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' FOREWORD  ° , : -

Auburn University conducted the first Institute in Alabama devoted

to career education for adults. This Institute was held during the weeks *

. t

of August 6 through 17, 1973, and sixty participants frdm all areasfof the‘

_State were involved. It was recognized at the outset that adults are often

¢ : .
confronted with many problems requiring the application of knowledge

and skills for adequate solutions. It was further recognized that basic

r's - . -
educational offerings must be oriented strongly toward hglping adult learn-

Y .

ers' to acquirethe needed knowledge’and skills for adequacy in problem

solution if such offerings were to be made relevant to needs. For these

. - -~ R

reasons, the Institute was designegi in keeping with the findings of the

Adult Performance Level Study conductedat the l}nivefsity of Texas, and

the major purpose of the Institute was that of producing teaching approaches

ih @ modular form utilizing the fi,indings of the study. Thus, the tasks idelg

] i .

g . -/
the instructional modules developed by the Institute participants.

”,

tified as being important té adufs in the Texas study became tpe basis for

The nationally oriented Adult Performance Level Study defined a

general areas of, needs for’eff‘ective livelihood in American society. Inthe ~

structure, an instructional goal was stated for each general knowledge

1]

area, a set of performance objectives was stated that would allow for the

g \_/0 - [‘
L.

attainment of the instructional goal, and each performance ébjeftivg was

] N . ‘ -

"

followed by a series of learning tasks (enabling objectives)fdesigned to
) B ~ v ¢ & .
help the learner attain the competencies required. Each tasﬁ was presented
. ; }

O L i ! .
in terms of teacher activities, learner activities, and résources required
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so that an adult ed'ucation instructor.,might employ the task modules in'the -~
- a' ) . ] ' ‘ . - N
most efﬁcient and meaningful process. Lo

The book was made available to mai';y adult educators throughdut

. the State of Alabama and across the nation. Evaluative and other feedback
materials were provided, reciprocally, in order to determine any necessary
. . ‘ 4 - ,& .
changes. Therefore, a thorough "fie_ld’testing" was carried out during

the period of September, 1973 through May, 1974 to check out and determine

the feasibility and applic%bﬂity'of each majof ;ésk at the"‘\‘/aryin'g adult

> -

erformance levels. o "

tor
&

-~

During thie same period, the performance level study conducted by

Dr. Norrell Northcutt of Texas and associates revised the original tasks.

. ® -

The final outcome of that study reduced the general knowledge areas to

five énd revised the;performanc;e objectives and taéks accordingly. The

irifo'rmation from this facet of the study provﬁdpd a new impetus for further

x

development of the approach employed in the first book, and as a result,
c - S

the Adult Education Department of Auburn University received a grint

from the Alabama Stéte Departmient of Education, Adult Basic Education”

and.U.S.0.E" to fund an Institute and follow-up with the purpose being *

N 4

that of a major revision in terms of the newly de’ﬁned knowledge areas,i,

performance objectives, and tasks and implementation of adult education

", “curriculumbased upon the revised modules .
The Summer Institute, made possible by this grant, was held at

.+ Auburn University on August 12-16, .1974. The Institute participants, -most

of whom were experienced in using the modhle‘s, were divided into five

- i1 - - , - ) ' 4

.
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i grQyps: with each group being responsi_lile for ofle of the general know-

3 Z B ~ -

ledge areas defined .’ The pﬁr’pose of eégh group was to revfs'e the book

- fn keeping with the new structure in terms of knowledge ageas, perfor-

1 . -
LY -

. mance opject,ivés,ténd tasks. In many instances, ii was possible to plase

task modules from the earlier publication under the new performance ob-

¢ : . ’ - ]
jectives, while in others, the participants had to create new modules as

required by ‘the new 'st'ruqture. Additionalg', it was decided’that five '

‘ _boqks would be.produced !' each .oné representing a specific knowledge

/

area as shown in.the diagram below .

. GENERAL KNOWLEDGE AREAS

LS .

[

~

cr

Occupational Consumer Health Community quernrr;en‘t*
) Knowledge Economics Resources and Law
- $ T .
Communication skills
) N . Problem solving techniques =~ -

Basic Skills

’

- Interpersonal relationships

The perfdrmance objectives for each knowledge area were adopted .
from the new data of the Adult Performance Level Study, and the tasks
. (enabling objectives) were adaptations of'the ones produced by the new

data. Finally, it should be noted that some tasks were considered to be

' - ,eg'bove that which would be acceptable to some adult groups; therefore,
i " . . ~
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so that instructors might choose from them if appropriate for particular-

~
-~

such tasks were included as a separate section entitled "Advanced Tasks" ,

at
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. EVALUATION OF ADULT PERFORMANCE-LEVEL MODULES

. By Participants in the 1974 Adult Basic Eduéa’ﬁon; gr;stigute, Auburn Unive.r?ty) ‘

PN
s . . . Bore
K b . . I

N
~

T /Ins tructor -

..« | NAME_ T - . POSITION:: Supervisor

’ « S A Other” - - S

- N - )
TASK PREFIX LETTERS &WUMBERS: (Exqmple: OK-25)

: "-Np‘mber of learners in each level: I%'el 1 ) i
' Level2 : -

N P

, - i GED . - . N
s ’ ' . N Q; ..
' Amount of Instruction time for this module - £ -~ . '

¢

BASIS FOR MODULE s'zizc'ﬂoN

P

3

(Why did you select this module for use in an Adult EducatIon class")

. INSTRUCT*ONS Show the method (s) which were used in the selection .
of this module by checking only one one blank under each of the following items. -

(1) Instructor's perception of the need for the selected module.
‘ High ‘ L
Low ' - . ., S0y
None '

' : .. - N 4 ”
(2) Supervisor's influence in selecting this module. k o % ' L

High- { .
Low L = ¥
None : P
) , 14 . { 2
(3) ‘Learner's perception of nezd for the selected module as expressed th“kough
individual means. " (Ex.; through the use of tests convers_ation, lf'
- ) ' servation case-study, etc) . jww).,,,;,—-' ,

' L4 e
- e ~ - .

¢ —_ ‘. - Eigh - L. -
.- Low . : v L

None : -
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(4) Perception of learner's needs as expressed through'group activities.
(Ex.: discussion, role playing, observation, case-study, ‘etc.) .

‘ High =~ . C -
Low : )
, None

(5) Availcbhility and a\.cessibility of resources {includes resource persons .
* books, pamphlets, visual alds, materials for constructing instructor-
made resources,'etc.)/ C .

High . . e
Low .' he - -~
None

(6) Critical Incident - To what extent did your learners experierlce a sud-
den and important real-life need?

: ' High
Lo Low
‘Né-ne

\. &
i *************ﬁ******f:****:’r*:’:***************************** *3

ESTIMATION OF THE MODULE AS A LEARNING EXPERIEN

Please give your opinion of the efficiency of the moduleS as a lq
ing e..perience by ehecmng one‘blenk under each of the followindNitems .

.

(1) Learnér's interest and accomp lishments .

High'
Low
Noqe

' (2) ‘Effecﬁveness of instruE:tor activities, N

.. . High
- .- Low
None

(3) Effectiveness of ieamer activities. ~

Hi gh ‘ . . ' .

Low
None

.

Ed
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Suggestions for improvement of the module: -
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OGCUPATIONAL KNOWLEDGE
RS ~ \, )

- ‘ g
Tl ' I L
'h

INSTRUCTIONAL GOAL ~To develop a level of occupational knowledge
which will enable adilts to secure employment in accordance with their -
individual needs and interests, in ‘relation to the econom1c\ contigencies
Cof life. R . | c= _
N a & J . . y N . P4 v /
DESIGNATOR SYSTE (): Those. peiformunce obJectives related direcﬂy
to occupational knowlgdge are designated OK and followed by a numbet
The tasks (enabling o jectives) follow the performance objectives wlth d
the letter\"T" used as the Task Designafor, then followed by the numbet ] -
of the Task for that speciﬁc objective. Thus, the désignator code OK-1, '
T-1 means Occupational Knowledge Perf.o,rrnar‘;ce Objective One, Task One.

.
"! -t - ~

..
o

CONTENTS 4,5\ Q \ Y 2

1. Occupational Knowledge obJectives and tasks P ‘ C
2. Suggested advanced tasks for certam performance objectives. >

’.z “5 A i "‘
3. Bibliography of suggested resources not\contamed in the re~ Y

sources sections of the task modules. -4
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. OCCUPATIONAL KNGWLEDGE

.
Loy S ) .
-

-y

L "OK Objective l.'_;T'o build a working vocabulary related to the materials
3 and situations of the occupdtional experience.
yoo . ) > Ot H it - _

TASKS: oL -
,‘ - - :

T~1: Using words commonly found in employment situations (ap-

) . , d - plications, on the job etc.) to read and verbally associate
T B the word with its meaning. \
e ‘ - T-2. Tobe able to correctly spell the words used in T-1.
» L T-3. 'Using occupation-related materials, to list abbreviations com-
) monly employed and to read, write and understand the words
./ , L for which the abbrev:atons stand (e.g., F.1.C.A., I.R.S. ).
-'l - LY \ A~ -
0K ObJectlve 2. To identify sources of informatlon (e.g., radio broad-
N “\ ‘casts, newspapers etc.) which may lead to employment. - [
\ N
'TASKS: : / ’ .

T-1. To list diverse sources of job information which can lead to
) employment, such as word of mouth, employment agencies,
v, newspapers, etc. . .

T-2. To read employment ads found in newspapers.
N T-3. To read employment oppdrtunity ads found in pogt ofﬁces .
‘ ' union halls and on factory bulletin boards
T-4. Using various state pubncations to famifiarize students with = *
R h the employment opfortunities and trends in Alabama
. . OK ObJectlve 3 To define occurc: ional categories in terms of the educa-
tion and job experien ce required and to rate these cqtegorles in terms of

" -+ desirability. . . ‘
"':{“"’ ' ’ . . : )
-t TASKS:" - ‘ e
T-1. To read newspaper emplOyment ads and to diyide ‘adve“rtised .
' . . ' Jobs inis broad occupationzl cutegories (professional mana-
o gerial, sales .etc.) ) s ;’“ ‘xﬁ B ~k
! ¥ i
. | x .
. O T-2. U.,lng the Dccupational Outlook Handbéol%from th% .'S. De-
. ’ partment of\Labér, to supplement thei list of cétegbr es in T 1,
¢ ) N ;
N ) 42
\)4 .

. o
Y e . e 1 a
P




Yy *
Lo e qw LT e e ) )~
Q’ ’ * v ) PR (\ - :‘ )
\ ¥ .. . T-3. Using the categories from T-1and’ T-Z -to Iist various jobs o
Voo o and their salaries advertiséd in the newspaper.- 270 .
i ' T-4. Towvrite{ the job, requ: rements (educational and experiential) .
PN and benefits (including salary) for those jobs from OK-3,.- ., .
* - R - T-3, in Which individual 1earners are interested butnot » * . - .
e s -~ necessarily ‘qualified for. . ) o
~ # . e . \ - -
’0 . . r L]
" . T-5. To match the individuals real qualiﬁcations@vith the job re-:'
o \ I quirenients compiled in OK- 3 T 4
R L / “ T-6. To rate the hs.ts from T-4 and T=-5 in lorder of desirabil’ity ’ a s
- ‘ T ’ T ors ’ . ) } 2
o OK Objective 4. To be aware bf vocational&@sung and counseling methods .
T %hich help prospgctive employees’ recognize job interests and qualifica- -
. ons. - ) PR L. . .
© % .- TAsks: v N .
, . ~ T-1. To define vocational testing, by listing available tests, places o
: ! where tests are g,iven (with or without charge) , where coun- - Lo
. . . selors are availeble and any vocabulary pertaining t6 ¢ommon - Do
: o . testing practices .,
o, . T-2. In discussion with a resource person to list reasons why : ‘ .
? such tests are given, and to list’ aspects of t/akmg 'standard~ .- -
<« . - lzed tests, .
N T-3." Using assistance frcm an instructor R, counsejor,’ to take
. 4 . Job intdrest mventoﬁes or rclated tests. .
\ ’ , s # R . ’ .- ! .
. T-4. To write a suminary of test result interp retations in a personal )
+ notdook for reference purposes,.
. - 0K Objective 5. To uncerstand the diiferences among commercial employ— r
ment ag'enmes government emp loyment ag:ncies and private employets
»
I | rhsks: . C . e L
o T-1. Usinghe yellow pages of the phone book, and the employment A
» .ads in’'a newspaper, to'compile a list.of employment ageneies’.’ . -
. R “and de"ign'ate those ads ®hich are sponsored by government —_—
-, , agencies _ . - . ooy
‘ . s , ) | . 3 ,, & . s
. w . T-Z Using literatu re lishe commercial employment agencies, . N
AR "to write desa:riptions of hiriflg precedures and finafrcial.obli~ . R
) N . gation incu‘rrad by an applicant of these agencies, and! to
P L N R compute fess based on different salaries . Lo
. N ) . ‘ . . - 403 A
. ] i .o , < y , e
s 3 ' 3 v -




REEY

"~ T-3. In discussion, to chart the advantages and disadvantagés of
o gaining employment through various lcinds of agencies and
. . private employers .

.,
[Sg

) TN\
OK Objective 6. To prep ‘Y\ ;
TASKS v '. P
T',-l Using employment .ads frdm the newspapers to identify and
- o .note initial steps towar'd employment called for, by the ads
,f “(e- g letter teIephone call, etc.}, - * 7 ,;
T T-2. To iden‘ufy the things a prospective employee shQuld have
- r before application for employment is made (e.g. ,"social se~
7 curlty number, list of past employers with dates) -, .
T-3 To list reasons why references from past employers or -per-
sonal friends’ could be valuable to the job épplicant P
it : L -7
T- 4 In a role-plaving situation, to call a prospective employer ,
; ior a job imterview appomtment : - ‘
) ‘ T-5. To write a suitable le‘ter toa prospective employer request-
ing an appomtment and giving qual.fying information. o
T 6 “To list do's and don'ts for the prospective employee in the-
. Interview situation (e g dress behavior; etc%l
. T-7. To list pos51ble questions to ask a prospectiv’= employer
T-8: To be able to complete samples of job applicatiori forms as )
completely as poss1b1e. - . {:
. 'i'.-9: To compute the cost of an interview (telephone t:all trans-
] portat_mn etc.). . ., ’ . t
, ‘I’ ~10. To be ablé to write a complete resume to be used in employ-
- . ment applcation procedures. o i
¢ ,
OK Objective 7 To know standards F b2havior for variots types of em- |
ployment - A
" TASKS: . , N
- T-1. Using nersonal experience and publlshed materials to dis-
' cuss proper bahavior and atutudes '
. ¢ ,‘Vf s / » [ o - .;\T‘:- » ¢
’ d ' s - 1 4» R

.




'To discuss consfequemceé *(financial, personal) of meeting ’

and not meeting job. requif‘ements '

T-3. Usmg various persons employed ina number of categories
of jobs as resource persons, to discuss how.work orders and
* assignments may be given’ (written, verbal) and the $kills
‘needed to understand these orders or assignments,

T-4, To be aware of various ways to deal with interpersonalx con-
filct on the job.

. T-5. Todiscuss importance of working conditions in terms of hesfth
and safety of the worker. ‘ ’

. T-6. Using published materials which explain union purposes., g
RS benefits and obligations, to underline the main ideas.

£ } .
T-7. To list several personal and family factors which may hinder
g employment and to discuss ways i % which these obstacles V)
can be overcome. r i ]

2 P -

T-8. -Tobe aware of the pros and cons f(including practicality)
of part-tlme employment B / R .

T- 9 To write inbusiness letter form, 5etters of resignation

&
OK Objective, 8. To be aware of attributes and skills which may lead to
promotion. { !
. . ’ ) * }
; ¥ TASKS: S ;

4

) [
T-1.. To list some attributes w’hich might 1ead to pr‘omotion

. T-2. To chart the places in tl),e commdnity which offer .vocationally- .
- . related training, the kind of training offered, the*sponsor- - *~

ing agency, cost to the indwidual and other pertinent infor- . men- .
mation. ¢ . ’

T-3. To become 411&* with:the manner in which to ask an employ- i
er for increased salary, benefits or special privileges, °

OK Objective 9. To know the finan¢al and legal aspects of employment.

" - ‘ .
. oo \ e 2
- -~ i

TAS‘Kb - , ’ . ‘ AT ' . o Ty

s
°

T'-l. _Using payroll statements, to calculate hourly wages, piece
" work rates, percentdge of tdx deductions, social security de—
¢ uuctions insurance deductions etc. (net and gross)

- . B v N -
v v N ‘ )




- g - ":’; - «
L. ’ - ' S . -
’ Flat . o ‘o " . )
. - - N . - T t ' CoTe e
R ‘. T-2. Usind various scales to calculate Svertime and deduct for - -
' T lateness or absenteeism. > S
i S . ' !
T S ¥ T3, To apply for a social security card and to change names at i
S SR the time of' marriage-or divorce. - > .
. A .' i 'I'-4 To wriie a letter requesting social‘security information. . ' .
i ’ é; ) ’ )
Mo - . T35, Using social security booklets to read and underline the main
ideas ) . & o ¢
N P , T-6. Using social security.booklets ; to calcujate amounts of money
T , ' paid in'and numbers of quarters needed tobe covered by soctal .
¢ ’ security. - — o Cy - '
. .T-7. To ur[de*stand and be able to complete a W -4 Empioyee s With-
. Pk - ‘ Holding Exemption Certificate form. .
: . T-8.. To become familiar with the types of insurance comrionly avail- ’
. S ) able toihe worker {workman's compensation disability, major
¢ : ' medical etc. ) : )
‘. toN 4 .
‘ N Z. » .
% . ) , . . ‘lc i * ) ) ’) ‘
P ¢ : -
- L.‘h ::"‘ - . ¢ .
’ ‘ )ﬁ i . - s, .- » . ; .
< e - . g d o - y
'1‘ R ) - , ) » _‘ . ‘
K ! ’ ) ! ’ #": ~ * ’ ¢ -«
\ < 1: 3 - }
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