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PREFACE

Who is a vocational education curriculum specialist? The answer
to this question is not as simple as it might anpear. A vocational
education curriculum specialist is likely to work in many different
capacities, including, but not limited to: instructor, department
chairperson, dean of vocational-technical education, vocational super-
visor, principal, state or local director of vocational education, and
curriculum coordinator.

The specialist is, perhaps, more identifiable by his/her respon-
sibilities, which include, but are not limited to:

e planning, organizing, actualizing, and controlling the work
of an educational team performed to determine and achieve
objectives.

¢ oplanning, organizing, and evaluating content and learning
processes into sequential activities that facilitate the
achievement of objectives.

e diagnosing present and projected training needs of business,
industry, educational institutions, and the learner.

e knowing, comparing, and analyzing different theories of curric-
ulum development, management, and evaluation and adapting them
for use in vocational-technical education.

This teaching/learning module is part of a set of materials repre-
senting a comprehensive curriculum development project dealing with the
training of vocational education curriculum specialists. The purpose
of this two-year project was 1) to design, develop, and evaluate an
advanced-level training program, with necessary instructional materials
based on identified vocational education curriculum specialist compe-
tencies, and 2) to create an installation guide to assist instructors
and administrators in the implementation process.

The curriculum presented here is, above all else, designed for
flexible installation. These materials are not meant to be used only
in the manner of an ordinary textbook. The materials can be used
effect vely by both instructor and student in a variety of educa-
tional environments, including independent study, team teaching,
seminars, and workshops, as well as in more conventional classroom
settings.

Dr. James A. Dunn

Principal Investigator and
presently Director,
Developmental Systems Group
American Institutes for Research
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PART |
ORGANIZATION AND ADMINISTRATION

Guidelines

This study guide has five major sections. Each section contains useful
information, suggestions, and/or activities that assist in the achievement
of the competencies of a Vocaticnal Education Curriculum Specialist. Each
major section is briefly described below.

PART I: ORGANIZATION AND ADMINISTRATION

PART I contains an Overview and Rationale, Educational Goals and Performance
Objectives, Recommended Learning Materials, and Suggested Reference
Materials. This section will help the user answer the following questions:

How is the module organized?

What is the educational purpose of the module?

What specifically should the user learn from this module?
What are the specific competencies emphasized in this module?

What learning materials are necessary?

What related reference materials would be helpful?

PART [I: CONTENT AVD STUDY ACTIVITIES

Part !I contains the cortent outline arranged by goals. The outline is a
synthesis of information from many sources related to the major topics
(goals and objectives) of the module. Study activities for each goal and
its corresponding objectives follow each section of the content outline,
allowing students to complete the exercises related to Goal 1 before going
on to Goal 2.

PART III: GROUP AND CLASSROOM ACTIVITIES

The "Activities-Resources" column in the content outline contains refer-
ences to classroom or group activities and discussion questions reizted to
specific content in the outline. These activities and discussion questions

11
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are located in * 1 111 and are for optional use of either the instructor
or the student. Boli. the classroom activities and discussicn questions are
accompanied by suggested responses for use as helpful examples only--they
do not represent conclusive answers to the problems and issues addressed.
Also contained in tha "Activities-Resources" column are the reference
numbers of the resources used to develop the content outline. These

reference numbers correspond to the numbers of the Suggested Reference
Materials in PART I.

PART 1V: STUDENT SELF-CHECK

PART IV contains questions directly related to the goals and objectives of
the module. The self-check may be used as a pre-test or as a post-test,
or as a periodic self-check for students in determining their own progress
throughout the module.

PART V: APPENDICES

Appéndix A contains responses to the Study Activities from PART II, and
Appendix B contains responses to the Student Self-Check. The responses
provide immediate feedback to the user and allow the module to be used
more effectively for individualized study. They have been included in the
last part of the module as appendices to facilitate their removal should
the user wish to use them at a later time rather than corcurrently with
the rest of the module. )

Approximately 30 hours of out-of-class study will be necessary to complete
this module.

Overview and Rationale

The term "management" in the context of vocational education refers to
two types of management systems. The first type, administrative mranage-
ment, is the scheduling of materials, resources, instructors, students,
and events. The second type, classroom management, is the process of

keeping track of student learning in the classroom or in cooperative
and on-site facilities.

12
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’ The essential ingredients of botr types of management are careful plan-
ning before implementation an continuous surveillance after implementa-
tion to ensure t'1t the program or course is achieving the desired
results.

This module has tv Joals. The first goal discusses the requirements,
materials, and events that make up administrative management.

The second goal discusses a variety of classroom management plans.
Since individuu..ced instructior is particularly appropriate for voca-
tional education, management plans for individualized instruction are
stressed.

13




Gceals and Objectives

ypon completion of this module, the student will be able to achieve the

tollowing qgoals and objectives:

GOAL 12.1:  DEVELOP AN ADMINISTRATIVE MANAGEMENT PLAN FOR A NEW COURSE.

Objective 17,11 Describe how to establish a schedule of
classes and teachers.

Objective 12,12 Describe how to plan and select instruc-
tional facilities.

Objectave 12.1% Describe how to purchase equipment.

Objective 12.14 Describe how to maintain an inventory of
instructional material. and equipment.

Objective 12,15 Prepare a plan for selecting instructors.

Orvective 12,16 Prepare a plan for selecting students.

Objective 12,17 Describe how to prepare a budget for a course.

GOAL 12,70 STUDY A VARIFTY OF CLASSROOM MANAGEMENT SYSTEMS.

Ohjective 12,21 Describe the major management characteristics
nf individualized instruction and qroup
instruction,

Objective 172.22  Describe the basic classroom activities
necessary for effective classroom management,,

Objective 12.23  Describe the management responsibilities of

the instructor and the student.

AL
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PART 1l
CONTENT AND STUDY ACTIVITIES

Goal 12.1

Content Outline Activities-Resources

Y24 ////////////
Goal 12.1: Develop An Administrative
Management Plan for a New Course.

s

A. Administrative Management* * See Discussion
Question A in
1. This discussion provides guidelines for carry-i Part III.

’ ing out the planning and management functions
essential to successful implementation of an
instructional program. The emphasis is on
assuring that the right people are at the
right place at the right time, that they know
what they are supposed to do, and that they
have the materials, equipment, and facilities
to do it.

2. The procedure ensuring that a course will be
well managed should include the following
steps:

a. Prepare an instructional guide and a
student manual.

b. Select instructors.

c. Train instructors.

d. Select students.

e. Secure time allocation, space, materials, (3) Planning, Imple-
0 equipment, etc. menting, and

The order in which these steps are completed %%%%E%E%%gbara-

may vary--but they must all be completed (3). tion Programs.

-7-
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Content Outline (continued)

_m

B. Preparing the Instructional Guide and Student

Manual

1.

Preparing the Instructional Guide: One of the

most critical items you have to develop or

locate is an instructional guide that describes

the ccurse and gives directions for administer-

ing it. At the minimum, it should contain:

a. a clear, complete description of the
course;

b. a description of the target population;

c. directions for administering and scoring
tests;

d. directions for administering the course;

e. details of how the course will be integra-
ted within your particular school; and

f. information such as scheduling, equipment
location, personnel assignments, contin-
gency plans, and other details peculiar to
a specific situation (4).

Preparing the Student Manual: Most of what

has been said about the instructional guide is
also true of the student manual. Students must
have a clear idea of what they are supposed to
be doing if they are to make optimal use of
the Tearning situation. In addition to objec-
tives, practice exercises, and tests, the
students must know how they are expected to
meet the objectives and what they are to do
once they do meet them.

When you are implementing a new course, it is
particularly important to let the students

10

(4)

An Empirical
Course Develop-
ment Model. See

also: (2)

Instructional
Systems.




O Content QOutline (continued)

R e _—*_
know the role they are playing. Since it is
still being evaluated, a new course is in the
development stage. You need the students'
reactions to the course. If you keep them
informed, they are more likely to respond
positively.

At the minimum, a student manual should

include the following:

a. objectives;

b. sample final test items;

c. practice tests or self-evaluation tests;

d. directions for using learning resources;
‘ e. directions for the learning sequence and

options available;
f. required scheduling events;

g. time schedules that must be met (4).* (4) An Empirical
Course Devel-
opment Model.

C. Select and Train Instructors

* See Discussion
1. You will want to select instructors who are Question B in

experienced not only in the subject matter of Part III.
the course, but also in the particular type of
instruction required by the course.

2. The instructor is the vital part of any in-
structional system, and the effort you put into
helping prepare him to undertake the functions

expected of him will be effort well spent.

You are not expected, of course, to teach some-
one everything he needs to know to be an in-
‘ structor. The assumption is that you have

20
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Content Outline (continued)

—_—

chosen instructors who are already competent

in their field. What you will need to do is
make sure that the instructor becomes
thoroughly familiar with your particular
course. He must be oriented to the philosophy
and point of view of the employing institution|
Make sure he has thoroughly reviewed the
instructional quide, student manual, supple-
mentary instructions, and all the learning
materials and equipment with which he will be
involved. (5) Instructional

3. Make sure that the instructor is familiar with Systems Devel -
opment Model.

administering the tests. When performance

tests are to be used, special instructor traind4 * See Discussion
Questions C and

ing in test administration may be required D in Part 111

(5).*

D. Select Students

The instructional guide will have defined the popu-
lation for which the course was designed. That is,
the required entry behaviors of students will have
been outlined and, probably, tests or other ap-
praisal devices included to help you determine if
the prospective students are underqualified or
overqualified for the course. Although you may
have no control over the actual assignment of stu-
dents to the course, you can make known your opin-
ion as to the appropriateness of student selection.

E. Establish Schedule

1. Some of the management details involved in

implementing instruction might appear insig-
nificant--that is, if you have never had this

Q -10-
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‘ Content Qutline (continued)

h——————-ﬁ-.“
responsibility. Some of these details will be
discussed briefly here,

2. You must determine when instruction will bedin
and end. The overall course time will be in-
dicated in the instructional guide. Often,
however, this is just an estimate. You will
want to arrange as much extra time as pos-
sible--but you will also need to plan what to
do with students who finish early.

3. Time allocations per topic or block of instrucH
tion are usually listed in the instructional
quide. These allocations determine when and
for how long you will have to reserve certain
aquipment and facilities. liowever, again

’ keep in mind that these times are generally
estimates.

4. In self-paced programs, some individuals will
finish before others. Self-pacing will, how=-
ever, be meaningless if the faster learners
then have nothing to do. Sometimes, they are
permitted to go to their next duty, and some-
times they are utilized as peer tutors for
slower learners. MWhatever the decision, how-
ever, it should be planned in advance.

5. When the program (or parts of it) is not self-
paced, it might be possible to permit fast (3) Planning, Im-

learners to spend time away from the instrucC- plementing,
and Evaluating

Career Prepar-
an opportunity to catch up (3). ation Programs.

tional setting; this would give slower learners




Content Outline (continued)

—m

F. Secure Adequate Facilities

1. The time to specify needed facilities for a

course is after specific goals, instructional

objectives and units, methods, and evaluation
procedures have been planned. It is only then

that minimum, essential facilities for an opti-
(12) Planning and

Organizing
(12). Instruction.

2. The first factor to consider is the ~umber of

mal educational experience can be identified

work stations that are needed for the course.
The work station is defined as "the bench,
machine, desk, study carrel, or place where
one student may work or headquarter for a
period of time while the student does research
plans and constructs a project, or carries out
some experiment or unit of work" (12).

3. It is worthwhile to search the literature for
recommended facilities and space requirements
for your course.

Before making any decisions, however, you
should also talk with others who have offered
similar programs and with those who are experts
in the field. They can help you determine the
necessary facilities for the course. When
consulting with others regarding the facilities
required, you might follow the steps Tisted
below.
a. Contact both program directors in other
institutions and industry representatives
and ask them to assist you in determining

23
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' Coritent Outline (continued)

w
the facilities necessary for a given new
course. They should be able to discuss
the adequacy of their own facilities to
offer some helpful suggestions for the
establishment of the new course(s) or
program(s). They should also be aware
that you want the minimum requirements, nof
the ideal. You will have to provide these
people with the following data:

(1) the expected number of students to be
served--
(a) total number, and
(b) number per class session;

(2) the course and program to be offered;

‘ (3) the instructional methodology that

will be used--
(a) classrooms, -

) laboratories,

) audiovisual-tutorial carrels,

)

-the-job e i , if )
on-the-job work experiences, 1 (3) Plamning, In-

anys Tementing,
(4) the hardware (equipment) that will be and Evaluating
d (3) Career Prepar-
use . Trepar

ation Programs.
b. Together with the other experienced program
directors, you should try to determine the
following points:
(1) the space required for the equipment;
(2) the space required for the classroom
instructional area;
(3) the total square footage required for
the classrooms and laboratories;

24
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Content Outline (continued)

mmm__-
(4) the type of facilities and struc-
ture(s) needed for housing the hard-
ware . ... the classrooms. In making
this determination, the following
factors should be considered:
(a) 1Is window space needed?
(b) Is ventilation needed--exhaust
fans or hoods?
(c) Is air-conditioning or refrigera|
tion needed?
(d) Is natural lighting needed?
(e) What type of artificial lighting
is needed?
(f) What ceiling height is needed?
(g) What size doors are needed?
(h) What electricity is needed--110,
220, 440,880, and single phase

” :
or three phase voltage? (3) Planning, Im-

(i) Is running water needed? plementing,
. . 1k and Evaluating
(j) Are special wash facilities Career Prepar-
needed for students (3)? ation Programs.

4. As a general rule, the followirg guidelines
should be followed if you are preparing new
facilities.

a. Prepare for delays in construction.

b. Talk not only to teachers, but also to
those who are on the job.

c. Don't rely on other vocational facilities-:
your needs may be different, and real-life
requirements may have changed.

d. Avoid the "dual n,e" idea. These economy
efforts often result in neglected vocationg
al program objectives. o=

25




Content Outline (continued)

G.

Purchase or Locate Adequate Equipment

e. Choose an architect with prior expericnce

f. Don't overlook strong public relations

g. Build facilities after you have develcped

in vocational facility planning.

aspects when planning facilities.

educational specifications that have been
researched and substantiated by facts (9).1

1.

The next step is to purchase, or if possible
locate already purchased, equipment‘for the
career program.
Consider the number of hand tools, instruments
(in health occupations), utensils, or other
jtems of specialized equipment needed for each
program. To determine the minimum amount of
special equipment needed by students at any oné
time, the teacher and curriculum specialist
need to anticipate the kinds of units, pro-
jects, experiments, or activities that will be
done at the work stations. This is done by
analyzing the manipulative tasks or operations
involved in all possible activities to deter-
mine the equipment that will be used by any
one person for each operation or task.
When curriculum builders have identified the
equipment necessary for one student, they then
need to coi. ider:
a. the number of work stations at which such
a project, experiment, or activity is
likely to be performed concurrently;
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[t is important for school systems to establish
sharp definitions, for budget and accounting
purposes, to.distinguish .tms as either in-
structional supplies or instructional equip-

Content Outline (continued)

the degree to which tools, instruments, or
other items are used in performing an
operation or task; and

the amount of student cooperation éxpected
in the use of any one piece of equipment
(12",

ment.

a.

One distinction often made is that instrucH
tional supplies (used interchangeably and

synonymously with instructional materials)

are those items that are used in some way
to facilitate a unit of work, or used in
the const-uction of a project; they are
:sually used once, or a few times, by the
stulrt. T.ey are the expendable items.
Instructional equipment, on the other hand|

includes the tools and machines that can
be used again and again over a period of
time. They are not expendable.

Examples of equipment and supplies include:

Equipment Supplies
wheelchair (for trans- medicine droppers
porting patients) paper
cash register tool bit
macrine lathe flour
rc  jerator (12)
27
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Content Outline (continued)

—_—————

5. If vou have developed a new course and equip-
ment is not available, you will have to follow
the procedurcs used in your district in order
to acquire materials. Usually the procedure
involves the following steps:

a. Show instructional need for the equipment.
Usually the instructional guide 1ists the
required materials and equipment, and this
is adequate proof of need.

b. Draw up instructional specifics that list
all required equipment. Give a copy of the
instructional specifics to the purchasing
department, who may then add requirements
and criteria. ‘

‘ c. Advertise for bids. There are different
criteria in each district. For instance,
one district allows you to get telephone
bids for amounts under $200; other dis-
tricts have higher or lower limits for
telephone bids.

d. Compare the instructional and purchase
specifications to the bids, and after a
specific period of time, select the lowest
bid made. State laws govern which bids yot
may select. In some states, for example,

you may select either of the two lowest * See Classroom

bids. : Activity 2 in
e. After the equipment and materials have Part III.

arrived, verify that they do in fact meet |* See Discussion
Questions E and

the criteria and specifications of the F in Part III.

bid. * *
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Content Outline (continued)

——_—
6. Traveling labcratories are becoming more popu-
lar as they are being used to facilitate voca-

tional education programs.

a. In a 1973 survey, it was found that 16
states were using more than 50 different
mobile units for various vocational pro-
grams. QOther states reported that they
planned to use mobile units in the future.

b. Three types of trailers were found in use.
(1) One is the commercially available

"house" type unit outfitted by firms
in the business of providing mobile
classrooms.

(2) Another is an old passenger or school
bus with the equipment for the program
built in by either the school or a
commercial firm.

(3) The third is a trailer constructed on
a purchased chassis by a vocational
school, who then installs the neces-
sary equipment.

c. The reasons for using mobile units vary
widely. New Jersey, which operates 12
units, hopes to promote permanent programs
by demonstrating what can be accomplished
with a mobile unit. Sc districts use
them when low enrollmenis do not warrant
a permanent facility. Others find it
feasible to share the cost of the labora-
tory and the instructor's salary among

29




. Content Outline (continued)

schools, like the district in Colorado that

daily shuttles an electronics facility

between two schools 18 miles apart. The

units in New York City are used to enrich
the elementary program with hands-on, or
performance, occupation-oriented activities.

d. The advantages advocated for mobile units
are:

(1) They are initially less expensive than
adding a building to a school.

(2) The cost per student is lower when the
program can be shared with one or more
additional districts.

(3) Expensive equipment is used to a

‘ greater degree since the mobile unit
moves to another school when instruc-
tion is completed.

e. The disadvantages of mobile units are:

(1) The facility depreciates rather
rapidly.

(2) The tractor or power unit involves
high maintenance costs--gasoline, oil,
tires, and repair.

(3) Delicate instructional mechanisms and
equipment may be damaged when trans-
ported over rough terrain.

(4) The safety zones and work space around
the machines are usually limited be-

cause of the narrow widths of the (12) Planning and
. . Organizing
mobile uvnits (12). Instruction.
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H.

Study Activities

Based or. your reading of the content outline and any additional referfnces
4 g o] L

as suggested, complete the following activities.

Class Schedulirqg

At some point, you must schedule classes and teachers for the first
term or year of a course or program. There are a variety of alterna-
tives in scheduling, and usually you will be able to select the
alternative that best meets the course regu.rements. You should,
however, check with your supervisor to determine if *thore are
established scheduling policies that must be followed.

Before you develop your own schedule, take some time to consider how
the following types of instruction might be used--either as described

or in a modified form--to improve the effectiveness of your program.

Team Teaching (3). Team teaching refers to several teachers (usually

two to five) working together as a "team" with a common group of
students. The team has joint responsibility for planning, developing,
implementing, and evaluating an educ