts.with community residents

~ \

to motivate students into the ABE prog:ram,

3. Distriputes pamphlets and other literature throughout the
community as a recruitment tool and to publicize the

ABE progran,

4. Contacts community groups and agencies to attract partici-

pants to the program.




Utilizes other indircet methods of reoruitment such ~202-

as radio and T.V. to enlist participants,

Contacts absentee students by home visit, mall, or phone

for the purpose of vocovery.

~Visits dropouts from ABE program and secks to encourage

their return Lo class,

Serves an linkage between counsclor and student in relaying

concerns of absentees and dropouts to counseling staff,

Maintains a comprchensive file of groups and individuals

contacted.
Submits reporte of recrultment aztivity as required.

Keeps program dnformed of general conmunity' concerns or

needs which might affect program goals.

BEST COPY AVAILABLE
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PROPOSAL DEVELOPMENT WORKSHELY

!
RECRULTLIR
Job D scrintion
- (.\ e
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TASK PORCE FOR PLANNING ACTION VOLUNTEER' USE 204~
IN ABE ~* '

PROPOSAL DEVBLOPMLNT WORKSHEET

s . b

RECRULTEY

Objective s. o BEST COPI AVA[MBLE .

-

During the Year of Sexvice the volunteer will:

l. Have assumed recruitment‘résponsibility for ABE classes.

2. Have recruited new participants for each assigned

ABE class.

3. Have followed up allwgpsentees'after they have been absent
for class sessions and will have assisted 3

of follow up contactees to resume attendance. T

4. . Have made a minjmum of referrala to counselors,
social servmce agencmes, or othcr sources of assistance to

provide potential recruits or regulat¥ ABE students with

supportive services, .

5. Have maintained a minimum overall enrollment of

persons in each assigned class.,

6. Have identified supportive services within the

community to assist.

7. Héve prepared a report of his Volunteer Service Year in
. ¢ . t

a format specified at the start of the year.
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To whom

FORCE FOR PLAMNING ACTION VOLUNTEER USE +205-~
: ' IN ADL : '

PROPOSAL DEVELOPHENT WORKSHELT

Besy

- e

VOLUMTEER SUPIRVISION AND SUPPORT

-

jp E——

will volunteer report?

4
Name N
Title N
Comment: —

Are ther
job need

A, Vork
B, Equi
C. Tele
D. Othe

Are ther
the volu

¢ adequate work Tacilities (related

s)7 .

space

pment and supplies
phone and postage
,

e supportive services and resources available for

nteer?

v

to volunteer's’

PR PRIV 100 = 1y U SN S N N B PR P

_4__._3““13 s
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TASK FORLE FOR PLANNING AGTION VOLUNTEER USE  &206-
| IN ABE

PROPOSAL DEVELOPIENT WORKSHEET

VOLURTEER TRATHING

- bEs

I Inputs for centralized pre-service tralning

L

2, Inputs for on=-site pre=scrvice training

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

.




TASK FOKCE FOR PLANHING ACTION VOLUNTEER USE

IH ABE ' "
r207-

PROPOSAL DEVELOPMENT WORKSHEELT

| 8y
Try y,
. EVALUATION OF VOLUNTEER PERFORMANCE - JIL‘VB[E

1. Who will be responsible for voluntecr performance
evaluation? ‘

T

Nawe : .

Title

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

3. Benchmarks for voluntecr performance evaluation

A, ? Months

St et Sp e ittt

_B. 6 Monthe

-

C. 9 Honthﬁ.

At -1+ 24+ ~m bSO LS

D. 12 Months




TASK FORCE FOR PLANNING ACUTON VOLUNYTEER USE
v IN ABL

PROPOSAL DEVELOPMERY WORKSHLET

o B,
TEACHER TRATNER fSl‘ Copy /.WAIMBIE

The Problem

The ABE teacher, as compared to other teacﬁers, faces
a student body composed of a multiplicity of backgrounds,
academically as well as ethiic, religious, etc. Therefore, it
follows that the potential instructor; in adul£ classes need
specialized training speéifically fo: the methods, techniques,
curriculum and especially attitudes needed to assist adults

in their endecavors for scelf-improvement,

214




- TASK FORCL FOR PLAKSING ACTETLON VOLUNTLER USE
: IN ALE ' ©209-
r : NED

PROPOSAL DEVELODPMERNT WORKSHERT

TEACHER TRATMER™

— Besy .
Job bescription | caPYawwbuuf

DEFINITION: - .

A Téacher Trainer for an ABE program dévises, brepares,

and administers a course of trainiﬁg to prepare potential ABE
instructors to use the methods, techniques, and curriculum that
is recommended for working.with underedu@ated adults,

~—-A Teacher.Trainer conducts periodic in-service workshops
__for.up-grading and evaluation of quality teacher performance.
Thé volunteer also does research for new methéds and techniques
which is an on;going activity. 'The Teacher Trainer teaches by
demdnstrating the.procedurcs for establishment of ;apport with

the student to assist students achicve individual goals.

DUTILES:

1. Develops training program for ABE teachers.

— \

2. Devises and prepares appropriate curriculum and materials.

3, Structures and adninisters ~training program,

4, Visits performed for cach class to evaluate teacher

performancoe,




AT < T T ST T Sy

5. Confers with currxiculum developoer for appraisal of

) . ’ ‘- : - lO"'
subject rotter and recomaendations for its use, ~210.

6. Conducts periodic in-scrvice workshops for ABE teachers.

7. Attends poeriodic area training confercnces, seminars, etc,

for new methods potentially applicable for ABE, -

8. Evaluates teacher performance based on observation,

9
review of reports, etc, and gives overall rating according :
~to established criteria. -

9, Provides on=going technical support for ABE instructors.
BEST COPY AVAILABLE




TASK I'ORCE FOR PLANKHING ACTION VOLUNTLEER USE ’ 211w
IN ABL - T

-

. PROPOSAL DEVLLOPMENT WORKSHEET

TEACHER TRATINER

Job bescription

QUALIFICATIONS ¢

{ m—

=17




TASK FORCElFOR PLANNING ACTION VOLUNTEERR USE .
' IN ABi ' 212~

.PROPOSAL_DEVELOPMENT WORKSHEET

TEACHER TRATNLR | BEST Copy AVNUIBLE

Objectives

During ‘thé year of service the volunteer will have:

1. Trained a minimum of _ teachers in the methods and
techniques for ABE classes.

g

2, Designed and developed a teacher training program,

3. Visited each class at least once for on-site evaluation
= sLted. | ‘ -

. }
of teacher performance.

™ : 1

4. Conducted periodic in-service workshops.

5. Be knowlcdgeable of materials available and able to make

intellignet recommendations to teachers.

6. Researched and reviewed other training programs and ada, ted =
methods where applicable. ‘ o . - .

7. Reviewed testing procedures for effectiveness and made

[y

recommendati s for administration.

PRI




TASK TTOKCE FORN PLAMIIRG ACTION VOLUNT[ER.USE =213~
I AGE

OPROPGSAL DEVLLOPHENT MOLKSHEET

— | - BEST copy LT T

VOLNNTELR SUPERVISION ALD SUPPORT

R T OU IR D e L e B e

’

jot

3. Are
' the

T, To whom will voluntcer report? .
Name
Title ——
Comment: .
2, Are thore adequate work facilities (related to volunteer's

neeas by
L

Work space

Egquipment and supplics

Telephone and pos tage -

[P

Cther

there supportive services and resources avallable for
voluntcer? ' :

-




l

TASK FORCE FOR PLANIILG ACTIOH VOLUNTEER USE ~214-

IN ADE

PROFPOSAL DEVELOPNMENT WORKSHELT

CVOLUNTEFE TRATHING BEST COPY AVAILABLE

1. Ioputs for centralized pre-service training

N

~Itnputs for en-site pre-scrvice training

3. Inputs for on-going In-service training




1.

2.

7y
P A R

TASK FORCE FOR PLANNING ACTION VOLUNTEER USE

IN ABLC

PROPOSAL DEVELOPHMENT WORKSHELT

EVALUATION OF VOLUNTEER PERFORMANCE

Who will be responsible for-volunteer performance

evaluation?

Name

Title

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

interviews)

M,

) .
P S Y |

Bunchmarks for volunteaer performance e.aluation

A, 3 Months

P 050 Aipes ot - etasts ¢

B, 6 Months

c. 2_Honths

D, JZ Nonths

«215«

BEST copy AVAILABLE




TASK FORCE FOR PLAMGLNC ACTLOS VOLIIIERR USE . 216w

LN ALE

PRODOSAL DLUVELOPHERT WORKHHELL

PUTO/ L Ir0OR ATNG

B e T U e

Thoe Problom . BEST COP Y AVMMBLE

‘The needs -of the ABE students are many and diverse,
Besides the éomplex life problems'associated with poverty,
unenployment  or undercmploymenty fanily illness or difficul-
ties, eic., the ARD sLudent.often finds himself in a‘ciass-»
room gituation where the teacher has limited time to give

him the porsonalized instruction that hoe needs.

The ABLE teachoer is faced with a multiplicity of problems,
also, such as student groups represcenting a wide range of
giffercnce in basic skills ond thus finds teaching this diverse

group Gilfiicult, e use of tutors and instructor aldes in

the classroom can ofientimes measurably increase the quality and

quantity of instructional services received as well as assuring

that other ABE student needs may be met through referrals to

other comnunity and social service agencles.

222




PASH FORCE FOX PLAITOLG ACYION VOLUKUENR USE >217
TN B o

PROPQOEAYL DEVELOLUMENT WORRSHLLT

TUIOR/THSTRUCTOR ATDR

Job Description

~ o _ . BEST COPY AVAILABLE

DEEINITION:

An ABD tutor/instructor aide conducts oxr assists in con-
ducting classes for wndeceducated adults, The instructor uses.
“curriculu methods, and techniques specifically designed to
assist illiterate and semi-illiterate adults in acquiring and/oxr
improving skills i lancuage shills, regding,-math, and other

subject matter particularly rclevant to students.

DUIES:

2

1, Prepares for and attends eacn class to which he is assignad.

Inmplenents technigues and methods of instruction suggested

during training.

3. Establishes. and maintaing individual progress records

on c¢lass members.

4y Auministers and cvaluates entr testa'on cach student.
_ Y

5. .Prescribes work/study plan based on individual student

regud Leimnents.,

[+

. Administer

-

5 periodic tests to evaluate student progress

and adjusts assignments accordingly,

3




Lstabliches rapport with trainees to encourage attendancae

and provide relaxed atmosphore for positive learning
expericnoas, B

Attends in~scrvice training sessicns wvhen scheduled,

Assiste teacher with personalized tutoring as assigned.

BEST COPY AVAILABLE

~218-
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YO | 219~

PROFOS AL DEVELOW RS WORKEALET

1

PR

TUNOR/ i CLRUGTOR AT

e JURp R ron

Objoctives

LA - een e 2§

During the ycar of scrvice the volunteer will have:

l. Worked in teaching and tutoring a minimum o. studants

in clasusaes.

P e 1

2, Instructed students in at least three of the following
subject areas: ' R’
A, Reading

B . I“Ia t}l . * 4

 BEST COPY AVAILABLE

c.

1

3. Successfully assisted _ students to contact a
varicty of social service agencies in the community to
receive services that aided them in continuing theix

attendance. L o

4. Assisted in analyzing and testing educational materials

for the degree to which they mecet the neceds of ABE students.

R

S Prepored audio-visual materials to enhance clasgroon

'

instruction




Nesiatod __atudents to cowplete the AL program,

Agsisted o atudonts who have complaeted the ABD
progran to wove into second sinp programs, such as

»

vocational training, GVD courses, jobs, eto,

has

BEST COPY mvpiggre
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PROPOSAL

VOLULILER

PLVELOPHERN

SUPLAVESION

STIOM VOLUNTEER USE 22l

T WORKSHEET

BEST copy AVAILAg

AND SUPPORT o

To whom will volunteor

Name

rupont?

R e A e D

Title
Comment: Ju—

r— 1 S T
Are there cdequate work facilVities (related to volunteer's

joh needs)?

Work space
B, Equipwent and suppiies
C. Telephone and postage
D. Other
Are Lhere supportivc scrvices
the volunteer?

-

and resources avallable for




TASK LGKCE FOR FLANNING ACTION VOLUNTLER USE »222=

PROPUSAL DEVELOPHENT WORKSHEET

VOLUNTECR TRAIRING

e -~

BEST Copy AVAILABLE

1. Inputs for centralized pre=-service training

2. Inputs tor on-site pre-scrvice training

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




TASK FORCE FOR PLANNING ACTION VOLUNTEER USE
[N ABE

8]

N
w
3

74

PROPOSAL DLUVELOPHENT WORKSHEET

BEST copy AVAILABLE

CEVALUATION OF VOLUNTEER PLRFORMANGE

1. Who will be responsible for voluntecr performance
evaluation?

Name .

Title

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

3.~ Benchwarks for velunteer performance evaluation

A, 3 Months . ,

s

B. 6 Months

C. 9 Honths

D. 12 Honths

T W R AT T T e e
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L
ad Al

PRQ!."O.‘S.’\I’J DiVELOPMENTT WORKSHIET
BEST COPY AvaiLap ¢

VOLLNTEGI SLivsress Yol Giiien R

A PO oma bkt R s s

“he Problcon

o

— ~ In considering strategies for mecting the enormous needs
for ABE servicos in the nation, it is obvious that funds for
programs alone will not solve the problem. The use of volunitcors
on a iarge scale will nccessarily be a'paxt of any strategyltol
decrease i1llitoeracy e}dlincreaso adult basic education skills.
The voluntecr who is a mumber of the community and wishes to

give of his time and talents to assist hig fellow man will haVe

to be mobilized in large numboers,

Therefore, it is Felt thet local ABE programs may be assisted
in using community voluntecrs in increased numbers and greater
effectivcncss 1f theve ds available a person who can coordinate
vbluntwer activities including recruiting, orienting, training,

monitoring, cvar =ating, ctc,

Furthermore, it is felt that the use of an ACTION Volunteer
Services Volunteer would be an appropriate application of a
volunteer generating nunbers of other volunteers to assit and

scrvice ABE programs.
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PROPOSAT, DEVELOPMERY VIORESHLET

BEST COPY AvAILABLE

VOLUATLLR SLRAVICES VOLUETENR

Job Diuscription

e S s PP U S St et s

DEFINITION:

This 1

-

g work involving the identification of sources for
volunteers, establishing contact, intervicwing, .and defining the

areas of volunteer nced. The volunteer should have the ability

o i8S
1
-~

to grasp-the overall program nced and arraﬂéemfor adequate class
covérage,'rec:uitmant, and counseling needs in an ABE progranm,
The woluntceer also arranges for training schedules for each
selected voluntecr and serves as coordinator in special areas

of supportive scrvices for volunteors,

DUTIES : | } '
1. Identify volunteer progran objectivcs'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-fpr performance.
5. Maintain pexrtinent data on volunteer staff.
6. Prepare staff schedule bascd on program needs,

7. Make staff assignments,

<31




=226~

8., Deline end waintain o reporting svsten Lo volunleor
., d

staff,

10, Kecp schedule of volunteer houis,

BEST COPy AVAILABLE
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aa

PROPOSAL DUVELOPMELT WORNSHERT

VOTALITHEL SRDVICHS YOLUNTIOR BEST CoPy AVA’MBLE

e Pots rtmus ot e S

Objectives

[RAGUNEDS, L PUPTUDY NP e

During the ycar of scrvice tho volunteer will have:

1. Served as a focal point for volunteexr staff and
Progrem. Sponsors.

2. Coordinated a volunteer staff in the performance of

duties assigned in ABE programs. o

3.° Determined by evaluation the quality of velunteers'

SRIVICS,

4, Recommended adjustments for better program coverage,

(%21

. Conducted periodic consultations with volunteers to

assist in problem-solving 1f applicable,.

6. Given thorough orientation to potential volunteers, : '

advising them of the dimensions of working with adults.




ERIC

Aruitoxt provided by Eic:
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PROPOSAL DEVELOPRERT VORRSHLET

%

VOLUNTEENR SUFERVI:I0N AlD SUPPORT 54,,4/
- . ' ) "0(€

To whom will volunteer report?

Nameo

Title - D e

Comment :

Are thare adequate work facilities (related to volunteer's
job needs)? L

A, Work space | T
B, Equiphent and supplies
C. Telephone and postage
D, Other

Are there supportive services .and resources available for
the volunteer?

e

. ew. o




ST T T T aEETETEEm e R AET e e e e e s T e s e e e e e e e TR e e e s e S T e T mms s m e e mmm s e o e

TASK FORCE FOR PLANNING ACTION VOLURTEER USE 230
IN AGE .

PROPOSAL DEVELOPHMENT WORKSHLET

QLUNTEEDR TRAINING

L

i

1. Inputs for centralized pre=service training

2. Inputs for on=sitc pre-service training

3. Inputs for on-going An=scrvice trafning
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TASK FORCE FOR PLANEING ACTION VOLUKTELR USE
N ALE . =231,

PROPOUSAL DEVELOPHMENT WORKSHELT

EVALULTION CF VOLUNTEER PERIORMANCE | AMWLMHE

Who will be responsible for volunteer performance
evaluation?

s

Name

Title

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

Benchmarks for voluntecr performance evaluation

A, 3 Menths

B, 6 Honths

C. 9 Honths

D. 12 Honthe




. RATINGS BY CONFERENCE OBSERVERS

APPENDIX G

- 238
ERIC

Aruitoxt provided by Eic:




LIST OF CONFERENCE OBSERVERS =233~

Nebraska Conforence

Dr. Leonard Hill
Gil Jansscn
Bayard Clark
Christ Kryiazis
Dorothy Kennedy

s 0Y

Ohio Conference

Christ Kyriazis
Bayard Clark
Yvette Corsey
Putnam Barber
Charles Cain

New Jersey Conference

Bayaxrd Clark
Ellsworth Morgan
Christ Kyriazis
Ben Conte

- Myrna G. Hugi
Purnell Swett -
Vincent Fausto




SUMMARY OF RATINGS BY CONFERENCE OBSERVERS .234-
CHECKLIST FOR PLANNING TASK FORCES |
NEBRASKA, OHIO, AND NEW JERSEY)

Instructions given: Please rate each category belowon a l - 5
' scale; 1 is the lowest level of achievement,
5 the highest (circle the appropriate number),

' RATING
CATEGORY l1 2 3 4 5

ACCOMMODATIONS AND SERVICES - ,
Transportation well arranged - | | -2 2 1 6 | 1@5
Living guarters clean & comfortable 31 S
Adequate meai arrangements . ' ‘ 2 31l 1:2
Interesting social activities 1 3 8 1%%
Adequate supportive services l1 5 9 ‘a
CONFERENCE DESIGN
Proper sequeﬂce'qf sessions 1 13
Sessions began on time 3 410
Sessions ended on--time 3 é 8
Length of sessions met need 2 6 17
Diversified program format 1 2 6 6
Adequate number of breaks 2 5 9
Participants had opportunity . .

to modify design ‘ 3 4 7

240




CATEGORY l 2 3 4 5
FACILITIES
Good lighting 1 411
Proper ventilation ' 1 312 %
Comfortable seating 5 3 8 P
: S %
Adequate space 1 510 ﬁ%
Restrooms nearby 1l 3 12 Q&
Adequate information‘given
- for use of facilities 1 21
Sufficient directional signs 1 16 7
PARTICIPANT MATLERIAL AND
AUDIO-VISUALS
Appropriate to session 1,213
Well prepared 3 13
Well presented and explained 4 12
Presented at proper time 4 12
sufficient supportive materials
(pens, pencils, pads, etc.) 1 2 12
ATMOSPHERE
Informal l 6 9
Friendly -1-4 11
Cooperative 2 14
Courteous 1l 15
Animated 2 8 6
3
1 7 8.

Attentive




foror

CATEGORY 1 2 3 5
PARTICIPATION :
Orderly discussion l 6 8 a
Freedom of expression l 411 : %;
Well balanced participation 2 6 6 2
Rel‘evaht discussion 7 8 %
Methodical discussion | =

(group had sense of direction) 3 5 7
SPEAKERS AS A GROUP | e -
Audible 1 213 S
Intelligible 2 14
Weil organized 4 11
Purposeful 2 13
Diréction 312
Provocati&e 3.5 6
CONFERENCE OBJECTIVES
Clearly defined. 2 113
Communicated to participants l 4 10
Met by program 3 10




SUMMARY OF RESPONSE

FROM CONFERENCE PARTICIPANT REACTION FORM

APPENDIX H
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SUMMARY OF RESPONSE FROM PARTICIPANT REACTION FORM

*(31 of 52 Participants Comrenting)

A, Time Spent B. zilgg

Too  About Too Little  Great

Little Right Much Value -~ Value
1 2 3 1 2 3 4 5
. Conference as a whole 27 4 2 1 511 12
Seséion I 1 24 6 1 1. 9 11 9
Session Il 1 24 6 2 2 711 ¢
Session III 4 23 4 3 1 812 7
Session IV 2 28 1 1 1 7111
gession V 5 25 0 1 1 610 12
_Session VI 5 21 2 2 2 6 9 9
Session VII 0 26 1 2 3 512 5

* (See Appendix’for original of this form)




-

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

R

In the course of the conference, were valuable decisions made or
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 achleV1ng conference goals?

(Not helpful) 1 2 5 (Very helpful)
0 4 .

o
Sl
'—I
W -

245




LISTING OF COMMENTS MADE BY CONFERENCE PARTICIPANTS «240-
ON PARTICIPANT REACTION I'ORM

g (31 of 52 participants commenting)ggST COPY AVAILABLE

CATEGORY OF COMMENT " NUMBER OF COMMENTS

l. New Topics;to be Added

None -2

ACTION Volunteer and regular staff development

Discussion of major components of propoqal
design

Similar volunteer projects

More about USOL

More ACTION input

Group background information

Effect of volunteer with regular staff

HREMDMDNDHEFE N

2. Improvenent of Discussion Process

None : 2
Conference leader too dominecering first day
More time for conferecs' input

Time schedule nore strictly adhered to
Better pre-conference oricntation

More discussion time for voluntcer propoaals
More time for first day speakers
.More time for proposal development

HEMDMDWHNHO

3. Improvement of Conference Organization or Procedure

- None ' .2
More time for proposal development
Greater pre-conference involvement of all participating
agencies _
Allow a little more time for flexibility ' ‘
More preplanning time at state level
No hard sell '

HoOHR o

4. Conference Material

None ' 2
Initial instruction explained more explicitly
Greater choice of proposal development outlines

More prlnted guidelines, for utilization of volunteers
More recruitment slide presentations

More time for ACTION application kit

AAE booklets distributed prior to conference

W

o . zae




Se

More blanks on proposal development form
Lay out total matexials in firslt sesslon

Conference Arrangenents

None :
Two day conference instead of three
Better explanation of arriving and denartlng from site
Better arrangement to Krisheim from airport
Better meals :
More towels in roon
Additional time to tour Feeder and other active
ABE programs
Midtown location

Rooms dirty and lacking atmosphere

Other Comments

None

Roster of all participants distributed on first day

More time for local directors to plan with State
Department

BEST copy ALy
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TASK FORCE FOR PLANNING ACTION VOLUNTEER USE

AN ABE

PARTICIPANT REACTION

Partlcipant for ABE Task Force State of

=24 2m

- BEST COPY AVAILABLE

Please clircle the appropriate numbers. in columns A and B below
and write in column C any comments concerning your evaluatlon.

Y

A. Time Spent B. Value C. Comment
Too About Too j(Little Great ' '
Little Right Much{Value Valuej -
I. Conference as a whole ] 2‘3 123 45
I1. Monday
| Session | Background of I 12 3 1 2345
the Task Force: Philosophy
and Potential -
Session |1 Overview of 1 2.3 1 23458
Conference Design and Ob-
jectives b
Session 11l ldentification 1 2 3 1 2345
of ABE Problem Areas and
Need for Volunteers
Pl. Tuesday
Session IV Proposal 1 2 3 12345
Development Workshop
Part | ‘
Sesslion V Propésal 1 2 3 1 2345
Development Workshop '
Part |1 | ’ |
Sessfon VI State-wide 1 2 1 234 5
Planning and Coordination 3 3 °
IV, Wednesday
Session VIl Conference 1 2 3 1 23 45
Wrap Up ' :
¢ </
248




Your candid response to the followling questions wlll help US w~243w
to plan for future meetings.

1

5.

What new topics might be added for any future conferences
of a simllar nature?

BEST COPY AVAILABLE

How well were your specific concerns dealt with in this
conference?

Extremely well ~ Mostly Moderately well

Not well at all

What suggestions do you have for the improvement of the

conference discussion process?
x

How would you rate the conference atmosphere in regard to
eedom of attendees to actively participate?

Excellent Good Fair Poor

LY
L3

What suggestions do you have for the - iwprovement of
conference arrangements, transportation, physical facillties,
schedules, meals, length of conferences, social activities, etc?

249




6. What might be done to improve conference organlization or
procedure? ' ~244~

BEST COPY AVAILABLE

7. In the. course of the conference, were valuable decisions made
or understandings_arrnved at for the use of ACTION Volunteers

in ABE programs?
None : Few ' | Some Many
8, Overall, how helpful wefe the conference materials gliven to
you in.respect to achieving conference goals?
(not helpful) 1 2 3 oy 5 (very helpful)
9, What conference materlals would you see being changed

or included which would enhance the achlievement of
conference goals?

10, Please make any other comments or suggestions which would
assist us in planning for future conferences, -
(Use back of page ror additional comments.)

L RAg e
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ESTIMATED MINIMUM MARKET VALUE
OF
REQUESTED VOLUNTEERS

APPENDIX T
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