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OPERATING LEARNING RESOURCE CENTERS: A MANUAL
PREFACE

With the inception of the SEINCS in 1963, a network of Associate Special Education
Instructional Materials Centers was established. These Centers were given the
responsibility for the acquisition, development and circulation of instructional
materials for vse with handicapped Tearners, In about 1973 the role of these Centers,
now referred to as Learning Resource Centers (LRCs), began to expand to include
educational appraisal and programming services. Until 1974, however, when Blackhurst,
" Wright and Ingram completed. their "Competency Specifications for Directors of Special
Education Resource Centers"l, no complete description of the functions, competencies
and tasks required of a fully operational Center existed. In the ‘susmer of 1975 the
Northwest Learning Resources System, composed of the Northwest Area Learning Resource
Center and the Northwest Regional Resource Center, became interested in how both the
on-going and newly developed Special Education Learning Resource Centers (LRCs)
within its region could be oriented and trained to make use of the new competency
specifications. With its role of building intra-state capacity for the operation of
LRCs, the development of a manual was seen as a viable tool for use by state, regional,
and Tocal-LRCs. '

The purpose of the manual is to assist regional and local LRCs in developing and imple-
menting their programs with a minimum of outside assistance. The manual itself is

divided into five broad sections which are then defined in terms of function, strateqy
~and task. The tasks are then broken.down in such a way as to assist the LRC in their
inplementation. The user is presented with Considerations (questions that need to be
asked before implementation) and Step-by-Step Procedures. Many inter-relationships -
exist between functions, strategies and tasks; an attempt has been made to reference these
whenever possible. | |

This manual will be accompanied by a second volume of exambﬁes ahd references which
will be coded in the same manner as the manual for easy access.

1 Blackhurst, A. Edward, Wright, William S., and Ingram, Cregg F., Competency Specifi-
cations for Directors of Special Education Resource Centers, Special Traintng Project
0£G-0-72-4305(603) through HEW, University of Kentucky, Lexington, 1974.
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This manual” has been developed with input from many persons both from within and

outside of the national LRS network. This is the third and final draft of the Manual

and is a result of thorough review and field testing of the previous field draft
in 16 LRCs within the Northwest region.

The Northwest Learning Resources System is very much interested in receiving feedback
on the content, format, and usability of the Manual.

Many people are to be thanked for their input into this manual's development, The
list s long and they are acknowledged by name on pages 301-303. Caroline Moore has
worked very ably to edit, format, and coordinate the publication of this manual.

David Piercy

Northwest Learning Resources System
University of Oregon

Eugene, Oregon

January, 1977
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USER'S GUIDE TO OPERATING LEARNING RESOURCE CENTERS: A MANUAL

OVERVIEW OF OPERATING LEARNING RESOURCE CENTERS: A MANUAL

Operating Learning Resource Centers: A Manual is intended to assist regional and Tocal
Learning Resource Centers (LRCS] in developing and implementing their programs with a
minimum of outside assistance.

The manual is divided into five major sections (see Figure 1) representing broad subject
areas (brown tabs) in which LRCs might operate:

- Planning and Evaluation |
- Management
- Appraisal and Programming
- Materials Support
- Personnel Support
The major sections are divided into fifteen FACTIONS (sang tabs) (see Fiqure 1)

A FUNCTION is defined as a role which
might be performed by the organization

Each FUNCTION is in turn divided into STRATRGIES. There are 35 STRATEGIES in the Manual.

A STRATEGY 5 defined as a recommended

behavioral event required to perform
the roles (FUNCTIONS)

s 2



Each STRATEGY is divided into a number of Tasks.

A Task is defined as an activity for
inplementing the STRATEGIES

Each Task in the manual is divided into suggested mechanisms- for accomplishment:
- (onsiderations
- Step-by-step procedures

See Figure 2 for the format page used with each Task.

CONSIDERATIONS: questions, problems, Joopholes,
possible internal and external constraints
to be considered before attacking each Task

STEP-BY-STEP PROCEDURES:- An approach to the
Task detailing the basic steps necessary
for completion

1 Qg;ratlng.Learn1_g_Resource Centers: A Manual, Volume II: Examples is being compiled
and is expected to be completed by June, 1977. The examples il be coded according
94 10 whether they are applicable to an entire FUNCTION, & STRATEGY, or one or more spec1f1c

Tasks

14
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Figure 1: OPERATING LEARNING RESOURCE CENTERS
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CONSIDERATIONS STEP-BY- STEP PROCEDURES

FIGURE 2
29
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USE OF THE MANUAL

Each of the 15 FUNCTIONS is introduced with a brief description of what is included in
that function and definitions of any unusual or unfamiliar terms. Where there are
- interrelationships between functions, strategies and tasks, an attempt has been made to
cross reference those relationships. Probably no one function, strategy or task can be: i
dealt with in isolation, as the Manual has been organized to represent a flow of activities
~ through which an LRC might operate.

Before working in any one givan function or strateqy area, it will be helpful to review
the Table of Contents, which outlines the manual and demonstrates the areas-in which

- varfous LRCs might operate. The user will also be aided by reading the introductions
to the functions for an overview of function content. ‘

Who are the users?

Operating Learning Resource Centers: A Manual should be useful to LRCs with various levels
of sophistication. The LRC at the workscope definition and proprosal writing stage could
use the Nanual to outline all the procedures necessary for developing a fully operational
program. The LRC which is already operational but plans to add or revise a program
component such as appraisal and programming services or information support services,
could yse the appropriate portions of the Manual for those purposes as well. Any LRC

could use the Manual outline (Contents) as an assessment device to check for gaps in

the State of organizational development.

The Manua] can also be useful for others than LRC personnel. The subject areas and task
analysis are relevant for special education and regular education administrators and

support personnel.

31

o
ERIC g

Full Tt Provided by ERIC.



- FUNCTION 1.0 DEFINING LRC MISSION AND SCOPE OF WORK
Strateqy 1,1 Hrite mission statement for LRC

Strategy 1.2 Defing LRC scope of work

INTRODUCTION

Before an LRC can begin determining its specific activities and procedures, it is
important that & philosophy and well defined workscope be determined. This section
examines possible tasks and procedures that can be used by LRCs in defining, preparing,
and gaining approval of the LRC Mission and workscope Many of the other sections in
this manual refer the user back to the defined mission and workscope to insure that the
tasks being implemented are justified by the mission and workscope. -

In this section and throughout the manual the ALRC/NCEMMH/SO and the RRC/CORRC networks
are mentioned. The ALRC ?Area Learning Resource Center), NCEMMH (National Center for
Educational Media and Materials for the Handicapped) and SOs (Specialized Offices) are
composed of a national and 13 regional centers which provide support to the states in
the delivery of media, materials, and educational technology to their handicapped
children. The RRC (Regional Resource Center) and CORRC (Coordinating Office for
Regional Resource Centers) are composed of a national and 13 regional centers which
provide support to the states in the delivery of appraisal and programming services.

q ()
ERIC | :
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Strateqy 1.1 Write mission statement for LRC

“Task 1.1.1 Examine philosophy and educational orientation of
LRC service area

Tagk 1.1.2 Review LRC concept
Task 1.1.3 Write mission statement

Task 1.1.4 Obtain approval of mission statement (with revision, if
necessary) from governing authority

25
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CONSPERATIONS

1.1.1 Examine philosophy and educational orientation of LRC service area

STEP - BY - STEP. PROCEDURES

. What is the philosophical orientation of board(s) of
education concerning LRCS?

. Is your professional philosophy concerning education
and the LRC consistent with that of the local board
of education?

. What s the philosophy of the educational leadership
in the service area (e.g., Teacher associations and
professional groups) toward LRCs?

. What is the mission(s) for LRCs as suggested by the
regional ALRC and/or the ALRC/NCEMMH/SO and RRC/CORRC
Networks?

. What has been the history of public reaction to
LRC-related services?

. What has been the history of initiation or termination
of educational programs by local districts(s)?

. Consider written statements of policy and philosophy
relating to special education from governing board(s)
and appropriate professional organizations: -

3. schedule meeting(s) with governing board(s) and
appropriate”professional organizations to explain
and elicit cooperation and/or

~ b, make personal contact with leaders of service

area educational agencies.

Rl
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. Gather appropriate data on philosophy and policies

of service area jurisdiction(s).

. Secure written statements of policy and philosophy

relating to special education from governing
board(s) and/or appropriate professional organi-
zations. Lo

. Schedule meetings with governing board(s) and/or

appropriate professional organizations to explain
the project and elicit cooperation.

. Hake persong].-contact with leaders of service area

education agencies for the purpose of being verbally
informed of policy and philosophy as they relate to
LRC services.



CONSDERATINS

STEP - BY - STEP PROCEDURES

I, Is there a clearly defined concept of the LR(?

2. Do teachers, administrators, or other Tocal groups
have a clear concept of what they want the LRC
to be?

3. Wil the LRC interface with the existing media
program for non-handicapped children, and if so,
how? ‘

28

1. Review manuals and excerpt or abstract pertinent
statements relating to an LRC concept at national,
regional, state and Tocal Tevels for statements of
perceived’intent of an LRC.

2. Examine quidelines and regulations pertaining to
PL93-380 and PL94-142 as well as pertinent state
law regarding special education,

39



TASK

1.1.3 Write mission statement

CONSIDERATIONS

STEP-BY - STEP PROCEDURES

E

r

R

Toxt Prov

RIC

. How is the mission of the LRC Timited (e.q.,. time,

money, staff, facilities, and services)?

Is the mission comprehensive enough to include
all those things an LRC might want to do?

Is the LRC mission delimiting enough that it does
not include all educational services? (That is,
not as broad as the Mission of all education or
all specia) education.)

ERIC.

29

. Select those statements of intent which reflect

the current capabilities of the LRC.

. Write the mission statement using only those -

currently feasible statements of intent.

. Review the mission statement with the Advisory

Group and consumer representatives using
Considerations as guidelines. (See 3.2.2 for

* Advisory Groups.) -

41
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CONSIDERATIONS

1.1.4 Obtain approval of mission statement (with revision, if necessary) from governing authority

STEP-BY - STEP PROCEDURES

42

. Have governing board members had previous input
concerning the LRC mission development?

. A what meeting and where on the agenda is the
LRC mission discussion?

Do you have adequate knowledge concerning LRC
~ functions to answer board member questions concerning
potential outcomes or benefits?

Is the Director of Media Services for reqular
education supportive of and knowledgeable about
your proposal?

Corsider obtaining documentation, or testimony of
similar successful programs, including availability
of funds, resources, and outcomes.

ERIC
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. Arrange for an appropriate time on the board

meeting agenda.

. Prepare presentation. Utilize visuals and handouts

when possible, but Timit them to relevant items,
and keep them concise and easy to understand.

. Brief supportive board members and administrators

as appropriate prior. to meeting.

. Present the mission statement to the board.

. Secure adoption or rejection of statement, If

statement is rejected, secure approval for
future presentation-of a revised statement.

43



Strategy 1.2 Define LRC scope of work

Task 1.2.1 Exanine available materials on national, regional, state
-and local LRC workscope functions

Task 1.2.2 Examine comprehensive area of state plans for special
education services

" Task 12,3 Adopt workscope for LRC

El{l\C : ® o 3
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1.2.1 Examine available materials on national,

CONSIDERATIONS

regional

, state and local LRC workscose functions R

|

STEP-BY - STEP PROCEDURES

s

. What materials are available on national, regional,
state and Tocal LRC workscopes and where can they be
1ocated?

. MewahMemewemmmﬂsmmw&Mwnh
the LRC mission? (See 1.1.3 for mission statements.)

. Are personne] available who can assist in LRC work-
scope interpretation at nat1ona1 regional, state
and Tocal Tevels?

. *What aspects of the potential LRC workscope might

receive national, regional, state, or local LRC
support?

I:IQ\V(Z

; IText Providad by ERIC.

8.

. Contact potential sources of LRC workscope

information and request materials.

Acquire and review ALRC, RRC, and BEH State
LRC expanded workscopes {available from ALRCs
and RRCs).

Review available workscope information.

Identify state/regional persomnel who can assist
in the interpretation of workscopes.

Obtain face-to-face, phone or other a551stance
from state or regional personnel,

"



TASK

CONSIDERATIONS

1.2.2 Examine comprehensive area or state plans for special education services

STEP - BY - STEP PROCEDURES

1. What relevant intra-state cooperatives or statewide

~o

comprehensive plans exist? Do any of those plans
directly constrain or support LRC workscope deve]op-
ment?

Do existing advocacy‘groups (CEC, ARC, ACLD, AECT)
have “model" plans and quidelines which constrain
or support LRC workscope development?

3. Do existing plans of other agencies (State Mental

48

Health, County Public Health Nurses, Educational
Technology Division) support or constrain LRC -
Workscope development?

e \ 4{;'

. _34'. _

. Contact sources of other plans relating to

LRC workscope development.

. Review available p]ans.

. Identify and utilize appropriate persomnel to

help assess how plans constrain or support LRC
workscope development.

4
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TASK 1.2.3 Adopt workscope for LRC

CONSDERATIONS =~ - -~ STEP-BY - STEP PROCEDURES

meummnmmemmmmwm 1. Review the mission statement.
the philosophy of the service area and with the | .
mmmmmm(MmeMMMﬂMMm 2. Review ALRC/RRC workscope materials.

2. Insure that the workscope carries out all aspects 3. Prepare a first draft of the workscope using
of the mission and is congruent with it. elements, when possible, from existing work-
scope materials.
3. Use a format for the workscope which is consistent C
with ALRC/RRC workscopes or some other format with 4, Use "expert" opinion (from SEA or regional ALRC/ .
cormon acceptance in the state. ' RRCs), Advisory Group or other input and Togical
: | analysis to test the completeness of the workscope.

b, mmmmﬂymﬁmWWMmmehmmS%nﬂ%mw.
6. Following revisions, present workscope for

approval to appropriate governing body. Adopt
statement.

‘ 51
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FUNCTION 2.0 ASSESSING NEEDS FOR LRC SERVICES AND DEVELOPING LONG-RANGE PLANS

Strategy 2.1 Design needs assessment for special education resourees
in the geographical area served by the LRC

Strategy 2.2 Develop long-range plans for LRC services

INTRODUCTION

As an LRC begins to develop its operational plans, it is important that it assess
the needs of its client population. This section provides procedures for determining
Jho the clients are, determining their needs, employing forecasting procedures, and
‘developing Tong and short term goals and objectives based on that needs assessment.

b2 | | "
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Strategy 2.1 Design needs assessment for special education resources in the
geogruphical area served by the LEC

Task 2.1.1 Define clientele in the service area (by strata/group)
Task 2.1.2 Identify clientele and ¢lientele needs in the service area
Task 2.1.3 Prioritize the needs of the clientele

Task 2.1.4 Identify which needs are being met by other agencies or
existing LRC services

Task 2.1.5 Employ forecasting techniques to anticipate future needs

3



TASK 2.1.1 Define clientele in the service area (by strata/groups)

CONIERATOR

STEP-BY-STEP PROCEDURES

. .How have previous efforts within the service area
defined clientele?

. How have research and incidence studies defined
¢lientele?

. Does state Taw or the governing board constrain how
clientele are defined?

. Who is the primary target(s) of LRC services? HWith
which groups must the LRC work in order to reach the
primary target?

. Who is the target population of the funding agent?

. What populations are referred to in LRC goals?

4

.Rmﬁmmmummnwmmwmmt
population. (See 1.1.3 for mission statement.)

. Review state and Tocal sources to identify

personnel falling within target population.

. Identify"population groups to be served and

services to be offered each group.

o7
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CONSIDERATIONS

2.1.2 Identify clientele and clientele needs in the service area

STEP-BY - STEP PROGEDURES

t

. (an someone be contracted to identify client needs
more efficiently and for less money than it would
cost for the LRC to do it?

2. Have other agencies already collected some needs
assessment data which can be shared?

3. lWhat other resources within the service area exist
to help with a needs assessment (e.g., R and D
section, curriculum committee, advocacy groups)?

4. Do you want to be able to identify clientele by
specific name, location and needs, or is sumary
data sufficient to implement the LRC workscope?

5. Do tools and procedures already exist which would
be applicable to an LRC needs assessment?

6. Hhat {s the most appropriate source of needs data:
- judgments of opinion leaders
- judgments of clients

- LRC.performance data?

ERIC

4

. Locate all available and relevant statistical records.

. Estinate needs by first analyzing all existing data

before deciding to collect any additional data. [Use
census data, incidence studies, service agency records,
LRC records, state or Tocal education statistics, .
trafning institution statistics, historical data and
progections. Determine whether additional data is
needed.

. If additional data is needed, identify ard secure

resource personnel, advocacy groups, and others who
will assist in data collection procedures.

. Design or select a collection process which includes:

a. procedures for communication between the LRC
and data collectors

b. the usé of reliable instruments

L4

C. a sample selection (where applicable)

. Pilot needs assessment procedures on a small sample

to check for problems before implementing the survey
area-wide.

. Develop procedures for suimarizing, compiling, and

interpreting data to be collected, i.e., data
processing or manual manipulation, i

: MMWmtmewHwﬁmofmwsuﬁsdeum
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' STASK 2.1.3 Prioritize the needs of the clientele

| )

CONSIDERATIONS | STEP-BY - STEP PROCEDURES
1. On what basis should needs be prioritized: 1. Determine a basis for prioritization.
- frequancy of need | 2. Determine how many levels of prioritization
are functional.
- acceptability to service area values
. 3. Determine the volune of data and the level of
- severity of need processing required of prioritization (i.e., data
processing or manual manipulation).
- developmental delay? o
_ 4. meiipulate the data as required.
Z. Keep variables used in-prioritizing to an
acceptable minimum, . 5. Examine prioritization results.
3. Be prepared to rethink, expand, and revise the 6. Determine whether other prioritizacion steps are
way needs are prioritized when assigning resources necessary.
to solutions. - (See 3.0 for developing operational
plans.) -
61
60
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2.1.4  Identify which needs are being met by other agencies or existing LRC services

(See 9.1.1 for available appraisal and programming services.)

BUNSIDERATIGNS

STEP - BY - STEP PROCEDURES o

1. What services provided by other agencies meet needs
addressed within the LRC workscope?

2. Try to assess the services of other agencies in
terms of their match to the LRC workscope.

3. Utilize Deve10pmenta1 Disabilities service direc-
tories, service coordinators, and multiservice
agencies to assess existing services. Do not
reinvent the wheel.

4, Try to get a description of services provided by
other agencies at a level compatible with the
LRC workscope either through contacts with agency
directors or other appropriate means.

[Kc

Aruitoxt provided by Eic:
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. ldentify agencies prov1d1ng any 5erv1ces relating
to the LRC workscope.

. Acquire statements of ser@icés available from all

identified agencies.

. Determine other agency service capacity and level

of services which fall within LRC workscope area.

. Document needs currently unmet by LRC and other
. agencies.
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TASK 2.1.5 Employ forecasting techniques to anticipate future needs

CONSIDERATIORS

STEP-BY - STEP PROCEDURES

1. Can the LRC employ outside help to develop &
plan to identify future needs?

2. To what extent does the LRC require forecasting
accuracy and sophistication?

3. How much support exists from the administration,
advocacy groups and other professsionals for
meeting long-range needs?

4. Who or what agencies have data usable for
- identifying Tong-range needs?

5. Are trends evident (social, Tegal, or other)
which may impact upon the interpretation of
forecasting data?

&HWMwm%wMMwmmmanMWme
LRC funding agent? 1 year? 18 months? 3 years?

1. How Tong-range are other LRC comnitments?
Facilities lease? Staff commitments?

45

1,

Identify factors which may affect future needs
of the client.

Ut1]121ng information from SEA, LEA and ofher
agenc1es determine the Tong~-range needs for
services to be provided by LRC,

Utilize ant1c1pated future needs in developing
long-range plans. (See 2.2 for developing
long-range plans.)



Strategy 2.2

Develop long~-range plans for LRC services

Task 2.2.1 Utilize needs data to develop a draft of long-range plans
for LRC services

Task 2.2.2 Review, modify and revise long-range plans for LRC
services . ,

Task 2.2.3 Obtain governing authority approval for long-range plans

47




TASK  2.2.1 UtiTize needs data to develop a draft of long-range plans for LRC services.

(See 2.1 for needs acsessment. )

CONSIDERATIONS

1. Examine needs in 1ight of the workscope and

determine which needs can be addressed, or which

workscope areas should be modified.
2. Keep Tong-range plan drafts to a manageable
and wider input and reaction.

3. Tailor the amount of complexity in the long-range

plans to the audience for which they are intended.

4, Unanticipated needs might arise during the
forecasted period,

. Design the format for the long-range plan.
. Write a draft of immediate, intermediate, and

Al

STEP-BY - STEP PROCEDURES

. Revise, as necessary, immedate needs and priorities;
- {f appropriate, revise immediate, intermediate, and

long-range needs.

long-range goals (and, as appropriate, objectives,
strategy descriptions, and narrative explanations).,

. If appropriate, determine resources necessary to

meet immediate, intermediate, and long-range goals.
(See 3.1.3 for resource allocation; 3.2 for
obtaining support.)

. Write long-range plans based upon the identified

long-range goals.

68
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CONSIDERATIONS

2.2.2 Review, modify and revise long-range plans for LRL suvices ‘ I

E—

STEP-BY - STEP_PROCEDURES

1. To what extent should consumer inut, expert
opinion, staff input, parent input, be utilized
in revising 1ong-range plans?

2. Involve people who w111 be affected by the plan

in ts developnent (staff and consumers, primarily).

69

. Develop procedures to obtain input.

. Identify apprbpr1ate staff, consumers, and others

who would be willing to react to and modify the
Tong-range plan.

i
1)

. Utilizfag their input, establish a tine Tine for
7 furihar veview orrewriting of plan,

. Provide the necesssary staff tine and resources

to complate the plan rewrite.

. Produce copies of the plun as necessary for

distrihytion,

10



| TSK 2,23 obtain goveaning authority approval for long-range plans

CONSIDERATIONS

], Have the governing board mesbers had previous
input into the long-range plans?

2, Where applicable, give documentation or testimony
about potentially available funds and resources
and potential impact and benefit.

=37 Doyour have adequate nformation-concerning -
long-range plans to answer questions about
implications for resource allocation?

]

STEP-BY - STEP PROGEDURES

.MmﬁMaMMwmmmWWWMWWe

. Prepare a presentation (utilize visuals and

handouts when possible).

.Bmﬁswmﬁwedemmw,mdwmmﬂmmm

as appropriate prior to meeting.

:HwPresent the plans 10 the Board.

. Make changes necessary in long-range plans and

resubmit for approval.

72



Strategy 2.3 Develop short-term plans for LRC services

Task 2.3.1 Develop short-term goals

73
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FUICTION 4.0 EVALUATING LRC EFFECTIVENESS

Strategy 4.1  Provide for appropriate and on-going formative
evaluation of LRC operations

Strategy 4.2 Provide for appropriate periodic sumative evaluation
of LRC operations

INTRODUCTION
This section is intended to assist LRCs in desining and implementing appropriate procedures

time initial planning is conducted (3.0) or new activities are developed. Evaluation is also
built into such decisions as developing materials (11.0) or delivering technical assistance (14.0).
Formative evaluation focuses on helping the program planner, developer/administrator to make
better decisions through the application of empirical research methods. It is often referred

to as "Evaluation for Decision Making".-

Not only are the results of formative evaluation intended primarily for those who are working
on program development, but the whole formative evaluation process must occur in close
collaboration with the program developer.

This is quite different from the foéus, the intended audience, and the evaluator-planner
relationship required undér Summative Evaluation.

The purpose of sumative evaluation is to assess the overall effectiveness or impact of a
program.  Since summative evaluation reports are directed primarily toward those who Set
policy and approve funds, this type of evaluation is often referred to as "Evaluation for
Accountability". '

The sunmative evaluator, whose job it is to assess an already: developed program, gets into
the major phase of his work as the formative evaluator finishes his, Unlike the formative
evaluator, the sumnative evaluator should be {and should seem to be) independent of the
program, its developers,.and-those who assist the developers. Both being objective and
seeming to be so are important if the conclusions reached by the summative evaluation are
to be valid and believable, (See S. B. Anderson, et al.; Encyclopedia of Educational
Evaluation; Jossey-Bass Pub. 1975, p. 407).

n .
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IR 322 “Establish an Advisory Board to-provide'inpﬁf and feedback on LRC operations (continued)

CONSIDERATIONS " STEP-BY - STEP PROCEDURES

(continued from page 68)

~ 9. What are the interest groups of areas which should
‘ bwwmmnwmewmm:mmmma
school adwinistrators, teachers, state or regional
program personnel, minority groups?

10. Consider the identification of an at-large

could be: League of Women Voters, Jocal Bar
Association, American Civil Liberties Union, or
any agency with a comnittment to equality and
human rights.

11, Hhat results are expected from the Advisory Board?
- policy generation .
- management functions
- advisory capacity only?

11
69




[ TASK 3.2.1 Ootain resources needed to implement LRC activities

CONSIDERATIONS

STEP-BY - STEP PROCEDURES

. Contact potential resources for commitment to
assist in supporting the implementation of the plan,

. Maintain a file of available resources.

. Locate existing organizations with similar
workscopes. -Contact :

- State Office of Federal Programs

- University's Office of Federal Programs
- Regional Health, Education-and Welfare Office
to obtain Tistings of other programs in the area.

. Contact existing programs to determine whether
their workscopes address similar program areas and
target audiences. Participate in descriptor
analysis exchanges.

. Maintain a file of supporting agencies, e.qg., local,
state, federal, and private.

. lonsider-need for adjustment of objectives and
activities in response to available resources
actually allocated. (See priority listings 3.1.1,
3.1.2, 3.1.3) -

67

. Identify potential sources for meeting identified

needs (see 3.1.3):

- human (cooperating agencies)

- physical

- monetary (funding agencies). -

... Identify_restrictions that.exist in obtaining- -~

resources to support activities, such as |
funding agency and/or governing body quidelines,

. Submit proposal(s) % selected agencies (cooperating

agencies such as state, federal, Tocal or regional).

. Revise proposal(s) as needed/suggested by funding

agency. (See 3.1) »

79
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3.2.2 Establish an Advisory Board to provide input and feedb?
m——— W SR
CONSEERITON m
ol IS hé
1. Does special education have a board? If so, can it 1.%ﬁwmwyﬁdhyﬂw%m$wzwm
be used a5 the LRC board? infor® Vg™ Nagging © lg o My,
iy i q oy, 1
2. lWhat LRC advisory board policy statements are avail- LNM%%W%WwM%@M%f
able and appropriate for your Advisory Board? estab! st “t an (OP necessaory Bg*sioﬂ
wolfe)  Nyents e agris?” "y
3. What constraints might affect Advisory Board ey
operations: &EﬁWJB\LmﬂMEwﬁafe“ofom%
- Tegal Advis? men%\rd i M Qpac1 J ! \r,
- qoverning board policies wtind  hy, oF hergoﬂ
- funding agency policies? ‘ pd
FE 4. Idenﬂqm"u sp1¢ pp‘“opriate Adv‘%..y g
4. What provisions exist for adding to, deleting from membe d
or amending the policy statements? i nd
5, MﬂmmﬂwmmmmMWmMWMw%m mw MM
personna] for their reaction to the p011cy board th ] 0 cord / its
statements which have been identified. 3 Assistéﬁ qu15°r g oo B £ 0
businé
6. Contact appropriate personnel to identify con- By, 50t

straints which might be imposed on Advisory Boards: | 7. Prov1dﬂ \& ~0pt1 g in Nogstind 1ﬂ9xD "\hip ed baﬁt
- Board of Education you b0 N 1Y Yygireld r1en0 U,
- Superintendent of Schools :

- ALRC/RRC personnei.

7. What will be the refationship between the Advisory
Board and the LRC?

8. Consider contacting supporting agencies in the area
for membership suggestions.

(Continued on page 69)

[Kc

wll Toxt Provided by ERIC




Strategy 3.2 Obtain support for IRC operations
Task 3.2.1 Obtain resources needed to implement LRC activities

. Task 3.2.2 Establish an Advisory Board to provide input and feedback
| on LRC operations



JTASK

CONSIDERATIONS -~

3.1.3 Determine the hunan, physicat, and monetary resources that are required for
inplementation of LRC activities  (See 5.5 for collaboration with other agencies)...,

STEF i STEP PROCEDURES

D
ot
t

1, What human, physical, and monetary resources are

required for implementation of LRC services?

4

2. What restrictions exist in obtaining resources to
support the activities:

- funding agency quidelines
- governing body gujde]ines?

3. What programs of a similar nature are already in
existence?

mmmWammumNmmmummw'

eXpenses.

63

1. Using the activity plan (see 3.1.2), identify and
list resources needed for implementation of LRC
planned services:

ad, human - total staff needs
b. physical - office space needs

¢. monetary - parsonnel (salaries)
- operating budget (rent, capital
outlay, phone and travel)
- materials (supplies, instructional
materials, equipment)

2. Given existing resources, identify programs and

services in other LRCs and related agencies that
can meet resource needs.

3. Hrite proposal. (See 3.1.4)

0
<



TASK

e

*3.1.4 Organize the objectives (3.1.1), activities, statf assigments, time 1ines (3.1.2) and resolrees
(3.1.3) into a proposal for LRC activities.

o

 GONSIDERATIONS STEP - BY- STEP PROCEDURES

R
PR

EIAN
b

.

1. What are the format and content requirements of 1. Determine format and content requirements.

the funding and fiscal agents?
2. Develop a format based on requirements and
2. Hho will be reviewing the plan? audience needs.

3. Prepare document,

8 o
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11T Specity LRC ondectives including complation eriteri

A

STEP -BY . STEP PROCEDURES

CONSRERATIS

.
t
" v

1. What aids are available in identifying appro-
priate LRC objectives (e.g., documents from
regional and local LRCs, state plans, state law,
rules and requlations, and specific federal
requlations}?

2. What services are going to be provided by other
units/agencies? What are their terminal goals
and objectives and how can they relate to your
plans?

3. Consider prioritizing objectives in the event
that allocated funding is insufficient to meet
all specified objectives.

o0
<ERIC

Aruitoxt provided by Eic:

6l

. Examine the results of the needs assessment (see 2.0),

including Tong and short-range plans (2.3), for
direction in the identification of objectives.

. Gontact other LRCs requesting copies of their

objectives. Analyze and identify objectives
appropriate to your LRC,

. Utilize input from LRC staff, advisory board, and

district persoanel to identify and review objectives.

.Lﬁ%ﬁW%WNMmﬂmmmMmmm

criteria for completion.

. Specify the activities, staff assignments, and

time lines required to meet the objectives. (See
3.1. for task analysis.)

89



TASK  3.1.2 Specity the activities, staff assignments and tine Tines required to meet the objectives

(See 6.0 for select1ng and managing personnel)

CONSIDERATIONS

STEP - BY - STEP PROGEDURES

| 1. Are other agency or other LRC activities 0CCUrring
(or planned) which will help meet a particular
objective?

2. Consider the priority of objectives set in 3.1.]
and Sinilarly prioritize activities to be
conpleted contingent upon funding allocations.

3. Wil the activities Tesd to completion of the
objective?

4. Wil activities provide sufficient data to
determine completion of objectives? (See 5.3
for mintaining records.)

62

. Examine all sources of input from other agencies:

- examples of other LRC activities
- exanples of other agencies' activities.

. ldentify alternative sets of activities which

would accomplish selected objectives.

. Use staff, advisory board, client and other agencies'

input to review and select appropriate activities to
meet selected objectives:

- clarify the review process to be used
- adopt a review/selection process such as a force
field analysis.

. Use staff review:

- to assign activity responsibility
- to dascribe tasks/activity
- to time Tine task completion and act1v1ty complation,

.mmmthMMnMMmﬂaMMmmWNWM%

Jthat are requived for implementation of LRC activities.
(See 3.1.3) 3

9



Strategy 3.1 Specify proposal for LRC operation
Task 31,1 Specify LRC objectives including conpletion criteria

Task 3.1.2 Specify the activities, staff assignmehts, and time 1ines
required to meet the objectives

Task 3.1.3 Deterning the human, physical, and monetary resources that
are required for implenentation of LRC activities

Task 3.1.4 Organize the objectives, activities, staff assigments,

time lines and resources into a proposal for LRC
activities "

8
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FUNCTION 3.0 DEVELOPING LRC OPERATIONAL PLANS
Strateqy 3.1 Specify proposal for LRC operation

Strateqy 3.2 (Obtain support for LRC operations

INTRODUCTION

This section s 1ntended to assist the user in determining what objectives will be set -

hrWLmhwmmetMWmnm time Tines, and staff assignments, and how

‘to obtain support for LRC operations. It is important to note that the management

objectives and activities are developed for the sole purpose of supporting program
objectives. The establishment of objectives and activities will be dependent on the
defined workscope of the LRC (1.0) and will result, in part, from needs assessment (2.0).
The specified activities will impact directly on fiscal (8.0) and personnel (6.)
decisions.

g5
5




.f;ly“,r_,.“" |AM , 2.3] De.ve'lop short-ténn goals |

" (ONSIDERATIONS | ~ STEP-BY - STEP PROCEDURES
1. What s the relevant infomation.obtained from 1. Revigw needs assessment.
needs assessment, long-term goals, and services
provided by other agencies? (See 2.1 for needs 2. Review Tong-tem goals,

assessment. ) .
- 3. Review services provided by other agencies.

2, How may short-term goa]s best reflect past input? :
4, Write shor«ierm goals.

3. How should short-term goals be 1ntegrated e |l |
-LRC plan? | 5. Subnit short-tern goals to staff and advisory
board for rev1ew

. Mod1fy short term goals
7ﬂMMMMw%ﬁmmmemmw

8. Utilize short-term goals to write LRC plan.
~(See 3.0 for developing operational plans.)

oo

o
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Strateqy 4.1 Provide for appropriate and on-gmng fornative evaluation of IRC

operations

Task 4.1.1
Task 4.1.2

Task 4.1.3
Task 4.1.4
Task 4.1.5
Task 4.1.6
Task 4.1.]

Task 4.1.8

Mwhﬂor@whpanmwwwsmmﬂmtmthama
of formative program evaluat1on

Specify the program development decisions to be made and
the kinds of information which will be needed

Select or design nethodology for the on-going evaluation

Select or design data collection instruments
Specify procedures for the ana1y51s of information

Select or de51gn reporting format(s)

SmemmmMMM%mWMMm“

MWmnwmgmemmnwewﬂmhm |

Utilize formative evaluation data in making decisions
concerning needed revisions in LRC operations -

N3




1 Thsk

CONSIDERATIONS

4.1, Identify or develop human resources competent in the area of formative progran evaluztion

STEP- BY - STEP PROCEDURES

Are there persomne] on staff who have training
and/or experience in formative program evaluation?

Are there other persons with suitable training and

experience who can be made available to conduct
and/or serve as consultants for development and
implementing an ongoing evaluation of the LRC?

. Can appropriate training in program evaluation

skills be arranged for members of existing staff?

1.

Use formal and/or informal channels to determine

- the evaluation skills, experience, and 1nterests

of existing staff members.

Use formal and/or informal channels to determine
the availability of outside help in developing and
implementing an ongoing evaluation,

Arrange for the training of existing staff in
program eva]uat1on sk1115




Will be needed

CONSIDERATIONS STEP-BY - STEP PROCEDURES

1. Hhat are the program planning and development 1. Specify program planning and development decisions

decisions that must be made? | that must be made:
2. What kinds of information will be needed to make - cost effectivenass

the above decisions? - ¢lient satisfaction/needs

- student impact/growth

3. Is this information objective, i.e., can it be - strengths/weaknesses in operations

easily and reliably collected? . | - degree to which operations are being carried out

according to LRC plan
- meeting requirements of decision makers, state
plan, and legislation.

2. Specify the kinds and sources of information neded
to make program development decisions:

SR

Kinds (qua]itative/QUantitafive):

- questionnaire and/or interview
- historical
- raw data

Sources

[

- teachers/administrators™ " o

- decision makers

- LRC records (see 5.3) o
- LRC staff 103
- state and local documents iE:

| 3.SmmﬂmﬁwmsmuaMOMmhw1nmm,mu1a
107 - information which can be easily and reliably collected,-
" and provide data directly related to planning and
decision making.

7 o
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AN 403 Select or design methodology for the on-going evaluation

CONSIDERATIONS STEP-BY - STEP PROCEDURES
1. What kinds of methodologies are currently being 1. Enlist help of available human resources.
used within the service area to conduct formative |
evaluations? 2. Gather available material resources.
s & What restrictions might exist relative to conducting 3. 'Keep a file of potentially useful formative
| on-going evaluations: | evaluation methodologies.
- administrative . 4, Specify existing restrictions related to conducting -

| formative evaluations,
- teacher unions/associations ; )
. 5. List and keep on file restrictions imposed by
- linitations of staff time professional organizations or governing bodies
. as they relate to conducting evaluations.

- geographical?
- 6. Invite relevant staff persons, decision makers,

and clients to make suggestions and provide feedback

on all phases of the evaluation which affect them:

- defining objectives

- developing instruments/strategies

- collecting/managing/interpreting data.

7. Incorporate above suggestions into evaluation
design and the establishment of a policy for
+changing LRC operations. S




s

CONSIDERATIONS

4.1.4 Se]ect or de51gn data collection instrunents
(See 5.3 for maintaining LRC records)

STEP-BY-STEP PROCEDUAES

g

. What data collection instruments/strategies are |

being used within the service area that will gather
needed information for decision making?

that, ifany, additional instruments need to be
developed?

What kinds of procedures are being used for coding,
organizing, storing, and retrieving collected
information?

What kinds of material and human resources are
being used to implement the coding, organization,
storage, and retrieval of information:

- computers

- computer programers

- keypunch operators?

Can data already being collected for other purposes
be utilized?

Are any data being collected unnecessarily?

. Gather available information on data collection

instruments/strategies being used in the service
area,

. Identify objectives for which instrumentation/

strategies are still noeded.

. Specify and develop the necessary instruments/

strategies,

. MmmmewmwmaMpmmnwsMdmwwnmmm

related to the collection and presentation of data,
and establish their priorities, :

. Gather available information on procedures for

information coding, organ1zatlon, storage, and
retrieval from:

- c0lleagues in the service area

- evaluation consultant(s)

. Keep a file on well tested and/or highly reconmended

information coding, organization, storage, and
retrieval procedures,

107

(Continued on page 79)
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404 Select or design data collection instrunents (Continued)

~ CONSIDERATION

STEP - BY - STEP PROCEDURES

(Continued from page 78)

1.

0.

T

Provide for the necessary human and material
resources, e.g.:

; utilize present staff

- train present staff

- hire part-time technician

- hire part-time consultant,

Specify data already being collected for other

purposes that might be utilized in the formative
evaluation. (See 5.3 for maintaining LRC records. )

. Specify data which are being collected but which

are not necessary to the analysis.

Delete such data from the collection procedures,




CONSTOERATIONS

4.1.5 Specify procedures for the analysis of infornation

STEP-BY - STEP PROCEDURES

110

. What procedures are being used within the service

area to analyze and interpret formative evaluation
data?

.. What kinds of material and human resources are

being used to analyze and interpret formative
evaluation data in other LRC service areas:

5cmwmrmmdw‘

- computer programmers
- funding agency quidelines

- professionally trained evaluators?

[:R\1:‘

IToxt Provided by ERI

PAranr c

80

. Gather available information on procedures in the

service area used for analyzing evaluative data.

. Provide for the material and human resources

necessary to analyze and interpret the data.

',-a
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| T 41,6 Select or design reporting format(s)

CUNSIDERATONS | STEP-BY - STEP PROCEDURES

l
1. What reporting formats have been well received I Contact local decision makers for copies of formative
by what audiences? ~ evaluation reports that have been well received. = - -
2, What reporting formats have been poorly received 2. Contact local decision makers for copies of formative
by what audiences? evaluation reports that have been poorly received. .
3. What audience(s) will receive formative evaluation 3. Specify the audience(s) that will be receiving
reports? - formative evaluation reports,
4, wﬂ]"{he data, once analyzed, be in readily usable 4. Keep a file on which report formats are well received
form for decision making? | (and which are poorly received) by which audiences.

5. Specify (for each audience) the most appropriate -
format in which data should be put to be most =~
meaningful and useful to local decision makers, i.e.: .‘
- graphic
- narrative

- statistical

- some combination.




A 417 Specify responsibilities, tine Tines, and-procedures for administering theformativenébaluatiqn;‘ 1; g

. ‘lulL
n

s TEP- Y- STEP PROCEDUAE

L MemeﬁﬁfmmwsmdMMrﬁﬁdmpwﬁ% 1 1.SmdﬂtMr%mm%ﬂﬂhsMaHtM%inwW
aware of their part in the formative evaluation? interested in the formative evaluation and make

| this information generally available.
2. Has the formative evaluation been adequately budgeted? R |
| . 2. Specify direct and indirect costs of the formative
3. Have reasonable time Tines been established for evaluation: S |
the various phases of the evaluation:
| - personne]
- focusing the evaluation N
- materials
- selecting/developing instruments |
- consultant.
- ¢ollecting/managing data
| 3. Specify reasonable time lines for:
- analyzing/interpreting/reporting data?
| o | - focusing the evaluation
4. Have ways and means for periodically updating the -
evaluation design been specified? + - selecting/developing instruments

- collecting/organizing data | . P
- analyzing/interpreting/reporting data.

4, Specify ways and means for periodically updating
~ the evaluation design.

.8



S 1.8 Utilize formative evaluation data: in making decisions concerning needed revisions-in-LRC operations - I

CONSIDERATIONS -

STEP-BY-STEP PROCEDIRES

LW evaluation findings be used in rev1s1ng LRC
~ operations? .

R

.me%mmmeMwmmnmmm

decisions regarding current and future LRC operations;

. Identify those who control policy changes.

.%mmmmMﬁWMMMManmmmf

findings will be utilized in making needed revisions
and/or support in tRC operations.




Strateqy 4.2 Provide for appropriate periodic sunmafive evald&'tion“"’éf LRC\ope‘ratiafns

Task 4.2, 1 Select an exterral evaluator to conduct per1od1c sumnatwe
~ evaluations ; |

Task 4.2.2 Negotiate an eval uation contract spec1 fymg dutles and
obhgatwns of both pames L

~Task 4. 23 Arrange for appropnate fonnal and »mformal support for |
the external evaluatwn - ,




MK'. 4.2.1 Select an external evaluator to conduct periodic sumative evaluations

CONSIDERATIONS  STEP-BY- STEP PROCEDURES

1. What external evaluators are available? || 1. Establish a 1ist of trained extemal evaluators by
| ' ) contact1ng

2. What external evaluators have experience and a good

- “track record” in this type of evaluation? - state/local offices

3. Mhat restrictions exist relative to selecting and - - training institutions

employing an external evaluator:
‘ 2. Identify those evaluators who are most siitable/

- distance ' | competent.
- cost’ y 3. Identify restrictions limiting the choice of
" , evaluators,

- availability for adequate periods of time
4, Establish policy concerning selection of: evaluator,
- state/local regulations? fees for honorarium, travel, per diem, and procedures
for cost reimbursement. (See 8.1.2 for pohc1es
regardmg expenditures.) ‘

1 \ | - 191 -




TASK 4 2 2 Negottate an eva]uatton contract spectfytng duttes and ob]tgattons of both parttes

CONSOERATINS o STEP-BY-STEP PROCEDURES . .

1. What general areas should be covered ina 1. Specify:

- sumative evaluation contract? | - | K S
- the audience(s) for whom the veport is to be prepared....
- 2. What general topics should be included n the | o | P
©sumative evaluation report? - ‘ - the evaluator's dissemination rights and
| responsibilities:

- the genera) format for the final evaluation report
- the questions to be discussed in the study é E

- the resources that will support the evaluation,
i.e., budget and local personnel

- the poocedures and ios'tooments to be used
- the de]tvery schedu]e to be followed

3 Spnctfy that at least the following topics be covered
~in the summative evaluation report: e

- 1ntroducc‘on (to include a statenent of the value
perspectives and professional viewpoint of the
evatuator(s))

- description of the study's obJecttves design, and
procedures

-wwmwMMMMMMMMWm-f

22 ‘ ~ findings o 123:£

(Continued on page 89)




s

4;2.2 Negbtiate an evaluation contract spetif}ingduties'and ob]igatiohs of both pa?tieé

\

DRSSP PR

(Continued from page 88)
- summary of findings

.+ = critique of the study as to its technical adequacy
and social/educational utility (practical
siqnificance)

- conclusions and reconmendations with supporting
data explicitly 1dent1f1ed

&HamWﬂmeHmﬂmMmmmm
- to the satisfaction of both parties, emp]oy the
external evaluator.,




s

CONSIDERATIONS

4.2.3 Arrange for appfopriaté formal and inforna] support for the extera] evaluation

STEP-BY - STEP PROGEDURES

1, Hhat kinds of additional (i.e., non-contractual)
support would be 1ikely to facilitate the
external evaluation?

126

Y.

. mmmaﬂsmﬁofmewmmeﬁtMeMMHMm

- circulate  copy of the evaluation contract,

. Try to avoid introducing the external evaluator as. .. ...
. "the secret police” orsome such similar term;

. Make arrangements so that a wide range of Staff

persons and clients can have informal as well as
fornal access to the external evaluator. -

. Make special efforts to insure that the external

evaluator has adequate access to and cooperation

~ from the formative evaluator.

. Be as Candid as possible in‘éll professional

interactions with the evaluator,

. Circulate copy of final evaluation report to all |
- staff,

L




FUNCTION 5.0 .ORGANIZING AND MANAGING LRC ‘OPERATIONS‘ B

Strategy 5.1 Design an orgamzattonal structure that utZZ
facilitate IRC operations . n

Strategy 5.2 Develop a policy ad procedure manuaZ for all o o o
LRC operattons R

Strategy 5.3 Develop a system for matntatmng LRC recorda
Strateqy 5.4 Develop o maintain proeedures for internal commini-

cations concemang tnformatton relevant relevant to IRC
" B - aotauztaes \

Strateqy 5.5 Collaborate utth ‘persomel from other agenoaes on
| | mutually beneftctal proneots :

Y

This section is intended to assist. LRC in deve]oprng organrzatrona] procedures necessary

to a well functioning operation. It provides.considerations:and procedures for- developrng
~organizational structures.and. polrcaes and procedures and for manntarnrng record keeprng R

and mternal conmumcatron systems. i S o L

The foHowung terms are used in thrs sectron

fiscal @ _qelt the orgamzatron i, 0., schoo] drstrrct coHege o umtversuty, state
S departnent) responsible for- momtorrng and accountmg for the expendrture
S ~ of funds. While the-LRC may write for and. receive funds, the frsca] agent
' | ?”1s ultrmate]y responsrble for how the funds are used T

management mfonnatron system. the collectuon, ana]ysns and presentatron of data R
, L desrgned to ard 1n the decrsron nakmg process..;i




Strategy 5.1

Task 5.1.1

_ Task 5.1.2

~Task 5.1.3

ol . N g - ol

Design an orgcmzzatwnaz structure that will facilitate LRC
" ‘operations - .

Determine staff functions that will be requ1red to

conduct LRC act1v1t1es

Deve1op an organizational chart dep1ct1ng line-staff
relationships

Develop job descriptions for staff positions

-y
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CONSIDERATIONS

5.1.1 Deterwine staff furctions that will be requived to conduct LAC activities

STEP - BY - STEP PROCEDURES

1. %uwﬂlmémvswwmnﬁmﬂswmwmbﬁ

- program categories
- function or process categories
- departments or sections?

2. What authority and responsibility is needed to
accomplish LRC goals and objectives:

- autocratic -- all decision-making authority rests
“with one individual

- democratic -~ final decision-making authority rests |1

with one-individual,-but-input is
solicited from each staff member
- participative -- decisions are made by a group
" {e.g., program directors)
- distributive -~ each program cor, Jnent makes
| decisions relating to that area.

3. Has there been a staff operating the LRC's activities?
If s0, consider what has occurred previously before
considering any changes.

-+ & Which competencies does each staff member possess, o

Which competencies should be sought when hiring
- new staff 7

5 Mre there specific state certification fequirements
that must be met by the staff?

"& %uathbthmmuﬁmsmWwdwsm,
 cooperating LEAS, and relevant fiscal agents?

. Review néeds assessment data (2.0), forecasting (2.1.5);2'

budget considerations, and the LRC's service plans (3.0) -
to determine the organizational structure which Wile
accomplish the LRC's goals most efficiently.

. Consult with fiscal agent to determine whether the

LRC's structure is in accordance with that employed
by the fiscal agent. :

. Define Tines of authority and responsibility within

the LRC. (See 5.1.2 for Tine staff relationships.)

. Match staff competency With detemrined functions,

Hhen necessary, atrange to train staff members in

additional competencies.




[

CONSIDERATIONS

5.1.2 Develop an organizational chart depictingliine-staff relationships

STEP-BY.- STEP PROCEDURES

. To what external administrative agencies is the

LRC responsible? District, state, federal?

What type of ‘internal organizational model does
the LRC employ? How can it be depicted in an
organizational chart?

To what external programs is the LRC responsible? -

What s the organization relationship between the
LRC and its-client(s)?

Should the organ%zationa] chart include!

- federal agencies

- State agencies

- Tocal agencies

- public/private agencies

- advisory council or governing board

- line-staff relationships?

133

JMWMMMWMWMMWWW
- agencies. ,

. Determine to which external agencies (if any) the

LRC is responsible and graphically depict the Tines
of authority and responsibility.

. Using the LRC's internal organizational structure

and established Tines of authority and respons1b111ty,
show the vertical and horizontal relationships in
a chart,

. Develop a graphic representation of the organizational

relationship between the LRC and its clients.

134
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* CONSIERATINS

STEP-BY - STEP PROCEDURES

1, Hhat are LRC program and management objectives?
7 (See 2.1.0)

2. What are staff functions? (See 5.1.1) Do stiff

functions need clarification?

3. What qualifications are required of staff?

4, What are fiscal imitations?

5. How detailed should job descriptions be? Should

* they be based on specific project objectives and

activities, or should they be based on a person's
specific competencies and skills?

6. Determine the fomat for job descriptions.

IOK

1. Determine the content of job descriptions,

. Examine Considerations.

. (btain and utilize examples of job descriptions

from other agencies.

. Determine the format for job descriptions.
. Determine the content of job descriptions,

. Hrite job descriptions, utilizing input from

staff members.

\ %umawmw]ﬂmawmmwma%mwsaany‘

boards, or other governing group.

| 1
.mmumwuumemmmgpm

then in writing, provide an in-service, role-play,

~or brainstorm problem situations to realize job

responsibilities.

136



Strategy 5.2  Develop a poliey and procedure gl for all LRC operations J
Task 5.2.1 Identify policies, regulations, legal requirements and \
procedures of fiscal agent and other appropriate agencies
that are relevant to the operation of the LRC
Task 5.2.2 Design a system for generating, docunenting, ma1nta1n1ng

and revising a policies and procedures manua] to quide
LRC operations

138
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CONSIDERATIONS

5.2.1 ‘Idenfify policies, requlations, legal réquirements, and procedures of fiscal agent and othe;-
awmwhmammnsmuamrﬂwmtmtmOmmﬁmofmemc -

S R S oL
. el Wt Ay
S A S L

STEP-BY.- STEP PROCEDURES

1. Hhat agencies are relevant to the operation of the
LRC (fiscal, federal, SEA, IED, LEA, clients,
ALRC)?

2. Do the policies, procedures and requlations
conflict with LRC operations?

. Identify agencies that are relevant to the operation

of the LRC.

. Identify policies, procedures, and regulations that

restrict/influence LRC operation,

. Review and analyze the policies, regulations, legal

requirenents and procedures that are relevant to the
operation of the LRC.

. Resolve conflicts with relevant agencies.

R
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manual 10 gu1de LRC operat1ons

CONSBERATONS

5 2 2 Des1gn a system for generat1ng, document1ng, mannta1n1ng,

and‘neviSing,a poicies and procedures: ¥ i

~STEP-BY- STEP PROCEDURES

1l
.

= (Con

wll Toxt Provided by ERIC

" ERIC

Hho will use the manual:

- RC.
- special education teachers
- private agencies7

Who will assist in the deve]opment of 2 manual for
all LRC operatnons

- auvnsory/governnng board

- LRC staff
- consultants (federal, state, and related agencies)
- others, e.q., parents, teachers, students, other
federa] project personnel?

What will be included in an operations manual:

- statement of purpose

"= organizational chart

- statements of cooperation from participating

-agencies |

- description of services

- description of personnel

~ description of fiscal management and accounting
procedures
- description of materials dissemination and
retrieval policies
- description and determination of kind and types
(if any) of materials produced at: LRC

- legal requirements of funding agent

- policies of fiscal agent?

Design a manual that can be easily revised or
updated |

hwwonmwlm)

10,
1.
12,
13,

103

. Review the LRC progran plan to determine who the

users of the operations manual will be.

Spec1fy a tine Tine for the development product1on,
and dissemination of the manua1 o

Prov1de for p]ann1ng session which would include
potential users, i.e., teachers, parents, adnini-
strators, mdMMrmmmﬂpwh%,mdwdwan
operations manual,

At a planning session, determine the content of the
manual,

Develop a draft of the manual.,

Arrange for a-review by the advisory board for

 adoption and/or revision,

Produce the manual.

Allow fdr the periodic collection and analysis of
relevant agency and user 1nput data.

Deuerm1ne which sect1ons of the manual Wil need
revision, .

Assign responsibility for revision of manual,

149

Revise the manual.,

Obtain approval of the revisions by the advisory board.

¢

Desseminate the revision.



'mK522mWammmwmmmAmmm%meJMMmmwmmuMWMWs' :

manual to guide LRC Operat1ons (Continued)

 CONSRERATINS C STER-BY-STEP PRUCEDRES

(Continued from page 103) ,

-5, Final production and dissemination of manual should
be subject to approval by advisory/governing board,

6. Who is responsible for actual "°v1°1on of the
operat1ons manual :

- SEA
- advisory/governing board
- LRC administrator/staff?

1. mwwmnmwMtMOmmﬁmsmwﬂbemﬁum

- qué}terly
- semi-annually
- annually? .

}w-&NMWM&MWW%WMmewmmummw~wwm_wmw e et e
needs revision:

- SEA requirements

- LEA policies |

- school personnel- recommendations

- other public/private agency recommendations
- parent inquiries and recomendations

- LRC personnel?

N %prmﬁﬁmsMhMemrwwhﬂy
| scheduled inputs from users of the manual? |

1 1 o
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Strategy 5.3 Develop a system for maantaanmg LRe records

6

Task 5.3.1 Idemtrfy 1nformatron for whrch records mist be kept

~eiitask 5.3, 2 Select or develop )} management rnformatton system to
. facilitate collection, storage, analysis, and retrreval
of data related to LRC management 8

Task 5.3.3 Developan LRCvfﬂmg systen




5.3.1 Identify information for which records must be kept

L TSK
o K (See 4.0, LRC Evaluations)

CONSDERATONS C o STP-BY-STP POCERES -

1. What records must be kept for the fiscal agent, LRC 1. Deternine information for which records must be kept. .
staff, and other agencies that are relevant to the A

.

. operation of the LRC: | ¢, Determine to whom reports will be disseminated,
- bookkeeping and accounting systems (See 8.1.4) 3. Determine what information may be legally collected
- acquisition and circulation of instructional and reported. -
materials (See 12.0)
- monitoring and evaluating staff performance 4. Establish record keeping systems compatible with
- (See 6.4.0) other systems in your state and network.

- evaluating the effectiveness of special education
mterials (either developed at the LRC or acquired 5. Determine formats in which reports will be made.
by the LRC) (See 11.2.0)

- evaluating the effectiveness of LRC services
(See 4.0) '

- monitoring and evaluating the effectiveness of
information dissemination and public relations
efforts

- evaluation of inservice programs (See 13.1.5)

- monitoring usage of LRC services

- evaluation and revision of LRC operations
manual (See 5.2.2)

- anecdotal records?

2. From whom is the data obtained?

3. Is it Tegal to collect the information and to
report it?

4. Who needs and will receive the information:

- LRC staff

- fiscal agent

- state agencies
- schools, parents | | | o
- other agencies?

- LRIC iued on page 108)

w oo




CONSIDERATIONS

<47 3.1 dencity Inrormation tor wnich records must be kept - {Lontinued)

STEP-BY - STEP PROCEDURES

~{Continued from page 107) "

.. 5, - How often will they receive it:

f

‘ !

R
,,‘}'.'
'."i’

ot
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- weekly
- monthly
- quarterly

- semi-annually

- annually?

How ill the information be used?

.. Inwhat format is data needed in order to be entered

and retrieved?

How will the information be recorded and trans-
mitted?

Are there costs and/or timé factors o consider
when deterning what records are to be kept?
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5.3.2 Select or develop a management information system to facilitate collection, storage,

analys1s and retrieval of data related to LRC maragement

 CONSIDERATIONS

SIEP -BY - STEP PRICEDURES

. Yhat information are you required to coHect?
(See 5.3.1°and 7.0)

. What management systems have been developed and
are in use in other LRCs? At the SFA Tevel?.

. Are there consultants available to assist in the
selection of a management information system:

- federal agencies

- SEA

- Other LRCs?

. What systen best fits the specific needs of the LRC?

. Does the anount of clerical help or storage space
constrain the type of system chosen?

1nA

. Determing the availability of existing systems or

consyltants to help develop a system tailored to
the LRC's needs.

. (btain samples, quide books, and/or consultant time

to facilitate development of system according to

 budget limitations.

. Choose or develop data systems to meet identified

needs. (See 5.3.1)

. Submit system for revision to supervisor, SEA, cr

LRC Network,

. Revise system based on input.

. Write quidelines for use of system, including how
- to complete report, when to collact data, who s

to collect data, and when reports are to be filed.
(See 4.0, evaluation.)

1Eg
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5.3.3 Develop an LRC Filing systen

 CONSDERATIN

STEP- BY.- STEP PHOCEDURES

. What information will be stored in the filing
systen? (See 5.3.1)

Which staff members will be trained to use‘énd

- manage the systen?

Do other LRCS, schools or the SEA have a filing

-~ system which could be adapted for use in the LRC?

153

LRC filing systens should be compatible with

‘external agencies to whom the LRC has Some responsie

bility.

Use an established system, if possible.

10

. Review standard filing systems.

. Aopt a filing system which suits the nesds of

mnm,

. Train a1l appropriate LRC staff in the use of

the system,

. Review the system periodically,
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Strateqy 5.4 Develop and maintain procedures for intemal commmications
concerning information relevant to LRC activities

Task 5.4.1 Specify channels or Tines of communication which include -
all LRC personnel

Task 5.4.2 Design a system for routing relevant information among
appropriate staff

Task 5.4.3 Select or develop forms and record systens which
facilitate internal comunication

Task 5.4.4 Develop procedures for communicating information of a
confidential nature
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CONSIDERATIONS

T ——— e,

5.4.1 Specify channels or 1ines of communication which include all LRC personne)
(See 15.0, providing information services) |

STEP - BY - STEP PROCEDURES

. Have formal channels and Tines of comunication
tentatively been established by the Organization
chart? (See 5.1.2)

. What type of information is pertinent to LRC
“operation and should be comunicated?

. Will evaluation of the channgls or Tines of |
- comunication take place? If sp, who wil)
conduct the evaluation and hoy often?

. Establish Tines of communication both vertically
and horizontally. Communication should be
channeled as easily from the bottom s fron the
top, and should also floW laterally.

. Review organization chart, LRC plans, and job

descriptions to identify information needs.

. ldentify sources of fnfomation,
. Determine who needs what kind of information.

. Review current comunication options and select

those appropriate to the LRC (written, informal,
rumor),

. Periodically evaluate the effectiveness of the

internal flow of essential information between
and anong staff,

15



CONSIDERATIONS

K, 5.4.2 'Design 2 SYStem for fouting relevant ihformdtfonvamdﬁg'éhprbpridté saff

STEP--BY- STEP PROCEDURES

1. Who is responsible for routing relevant information
to appropriate staff:

- divector
~ program coordinator
- information specialist?

2. s the system of routing information effective
and efficient in terms of time, space, energy,
and production equipment?

3. How will the system accommodate the routing of
information of a confidential nature?

1)

.. Determine who is responsible for routing information.

. Develop quidelines for determining what is relevant

information,

. Develop procedures and mechanisms for the routing

of information. [See 5.4.4 for confidential
information.)

. Develop criteria for the evaluation of the effective-

ness of the routing system.

. Periodically review evaluation data and make necessary

modifications in the routing system.
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CONSIDERATIONS

5.4.3 Select or develop forms and record systems which facilitate internal communication

STEP-BY - STEP PROCEDURES

My sty o

3.

e e ;

4

b,

. Are suitable forns and record systems available

and currently in use at the SEA? At other LRCs?
Elsewhere?

Can you adapt an existing system for use in the LRC,
taking into account fiscal limitations, present
filing systems, clencal ass1stance, and staff

-preferences ?----r

Are consultants available to assist in the
developnent or adaptation of a communication
system?

Does your system 211ow for ongoing evaluation,
revision, and staff input?

When considering ateral systens of
communication, remember that "face-to-face"
communication should be preserved.

ns -

1. Ident1fy ex1st1ng communication systems in use .
in your network or state.

2. “elect, adapt, or developasystem of internal
communication suitab]e for use in your LRC,

_ 3. Train staff in the use of the comunication o

gysten,
4, Implement the communication system.

5. Evaluate the system periodically.
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CONSIDERATIONS

T .44 Develop procedures for communicating information of a confident?sl nature R

STEP-BY - STEP PHOCEDURES

© 1 R specific types of 1nf0rmat1on Tocated in your

~ LRC considered confidential:

- personnel information

- diagnostic test scores

- videotapes

- taped interviews

- personal data (parent, child) ?

confidential information can be communicated:
- permission forms
- release of information forms

- assurance of confidentiality forms?

3. How can information of a confidential nature be
appropriately communicated? -

4, Is there a storage system which will securely
retain confidantial information?

9. Are thare procedires for expunction of files dn,
ateerdance with regulations?

163

2. What Tegal procedures must be completed before .

. Determine which information will be considered

confidential.

. Examine legal considerations relative to corfidential

infarmation,

: %mmmememwathnm5wwfwmfw

commun1cat1ng %‘ormat1on of a conf1dent1a1 nature.

PR R O — A 1 b e

Per1od1ca1]y evaluate tbese procedures

. Prepare a storage system for confidentia’ irfomation

baklng the proper security measures.
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Strategy 5.5  (ollaborate with personnel from other agencies on mitually
beneficial projects

TukSS]Emmemphmmghrwwwﬂwe%wwswnh'
external agencies

.TukSiZDwﬂwpmm@msmerWﬂmumormwwmm

for either providing or receiving needed services

Task 5.5.3 Establish policies for emp]oygent of external consul tants

i

15;6 )
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Aruntoxt provided by Eic: . L 4
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“service dgraements with other agenc1es oF individudls T T
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CONSIDERATIONS

Tanning for cooperative services with external agencies

* STEP-BY- STEP PROCEDURES

1. Does the LRC function through an appropriate

colTaboration of people who are representative
of the community:

- other public educational agencies
- other private educational agencies
- private business and industry

(See 9.1.1 for identification of appraisal and
programming services and 2.1.4 for other agencies.)

2. What kinds of dissemination of information or
publicity are being used? Are they isolated? Are
there resources, time, space, and energy available
for more widespread public relations work? (See
14.4 for public relations.)

3. MsmemCuﬁmUsmNMdmrﬂmmﬂawmms
that could benefit it: , |

- obvious cooperative agencies
- non-publicized agencies?

}
4. Has the LRC been outwardly cooperative and made
known the need for auxilliary services?

5. Why would extemal agencies want to participate?
"Have areas of comon interest been dentified?

advisory group to plan for cobperative
See 3.2.2 for Advisory Board.)

8. ULse existin
sorvices,

1,

- o= CVIC-and-service-organizations - o g

possible agencies which might be
LRC, or vice versa,

Develop a 1ist of
able to assist the

Examing and review quidelines, rules, and regylations
of other agencies. Develop quidelines to delineate
where service gaps exist and correct then,

------ -

DisSeminate information about the LRC's services
10 other agencies and follow up with personal contacts,

Set up meeting dates for planning sessions as needed.
Develop quidelines to delineate where service gaps
exist and correct them. ‘

Examine the quidelines of other agencies and
establish a flow chart of how services mesh to
provide full services in the comunity.

Establish an attitude of cooperation by regularly

.smmMMpwmmlmMuuwﬁhwmmﬂawmma

-

if there is no interagency advisory committee,

Provide Service to extenal agencies. Create a
sense of interdependency.

‘‘‘‘‘‘‘‘‘‘‘
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* CONSOERATIONS

5&2mmwmmwmthmWM@wmmmmemmmmmmmMWmm&w f"‘
1MWMMRfweﬂMrwmegwrmﬂﬁmn&%dwwmg(&e&Ohr&thmLMphm)‘,

STEP +BY - STEP PROGEDURES

169

. Are there needed services the LRC cannot provide

or ‘can provide other agencies:

- curriculum development

- career education information
- hardware demonstration

- in-service training?

- university and colleges
- community |

- private agencies

- regional agencies

- national agencies

- SEA?

What are the fiscal Timitations regarding subcon-
tracting for needed services?

. Are there limitations imposed by district or

state policy?

What services might be provided "in kind", i.e.,
without pay? What services might be performed in
exchange for retum services?

- Where -can- you-go-to-get-the-needed-services - |- -4

s

Identify needed services which the LRC canot provide
or can provide for other agencies.

Identify external agencies that could best provide
needed services.

Examine fiscal resources.

Determine-the-economic-feasibility-of-subcontracting—

for service.

Betermine availabilty of staff to perform services
for other agencies.

Establish a contractual agreement between the LRC and

agencies which will provide services at cost or that
w11 cover cost necessary to LRC to implement,

Maintain data on the results or effects of subcontracts

- Did they p;*ovide the service?
- Was the service adequate?
- Could you use the contractor again?

Evaluation forms should be used to evaluate the
services provided by the external contracted party.
These evaluations should be based on specific
objectives of performance decided upon in the initial
contract. .

Locate consultants who wi]l'provide "in kind" services.

. Develop a "Memorandum of Agreement" for services 1/-«

which wiTl be provided at no cost.
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COSDERATION

5,53 Establish Rolicies for enployment of extérnal consultats

STEP - BY - STEP PROCEDURES

P W e

1. Are there services that canngt be met by the
central staff:,

- evaluation of materials

- .program evaluation
- individualized instriction packet development
- inservice education Needs

= "equipment, matena]s, and ardware demonstration?

2. Where are the existing human yesources that the LRC
may employ as external consy]tants:

- colleges and universities
- SEA

- instructional staff OF schools

- commnity organizatiONS (ublic, Private) ?

3. What are the financia! arrangements for employing

external consultants:

- per diem, honorariuts and stipends
- free-gratis, donations, ancillary service by
other .agencies

- conmercial and business sa]es personne] W1111ng
to participate?

4. How much is budgeted for external cOnsultants and
do specifications exist for the kinds of services
which can be contracted out?

5. What are the fiscal agent and fundmg source
pohc1es on use of corsUltants?

AL sk

4, Send proposals to different agencies regarding

1. Determine those LRC activities and services
that the LRC cannot provide,

2. Prioritize unmet activities and services.

3. Examine agencies that can provide unmet services,

services ieded by the LRC, and request bldS

5. Review and examine bids on contracts for services,

6. Establish and develop a contractual arrangement with

ﬂmmﬂcmwnmmsmmeghmlmmpm@ﬂ,
and cost, and following procedures established by th
LRC and its fiscal agent.

1. E a]uate the effectiveness and cost effaciency of th
service,




FUNCTION 6.0 SELECTING AND MANAGING PERSONNEL
o Strategy 8.1 Seleet appropriate staff for performing LRC activities
Strategy 6.2 Provide opportunity for staff to improve their competencies

Strategy 6.3 Develop procedures for staff input‘into progran pZaﬁning
and implementation

_Strategy 6.4 Design procedures for monitoring and evaluating staff

verformance in conducting assigned responsibilities

INTRODUCTION

The maintenance of a productive and satisfied staff requires a good deal of sensitivity
mMmmemmmmmmumnmwmmmm.mmmmumm

to detail for the reader appropriate procedires for interviewing and hiring staff members,
methods for monitoring the performance of the staff and providing inservice training in

areas of weakness, and, finally, procedures for conducting individual evaluations, The

Concept of participative governnent in all areas of LRC operations is stressed in this
section. When implemented effectively, this kind of group participation in planning and
decision making can positively influence the functioning of the entire LRC.

123
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Stvategy 6.J Select WPropriate $taff fop perfomming LRC 0Cbivitipg

Task 6,11 Obtain Or develop policies and PrOCedures for staff
selection

Task 6,1.2 Ohggin or desiqn persomey application sy

fesk 5.1.3 Develop a0 internal and externd! SEAFF pacyyitoent
systen that follons affippative action quideline

Tosk 6,14 Dayelop ¢ Screening Procadyre
Task ,1.5 Condz¢ intervigus With job applicants

Task §,1.6 Obtain or develop contract and aPPW"tment procedures
and forms .

Task 6,17 WWMemmmuwnﬁrmwﬁﬁfm%Mm job
responsibilities; LAC objectivess “hWh% policies
and pFOCEdUrES r‘O]E of ex]stmg § aff ané staff

benef1ts |
o . L

1 -
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CORSERTI

6.1.1 Obtain cr develop po]_i‘:ies onq procedures for staff selection

STEP- BY-STEP PROCEDURES

. What are affirmative action quidelines of fiseay
agency and/or funding source?

. What procedures do related agencies US€ Whigh
could be adopted for the LRC?

. What are the requirenems for positj)ons baseq
upon? Competency, education, other”

. Gather information about staff functions, ing-staff
relationships, and job descriptions. Nefep 9
£1.1, 5.1.2, and 5.1.3)

. Do selection procedures address 357"V 5tnent,
recruitment, and selection critertd:
w b .

o

. Obtain and review affirmative action quidelines. of

fiscal agency.

. Obtain and review staff selection procedures

utilized by other agencies.

. Develop personnel selection policies and procedures.

. Check to assure compatibility between select:an

policies and procedures developed and organizational
structure and staff functions.

176




CONSIDERATIONS STEP- B - STE’ & EﬂURES
|
1. Does the fiscal agent require use of a standard 1, MMUWIMWMUW‘fLHWdegmHﬂ
application forn? application,
2. Does the application form meet affirmative action ZOMmewMMMWW@.
requirenents’ the infomation needed to make the se]ect1on
' decision. -

B.WHMWMMWWMWHWWMM
specific to the LRC?

180
179 -
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TASK 6.1.3 Develop an mternal and external staff recruitment systen that follows affimmative

action guidelines

EUNSIDERATIBNS

STEP - BY - STEP PROCEDURES

| 1. What are the affirmative action quidelines of
- the fiscal agent? (See 6.1.1):

2. What are the procedural differences betweeen -
- internal and external recruitment? Are there
benefits to recruiting from within the organization
or from outside of the organization?

3. Do staff have competenmes necessary to develop a
recruitment system?

4. Are there resources available to aid in the
development of the recruitment system?

5. Should internal staff meet the same standards as
- an external person in order to fill a position?

. Obtain a copy of the afﬁhnatwe action gu1dehnés

of the fiscal agent, and develop a set of gu1dehnes
for LRC use, |

. Collect 1nformat1on on recruitment systems utmzad

by other agencies with sinilar persomel needs
(fiscal agent, SEA, LRCs, LEAS).

. Determine which recruitment system (external, internal

or conbination) would yield the most qualified
candidate for the position, :

. Develop and send position nctices to potential
- sources of candidates,

182
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on | U.l.5 URVEIUY d SUTRCIHTIHY Prveeuure

~ STEP-BY - STEP PROCEDURE

183

CONSTERATION

. How many applicants do you want to interview?

What criteria will be used for selecting applicants
for. an interview (i.e., education, work experience,
identification with profession, activities both

- professional and volunteer) ?

Who will be involved in the screening?

What time line willneed to be met?

How and when will applicants be notified about
their interviews? ,

How and when will applicants be notified they have

not been selected for interview?

130

. %ﬁwiﬁwmﬁmaMMsmﬁfwmmm,HMsmH

relationships, and job descriptions. (See 5.1.1,
5.1.2, and 5.1.3)

. Establish criteria and quidelines for selecting the

interviewess.

. Establish a process for conducting the screening.
. " Set the date and location for the selection meeting.
. Notify those involved about the screening process.

. Conduct screening and notify applicants of results.



‘TASK " 6.1.5 Conduct interviews with job applicants

~

CONSIDERATIONS

~ STEP-BY-STEP PROCEDURES

1. Do the affirmative action quidelines and parent
agency policies constrain the interviewing pro-
_.cedures? |

Tovtimatls

- structured vs. unstructured
- group vs. individual
~ formal vs. informal?

3. Wil the interviewing process allow for previewing
applications, collection of appropriate data and
setting up interview procedures?

&, Are there sufficient resources for conducting the
interviews:

- applicant per diem and travel expenses

- interviewer per diem and travel expenses

- staff time |

- correspondence and telephone follow-up costs?

2. What interview techniques will maximize objectivity:

1M

. Examine policy manuals and affirmative action guidelines

to identify Tinitations relating to the interview -
PrOCess.

. Establish procedures for:

a) interview process and agenda
b) interview content questions
¢) duplication and circulation of appiications and

other pertinent information for interviewers
before interviewing session,

. Contact interviewees with information on alternate

interview dates, allowing nommal time for response
to correspondence.

. Schedule interview with candidates for specific dates,

. Review interview procedures and discuss probable

questions with selection comittee prior to con-
ducting interviews.

. Conduct interviews and check references.

. Selection committee will review all candidate infor-

mation (applications, vita, interview results,
references), make selection, and notify all
applicants.
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CONSDERATIONS - STEP-BY- STEP PROCEDURES

1. Is the LRC or fiscal agent the employing agency?” 1. Obtain and review contracts from eny'aying agencies
to identify essential elements and conditions.

2. What terms should be addressed in the contract:
2. Develop terms and conditions of appointment and

- fringe benefits incorporate them into the contract,

- salary | |

- period of employment 3. Issue; process and execute the contract.
yacations |

- work responsibilities
- probation period?

3. Hhat are the essential components of a clear and
binding contract?

-4, What are the employee/employer rights, duties, and
obligations under the contract? &

185
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6.1.7 Provide orientation £0 new staff rEgardjhg job responsib11lt1es; LRC objectives, activities,
policies and procedy’® ; role of eXisting staffs and staff benefits |

TAK

CONSIDERATIONS

— Nt e T
1. Hhat is the job description fo‘r?”;;he position? - 1. Collect relevant orientation information such as
(See 5.1.3) a policies and procedures nanual and LRC plans.
2. tlhat }‘s ;he workscope of your orgﬂnl‘zation? 2. Identify and review formal and informal policies.
See 1.2

S A 3. Mssign responsibility for orienting new staff.
3. Do you have to abide by any othey Mlicies of
agencies you work with; for eyapps a funding or 4. Conduct Orfentation and obtain feedback.
fiscal agent? (See 5.2) -
. , 5. Periodically review and modify orientation
4. What infornal/unwritten rules, yofMS ang pol iCies procedures,
exist (work hours, dress code | peiks, 1ynch hours) 2

5, What is the formal and infomg] gtucture of the
organization (see 5.1.2), incugif comynication
channels?

6. Who will conduct new staff orjepgAtion?

7. What benefits are available ~ heg!th, use of
facilities?
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Strategy 8.2 Provide opportunity for staff to improve their competenciés

Task 6.2.1 Provide preliminary orientaticn and training for all
staff to insure successful completion of ail assigned
activities

Task 6.2.2 Develop and implement continuing inservice training
~programs to increase the staff's professional knowledge
in more productively meeting the objectives of the LRC

'm&mmmmmmnwmmmmMWmmmm
about educational programs and pubTications that would
help to increase their professional skills and knowledge

Task 6.2.4 Develop policies and procedures pertaining to external

professional development activities such as professional
conferences, inservice training and formal course work

1%




IS

CONSDERATINS

GHPm@w%mwmemmMmmﬁwmﬂmmmmummm
completion of all assigned activities

STEP- BY - STEP PROCEDURES

Y

What specific skills are needed for the position? -

(See 5.1.3 for job descriptions.

2. What skills does the individual possess and/or need

to acquire?

3. How will the individual acquire the needed: skills -

inservice, on the job training?

F

¥

. Review job description, organization roles, and

workscope to identify specific skills required.

. Deterning discrepancy between required and available

skills (assess staff training needs).

.%WmmmmmeWMWme

. Assign staff responsibilities for conducting the

training.

. Evaluate the orientation process in terms of each
conponents (needs assessment, training, implenen-
tation).




CONSIDERATIONS

6.2.2 MWhpmdmMmmthmmmlmwwmtmmmgm@mmtomw%mthmﬁs
professidnal knowledge in more product1vely meeting the objectives of the LRC

STEP - BY - STEP PRGBEDURES,

. What are the needed areas of training?

. Hhat resources are available to provide this
training:

- staff

- SEA

- colleges
- ALRG/RRC
- LEA?

. What costs can the organization incur:

- staff
- time
- money?

. How will the effectiveness of the inservice training
be assessed?

. What training program options ave available:
- classes

- on the job training -
- independent study?

. Examine LRC objectives 1 identify needed

competencies.

. Review staff competencies in relation to required

skills to determine training needs.

. Tdentify and select inservice training prograns
‘that will aid the staff in achieving LRC. objectives.

. HﬂmmaMrwweWemwwmewmmmpmwm

in relation to its contr1but1on to accomplishing
LRC objectives.
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6.2.3 Identify and.make available to staff members information about educational programs

and publications that would help to increase their professional skills and knowledge

CONSIDERATIONS

STEP-BY - STEP PROCEDURES

. What activities, other than inservice, are approved

for improving the skills of staff (i.e., reading,

~conversation exchange, film viewing, materials pre-

e,

197

viewing, attending evening classes at local colleges
and universities) ?

How do staff members know when professional develop-
ment is appropriate? ”

Who on the staff coordinates the dissemination of
information and perforns the current awareness
function? (See 5.4 for internal communications.)

1.

1.

St

In preparing the annual plan for services, include
time for a skill-improvement program,

The staff should set goals and design a plan for .
specific skill development activities during the
year,

Set monthly staff sessions for sharing information
related to what's new in the field,
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N 6.2.4 Develop policies and procedures pertaining to external professiona] development: activities
= such as professional conferences, inservice training and formal course work ,

CONSIDERATIONS STEP-BY- STEP PROGEDURES

1. What factors should be considered in developing 1, Discuss and allocate staff responsibilities for
policies and procedures pertaining to professional attendance at conferences, conventions, or special .
development: | training sessions, avoiding duplication of

activities. .

- C0sts |
- conference topics 2, Design a process by which conference feedback is
- courses of study . disseminated in a palatable form to the staff,
- release time
- eligibility 3, Establish policies related to the LAC's financial
-'veimbursement? - support of professional development activities,

2, mnpmﬂ%wm1mﬁwmmswewwwﬁﬂehr
which staff members?

3. What are the policies related to LRC financial
contributions o individual staff development
prograns and reciprocal time owed the LRC following -
training programs? (See 5.2.1)

201
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Strategy 6.3 DeveZop procedures for staff input into program planing and
implementation .

#

Task 6.3.1 Solicit recomendations from-staff regarding existing
activities and suggestions for new or different
approaches to LRC operations . -

Task 6.3.2 Include appropriate staff in the decision making process
aMMadﬁmhwmgmthlﬁﬁdonmmr
responsibilities

Task 6.3.3 Conduct vegularly scheduled staff: meetings

LY
]
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TS

6.3.1 Solicit recommendatig™ fron staff.f‘egarding eXigting activities and suggestions for new or
different approachey 10 LRC operations -

I

CONSIDERATIONS

\ STEP- BY - STEP PROCEDURES
N T —— -
. What managenent style is being 6t in the 1. Establish an LRC 'operifion mde which elicits,
organization? (See 5.).2) ‘honors, and gives due consideration to input from

. all participating staff persons.

2. Hhat decision making process wi)} 1d in soli¢iting
recomendations from staff? 2. Reserve Staff meeting time for brainstorming and

. staff decision making relating to procedures.

3. What fomal and informal procedye£S for peceiVing

suggestions and recommendations 578 available’ 3. Establish both fomal and informal procedures for
receiving and processing suggestions and recommen-
4. Which staff should participate i feveloping dations for LRC operations.
recommendations?

W




L 6.3.2 Include appropr1ate staff in the dec1s1on making process about actlons , | s f
having potential effect on the1r respons1b111t1es :

CONSIDERATIONS STEP - BY - STEP PROCEDURES
1. Are the staff included in making decisions which 1, Orient the staff to the selected process of
affect their responsibilities? | Teadership, (See 5.1) .
2. Do individual group members have the skills to be 2. Conduct staff meetings in a style which encourages
good group process decision-makers and part1c1pants7 and requires participation by all staff members, -
3:z-.Does each group member understand and approve of 3. Disseminate information equally and openly to all
the process of change as a growth mechanisn? group members who are involved in the decision

making process.
4. What is the process for change? .
0. Continually assess the abilities of the group
and its individuals to participated in group
decisicn making procedures and when necessary
“upgrade their skills through training,

206
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K 6.3.3 Conduct reqularly sheduled staff neetings

CONSIDERATIONS

 STEP-BY-STEP PROCEDURES

S 1. What is the purpose of staff meetings?

2. How frequently are staff meetings needed?

3. What should the content end structure of the staff
~ mestings be?

4, How much participation is expected?

5. Who noftors or conducts staff neetings?

. Fstablish a schedule and structure for staff

meetings and stick to it.

. Establish who will initiate agenda.

. Circulate agendas at least one week prior to

staff meeting.

. Allow for Tast minute input.

. Set criteria for agenda content. Include in the

agenda topits to be covered with descriptions of goals
wWMmmMmWMMMmMmm‘
not include too many problems in a meeting.

.MMHMﬂwmﬁmmmﬁmw@mwmmum

tine for brief reports by individuals or groups of
wwmtuhﬁn%sowutMtMﬂsﬁﬁismne
of the scope of LRC involvement.

. Initiate a ph1losophy estab11sh1ng staff meetings
- as having priority over all other activities.

.Aﬂwfwaﬁﬂmmlmam$WMnmm%wm

especially as a follow-up to decisions made in
staff meetings.




*‘S"trat'egy 6.4 Deszgn procedures for monitoring and evaluating staff perfommq_e‘
e in conducting assigned responszbzlztws |

Task 6.4.1 Develop a system for establishing goals, ob3ect1ves,;
and respons1b111t1es of individual staff K

Task 6.4.2 Specify criteria for eva]uating performance

’ Task 6.4.3 Develop a monitoring/feedback syStemyto provide
information on staff performance

Task 6.4.4 Discharge staff members who are unable to meet the1r ﬁ
respons1b111t1es _ -

209
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o JSK .00 Develop a systen for establishing qoals, objectives, and responsibilities of individual staff

CONSDERATINS | STEP-BY- STEP PROCEDURES

1. ‘What model for establishing staff goals, objectives, 1, Establish an initial interview within one month
and responsibilities is to be used? after the beginning of the project year between

the individual and his supervisor.,
2. Are these qoals, objectives, and responsibilities ‘

established cooperatively? '?.Pmﬁ@fwawwmﬂofﬂﬁfm@waﬁsww-

| visor about what is expected to be accomp]ished,
3. ktMmapmmsfwrwﬁwmdmwﬁmof@ﬂg at what level of proficiency, and by when,
, Objectives, and responsibilities?
3 3. Establish:
- & Who should be involved in developing the goals, v
objectives, and responsibilities? - 2 goal-setting interview to agree on assigned goals,
objectives, and responsibilities

- @ review interview to allow for the supervisor
to provide help to the worker where desired
- an evaluation interview for revision of process
objectives and assigned responsibilities when
necessary,

y 4. Make the entire staff aware of each person's goals
| and activities which are related to the group to
prevent overlap of work,

F o=

o




CONSIDERATIONS

STEP-BY - STEP PROCEDURES

. What criteria are necessary to evaluate performance?

. What is the relationship between the LRC's objectives
and individual performance objectsves?

3. Mhat objective format will be used in developing

criteria:
- performance

- behavioral
- instructional?

v

. Determine objective format to be used in

developing criteria.

. Develop criteria in relation to individual staff

objectives. (See 6.4.1)

. Ensure that the criteria are in line with the

activities and assignments based on cooperative
staff planning.

. Provide both parties with a copy of the objectives

with time Tings for completion and criteria.
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T ha not L

CONSIDERATIONS

§.4.3 Develdp a mun1tor1ng/feedhach system‘to’provide information on staff performance

 STEP-BY-STEP PROCEDURES

| 1. what feedback on performance shou]d be provided

to the staff?

"2, Who should be involved in the personnel
© evaluation?

3. Will evaluation information maintained on staff

meet conf1dent1a11ty requirenghts?

. Initiate a policy of joint decision making and

monitoring.

: MMﬂy@prmmsﬁhmmwﬁmeﬁeﬁmﬁﬁm-A

.. Establish schedules for conpleting forms for the

mon1tor1ng/feedback system.

. Nlow the staff merber to select whether mon1tor1ng

and evaluation will be by- supervisor or colleagues.

. The Tevieer and the appraisee should go over the -

reporting forms .together during the interview, coming
to a consensus about” the content and poss1ble '
aiternatives or remediation.

. HcﬁmnaMWth%nmmdawmmcmumdwef

mmmuwnmmwwawmmwﬂlmtnwwﬂwtm |
employee's product1v1ty |




'm 6.0 Disgharge staff menbers who are unable to.meet their responsibilities

(OS0EpTONS © STEP-BY-STEP PRICEDAES

N e e o

1. What will be the basis for discharge? 1. hﬁwaMbmmehMHuwnmwmq,me
: state, and federal regulations about dismissal.

2. What agency regulations must be met? : ,
' 2, Establish a dismissal, procedure which includes

3. What are the conditions of dismissal in the | rationale and steps for detemmining and documenting -
enployment contract? ~ unsuitable performance. o o

Collect appropriate data related to the established
objectives agreed to by the employee. Document the
reasons for discharge. L

€.~

8, Meet with the employee to discuss his nability to
meet agreed upon goals or objectives.  Inform hi
of his appeal privileges. ,

5, Draw up documents which detail the reasons for and
conditions of discharge. ;

6. Follow agency requirements.

7. Conduct exit interview, in which the reviewer
discusses the discharge, other appropriate employ-
ment, and fulfillment of responsibilities before

departure.
g, Asist the individual in cbtainng otter suitable
employment. ) -
| 917
216 -
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FUNCTION 7 O NNNAGING PHYSICAL RESOURCES

Strategy 7. 1 Develop proaedures for utzlezatwn of supplzes and
equipment

 Stutag 1.0 Dl proceaes fo wiizaionof gy plews

INTRODUCTION -

In this section, gu1dehnes are develo ed for the operatwn of the LRC'S’ phys1ca]

surroundings, including supplies and eqmpment as wel1 .as the actual physical. p]ant cu T
In both areas, policies and procedures are suggested for acquisition, ut1hzat1on, e

by others than staff menbers, security,_and_renovation.._It.is_important. that manyof. :
the activities in this section be considered and planned. for-at proposal writing time, -~ - &
Thus, this functwn should be used in careful coordination mth.ZO(Assessmg needs DT
-~ for LRC ser\nces, andBO(Developmg LRC operatwna] p]ans) S R S




Strateqy 7.1 Develop procédures for utilization of supplies and equipment

Task 7.1.1
Task 7.1.2

Task 7.1.3
Task 7.1.4
Task 7.1.5

Task 7.1.6

Identify needed supplies and equipment

Develop procedures for analysis, selection, and
acquisition of new supplies and equipment

Establish policies governing internal and externa] use
MewmeaMstms

Design a"systen to maintain security and 1nventony
contro] of all supp]1es and equ1pment

Develop procedures for per10d1c 1nspect1on and maintenance
of supplies and equ1pment

Train LRC staff in the'appropriate utilization of
equipnent -

i e e e -

-




s

CONSIDERATIONS

ARE Identnfy needed sipplies and equnpment o

STEP-BY - STEP PROCEDURES

. What supplies and equipment are needed to fmplement
.the present and future objectives and- act1v1t1es
of the LRC? g "

: MWmmsmmnswmhMeMrnwwﬂ

. What are the skills, needs, and desires of -the
staff?

. Review objectives and activities to determine

supplies and equipment needs,

. Review the existing program and facilities in tems

of needed suppies and equipment.

. Determine how much of the total budget will be

allotted for supp]nes equipment purchase, or
rental, (See 3.1.3, LR resources)

. Does the funding source 1imit the amount which may. ..[| ... .

be budgeted for equipment purchase? If so, are
there sources for obtaining specialized equipment
other than the funding sources(s), e.g., fund

" raising or the PTA? |

.mmmmmmmmmmwmmmm
and/or lease options as an alternative to purchasing
equipment?

W

. Memeﬁmommmdﬁthnmﬁfwmuhm
“activities (2.1.5) to assist in determining the

most cost-effective purchases.

. Compile and justify supp]nes and equipment needs

(Justnfy by objective and actnvnty)

. Establish a prioritized 1ist of alterative

purchases in,case the budget is reduced; also,
prepare a prejected Tist of additional 1tens
that one would recommend if additional monies
were available.




L

7 1. 2 Deve]op procedures for analysvs, selectvon, and acqutsvtvon of e suppltes and equvpnent

CONSIDERATIONS

STEP- BY - STEP PROCEDURES

10,

What constraints are placed on purchases by the -
fiscal agent or funding source? Are vendors
previously established?

What existing equipment and supplies are used by
the agency?

Are the supplies and‘equipment being purchased
compatible with those of the fiscal agent?

Are demonstrations by vendors available? '

Can equipment be used on a trial basis?
What wi]l your agency donate or give the LRC?

Consvder maintenance needs and potential contracts
with vendors or others, |

Can previously purchased materials and equvpment
be used? ,

Consider the cost effectiveness of purchasing
equipnent (Tength of usage, how much usage compared
with cost).

Can equipnent be leased? If so, to what does the |
user agreement entitle the LRC?

. Consider when purchases are te be made. (Order as
soon as a need is established.

o (Continued on page 159)

9.

afnlinu.
e ,,:."
w2 ff :

Review considerations.

Make decisions as to what needs to be purchased,

based on proven usage, budget constraints, and

‘restrictions of the funding agent or fiscal agent.

Obtain and utilize necessary equipment selection
tools (i.e., E.P.I.E, - Educational Products
Information Exchange; Audiovisual Marketplace;
periodicals which review equipnent - Previews).. -

.~ (ollect and file“publishers‘“and‘companies'“catalogS“”“

for reference and purchasing information.

0f the established needs (7.1.1), determine what can
be provided by the fiscal agent (school district,
state, or regvona] educattonal agency)

.7’fontact vendors, set up a denonstratvon and establvsh

the mavntenance contract procedure

WWMMWMMwwmmmdmwwhma-
compattbtlvty, denonstratvons

Final decisions shou]d be based on the above data
and should determine vendor, quantity, and dates
needed for delvvery \

Follow established purchasing procedures, 5

BpO
B )




. e Develop procedures for analysis, se]ection, and- acquisition of new supplies.and equipment

{Continued)

ONOEUTON - STEPBY- TP POKEDURS

(Continuéd from page 158)

12, Are companies able to demonstrate materials at the
LRC on-exhibit basis without cost to LRC?

“ 137 Are new supplies and equipnent safe for instructional
¢lassroom usage?

14, Who needs to apbrove the purchases?

R
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© 1.1.3 Establish policies govérning internal and external use of equipment and supb]iés T

CONSIDERATIONS STEP-BY. STEP PROCEDURES

1. Hho needs to use the equipment and supplies? | 1. Check with the funding source for restrictions.
2. According to the funding source, who can use the 2. Check the agency for restrictions.

equipment and supplies? |
. 3. Establish who has legitimate use of supplies and
3. Mho-is ultimately responsible: the director, the materials. *
Tibrarian, secretaries?
4, Establish a line of responsibility - who is
4. Who is ultimately responsible for replacement if ultimately responsible?
equipment is stole, damage or lost?
5, ldentify all possible Tegitimate uses of equipment
5. MWho is in charge of equipment and supply distri- and supplies. |
bution?
6. Establish and obtain approval for policy.

1. Provide inservice on appropriate equipment utilizatio

228
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CONSIDERATIONS

.14 Design a systen to maintain security and inventory control of all supplies and equipnent = -

- STEP-BY - STEP PRUEEDURES

10.

RIS

. Has the fiscal agent established formal security

procedures?

Is the existing agency security system adequate?

Are facilitirs shared?

How often are facilities visited? What are the
nowrs? ¢

. What are the security risks in the target area?

If the fisca] agent requires the maintenance of a
formal inventory system, what does that entail?

What type of inventory (count or rate usage) is to

be conducted? Are special procedures necessary for

consumable items?

How often does the fiscal agent require that
inventory be taken for each item?

Do different types of items such as videotape equip-
mMn%dmmeyhhnmmfmwmﬂw

--Who-uses. facilities. and. with what frequency?—.. -] -
| . Inform and orient staff and other persons sharing

"W shouid conduct the mentory?” . |

SECURITY

. Conduct a security survey, including determ1n1ng

policies of fiscal agent.

. Base a security pian on the results of the survey.

facilities of security plans.

. Inform and utilize local security agencies in
. establishing and maintaining a security system.

INVENTORY POLICY

.meqwmmmmmﬁﬂmmwmwf
..equipment_and supplies as. ell.as. federal.and.local....

requirenents.

. Responsibility for the inventory- should be delegated

to the persons responsible for monitoring the g1ven
equipment and materials,

. Inforn the staff of their inventory responsibility.

. Collect, maintain, and use inventory data.

231
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1 1 5 Develop procedures for peraodac 1nspect10n and maantenance of supp]aes and equapment

CONSIDERATIONS y

STEP-BY - STEP PROCEDURES

1. Consider maintenance contracts available to ensure.

routine inspection and maintenance (i.e:, from
vendors, or service agencies). ,

2. Consider hiring a maintenance technician,

-3, Should_staff be_trained by.vendors.in. maantenance

or 1nspectaon?

4. Is there a maintenance and replacement budget?

5. How often does the manufacturer recomend that

equipment and supplies be inspected?

6. What is the expected shelf life of supplies

(e.0., dittos, fluids, masters) ?

232
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- AN0-USAGe;

The person responsible for monitoring and nventory
shouid be. responsible for peraodac inspection and
maantenance

Establish a calendar or schedule of maintenance -
inspection based on manufacturer 3 recommendataons

BmmnhmdmmmmafﬂeﬁmﬁMmmwcmwx

Train the staff in maantaanang the equipment they ar
responsible for using and monitoring.

. Establish and maintain an appropriate supply of spar

parts fur equipnent. (See 7.1.2)

Conduct inspections based on the calendar

_orschedule determined above

233




TR 1 e i staf in the appropriate utilizationof euiprent

CosEwes 0 SSRGS

1. Is training available in the use of equ1pment (.., [| 1. Train new staff 2 a part'of their orientation..
from vendors, staff technicians, maintenance contract |
personne!) 7 | 2. Tram or check out all approprfate staff on
i X1st1ng equ1pment .
2, e there people on the staff-who know how to use | |
; the equipment? - . 3. Tramappropmate staff on aH new equ1pment T
= it purchased or” received: .
3. Does the 1nst1tutfon vequire staff members to have f
experfence with using equipnent? 4, Hav: manufacturera or tramed staff conduct the o
training. - 777

* 5. Maintain 1nformation on which staff members have
been trained to operate which pieces of equipment.

]

I8



 Strategy 7.2 Develop procedures for uttlization of physiérzl plant

Task 7.2
Task 7.2.2

- Alocate..space in‘aceordance with identified needs

Task 7.2.3

Task .24
Task 1.2.5°

Task 7.2.6

Task 7.2.7

Develop policies and procedures for use of facrlrtres R

by staff

Deve1op policies and procedures for access 10 burldrng
and utilization of facilities by other agencies

Obtain custodial care for.physrealrfacrlrtres

Establish a procedure for perdodic inspection and
“maintenance of . physical facrlrtres

DwdwanWmmmemmm@mst“mmsmmﬁw

‘procedures 0. be_followed in- case- of.. emergencles

mWwMMMﬁmmmmmmmmMo*
facr]rtate LRC operatrons




: TASK L2 Kilocate space in accordance with®identified needs

CONSIERATIONS

* STEP-BY-STEP PROCEDURE

1. What standards already exist for space allocation?*

2. How will LRC objectives and activities influence
space needs (e.g., traffic, production, materials
and circu]ationg ? |

3. WnathSmm@aMkawun%m?

4, What are the restrictions and/or options of the

fiscal agent for acquiring space?* Hhat funding
restrictions exist?

5, What are safety and sanitary requlations?

(including the requirements of the funding agent) be
quantified and communicated at the time of proposal
processing. If space is provided out of the fiscal
agency's overhead, especially a state agency, there
‘may be an allocation formula to follow: e.g.,a ~

given amount of space per clerical FTE (Full Tine. =

Equivalent), for professional FE, or student FIE.

. *Inmost cases it is critical.that all spaceneeds. . || .

W

. Visit existing LRCs and/or search the literature

for appropriate planning help.

. State needs based on project objectives and activities

and considerations such as specialized equipment and
safety requlations, o

. Pre-plan based on needs and usage projections; devise

a space allocation plan.

. Adjust plans based on real space available.
. Kssign space.

: MMHMduamsmmuu@prHMMQmwm"

expansion or on-going space re-allocation.




CONSDERKTIN

~STEP-BY-STEP PRIGEDRES

. What possible conflicts might there be in usage
 (conferences, work space)?  For what was the space |

intended?

What requlations for usage exist within the

- building? Do staff need to check with security

4

officers and others?

What are the space constraints on usage (e.g., .
nurbers allowed)?

1. Establish criteria and a system for assigning office
or special use areas and reserving open space. © -

2, Establish that certain areas are for certain function
and orient existing and new staff to these restrictio

"3, Insure that the staff knows the building regulations.




MR 1.3 Levelop polTcies and proceaures TOr access 10 bJ11d1ng and ut111zat1on

_of facilities by other agenc1es

CﬂNSiDERATmNS

TED B TP POCEURES

. What constraints, if any, exist within building
or funding policy?

. nat supervision is needed for other agency usage?

. What supplies and materials can be used by other
agencies?

. Who needs to approve other agency usage?

. What security concerns exist in allowing other
agencies to use the facilities?

. Hhat space constra1nts are there for usage --
what will the allowable uses. be; how many people
can use the space; how often can the space be used?

. Ldentify. existing constraints within building or

funding poticy conerning external agencies.

. Deterning how much-usage {5 considered reasonable,

. Establish and implement n approval system with

necessary sign-offs. Avoid being too restrictive,

. Notify agencies of procedures and po]1c1es as |
appropriate (e.g., usage of supplies, materials, and
~ equipment, space constraints, and tine).

e m— g

"3




oM 7.2, Obtain custodial care for physical facilities

CNSDERATONS T STEP-BY-STEP PROCEDIARS

1. Hhat services are already available through the 1. MMWQMMﬂmm
building facilities?

2. Utilize ex1st1ng services or contract w1th avaflable

2. What special considerations exist for custodial custodial services.
needs: .
. 3. Develop Tist of tasks to be accomplished by custodial
- safety/security maintenance ' staff.
- air conditioning, heating -
- Tighting? 4. Maintain a budget for custodial services.

3. If custodial care is needed, what funds are
available?

4. What should the job description for the custodial -
service be? Be cognizant of union-imposed requla-
tions Timiting custodial activities.

5. Are custodial services available on a contractua]
bas1s’ :

45
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8

CONSOERATINS

7.2.5 Establish*a procedure for periodic inspection and maintenance of physical facilities -

STEP -BY - STEP PROCEDURES

1. Bre there previously established procedures:

- county
- agency
- state

- safety?

2. What are the exceptional uses or needs of the
building?

3. What safety equipment exists?

PR

. Identify and follow the established procedures for

ceriodic inspection and maintenance of physical - e
facilities. | a

. Establish a maintenance schedule based on requirements

and special uses. :

.MMamwmmHMMMMWMMMWw 

. Follow procedures established by Tocal safety agencies

for maintenance of safety equipnent (e.g., fire
extinguisher and first aid equipment),

. Make staff aware of the procedures and how to use

safety equipment,

o



'TASK

in case of emergencies

CONSIDERATIONS

7 26 Develop an "Emergency Preparedness Plan" w1th spec1f1ed procedures to be followed

PR .
— .

STEP - BY - STEP PROCEDURES

. Are there potential geographic or weather conditions
which might influence the plan?

2. MWhat are established procedures Within the buildihg?

3. What are recommended safety procedures and cautions?

4. How does traffic flow?

5. lhat is the state of the building (e.q., age, exits,

condition, and floor plan) ?

6. MWhat safety equipment is necessary in cace of

emergencies?

1. Consider the patrons to be served -- physically

handicapped, young chiidren,

8. Does staff have an understanding of safety proce-

22

dures such that they.can assist patrons in emergen-
cies, health problems, or disasters?

- 172; ‘

. Identify and establish required procedures.
. Establish recomended procedures,
. Survey use of building and flow of traffic.

. Based on Considerations, develop an Emergency -

Preparedness Plan.

. Orient cxisting staff and new staff (as hired)

to the plan and use of safety equipment.

. Post the plan and inform safety agencies of plan.

. If building is independent of other facilities,

establish a first aid station, especially if the
aged, physically handicapped, or young ch11dren
Will be using the facility.

249
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CSTERTON

STEP-BY-STEP PROCEDURES

- arailable?

. iy

.+ “What is the space allocation plan?” (See7.2.1) /

What are future expansion plans? (See 7.2.1) f

Hhat‘does use data indicate about space needs? |
!f
What are the uses of the building or space? |
(See 7.2.1) ;
/

. What are building code requirements? i

. What is the budget? /

| [
What architectural and planning resources are

- NOTE: WMWMMHmmmmﬂmMMmmd

MW%MMMNMWWWM-
contract for work to.be done, little independent
action is likely to be aliowed by the fiscal
a%M,ﬁtMmtsmm MemmwnmpmmMN
in that case will have to follow procedures
establtshed by the fiscal agent L

1

6.

!

mmmMmmmWMMMWMMMa.
aMTMmMHmMmmm(m&Mm
1.2.1) .

Develop a renovation plan based on needs assessent
and usage data utilizing professsional architectural
and designing personnel , |

Develop a budget based on costs associated with
the renovation plan,

Following agency procedures which might include
opening the renovation for contract bid.

fonitor renovatton to insure that it occurs as -
planned.

Evaluate facility renovations'after completion. |

o . . { "
. ) ‘ ‘ ) ' .
, . .
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FUNCTION 8.0 NAWAGING FISCAL RESOURCES

Stratégyl 8.1 Develop p’rocedures for maintainiﬁgmd monttoring
 finanetal expenditures 0 7
. | i
J) ' ;
o -
INTRODUCTION -
This section attempts to assist the/LRC director and staff in deternining and maintaining
~ procedures for monitoring fiscal affairs, In most instances LRCs will not have:control
over procedures used by the fiscal/agent, but it will be necessary-to insure that all
funding agent requirements are met. Certain activities or responsibilities will need to
be set (3.0), and staff will needjto be oriented to fiscal procedures in order to
effectively implement this functjon; i |
Funding agency refers to. the agghcy which/provides funds for LRC operation and Fiscal
agent s the institution or agency (school district, university) Tegally responsible
for implementing the activities;and‘monitoring the funds. ¥ :

-

t
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; i \ -
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Stmdegy 8.1 Develop proaedures for maintaining and momromng financial

!

/
!

|
|
|
i

expenditures

mmrrmwanmmmmmmmmawmm
wmtwdﬂMmgwmw |

‘Tuk812SmmﬂpﬂnwsmrummnwaofMCNMs

‘mml3mmwmmmmmmmmwmmwwwmw

orders, encumbrances, delivery receipts, invoice
reconciloations and payment vouchers

Task 8.1.4 Establish bookkeeplng and accountrng systems for all
revenues, mw@mmu,mdumﬂﬂwa

Task 8.1.5 Establish a system for marntenance and retrreva] of al]

fiscal records and reports

Task 8.1.6 Specrfy procedures for periodic re-allocatrons of funds
M%dmadmlmdwmmmdwmmnwm

Task 8,1.7 Specify procedures for pernodnc f1nanc1al reports and
- audits
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TASK

CONSIERATIONS

MJMMWMMMmWmemmmMﬁmHmummmwa

STEP-BY - STEP PROCEDURES

1. Hhat reporting procedures are required by the
funding agency and fiscal agent? (See 5.3.1)

&WNMMWWWMMHmme(ﬁime

“funding agency and fiscal agent place on the
expenditure of funds (review administrative
procedures of fiscal agent, state, and federal .
agency). |

ACWMWHWMMMMWMMMH
What is the fiscal year cycle under which various
programs, departments, and agencies operate?

3. What policies, procedures, and constraints do the || 2,

179
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representative policies, procedures, and constraints

- regarding application, reporting, and expenditure

of funds,

,Revjew"themfundingWagencyls_regulationswregardingmmw-

the expenditure of program funds.

.mnmmmwmwﬁ@ﬂmmmmm

review and/or interpret federal requirements.

. Make a calendar of. fiscal year cycles of different

agencies with which the LRC operates,

957
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CONSIDERATIONS

8.1.2 Speciy policies for expenditures of LRC funds

$TEP - BY- STEP PROCEDURES

~o
-

IR

208

. What types of expenditures are required to

accomplish LRC objectives?

What are the policies established by the fiscal
agent and funding source? (See 8.1.1)

Are policies flexible enouh to meet wnusual |

Who is going to approve expenditures?

What expenditures are legitinate (e.g., as concerns
federal regulations)?

180

. Establish agency policies for the expenditure of

funds. Policies should be stated in a clear and
concise manner,

. Develap policies that are compatible with the fiscal

agent and the federal funding source quidelines.

3 Hppropr *ite staff should be.informed of specific

expenditure policies that relate to their functions.

. Identify any variance between nianned expenditures

and funding or fiscal agency policies, If a varianc
exists, discuss it immediately with the appropriate
agent.

. Provide a process for the continuous update of rules

governing expenditures and dissemination of that
information,
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CONSIDERATIONS

8.1.3 Develop procedures for systematic processing of purchase orders, encumbrances,
delivery receipts, invoice reconciliations, and payment vouchers

SEZP-BY- STEP PROCEDURES

'1. Ave there established internal agency procedures?
Are these procedures adequate?

2. Hho has approval authority?

4. What are staff responsibilities in the flow of the
process?

5. Who is responsible for receiving orders?
6. What kinds of transactions are going to occur?

7. What Tiaison is necessary with the fiscal agent?

ERIC)

A Fui Text provided by ERIC

. Determine whether established agency procedures

meet your needs.

O f they'do not, identify unique needs and establish
...procedures._to.meet. such., --Procedures-should-be -

conpatible with and should not unnecessarily duplicat
the procedure of the fiscal agent,

. Determine staff responsibilities within the tracking

sysgem (ordering, sign-off, receiving, processing,
paying).

. Orient and train staff as to their responsibilities

in the system.
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.~ CONSIDERATIONS

8.1.4 Establish bookkeepiﬁg,and accounting systens f'or.a]]‘revenues, encumbrances, and expenditures s

STEP- BY - STEP PROCEDURES

. What f1nanc1a1 information is needed for program__

. What are state, federal, and local régulations for

bookkeeping and accounting?

. Is there a tracking system at present?

262

management’ “When and how often is it needed?

. Does the fiscal agent have an adequate system for all

your needs?

.
-

. Do the procedures answer necessary questions:

- Accounting

- Reporting |
- Funds available by objective

- Encumbrances

- Expenditures

- Revenues?

s your bookkeeping system sufficiently flexible to

handle various sources of funds?

. What skills in'bookkeeping and accounting are

available on the staff? If necessary, use outside
sources (consultant) for the establishment of the
system.

8. What technical essistance is available in

establishing a system?

. Is the system in accord with the fiscal year?

1

r

1.
.

s o ...‘.,.3.

4,
5.

6.

7.

Review and use the established system if possible,

If it doesn't meet the needs, wmﬁy@m1nme
existing system

Determine-whether-staff-and-management-neads-for——

financial data will be met by the systen.
Determine staff responsibilities.

Train the staff in the accounting procedures
established.

Monitor procedures for possible revision.

Use procedures for reporting and on-going f1sca1
evaluation.

28!
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(See 5.3 for record keeping)

CONSIDERATIONS | STEP-BY.- STEP PROCEDURES

1. How long must records be maintained? 1. Establish a records management system which includes
- a design for a filing system, records retention

2. How Tong must records be readily available? o schedules, and records storage and/or destruction

— - |- e planS.—Maintain.only-those-fiscal-records-and-—-——

3. How much space is needed? reports that are useful or required.

4. How are records to be used: 2. Coordinate the records management system with

federal or state records/archives officer and

- reporting r federal contract regulations.
- auditing B | "
- decision-making? g | 3. Establish which records need to be stored for

\ retrieval,
5. How often does the procedure call for retrieval
of current information? \ 4. Tnsure that the filing and storage system allows for
‘ | easy access and retrieval of information.
- b, What are funding agency reporting requirements? )
5. Assign staff the responsibility for maintenance of
7. What are fiscal agent reporting requirements? 1. files.

265
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e 8 1.6 SpeC1fy procedurgg for pe*1od1c re-a]]ocat1ons of funds based on actual and prOJected expend1tu£es ;
(See 2, 1 5 for forecastlng) | .

;{

CONSIDERATIONS | o STEP-BY-§TEP PROCEDIRES /
1 MWﬂumham]m&nmbmthMﬁQUM | 1.Eﬂwhmgm@hmsmaMMtﬂmmnm%as
procedures and re-allocations in relation to required in the event that new priorities arise
program areas? | which need immediate action,
2. Are re-allocations within the regu]atlons for 2. On a scheduled basis revies expenditures, encum-
T transfer? T ~brances;funds-available;-and-completed-activities-

to determine the accuracy of projections,
3, %reﬂhmhmsmﬁﬁwemWormMmeMMr , o i
objectives? 3. Make re-allocations based on the above data and
| within the budget regulations or quidelines.
4. What priorities exist for the expenditure of funds? ?
- 4, Upon the completion of program objectives,
5. Who must authorize re-allocation? re-allocate funds that are remaining and adjust
* other cost figures if over-expenditure has occurred
6, How accurate must your projected budgets be? : i
L . | 5. Make final decisions on re-allocation based on a
- , - thorough review of fiscal records no later than the
| beginning of the fourth quarter of the fiscal year.

6. If excess funds are identified, plan new activities
no later than the beginning of the fourth quarter,

1. MemmMSMhmmuwreﬂhmuwsmduwmc
of budget projections in preparing the budget for
the next project year.

:266 | | | ‘ 26"
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CONSIDERATIONS

8 1.7 Specnfy procedures for peraodac f1nanc1al reports and audats

STERBY-STP PRUEORES

1. What are the fiscal agent and funding agency...”
reporting requirements?

. What are youn 1nterna1 needs for audnt and

— -

\ Determnne reportnng and aud1t requnrements (both
internal and external)

2. Assngn staff responsnbnhty for reporting.

3. Who is responsible for completing fiscal reports?

1 ‘:, 4. ¥here and how often are reports to be submitted?

B T

,nm
3. Establish'd calendar that insures conphance.

4. Subnit re'ports as nequ‘ired
5. Utnhze fnnancnal report and audit results to

“implement re-allocations of funds based on actual
and projected expenditures, (See 8.1.6)

o ™~



FUNCTION 9.0 COORDINATING EDUCATIONAL APPRAISAL SERVICES

Strategy 9.1 Coordinate provision of appraisal amd programing
services for exceptional children

INTRODUCTION

This section deals with the potential function of insuring but not necessarily providing
direct appraisal and progranming services for handicapped children, It is very often

the case that appropriate services are available, but because there s no coordinating
function the handicapped child doss not receive the service. This section discusses the .
identification of services, matching the services to the appraisal and programring need,
. maintaining records on deliversd services, providing follow-up and evaluating the
effectivensss cf service and o7 the LRC- in coordinating the function,

Before an LRC implemets this function, it must ensure that it is a part of the workscope

and mission (1.0) and it nust determine that there is a need for the service (2.0).
Then it may plan and implement the actual coordinating function [3.0).

189,
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Strategy 9.1 Coordingte provision of appmwal md pmgranmrzg services for
exceptional, children

-\ Task911 Ident1fy and maintain 1nformat1on on the appra1sa1 and
programing services available within the LRC service area

4Tak&LZOmmuemdM$mmMemmmnwnm@Mmgwmmm1
and programming services for handmapped children in a
systematic manner o

Task 9.1.3 Develop and implement procedures for matchmg referrals
with appropmate appraisal and prograrmmng serv1ce
agencies ‘

Task 9.1.4 Develop and implement a follow-up procedure to determme
¢lient satisfaction

Task 9.1.5 Evaluate the appraisal and programming coord1nat1ng
function

e | w
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within the LRC service area

CONSIDERATIONS

STEP- .- 3TEP PROGEDURES

. What appraisal and programming services are
available within the service area®

2, What are the elibigility requirements or iegal

mandates in the appraisal and programming Service?

3. What mechanisms are available, feasible, and
appropriate for maintaining service resource
information in the LRC?

193

. Develop a 1is: of service resources within the

service area.

. Determine what data to collect and maintain on each

agency. - (NOTE: You may wish to do steps 1and 2
of task 9.1.2 prior to making this decision.) Data
may include each agency's goals, philosophy, objective:
legal responsibilities, referral systems, kinds of
services, fees, promptness of services, time services
are provided, length of time service takes, location
of services, staff and their training, financial
arrangements, and ages served. A file may also be
kept of current federal, state, and local quidelines,

. Develop appropriate mechanisms for the storage and

retrieval of service resource information {card files,
computer based systen, or catalogs).

. Develop procedures for updating changing service

resource information, Include consideration of
agency evaluation information, (See 9.1.4)

. Compile and maintain appraisal and programming

service resource. information.



Tt

| cuyémmmuns

9.1.2 Organize and disseminate mformatwn regardmg appraisal and programmng' services
for hand1capped ch1]dren 1n 3 systemat1c manner |

STEP -BY - STEP PROCEDURES

. Who will be thé target audience?
. How will the Snfornation be organized?

kho will the information be disseminated to:
- school district

- service clubs

- service agencies

- parent groups

- Newspapers

- radio-TV stations?

. How will the.information be disseminated:

- telephone
- agency directory
- maintenance of a resource file?

. How frequently doés (will) service resource
infornation change requiring information updating?
What is the nature of information changes?

276
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. Determine target(s) of information dissemination.

(See 14.3 for information dissemination)

. Determing infomation needs of target and extent

to which that information remains constant,

. Select vehicle(s) appropriate and feasible for

information dissemination. (This might vary from

“one target to another and could include:

- wide spread mailing of a comprehensive service
directory;

- agency/service phone and address 1ist indexed by
broad service types;

- a pamphlet on a LRG "hot-1ine" information/
referral service.)

. Utilize appropriate vehicle(s) to disseminate

resource information to appropriate target groups.

211
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and programming service agencies

CONS:DERATIONS

pa—

. Has the information been obtained that will be

needed before a referred client can be matched with
.-appropriate appraisal and programming service
“agencies?

Have Tegal requirements and due process procedures
been insured (e.g., parent's written permission for
verbal or writtan exchange of client information)?

What are inter/intra agency requirements for
referral?

Have you developed a record keeping System that
will insure confidentiality of records?

Have you identified agencies which can provide
financial assistance to clients (i.e., school
district, intermediate school district, ALRC, RRC,
or SDE)? -

To what extent will the LRC maintain ¢lient
records:

- simple one page intake/referral form
- comprehensive case file including all pertinent
evaluations and service reports?

N -

1

9momwmmmmmmmmmmwmwﬂm%wmwmm«_

STEP . pY - STEP PROGEDURES

[
Reien aPPraia) and programming services available

Witnin t1e LRy service area. (See 9.1.1)

. Obtain'fEdera], state, and Tocal guidelines

Maqarding Confidentiality,

Deyetop LG pyicies regarding confidentiality
g indiV1dua) pights in securing appraisal/
Program™n Sepyices (directly at LRC or through
efgrral 10 otper resoyrees).

D@Ve10P,apPropriate forms and procedures for
C011ectd Clignt data sufficient to facilitate
Wyropriate myching of a client's needs to
Wyj1able Seryjges,

Syt fOMS ang policies regarding confidential ity
ang due POcess in appraisal and programing
Senyices 10 agyisory board and/or administrators
for godification and approval. (See 3.2.2 for
Adyssory Boar)

,Il"forN_LRE Staff and appropriate others of
Mtchind” Seryice capapility. (See 9.1.2)
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TASK 9.1.4 Develop and inplement a fol

CONSIDERATIONS

1oW-up proceduﬁé to determine client satisfaction

 STEP-BY-STEP PROGEDURES

1. If the client is not satisfied with service,
how will re-direction occur if requested?

2. What constitutes satisfaction with the service
agencies' services?

3. Who will be responsible for follow-up activities?

1. How will the appraisal agency's activities be
validated?

5, Wi11 feedback regarding consumer satisfaction be
provided to the service agency? How?

6. Has periodic up-dating of files occurred to

‘assure that agencies that are maintained in files.

are offering appropriate services?

280
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: %whpmm%wawmmaﬂwrﬁwmdmmmsw

make alternative ageiicy selections.

. Develop procedures for verifying client (dis)satis-

faction reports.

: ,Identify re-direction proceduras, where applicable. -

: Identify.individuél(s) responsible for follow-up

activities. -

. mnmmcmmatowmmcﬁmtﬁﬁﬁmﬁm

data, verify and re-direct, if necessary.

. Validate seryice agency by getting a statement of

o

service capacity-fsee 9.1.1) based on client .

mWMofwwm&@ﬁﬁuﬁm.Dwdwfwm
to gather'this infarmation. |

. Establish feedback procedures with each service

agency. (Is feedback wanted? "If so, in what form?
How often?) h :

. Establish in-house procedure for purging files of

those agencies evaluated consistently as not
offering satisfactory services.

281



o

(See 4.0 for Eva]uat1on)

CGNSWERAHUNS

915EwwuemewWMﬁlmdwwnmmgmwﬁmumfmmwn

STEP-BY.- STEP PROCEDURES

9529

. What is the purpose of the evaluation?

What type of evaluation is required and desired?
(Review Function 4.0)

What should be evaluated?

Can evaluation procedures be built into the DrOCesS
for providing coordination of services to clients?
Can such procadures answer all or some of the

pertinent evaluat1on questions (considerations
Tand 3)7

In what form should the evaluation be made?

To whom should a report of the evaluation be made?

. Who should conduct evaluations?

What are the time constraints for evaluations?

What forms should be used?

19/

. Hrite a plan for the evaluztion of the coordinating

function of the appraisal and programming services
to include: -

- {he type of evaluat1on to be conducted

- those responsible for the evaluation
- ground rules for the evaluators

- time schedule for evaluation

- forms to collect data used in evaluation

- provision for responsibility for compilation
of data, -

Jmmummmmmmmmmmmm
. Complete the data.

. Determine if LRC goals and objectives relaling to

appraisal and programming coordination were het,

.mummmmmmwmmmummm

in the evaluation process.

. Report recommendations to the appropridte persons,

and/or mod1fy coord1nat1on functions as necessary.
(See 9.1.1 - 9.1.4)
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FUNCTION 10.0° DELIVERY OF APPRAISAL AND PROGRAMMING DIRECT SERVICES

Strategy 10.1 Delivery of appraisal and programning direct services

INTRODUCTION

This section differs from 9.0 in that it deals with the actual delivery of appraisal and
—  programing services by the LRC staff or through subcontract. If the LRC is to deliver
£ such services, it mist clearly have the responsibility for delivering those services and
it mist coordinate them with those services being delivered by cther agencies or branches
of the same agency. This section can assist in determining the authority for services,
surveying already existing services, determining responsibility, designing the appropriate
mdel, defining referral procedures, and designing appropriate follow-up procedures.

To insure that this service is needed, useful, and does not duplicate other services,
it must fall within the mission (1.0) and 2 need must exist (2.0).
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Strategy 10,1 Delivery of appraisal end programing direct services

Task 10,1.1

Task 10.1.2

Tagk 10,1.3
Task 10.1.4
- Task 10,1.5

Task 10.1.6
Task 10.1.7
Task 10,1.8
Task‘]0.1.9

Determine the authority asd responsibility for the
delivery of direct appraisal and programing services
Within the designated service area

Survey existing and available appraisal and programming
seryices

Negotiate LRC service responsibilities
Design model for service delivery

Fornulate service agreements with other agencies or
individuals

Inplement appraisal and programming services
Design appraisal and programming procedures
Provide apprOpriéte follow-up services

EwMﬂewqﬁﬁ]mdwwmmhgmwk%'
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CONSIDERATIONS

10.1.1 Determine the authority and responsibility for the delivery of divect apbraisal
and programning services within the designated service area-

STEP - Y- STEP PROCEDURES

. Hho s responsible within the service region for
delivering appraisal and programming Services?

. What is the organizational pattern of the service
region?

. To whom is the LRC responsible (fiscally, func-
tionally)?

. What constraints exist from funding patterns,
Tegislation, and Board control in delivering
direct services?

. What Federal, state, and Tocal mendates and guide-
Tines relate to appraisal?

. What Ticensing procedures are involved for agency
personne] in delivering appraisal and programming
services?

. What are the characteristics of the service area's
handicapped children and does that affect the
authority configuration?

" on

. Obtain target population profile data.

. Consult the state plan, district plans and policies,

and other agency plans for Statements of appraisal
and programming responsibilities.

. Relate federal, state, and Tocal mandates and
~quidelines to planning for delivery of direct

local services in appraisal and programming,

. Define the organiiationa1 structure to clarify
: re}ationships and responsibilities.

. Appoint and assemble a task force of all agencies

with responsibilities for appraisal and programming
to determine the authority and responsibility

* within the designated service area. .
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CONSIERATING

0.1.2 SurVéy existing and availéble‘appfaisai and pfogramhinQVSekviéeér |

STEP - BY.- STEP PROCEDURES

. Which agencies exist which provide or might
provide appraisal/programning services? (See 9.1)

. Where are they located?
. Are their services available on contract?
. Are their services available for referral?

}

. Hhat is the composite picture of appfaisaI and
programming services available to children n
the LRC's service area?

. Who are the financial advocates for the children?

. What are the requlations regarding that advocate's

position?

. Is current and correct gﬁ{ormation available on
all agencies?

. Have a1l possible service organizations been

considered. for their appraisal and programming
services? |

ERIC | 20 | | P
e e ans s ama man . ey o o oy o e aa e el o oy ot oo

. Determine existing service. (See 9.1.1)

. Develop a needs assessment (see 2.0) to determine

gaps in the delivery of appraisal and programming
services.

. Compile and analyze data to Tocate gaps and

deficiencies in service,
[]

. Summarize information-to indicate needed service

and possible interactions with other agencies.

291
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10.1.3 Negotiate LRC service re;ponsibilities

CONSIDERATIONS

STEP-BY STEP PROGEDURES

Rl
S

. What appraisal and programming services should be

available to exceptional children?

What are the mandated responsibilities for appra1sa1
and programming as defined by federal, state, and
1oca1 statutes?

What are the objectives and goals of the LRC for
appraisal and programming services?

B ] IR Vi

. Hhat are the LRC budget and staffing 11m1tat1ons?

What kind of contract or formal arrangement is

~required to coordinate appraisal and programming

services with other agencies?

What kind of contract or formal arrangement is
required to deliver actual services to client(s)?

With whom can the LRC contract?

. Hhat-resources-are available (especially financial) -
and from whom are they available?

hat s the process of allocation of resources?
With whom can the LRC negotiate?

Which service agencies can provide appraisal and
programming services?

11 .

-‘.w205fﬁt‘uﬁ;ilzxﬁ;mf;f,°;fmeﬁﬁf;'ﬁjﬁfﬁ

. Evaluate the regional, local, and federal appra1sal

and progranming resources.

. Determine what services should be provided by/the o

LRC and which should be contracted.

At

Secure administrative approval,

Negotiate with other service- prov1d1ng agencies to
determine mutual and d1fferent service capacities,

Submit a plan for review to the task force or
advisory committee.
Write a tentative plan. Include:

- goals and objectives
- descr1pt1on of data required to evaiuate de]1veny

of services
- service deliverers and recipients

-ﬁmmﬂmmmMMm PR
= time Tines T e

- description of services (act1V1t1es tasks, and
material).

Submit the plan to the task force or advisory
committee.

Nodify the plan as required.
Submit the p]an for final approval to the adninistratio

Obtain written approvals from participating agencies, -
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10.1.4" Design mode] for service delivery

CONSIDERATIONS STEP-BY - STEP PROCEDURES
1. Determine a referral system. 1. You may wish to use the following procedures for
. | the different considerations:
2. Determine procedures for delivery of appraisal and
program service, a) review best practice for the total model
b) identify legal constraints
3. Develop procedures for follow-up service, ¢) deternine necessary components
d) organize components in a systematic manner
4. Determine staffing pattern and competencies. e) 1ist resources required for program
implementation.

b, What facilities are needed? -
2. Secure approval from the task force or advisory

’

w
6. What are the financial considerations (fees) for comittee, -
the best model?

1. What are the different components (e.g., record
keeping, tests)?

8. How will the model be maintained?
9, What are the inservice and preservice needs?
10, WiTl the mode] be field reviewed?

=11, What components wil be included in the evaluation?

Bl
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10.1.5 Formulate service agreements with other agencies or individuals

EUNIDERATIUNS o - STEP-BY-STEP PROCEDURES

1. Hhat types of contractual agreements can the LRC 1. Review best practice for the total model.
enter into? '
‘ H 2. Identify legal constraints.
2. With whom may the LRC contract? (See 9.1.2)
o 3. Determine necessary components.,
3. What resources are available and from whom are
they available (financial)? 4. Organize components in a systematic manner.

mwmmlmmmmwumwmuwm@m, G.HnMWM%MMMmewmmMMMMm
Who can approve contracts)?

5. How will funds receivable be handled?

6. What services will be provided?

296 | 297
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CONSOERATIONS

410.1.6, Implement appraisal and programming services

STEP- BY - STEP PROCEDURES

. What are best practice referral procedures?

. What constraints exist on referral procedures (SEA
referral criteria, LEA referral criteria, legal
constraints)?-

. How should referral guidelines relate to the 1ntent
n‘of the LRC's workscope? (see 1.0) |

.WMMWMWMW%MMMWMMWM%
and to what extent are they negotiable?

. How should referral procedures be disseminated?
. What should be included in a referral data file:
- eligibility requirements |

- secondary referral-action
- confidentiality procedures?

; Specify poﬁﬁlat1on(s) who will potentially use the

appraisal and programming services of the LRC.
(See 10.1.1) ‘

. Negotiate referral systems with local school systens

and agencies. This might mean adopting their system

. Develop referral guidelines and procedures, includin

- criteria necessary for client to receive services
- confidentiality guidelines.

. Develop the referral form and a system for the dis-

semination of forms to identified referral agents.

. Develop procedures for veferral of clients not

satisfying eligibility criteria for service to
other agencies, Provisions should be made for
tracking unaccepted clients to determine if
services were obtained,

. Advertise available services to client population.

. Initiate an evaluation design to assess effective-

ness of the referral process.

29!



10.1.7 Design appraisal and programming procedures -

CONSIDERATIONS

STEP-BY - STEP PROCEDURES

. What models for appraisal and programming services
EXiSt?;

; What is the LRC's philosophy regarding appraisal and
programming?

. What hunan and nonhuman resources are available
for implementing the model?

. Khat procedures need to be established?

. How can the effectiveness and validity of the
procedure be evaluated?

. How is the LRC qoing to interface with existing
appraisal service within the community?

. Who are the decision makers in the determination of
appraisal and programming for a client?

. What Ticensing, endorsement, or certification
requirements are necessary for appra1sa1 centers
~and personne]?

AANR

. Develop appraisal and programning procedures,

including:

- intake
- interagency cooperation
- reporting

- staffing

- maintenance of an information f11e

- scheduling

- time Tine

- confidentiality/due process considerations

- Tegal, legislative constraints to procedures
- follow-up

. Identify and employ an evaluation procedure to

obtain data on the effectiveness of the appraisal anc
programning procedures. Provide feedback to upgrade
procedures.

. Perform prototype field testing of the model as

designated. Incorporate feedback to alter the
procedure accordingly.

. Implement the model,

. Provide for ongoing revision of procedures based on
. data received from the follow-up phase of the total

progran.

301
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10.1.8  Provide appropriate follow-up services

CONSDERATINS

STEP B - STEP PROLEDURES

}ﬁ

. Nhag models for follow-up already exist?

On what schedule should folTow-up occur?

Does ‘the individual who did the original appraisal
and programming need to do the follow-up?

Is consultation and cooperation with those respon-
sible for the appraisal and programming process
possible?

. - (an maintenance of the follow-up procedures be

assured?

. Nhat data should be collected to proﬁde information
~ ahout the service: ﬂ ‘

- how useful was it to the client
- how effective was the service in bringing
about changes?

How can-both short and Tong range fo]]ow-up
procedures best be developed?

hat fomats are useful for reporting data?

‘How can you best allow for recycling, reappra1sa1
and/or reprogranm1ng of a child?

. What inservice training is needed to ensure

follow-up?

* {Continued on_page 211)

. Examine existing models for follow-up procedures.

. Adopt or adapt a follow-up mode] compatible with

LRC goals, objectives, and activities.

.MMHWMMWWMWWWMNWM1

to the LRC's programatic and administrative
procedures.

; Establish a follow-up data system for the collection

compilation, analysis, and reporting of data to
appropriate agencies.

. The follow-up procedures developed should come to

be a part of the comprehensive LRC plan,

: HpmﬁﬂmcmwdapmmwNimMMMHMnM

the model.
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10 1.8 Provide approprrate fo]low-up services

ANERATON

(Contihued)'

STEP - BY- STEP PROCEDURES

(Contrnued from page™210)

. Hhat coordrnatron between. the programmer and the
teacher-orservices deliverer is necessary?

L;YHMmmtmmwmm&hwawmmhm
{5 used to-modify programs?

What kind of comunication needs to be developed
with the administrative personnel in the district

~ to provide for time, place, and personnel needed

14,

15,

to secure follow-up data within the district? -

What status reports are required regarding the
number of clients followed-up in order to
substantiate service provision and to provide
data required for district reporting.

Who is responsible for conducting or coordinating
follow-up procedures?

30;
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CONSIDERATIONS

STEP-Y-STEP PROCEDRE

305

. Conduct a review of best practices.

. Have pravisions been made for internal and/or

external evaluation of total program effectiveness?

. Has there been & determination of the components of

the program to be evaluated?

Hhat methods of Compiling, analyzing, and reporting
results of evaluation will be- used?

Have you identified the popu]ations requirihg
information regarding evaluation reports?

. Have you developed a feedback system to the

appraisal and programming model?

What is the purpose of this evaluation?

»'4:::# R

. Select or develop an evaluation model.

(See 4.0, evaluation)

. Make provisions for a third party evaluation

(who, time, costs).

. Provide for dissemination of the evaluation report.

3
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FUNCTION 11.0 SUPERVISING THE DEVELOPMENT AND EVALUATION OF INSTRUCTIONAL MATERIALS

‘Strategy 1.1 Specify the proeedure and manage the development of
instructional miterials which can be used by teachers
; in educating exceptional children

Strategy 11.2 Coordinate research and evaluation imvestigations of
instructional materials for special education

INTRODUCTION

The initial question in this segment of the document (and the first query to which any
LRC should respond in relationship to materials) asks, "Is there a need for provision

of instructional materials development services by the LRC?" The answer to this question
should be found in @ combination of places: in the, results of the LRC needs assessment

B (2.0);in the staffing pattern and capabilities (6.0); in the budget (3.0). If the

JERIC

answer is yes, the reader will find in-this-section aids-for-justifying materials
development, for preparing the necessary materials and field testing them, and for
analyzing the processes used in the ‘previous activities. If the answer is no, the .
reader will find a Strategy dealing with research and evaluation of existing instructional
materials for special edycation. The LRC which does develop materials will find the
research and evaluation Strateqy an excellent tool for their own materials as well as
externally developed materials. S




Strategy 11,1 Specify the procedure and manage the development of instructional
materials which cm be used by teachers in educating exceptional
children :

Task 11.1.1 Develop justification for i nstructional . materials
development activities

Task 11.1.2 Specify the procedures for developing instructi onéll
materials -

Task 11.1.3 Monitor the prepafrat'i'on' for and progreés of devélopment
of instructional materials

Task 11.1.4 Supervise forvative and sumative evaluation of
instructional materials prototypes -

e
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ONSIDERATIONS

11.1.] Develop justification for instructional materials development activities

STEP-BY - $TEP PROCEDURE

. Is there a need for the LRC to provide services for
the development of instructional materials?

. Is the need great enough to warrant producing and/or
contracting for production?

. Is this activity of high enough priority to justify
its relatively high costs in staff time and
materials in relation to other LRC activities?

. 1f s0, will each materials development service
request coincide with the LRC policies and regula-
tions? If not, can the LRC offer suggestions for
other sources of help?

. Can the LRC project the number, kinds, types, or
formats of materials that could be developed within
given financial and human resources?

. Wil the LRC have the staff expertise, the equipment,
and the funding necessary to provide for instruc-
tional materials development? .

. Has the LRC identified alternative production
facilities which might be tapped?

. (ah, the LRC determine whether materials to be
devéioped already exist?

. Will the LRC engage in dissemination of the instruc-
tional materials it develops, descriptive information
about the materials, or information describing the

development process?

. Specify data needed to justify the development

of instructional materials from the needs

- assessment, (See 2.1 for needs assessment)

.mmnmmemwmmmmmmmm'

needs assessment.

: mmwaMemmmemﬂmgWMMW%prmwb

tizing. Determine priorities (i.e., “Don' t bite
off more than you can chew").

. Interpret needs assessment data:

- which needs is the LRC authorized to respond to

- ¢can the needs be met without deve]opment or
production

- can the LRC (with available staff expert1se, time
and money) develop the needed materials

- is the need great enough to warrant producing
and/or contracting for production?

. Identify alternative production facilities which

might be tapped: analyze their services as to
costs, or service constraints to outside users.

.mwmmmmﬂmwmst®mmen

already,

. LRC staff and Advisory Board will determine which

aspects of dissemination of materials are appropriate
activities, establish policies and procedures, and
include them in the LRC manual, |

219
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CONSIDERATIONS

P wo W Uhlhlvrlll: ”h v

~3

Has the LRC reviewed the literature of instructional
material development (e.g., ERIC, bibliographic
search - Instructional Material Development,
Educational Technology magazine)?

Has. the LRC identified one or more models for
instructional materials development which will be

 appropriate for its own use?

Has the LRC developed a flow chart of the process
for such a mode? Is it realistic?

Does the flow chart reflect real t1me and real
monetary- expend1tures?

."Has the flow chart been expanded into a manual which

elaborates procedures?

Has a documentation system been deve]oped to min-
tain records? (See 5.3, maintaining LRC records)

Are there "reality checks" on time and monetary

expenditures? (Have you bitten off more than you

can chew?)

What procedures have been developed for monitoring
and evaluating development and production
activities?

™ vt

1,

‘Procedures,”

STEP -3Y - STEP PROCEDURES

Review the Titerature of instructional material
development by searching the ERIC¥, ERIC-ECEA**,
and NTIS*** data bases,

Identify one or more appropriate models for
instructional materials development.

Fron the model(s) develop a realistic flow chart
that reflects real time and real monetary
expenditures,

&WthfWWmNtmwammmlMwhdwwuﬁ
For-example: , e

) Assist client in considering the following for
materials development:

- content/concept to be developed

- goal/purpose for materials

- objectives to be completed by teacher/child

- format/design/organization of materials

- target population for which materials are
to be developad

- secoidary populations for which materials
may be appropriate

- completion time lines to be met

b) Lay out materials specifications:

315

- raW materials needed
- tools or equipment needed

(Continged on page 221)




{ISK 1112 Specify the procedures for developing instructions] materials (Contimed)

CONSIERATIONS ~ STEP-BY- STEP PROGEDURES

(Contiaued from page 220)

5, Develop a documentation plan for maintaining records
of all work, whichmay include:

- records management system for-maintaining copies =
gf contracts, work plans costs, and production
ata ‘

- field testing plans, data, and summaries

- proof of compliance with federal or state ™~ .
regulations (use of human SUbJECtS photo credats,
and reléases) |

-pWh%mgmdwwm%tmﬁmﬂwnmdmm

6. Develop and schedu]e "rea]aty checks" on tine and ;f;
monetary expendatures _ AR

1. Develop an evaluation plan for developmeat'testang,'q7
. and dissemination of any materaals produced
1nc1ud1ng

- praoratazataon consaderataons
- appropriateness for target population o
-waMrmmmﬂswewwwnﬂehrﬂMrmm ;g
the target audience {generalizability) -
- - cost-effectiveness of materials L
i -ﬁﬂdwm&sﬁamﬂwhmﬂ1Mmtﬁmﬂwwh ;
(See 4.0, eva]uataon) | o

8. Assign staff to appropraate tasks as 1a1d out 1n
- flow chart. o

* ERIC - Educational Resources Information Center
* ERIC/ECEA « ERIC Exceptional Child Education Abstracts.
Hhk NTIS Nataonal Technacal Informataon Servace .
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11.1.3 Monitor the preparatioh for and progress of development of instructional materials

(ONSIDERATIONS STEP - BY- STEP PROCEDURES

1. Will staff members be expected to be self- 1. Establish a realistic time Tine for monitoring
monitoring or will this be a group process? - - activities -- and meet it! -

2.Nﬂ1mmmﬂmbeawmmwmoramﬁwk 2, Develop.a monitoring schedule appropriate to the
activity? ~individuals and procedures of the LRC.

3. -What alternative or innovative formats are available || 3. Review “examples” of forms and procedures which are
for records managing and monitoring? used in other projects, agenciegL or businesses,

4. Which staff member in the LRC will be responsible 4. Determine responsibility for supervision,

for supervising the monitoring activities?

319
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(See 4.0, eva]uataon)

CONSIDERATIONS

114 Supervise fornative and sumative evaluation of 1nstruct1ona1 materna]s prototypes

STEP- BY - STEP PROCEDURES

. Hhat type of evaluation is most appropriate and will

yield the desired information?

What will be the criteria for selecting a target
population for evaluation activities? What will be
the procedure for selecting that population?

What kind of supervdsion will be required? HKho will
be responsiblé? How much supervision is necessary?

Are financial and tine constra1nts being consadered

in carrying out the evaluat1on? |

e there benefits to be ganed by both partscapants”

and the LRC?

Does the target. population correspond to the
education group and objectives of the product?

© evaluation,

—
e

. Review the 1iterature on evaluation of similar

instructional materials.

. Identify one or more appropriate models,

. Include the fo]low1ng in deve]op1ng evaluation

procedures:

-%thmeNEWMamcmﬂﬁmdwmns

| - determine time/effort expectations from consu]tants

(or)
- determine field test: sites
- select field test supervisor or consultants

- select target population for field tests e

- determine benefits for participants

-mmmmehmaMeﬁwtumﬂuwmfmm
‘participants .

- determine time: 1nv01vement and expectatnons of
the monitoring staff

. Bssess f1nanc1a1 and tine constraints, cons1der1ng,w‘,,

- target populat1on availability dur1ng part1cular‘1n;
hmpwwﬁorwuﬁmdu% R
- overcommitment of staff time to activities

- availability of sufficient time from partmpants

- for requirenents of evaluation model: . - -
- adequacy of population sample (geograph1c/age/ T
funct1on1ng level). :

. Specify and identify the popu]atnon wh1ch is to0..

pvhmmmanmewﬂmhm

. 'Contact prospective educations] agencies. to obtain o

permission to. involve teachers and students in the e




Strateqy 11,2 Coordinate research and evaluation investigations of ingtruetional
Yiaterials for special education

Task 11.2,1 Develon justification and procedures for research and ==
evaluation activities relating to 1nstruct10nal materials
utilization

 Task 11.2.2 Initiate the collection of information and data on
research and evaluation activities relating to
instructional materials utilization

" Task 11.2.3 Organize and store or publish information and data which
MSMmguMNdmrmeWLMSmﬁ patrons, or
advisory group




 — -“—--—----
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fﬁf TASK

 CONSIDERATIONS

1121DwﬂwamnﬁmhmaMpmmwmsmrmwwmeMewwnwnuhwhﬁ~~
relating to instructional materials utilization -

STEP- BY- STEP PROCEDURES

[

.MMWW%MmmmMWWM‘
engaging in such activities? If not, should they
‘be expanded?

. Have the local needs for research and evaluation
Mﬁb%n@&mmw?

. Is such information or data avajlable from other

sources?

. What is the capacity of the LRC to conduct research
and/or evaluation to determine the effectiveness of
instructional materials? Consider:

- staff priorities
- staff time
- staff expertise

- “~"funding"

- study sites/subjects

. For what audiences is the data intended and how do

they ask their questions?

. What are the concerns of potential audiences
relating to research/evaluation efforts?

. Identify and 1ist LRC data needs as they relate

to the effectiveness of instructional materials
for special educat1on

. Establish spec1a1 education instructional materials

usage needs:

- of LRC
- of Tocal education agencies
-ofnuewpmﬁﬁwmlMmuwnmmmwwm

publish such information.
(Also, see 15. O)M

. Review 11brary, 1nformat1on center, and agency

information ceilections.

. Determine the extent to_which LRC_resources are _
available to support such research/eva]uat1on

efforts

- available staff time

- available expertise

- sufficient funds

- available field resources, e.g., t%tmma
teachers, students.

.Duwmmam1wtmewﬁ&wsmrthMdna
- are intended, keeping in mind that some audiences

will request or require the data, whereas other
audiences may need to have the existence and
substance of the data brought to their attention.

(Continued on page 228
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1121DwﬂwamhﬁmhmaMommMmsmrmwwmaMemNMwnmhwn%

B relat1ng to 1nstruct1onal muter1als ut111zat1on (Cont1nued)

cunsmznmnu’s L Pnocs‘unsf

(Continued from page227)

6. Relate LRC needs to the various audiences, noting
what benefits can accrue to the LRC from the
presentation of valid and rehab]e data, For
examp]e

hdience Benefits to LG

District Administrators Funding support; program
growth and development

Patrons Increased opportunity
to provide services
LRC personnel Upgradinj of LRC
materials-related servic
 Funding agencies _Additional financial
: support
The professional com- Professsional exposure
mmity (via the profes-
sional literature, - 0pportun1ty to contr1bub

conventions, conferences)  to the field

Opportunity to contributu
to the body of knowledge
related to instructional.
materials.

326 : | - | . VA
| | (Continued on page 229)
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CONSIDERATIONS

ﬂpHIQ:,MUSinghthehfjndingsﬂfrom,thewreview_of"themljtenaturew

11.2.1 Develop justification and procedures for reStarch and evaluation activities
relating to instructional materials utilization (Continued)

i —

“-‘ -“"‘-"‘m
- _ - . - . - L R

STEP- BY-TEP PROGEDURES -

(Continued from paga228)

» Contact potential audiences to determine their

concerns related to this matter:

~ teachers (LRC patrons)

~ Advisory Board |

~ district administrators

~ regional programs (ALRC/RRC)

.mmmmmwmmWWWMnm

analyzing the studies reviewed:

. Document the inputs acquired from knowledgeable

human or print sources, using standard bibliographic
format.

and contacts with other individuals, agencies, and -

. Organizations, design studies as needed.



ﬂﬂ HHImmnMMMthmmmMMMMmmmmmmmmMmMM

re]attng to 1nstructtona1 matertals utr]tzatron (See 5.3, matntatntng LRC records)

CONSIBERATIUNS

SEp 81 1P PRUBEDURES

1. What outside expertise is needed/available tp
assist the LRC-in conducting such research?
Consider the experiences, recommendations, and
findings of knowledgeable ‘individuals who have

“been involved in such studies.

2, Are models for such activities available for staff
" and other users?

3. Have LRC staff developed a format for storing and
- retrieving data which has been gathered? -

§, Is the data gathered organized in Such a manner
that it can be systematically and easily applied

to information requests from patrons or-governance

bodies?

5, Is consideration being given to organizing an?

'““”“pubﬂishtng”ftndings"for'use“by“others?"*Formentry"~"ft'~

. into the ERIC system? (See 11.1.1 for justifying
the development of instructional materials.)

1. Identify and contact experts in the infordation or
“special education fields,

2. %ﬁwthlﬁwuuemimﬂmﬁmﬂpﬂwnh.

a) Select staff menbers to do 1iterature Séarches
according to their interests or areas of experttse

b) Establish searchtng tine Tines. =

¢) Construct the search descriptions, using descrtptors
from the terminology of the approprtate data bases
thesaurus if possible...... o

ﬂwmnmmmmﬁmmmmmwmns;
mdels, e.g., ENIC, ERIC/ECER, NTIS, Iniversity
libraries, | ‘r'

- —--g)—Contact- agenctes, organizations;-and- 1nd1v1dua1s4—4*4
who would be 1ikely to have information related -
towmsWMa

f) Examtne relevant studtes for va11d and reltable
ftndtngs. ) |

3. Determine and ]1:t the various purposes to which the
collected data will be put. Show effects the 1nformatton
or data will have on: ST

- the purchase of new matertals
« LRC Tistings of recommendations about matertals
for spec1f1c purposes L { ‘

‘ (Conttnued on page 231)




- ﬁTASK 11 2 2 Inntnate the. co]]ectnon of 1nformatron and data on- research and evaluatron actrvrtnes
8 | relatrng to 1nstructrona1 materials utilization (Cdntrnued) '

: ’cnnsnnnnnns

O STERBF-STEP RUCEDAES

......

(Continued from page 230)

3. - the updating and maintaining of a current

“LRC collection

- inservice training related mater1a1s use/
demonstration- -
- LRC accountability to fnscal or governance
bodies -

- the promoting of LRC services

- the generating of support for the LRC from
- patrons, or from adn1n1strat1ve or fnnancnal
bodies

= the re- -evaluation and revrsnon of LRC program
and goals

4.%Ma®mmMmﬂhmemmwﬁmth
results after determining a standard brblnographi

_ .. format_and_information storing system... Use. card

sheet, or computer format, and insist that all
1nforn§tnon be entered on standard forms (See
nmen » | g

5. Maintain a file of professional journal editorial
- requirements and professional: organization presenta- -
tion guidelines for use by writers and 1nformat10n
users, -
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CONSIDERATIONS

WmOmmmmmmMMWHWWWMMNWWMMMMMmem"
by LRC staff, patrons, or advisory group :

STEP - BY- STEP PROCEDURES

. Has the LRC determined the best ways to "publish"

information and data for users? What reporting
procedures and formats are best suited for the
various audiences:

- graphic

- narrative

- statistical
- descriptive
- multimedia?

. Should the LRC "pubTish" its own materials or
‘contract for such services?

Should the LRC disseminate its own publications
or find another agency to do so? Consider the
entry of materials into the ERIC system (which
assures broad awareness and availability at no

. cost to the LRC) and/or contracting for dissemina-

tion services with an outside agency such as a

- mailing service or advertiser,

3

How will dissemination recurds be kept for fiscal

or republishing purposes?

1.

Professional community

Depending on the audience, determine the reporting
procedures and formats that are most Tikely to be
best received by the various audiences. For example:

Statistical amalysis of
the data

Graphic presentation of
the data (mutimedia)

District Administrators

Patrons Narrative presentations
of the data including
- case.studies, testimonials;

(muTtimedia)

Any 6r a combination of
the above, as determined
by the LRC

LRC personne]

Any. of.a.combination.of ... ..
the above, depending on |
the situation: publication
in a professional journal, -
presentations to conferences/
conventions. 3

(Further information on the above,shou]d be gathered ‘7-
from 1iterature searches or from contacts with Jocal
advertising agencies or printers/publishers agents.) B

The LRC should decide whether its publishing policy
coincides with its materials development policy, If
50, @ cost analysis should be developed based on

330

~in=house versus contracted publishing and d1ssem1nat1on ik

costs.

(Continued on page 233)




11 23 Organuze and store orr.foubhsh 1nformat n

by LRC staff patrons or aduusory group | (Contunued)

x u"sruuu T sh-nr:;siru;r,afocnuns;if E

(Cont1 nued fron page232)

3 After developmg such a cost ana]ysus deternnne ;

~ whether’ publishing will be feasibley and.if so, - -

~ whether to use n- house publishrng, or contract
w1th an outsnde agency R

1| 4. If pubhshing uﬂ] be contracted the LRC wﬂ]
©work with: prtnters/pubhshers to-develop bids. for
~ contracted services, in which the LRC and contractor*
deternine who does what by when and for how much ‘

S 1 5. ‘Cost/dispersallquantuty records shou]d be manntamedsﬁ,
| onaquarterly basts by the LRC'in ‘such:a way ‘that "
~the LRC can neasure who bought what when, and for - -
“how much.. LRC records ¥iles should contain ortgtnal
 camera-ready copy and. several finished copies of -each:
‘product for h15tor1ca1 and reprnnting purposes. o




FNCTION 12,0 WWAGING THE ACQUISITION ARD CIRGULATION OF TNSTRUCTIONA. WTERIALS

Strategy 12.1 Speeify procedures for the selection and aequisition of |
 instructional media and materials that best méet the T
LRC's objectives and service functions =

Strategy 12.2 Design procedures for processing instructional media and
| materials acquired for eirculation IR

Strategy 12,3 Determing physical arrangements fof organizing and shelvihg
 instruetional media and materials o | -‘

Strategy 12.4 Bstablish policies ond procedures for loaning insfructibnal
. media and materials .

Stra{&egy 12.§ Speéiﬁ procedures for repair and replacement of ingtructional S
- Media and naterials due to vear, dbuse, or accidental dmage . . .

INTRODLCTION

This Function presents detailed and step-by-step guidelines for establishing criteria for
selecting, requisitioning, receiving, cataloging, labeling, storing, Toaning, and: repairing #
instructional materials for-special education. - It was written:in relationship to the o
renainder of the Manual, but it is one of the few Functions-which probably cauld be used i
 successfully in isolation. The LRC would be cautioned, however, that such considerations
as personnel (6.0}, planning and budgeting (3.0), and physical space (7.0) should be taken

'mwmmwmmmmmmummawmﬁmmm-

R TR

.......
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- Strateqy 12.1 Spemfy procedures for the selection and aequigition of mstructwnal
" media and materials that best meet the LR('s obaectwes md service
funetions o .

- Task 12.1.1 Determine material needs of LRC patrons and identify

standard and specialized selection aids and evaluative

tools to be used in selecting materials

Task 12.1.2 Identify sources that produce andfor d1str1bute specm]
education materials

Task 12.1,3  Establish criteria for the selection of mterials
Task 12.1.4 Obtain mterials that meet criteria.

Task 12.1.5 Design a system for receiving materials ordered

"

| 4 34(1.:
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CONSIDERATIONS

12.1.1 mmmmemmmﬂnwﬁofNmemsdethsmMUdmdwmwhmd
selection aids and eva]uat1ve toals to be used in selecting materials

STEP-BY - STEP PROGEDURES

. What materials are necessary to adequately fulfil the || 1.

- needs of the users?

.NthmmﬂswemMMtoMmm&Ustwmt
and complement current and projected programs?

. How much money is available for purchasing materials?
. What bibliographies, spec1a11zed lists,and review

publications are there to aid in identifying
currently available materials?

S 4, 1

By means-of -circulation records, user requests, needs
assessment data, mdmmmﬂoﬁwwﬂm %mmme‘
basic user needs and desires. .

. By examination of current. curriculum plans scope

and sequences, and descriptions of current and
programs, determine needs generated by the curriculum.

: %mmmemwmmgmwﬂamﬁofmewﬂmhm

materials are needed. (See 12.4.5 for evaluation
of collection,)

. On a priority basis, mwwawﬂwhmmwamm

weak areas,

. Determine which selection and evaluation aids yill

be most apt to 1ist materials staff will want to
consider for puchase.

. Choose materials from selected aids. Maintain
a consideration file on potential additions to
the collection (i.e., thére is not enough maney
or demand now, but the material looks good)
Update this file constanf]y




CONSIDERATIONS

e e LOENTITY S0UTCES Lhal PrUGULE alld/ur UIoLIULULE opebial TUULELIVIE AL 1919 - I -

STEP-B-STEP PROCEDURES

What media formats are desired: 16 mm; 8 mm; film

_strip; transparencies; qanest

g i

844

What sagrces of materials and information on
materials are available locally?

What other LRCs have similar purposes and/or
¢lientele, and what are their lending policies?

What catalogs or Tists are available from teachers,

adninistrators, publishers, and professional
organizations?

What publishers services are available {e.9. ,'
catalogs, use of representatives for previews
and demonstrat1ons)?

Understand‘and adhere to publishers' policies
regarding obtaining materials on approval,

4

. (btain materials catalogs from other centers.

- Obtain publisher addresses and policies. Maintain,

update, and correct this information,

. (btain representative names, MWﬁwsaMpMM

numhers.,

. Wwwehm]%ﬁmrmmﬂmgwwh¢fmm 1
© pub*ishers, jobbers, and institutions. Maintain

current updating.

.Mm@mmgmmmmwwmmmsme

House these so they are accessible to patrons and -

-staff, e.9., vertical magazine shelf files ’Pr1nceton"

f11e§) wlth alphabetical 1ists attached to each
file.

. Obtain additiona] information -- lists, reviews,

user reactions. File so that information is

~ retrievable by format or subject,

345
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| CONSIERATIONS

STEP - BY - STEP PROCEDURES

1. Hho are the target populations for materials and .
what information 1 needed regarding then:

= types of children, nunbers of children, numbers
of teachers

- instructional levels/interest levels

- methods of instruction used

- instructional needs of children or teachers

- Curriculun needs of population (academic skills,
one academic area more than others, carear
education materials, cultural identity, self-

help, social skills)?

2. What is the total budget for acquisition of
- Taterjals? What are the top priorities according
to the area of greatest need?

3. What are the policies and objectives for the use of
materials: |

- Photo copying of copyrighted materials
= Toan service for materials examination
- = support for high cost/low use materials
- policy on use of consumable materials for
instruction (dri11- sheets)
- Tong term Toans for particular instructiona]
uses (e.g., field testing on unique population,
use of larger programs)? ,

4. What are:)the usabili ty and durability factors; -

- portability |
- durability: reusable vs. consumable

- - flexibility: use for several levels, purposes -

- - clarity of directions for use "

CIRICwedo e dr)

.EmMmlmﬂdeﬂszﬂmﬁmcﬁmﬁm
. Assemble nput from clientele, subject specialists,

and LRC personnel.

. Examine relevant use-rate data from other LRCs.
. Develop criteria checklist,

. Based on criterfa, deternine the appropriate

apportionnent of materials by user need, grade level, -
subject, and curriculun areas; select materials '
accordingly.

. Determine the number of copies needed (based on

use rate and nuber of teachers).

. Examine hardware available in the‘]ocal area

(e.9., audio-visual projection and recording
equipment),

,,,,,,
e




ifTASK

 COMSBERATONS

12 1 3 Estab11sh Criteria for the se1ect1on of mater1als {Continued) =

STE-BY-STEP PROCKDURES

‘_'(Continued from page o) :

R .
- amount of adult supervision required -
- attractive and interesting to children

- - kit parts useful as separate units

- replacenent prices and pieces available?

&MmWMHmmmWMWMWMJMW
50, are they available for use?

6. Are the objectives in line with district goals,
accepted instructional sequences and 1ong range
programs?

7.Hwe%Mrhm]smm,mdhmmlmmmﬂs
sources been examined for purposzs of sharing:
materials and/or goordinating services?

~ 8, How will the LRC function in the total
‘ instructional materials service pattem (school,
district, intermediate d1str1ct state, and
region)?” o
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CONSDERATIONS

WY TEp S W N VEEm e, G R T T .
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Lo
T et .

How much Clerical time is necessary?

2, 'Nhatléréwthé'106a1 égeﬁcilbfflcé procédufes and

forms for ordering (central, individual)?
(See 8.1.3 for processing purchase orders. )

3, lhat is the local agency or office procedure for

mkawmmonmmmﬂrmmmsmwww?
(See 5.3 for record keeping.)?

4. What is the Tocal agency procedure on bid items

(usually Targe expenditures)?

&DmmmmmMmmMMmeM

~approval, (See 12.1.2)

6. Order as early and as frequently as possible, as

materials sometimes arrive incomplete, must be
back-ordered or are otherwise delayed |

. 1, Respons1b1hty for materials.ordered on approval

“for review should be designated to one.person tov

- avoid confsion and umecessary purchases.

i‘8.W%mﬁMde®WmmmmnwWhnm

Tocal-Region, and shipped to this one person or
LRC for distribution.

. Send out the forms, keep1ng 3 dated COpy of a]l
~orders,

STEP- Y. STEP PROCEDURES

. WMmmemdwﬁWaHnmmdmmmnwnm
. order to avoid delay or.confusion, If necessary, .

m@mwoﬁwwgmmﬂw&orhwshrmc
ordering needs. .

. Follow ordering procedure established in the local -

agency or design your own and obtain authorization

to use it.

. Obtain or create forms for requisitions. Review

forms used by other Tocal agencies for best and
worst features of each,

'WWWW“NMmmmmﬂmmmH*

.NMmeWMMMRMMWﬁmmammm

w@ﬁma%mfwawmwlwpmmﬁmg




CONSIDERATIONS

12.1.5 Design a system for receiving materials ordered-

STEP-BY-STEP PROEDURES

1. The ]ehgth of tine between ordering and receiving
materials varies from one week to six months,

2. Materials from one order may not all arrive at the
same time, Is there a need for a back-ordering

e ~Apo]1cy, a-cancelation-policy, and/or-a-payment-of

| invoice policy?

3. What is the best system for storing and filing
orders for use by receiving clerk? How can the
system be flagged for back orders, delays,
"out-of-stock, please re-order later” and other
publisher actions?

350

1. Establish a routine to ready materials for
processing.

2. Keep communication with Budget.Officer open
regarding cancellation and refunds.

3. Write a section in the Procedures Manual which
includes:

- orders partially received

- materials back-ordered

- materials cancelled

- re-ordering out-of-stock and out-of-print
materials

- subscriptions or periodically received naterials.,

4, Design a filing system for all completed orders
(F1scal Report File):
/ file by puchase order number, date, or main

~entry {cross reference whenever possible)

| - document received naterials and actual expendi-
tures for audit purposes; reconcile with encum-
brances if necessary

- 1f pertinent, annotate shelf 1ist.

5. Turn over materials to cataloger,

353
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Strategy 12.2 Design procedures for processing instructional media and materiale
acquired for etreulation

e e Tk 12,201~ Select-or-develop a-cataloging-systen-which-will-provide
the user with basic informatien abaut each item in the
collecticn in 2 consistent mannzr

Task 12.2.2 Select a systen of classification which will provide
| positive identification for each tem and which wil’
group items by subject

Task 12.2.3 Establish procedures for Tabeling, stamping, and otherwise
preparing materials for ciient use

248
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CONSIDERATIONS

~12.2.1 Se]ect or deve]op a cata]og1ng system wh1ch will provide the user witi basic infornation
about each item in the collection in a cons1stent manner

VEES TNy S N
. . Cre, e PR N
v . . o : A

G339 BY-STEP PROCEDURES

1.
nl g

3
4,

b,

6.

Is the cataloging to be done in the LRC or ina
central processing center?

identification of the item?

What elements are desirable? ~ '
Based on considerations 2 and 3, will creating your
own sets of catalog cards provide your users with
better access to the collection than buying sets of
comercially prepared cards?

If you choose to prepare card sets tailored to the

“LRC's needs, is there money and/or time to either

hire or train a professional cataloger on a
pernanent basis?

Is there money to hire a consultant on a temporary
basis to set up a cataloging system and train LRC
personnel?

w o

.y

| 2.
What.elements.are.absolutely.essential for positive ||

3.

4,

5.,

Determine where the catalog cards ave t0 be craated,

Find out from the users exactly how'fhéy would 1ike
to be able to retrisve the items (i.e., by author,

title, publishers, series).

Decide on any spec1a1 annotations which the cards
will routinely carry (e.q., readability level).

Discuss needs with the professional cataloger or.
consultant and arrive at the most effective format
for the catalog cards.

Document decisions as seems most efficient.

357f
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1222 Select &

CONSIDERATIONS

systen o cassification which wll provide positive identification

for"each item and which will group items by subject IO ’\ IR

STEP- BY- STEP PROCEDURES

. What are the characteristics of a good classifs-

cation system:

- flexibility
- potential for expansion
- clarity

0y

- Togical sequence
- validity
- potential for purging?

What classification systems are available?

What classification systems are being used by the
local ‘schoo] media centers? -

What arrangement of materials is most efficient for
the LRC, considering size of the collection, space
available, circulation, user needs, and staff
competencies? -

Is your sysﬁem to be open or closed (i.e.,‘is'
retrieval of materials te be by staff only, or by

‘patron as well)?

. Is there money to either hire or train a pro-

fessional cataloger, or to hire a comsultant
to set up a system and train staff?

(Continued on page 249)

» Determine LRC needs; examine facility; ascertain

total (all full sérvice components) collection
size. |

_.EﬂwﬁthSHstmamd%ofWMMMIw'
..be_charged with setting,up and maintaining total
co]lection; !

.EmWWquWWMWWMMmms

(Dewey, Library of Congress) in light of needs and

- findings. Select one of these systems if it satis-

fies needs and/or resources.

. Investigate the possibility of procuring assistance

in the design of a non-standard classifiration
system tailored to match the needs and findings.
Either develop-or make arrangements to have help

~ in developing a new classification systen based on

.

your specific needs and resources.

. If a standard classification system has been chosen,

make arrangements to employ someone skilled in
developing such a system as well as providing

~ training to LRC personnel in system use and mainten-
ance, o

. If such a standard classification system is found to

be unsuitdble, make arrangements to employ someone :
skilled fn creating nade-to-order classification
systems as well as providing training, -

3%9
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' for each item and which will group items by subject (Cont1nued)

CONSIDERATIONS : o  STEP-BY - STEP PROCEDURES

(Continued from page 248)

7. Use LRC needs as a basis for decisions about
assigning an existing formal classification system

g or for creating an information classification.

e SYSTEM. SPeCHFi CATTy_tailored o LRC needs.

8. It might be more efficient at times to create a
classification system applicable to the entire
LRC collection rather than having several separate
kinds of systems representing various components
. (i.e., one system for child-use materials, one for
oy 1MmmeMmﬂsmummwmhumMﬂg
) or one for training materials),

) \\-'2§g; R



. materials for-client use

CONSIDERATIONS

2.3 Establish procedures fo?~1abeTing,stamping, and otherwfsepfeparing

STEP- BY-STEP PROCEDURES

i

- 1. Space should be allocated for materials processing
which should include a restricted entry arrangement
to safeguard materials before processing.

2. Marking materials with a property stamp identifies
the materials as belonging to the LRC,

ffff“‘””3f"“5tamp”dé§ign shouTd"incTude "CRC name, “addiess, and || 3.

phone number. A Togo might be included in a Stamp
design. Consider a small stamp for small part
marking. - |

4. Label should carry complete classification number.
Include this information on the card pocket and
, circulation card as well as making it clearly
visible on the spine or outside-facing surface of
the material.’ |

5. The shelving design will someshat determine the
label position on itens; outside-facing area, not
top, is recomended for easy visibility,

_6.__Other Tocal pfocedures should be checked for -
compatibility or. improvement of process,

1. Staff tasks should be analyzed, to establish an

efficient processing system. Most handling of the

materdals, can be done at the same time.

8. It might be important to process materials quickly

369 for use, so ease and efficiency are crucial.
g A ,

g (Continﬁed on page 251)

1. Establish procedure needs (in conjunction with
other local Tibrary/media centers) around LRC goals

2. Qutline the procedure in a step-by-step form, with
exanples, and include it in the procedures manual
well as on a large wall chart.

3;"“Défé?ﬁﬁﬁé supply needs and order from professional
Iibrary supplies catalogs.

&, Proiess examples of materials to check feasibility
of procedures: time, staff, adequate supplies,
- process.

5. Revise procedures as necessary.

368
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"TAst 12 2 3 Estab115h procedures for ]abeling, stamp1ng, and otherw1se prepar1ng

mater1als for c11ent lise (Cont1nued)

SO

~ - STP-BY-STEP PROEDAES

- (continued from page 290)

;'9.mmwmmmmmmmmmmmmm
~ circulation and storage (teacher-made and LRC-
produced mater1als) S

310 Don't break up kits! Re-package as a.unit if
~ 'V necessary.

P b i S ks |

»oo
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Strategy 12,3 Determine physical arvangements for organizing and sheluing
inglructional media and materials .

Task 12.3.1. Project the shelving and storage wnit need for materials
. storage :

Task 12.3.2 Prepare a floor plan model to aid in planning physical
areangements

Task 12.3.3 Develoﬁ procedures for storing materials and maintaining
*he integrity of the storage system

%7
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CONSIZERATIONS

STEP- BY - STEP PROCEDURES

1. Decide whether available space will dictate the
storage method or whether storage needs will
dictate space requirements.

2 Checkthe proaect 1ocat1on fdr the possdbde ‘spacesm
to be available, and for appropriate lighting.

3. Instructional media come in sizes, shapes, and
packages which require adjustable shelves. The
position of an object may move with growth of
the coilection, Because of size problems, special
modules ar: units of shelving may be needed

LIMMWMMMWM@WMMmmmm
are materials organization choices which dictate
the kinds of storage units:

- if ali filmstrips are together, there are
special cabinets available; similarly, records,
tapes, and films, if stored by medium, can be
housed in specialized containers

- if the materials storage is integrated, i.e.,
not divided by format, the mixture of media
requires different units which can accommodate
the shapes and sizes and still leave materials
visible and easy to remove from the storage unit,

5, If patrons are to retrieve their own media, dif-

- ferent considerations for storage units may be
required, e.q., consider age, size, and handicaps
of users. Ifﬂﬁf%nﬂwwhramwﬂ Jore
conpact storage can be used.

(Continued on page 256)

286

. Find out how much money is available for set-up,

and plan layout accord1ng]y

. Estimate how much storage space will be-needed ------ -

based on:-

- size of collection -- current and projected

- space use priorities - where the ztaff has
decided to place emphasis -- work, storage,
traffic, or materials examination

- = size, shape, and Timitations of room -- current

~and projected expansions

- shelving arrangenents for materials,
. Discuss projected requirements with all staff.

. Browse through 1ibrary supply catalogs or Tibrary

surplus itens (state, school districts) to look at
storage options.

. Consider the options of building or having built

some Storage items,”

. Visit other LRCs to visualize the space needed

fwmmmmummm.WMwwmm
the size of the room, efficient use of space, space
between sheives, space between items on-shelver,
aisle space, and the relationship of that to the
mass of storage units (number, sizes, position).
These relationships tend to influence how people
move through the space, how pleasant. and we]l
illuninated the place is, and how efficiently the
functions of the area can be combined. .

369



.‘TASK‘ 12,31 Project the sheiving and storage unit need for materials storage  (Continued)

CONSDERATIONS ST 4. STEP PROCEDURE

| ? (Continued from page 255)

¢ 6. It s often helpful to make a choice about which
) is more mportant: work space or storage space?
Then the relationship can be planned to reflect

that choice.

- 7. Check with safety standards specifications,
including fire department regulations, e.q.,
cardboard shelving may be i1legal.

RCmWNMmmmwmwwﬂwmwm
to be reinforced as you add more shelving.

371
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. CONSIDERATINS - STEP-BY-STEP PROCEDURES

. e

1. Amodel allows for instant rearrangement of units 1. Select patterns desired for shelves, drawers,
constructed to scale -- it s mich simplér to play cabinets, desks, tables, electrical outle.s,
with and better than a drawing for visualizing doors.
spaces and relationships. "

0. Take measurements of the items and of the room space.

2. The model is constructed from dimensions taken from '

the room, from standard storage units, and from 3. Construct a scala model of each piece so that the.
projected shelving and storage needs ideas, ‘ pieces can be rearranged. (Cardboard boxes, -
. notebook pad backs, poster board, balsa weod, and
3. If a model is not possible, then sketches or clay are optional materials.) Construct a model
drawings are helpful to find the most convenient || - of a human figure in the same scale.

and efficient arrangements,
4. Move units around &y check with human figure needs

4. You may have a space and some storage capability | until an arrangement seems right -- efficient,
which will do until the collection grows. If pleasant, comfortable, and congruent with LRC goals
this is the case, information about space and for service and activities. -

shelving can be gathered for a future construction .
~ - of ideal <pace from the activities and results of 5. Begin to inplement model structure with purchase,
that presently used space. building, acquisition of storage units and
arrangements.

.

| | 257 f
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CONSDERATIONS

N

7

Eif

fien
. How is the organization of th9_981ahQ]

Al
. Label shelves to expedite materi? %ﬁw

o pU
.IMMmmHmmme%WM%NM

. 4
.Cmmmrwmwm$mmwfwmﬂ

st

/i . 0N
going to put materials in part1ca5i] 516593 by
the shelves where they will be efor fO”n
whoever (staff or client) looks ! o

- by acquisition number

- by a shelf code

- by media

- by subject

- by learner objective?

the gk
materials are games, kits, fqu“ iy, adoﬂe
items instead of books, she1v1ﬂgerati b 51120)
convenent1y, taking into consi by Yy 8

d
space, use pattes, and itens ¥ §he1ve |
rowth )

\r
\

the storage system.

R J (11 NPT, IR L1 v l e -
e 233 devegp procedures ' g1 gt and Melysaining the integrity of the storage systen

STED. Y. STEP PROCEDURES
T N N

+ Syfect a Clasgification system which will locate

myterials 10gically on the sheles.

. Specify by Chart or handoyt how the code on the

hyterial elates to the position of the material
oy the shelf. |

+ Engure that a7 staff are trained in the shelving

System.

+ Dygignate @ "rgshelving" gp used material" table,

ang designate ctaff 10 Pespelve returned jtems.

: %waasﬁﬁmmmfmcmmaimmwneWMmm

for groups Why yse the Coljection, and to coordinate
training 0f clarks who Peghelve materials,

+ Pan for syStumatic checky on accuracy of shelved

Myterials.

-}
A




Strateqy 12,4 [Establish policies and procedures for loaning instructional
media and materials

Task 12.4.1
Task 12.4.2

Task 12.4.3
Task 12.4.4
Task 12.4.5
Task 12.4.6

Task 12.4.7

Develop procedurés‘for identifying eligible clients

Develop loan policies to quide LRC ¢lients, staff, and
1nter—11brary circulation

Develop procedure for receiving and responding to all
requests t0 borrow maferials

Design policies, procedures and forms for dealing with
overdue materrals

Design a system for receiving and checking condrtron
of returned materials

Develop a policy for determining client responsibility for
lost, destroved or stolen materials

Design a system to collect circulation usage data

" 317



TASK

CONSIDERATIONS -+

” "

12.4.1 Develop procedures for identifying eligible clients

STEP-BY - STEP PROGEDURES

. The field of clients may include all teachers,

mmMsamewuwscmMmmaMCmmmw

If the group of materials is Targe enough to reach
them, fing; if funding patterns include them, fine,
Otherwise, when starting out, pick the group the
LRC s designed to serve and concentrate on serving
them well. Expand later,

A client Tist or registry is helpful in knowing the

situations in which the materials will be used, If

it is designed to, the registry can also provide
child-related information about level of learning
problems.

The act of registering and filling out forms is one
step showing willingness-and commitnent for those
who register; services are opened and their needs
and willingness to cooperate are stated. If there
are those who protest (silently or aloud) against
a registry, can you utilize their protests as
information about what services the LRC may need to
provide? What i concerning them as teachers, and
is that concern and need within your capability?

A registry can also be the beginning of a mailing
list. (See 15.3 for mailing 1ists.)

261

. Conduct meetings, design and disseminaté

N

. Ascertain the geograph1ca| bomndar1es of the

service region..

. Ascertain possib]e service potential in order t0

shape the size of the group you can begin serving.

. Determine what information is desired and design

an appropriate registry form suitable for surveying
both visiting clients and those in the field.

. Obtain teacher Tists and administrators' nafies fram

schoo) districts and county superintendent .

Astinnaire
and make public appearances whenever negi: fa1®mﬁ

cTients through publicity.

. Contact community organizations for 1ists of parents,

legislators, volunteer workers, and homebound
clients.

.MWMMWMmHmmmMMMWm

client profile information,

. Design a method for updating registry information

and schedule periodic revisions.
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CONSIDERATIONS -  TEP-BY-STEP PROCEDURES

1.~ The following realities may Timit the circulation 1. Assess collection in terms of time needed to use

of materials. It is helpful to understand these specific items, as some programs require more

limitations before requests make policies unstable. than the usual check-out period.

- Small collection. There may be only enough 2. ldentify the population to be served: keep in ...
materials for specialists. There may be enough mind special grant or title money considerations.
for Timited use by special education teachers. In planning who gets service, consider special
There may be a collection more useful to one education teachers and staff who will use
group than another, There may be equipment materials,
limits (e.g., Hoffman, Systems 80, and Language .

Master). | 3. Set up a policy with the staff which contains the

following decisions:
- Financial and grant obligations. Title monies may

have limits for programs and teachers eligible to - who gets first choice: specialists, special

use the materials. Most of the time, these Timits education teachers, regular teachers, parents,

are not a problem, but-the-staff-should know about For smaller LRCs: Targe or small schools,

the rules for special cases. rural or district schools;

- how to respond to others with lower priority;

- (ollections tied to a philosophy or curriculum or - which items are to be inclyded in the priority

special project. These Timits are realistic and list and which are not;

useful. Frustration is common when someone - a booking or reserve system.

"outside" cannot be accommodated, yet the purpose

of the collection has been directed to a particularl | 4. If possible, develap policy regarding the sharing

group which may depend on the availahility of of material between state and/or regional LRCS.

materials. - (See 12.1.2 for sources distributing special

education materials.)

2. Ways to work when limitations exist:

380 - Booking items ahead (e.g., tab system or 381
computer) allows items not in immediate use

(Continted on page 263) (Continued on page 263)

e 22
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12.4.2 Develop Toan policies to quide LRC clients, staff, and inter-library circulation  (Continued)

b A 7

CONSERATINS | STEP -BY - STEP PROCEDURES

(Continued from page 262) (Continued from rage 262)

‘ 2. 5, Write the polwcy down and make it easily ava11able.
to circulate freely and be accessible Let everyone know the policy and be consistent.
whei someone needs them, Everyone nesds to have the same commitment to the

| policy and to the reason it has been established.
- The staff, while working with materials, will Materials and media are there to be used, but if
notice use patterns, Some items move, others wide use restricts someone else who has been
do not.” KnowTng the alternate and des1gned designated as a user, then the policy should help
uses of the items will allow for substitutions quide staff in dealing-with the request
and thus a greater range of available materials
for users.

- A short Toan period, a Tong Toan period, or
negotiable Toan period depending on use and
demand, should be examined for the needs of
the people requesting the materials.

3. A1 staff should know the policy for Toans and
understand fully why that policy has been adopted.
It is important that clients receive information
that helps them understand why they can or cannot

~ have-a material. It is important to let users

(potential or current) know the policies. They
will nake requests if they know the service might
be available. The way the request is handled i
important. A turn-down should and can be explained .
and understood,

4. People will request materials if they know what is
available. A Toan policy helps staff respond to
needs in a way that extends the usefulness of the
collection,

ot inued on page 264) | | '
- ERIC | | 383

annb




;fnsx

12.8.2 Develop 1oan pol1c1es to gu1de LRC cllents staff and 1nter 11brary c1rcu1at10n (Cohtinded)‘l' |

BQNSIDERATIONS - STEP - BY - STEP PROGEDURES

(Cont inued -from page 263)

6. Determine how to deal with delivering materials -
to the users: courier, U.5.Mail, United Postal
Service, or personal delivery, Allow for delays,
but try to stay within a reasonable policy that
mke logistical good sense for the target groups
being served.

6. Policy which relates to target (or priovity)
cligntele and materials available is wise. Looking
forward to expansion of either of those variables
or both is instructive,

7. If Toan policies are consistent within the state
and/or region, inter-library circulation my
“become a reality.

ﬁ.wmmmwmmmmwwmmmmmm
to serve in relation to the materials available,
If you have ordered and bought to accommodate them, ||
fine; if not, mw1antMtwmnmthcm
B be used in one day, others for a term,  Keep in -
... mind_equipment needed.to.use_the materials...Also, || .o oo
~ however, remember that kits may be useful in parts,
and therefore, useful to more than one user at a
time. If kits are to be circulated in parts;
~ catalog accordingly.

e
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CONSIDERATIONS

12.4.3 Develop procedure for récéiving and responding to all requésts to bssssw’haterials

~

STE-BY-STP PROCEDAES

1. Hho opens mail; who answers the Phane; who is
respons1ble for the desk during LRC hours; who
s responsible for packaging materials for
distribution?

2. Do the same people do the same job from day-to-day
and what hours do they work? Do these hours
correspond to the LRC hours?

3. Is there a standard process for receiving each of
the kinds of requests, recording them, and
responding either with materials, confirmation of
booking, or refusal notice?

4. Is there a policy for how soon requests should be
handled (e.g., one day or three days)?

5. What distribution methods can you accommodate and
what is most practical? Consider the cost, time
factor, and size of package for each of the
followings~

- - .S, Mail -
- consultant de11very
- comercial carrier (Greyhound, UPS)
- walk-in
- school or state delivery system
- library bookmobile?

6. What kinds of materials can be used for packaging
(boxes, cartons, tape, string, newspapers), and
where can they be eff1c1ent1y stored?

(Cont1nued on page 266)

. Desi gnat@,.':’staff for performing various operational

functions

.BmMMMMMMMmmemmm

based on considerations.

. hcquaint the materials consu]tahts with the

concept of gathering and recording user request
information,

for users. Make it easy to i1l out the forms

. Decide how the 1nformatwn will be recorded -- staff
(A check-out -

only, client only, or staff and c1ient.
form in triplicate is one solution.) Keep forms
ntMrﬁwmmdmkWtMpMm as well as at
memmD&k

includes the foHowmg items. State them in the

~ LRC Procedure. Manual:-

- goa] for service

- who accepts the requests

- hours LRC is open
- record keeping systems
- Client responsibility .
- how the requests are to be filled \

(WMMdepweZ%)

aom

. Work out {or select) request forms. Keep them handy ..

: Estab11sh 3 polscy for hand11ng the requests tht

.......



-~ CONSIDERATIONS

K 12,03 develop procedure for receiving and responding to all requests to borrow materials (Cortinued] | -

STEP-BY - STEP PROCEDURES

~ (Continued from page 265)

7. Does the LRC pay postage to the client? From the
client? Both? Does the client insure returning
items? Acquire postage-weighing scales and rate
schedules, - |

8. What receptacles can you provide for walk-in
clients to transport materials:

- obtain free shopping bags from commercial
representatives, or department stores

- keep packing boxes (cardinal rule: never throw
away a shipping box)

- if necessary provide plastic bags for smaller
items on rainy or snowy days.

266

(Continued from page 265)‘

1.

10,
11,

Maintain a budget account for shipping costs
which includes an amount large enough to insure
every package mailed, (See 8.1 for managing

" fiscal resources.)

Establish ways to give users the information they
need t0 request materials: time, check-out forns, -
and other needed information,

Post procedures where they can be seen and followed
easily,

Implement the procedures.
Nonitor activities. Keep track of problems, and of

costs. Review, evaluate, and revise procedures as
often as it is feasible.

389



12.0.4 Des{gn"poiiéies, procedures and forms for dealing with overdue materials

CONSIDERATIONS

STEP- BY - STEP PROGEDURES

1. A prior understanding of the Toan period by everyone,

‘4 standard form, and a set procedure can speed the
processes for hand1ing overdue materials, Keep in

mind the time needed to deliver and return materials.

Review loan policies.

. The public relations aspert of this task is very
- important. The way an LRC handles this problem
relates to two ideas:

- materials need to be available or readily
accessible; ‘

- firmess and fairness are generally respected
because people expect LRCS to watch out for
mierials -~ if concern s not shown, clients
tend to forget to return items more frequently.

AR R

. Check to see what policies and procedures on.

overdue materials the teachers adhere to at

other local libraries. Decide to follow or

innovate, Examine forms used in other LRCs
and 1ibraries.

. Sit down with regional staff, including materials

consultants, and decide on a region-wide loan
period. Discuss the purpose of the poticies

and the implications that they have on materials
in circulation. Discuss reasons for extended
loans and possible forms and procedures for
sending overdue notices -- attending to time
involved, flavor of the notices, possible

penalties, and problems that occur when materials |

are 1ate or not accessible.

. Decide on a policy for handling overdue materials,

design necessary forms and include them in the
Procedures Manual,

4 Monitor the procedures and modify as necessary, -

391




12.4.5 Design a system for recei ving and checking condition of retu}*ned naterials

39

 CONSIDERATIONS

STEP - BY - STEP PROCEDURES

2

. Has the return of the material been noted according

to LRC procedures?

. Is the material complete, in good repair, and

clean?

. s there an inventory listing of contents attached-+

to the material in order to allow users to report
missing items and the LRC staff to determine if the
material is complete?

. Is there materials consultant time allocated for

examination of returned items? Is it an LRC
priority?

[ |

.ktMmaphmtowtm&ﬁﬂsmﬁMgvnsw

repairs? (See 12.5.1 for material repair,

: m%tMSMHr%MWememmﬁﬂﬂ mim

patrons? (See 12.3.3 for storage system.)

[Tt}

. Decide how the material is o be checked in and

include in the Procedures Manual.

. Allow for a space to drop returned materials to

keep them from melting back into the collection
without being checked in, or from $1ipping out
with another patron,

. Decide on a material examination procedure to make

sure the item is complete, clean, and usable,

. Decide on procedures for handling "snags": materials

which retum without all their parts; "mysteriously
returned but from whom?" items; stray parts missing
from their original locations; materials which
belong to other 1ibraries or media centers. Include
the procedures in the Procedures Manual,

. Designate methods to repair materials and a place

to store them while waiting for replacements or
time to repair them,

393




K 12.0.6" Develop a policy for determining client responsibility for lost, destroyed or stolen materials
| (See 12.5.1 for raterial repair or replacenent)

CONSIDERATIONS

STEP-BY - STEP PROCEDURES

. What responsibility has the client for lost,
destroyed, or stolen materials?

. Hnat are realistic client responsibilities?

. Legally, what responsibility must the client accept?
: Doe§ Toss or extensive damage constitutelneg]igence?
. What is the client's responsibility when a part of
component of a kit is Jost or destroyed, and the

only way to replace it is buy an entire kit?

. Are funds available to use for part or total
replacement?

. Should consistent negligent use of materials
result in suspension of that user's borrowing
privileges?

. Explore the policies of other LRCs and adopt

or adapt those pertinent portions.

. Develop your own policy.

. Evaluate and modify as needed,
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12.4.7 Design  system to collect circulation usdge-data
(See 4.0 for evaluation and 5.3 for record keeping)

CONSDERATOS

STEP- BY - STEP PROCEDURES

396

- how are materials being requested: phone, mail,

.TmemdﬁmﬁdWamimwmm.GﬂMr@ﬁas

a part of the circulation process.
Investigate other LRCs' data collection systems.

Some systems are designed to include data collection,
e.0., the continuous visible record file systen

(Tab cards), or self-carboning multiple page forms
which can be filed when the material is returned.

Useful information includes

- how often materials circulate

- how many materials circulate

- which materials circulate most often
- who s requesting, using materials

watk-in?
- how many requests were filled, booked later, or
unfillable. |

The information can be used to decide

- which materials need to be duplicated

- which materdals are not being used and can be
evaluated (see 12.5.4) Coment: If a material
is not being used, it should not just be weeded
out, Find out WHY it isn't being used and do
something about it: update it or think of a new
way it can be used.

- what kinds of materials are most popular, and why:
because they have attractive packaging
because teachers know about them
because they are worthwhile .
because students respond well

o

1.

b,

Mfter exanining LRC philosophy, discuss with staff

the information which can be extracted from circy-
lation date, e.g.: ,

- who uses the LRC and when

- for what purposes

- how the LRC.can improve and expand services to
users.

Incorporate in the Procedures Manual a data collection -
system which can inc]ude a variety of inputs:

- records of phoned-in. comments or requests

- notations on circulation forns

- multiple choice comments on circulation forms
- periodic mailings of concise questionnaires to
- Users.

Design data collection procedures which might be
manipulated either manually or electronically to
extract various types of data.

Use discretion when mixing data types (circulation
info, client or demographic info, statistics for
other purposes) on the samerpart of a data gathering. -
instrument. . |

Data collection should be an on-going process with

periodic evaluations. of the data.

6. Analyze data collection procedures at regular
- intervals,




Strategy 1.5 Specify procedures for repair and repZacemenv of mstmctwnal
media and materiale due to vear, abuse, a acczdental damage

hﬂl&&]Eﬁwhmcnmnamrwmmmmgmmamﬂwwlh
in need of repair or replacement

Task 12.5.2 Develop‘procedures for retaining repair services

hﬂ1253Dwdwpmx@msmrmawmgw1mﬂmhmﬂ
materials to minimize damage

hﬂ1254Dwﬂwpmmwmsmrmﬂﬁmgmdwﬂwﬂmtm
collection .. . .

P

3
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| IASK 12.5.1 Establish criteria for determining when a matérfal is in need of repair or replacement‘

- SEP-B1-STEP PRI

CONSIDERATIONS
1. What constitutes damage: A 1. Establish criteria for repair and replacement
| (See 2.5.4): |
- workbooks or manuals written in

- missing items - damaged beyond use

- broken pieces - repairable

- mutilated or missing packam‘n? - usable as is. .

- IV software damage, e.q., TauTty sound on tapes or
records, scratched films, filmstrips, o 2. Determine procedures and put them into LRC
transparencies | Procedures Manual.

- lost directions for use or missing Teacher's

Guide?

2. Does damage interfere with the oh‘giha] intent of
the material and the stated purpose of the LRC,
e.0., materials preview or evaluation?

3. Does the use rate of the material warrant }*epair
or replacenent? (See 12.5.4)

4, Deternine what portion of your budgef can be
reasonably used for repair or replacement,

e




g nen

4006 UEVEITUP PTULEURTERS TOT Telatlliiy Tepdir oETy ILES

CONSDERATIONS

TE-1- TP PRCEIR

| y

. Explore the possibility of hiring CETA or work-study|
'pmMemrwmrmmmﬂsUwcmﬂ

Are there Tocal volunteer groups or agencies such as
the YWCA, Senior Citizens, High School clubs, or
State Pen1tent1ary innates who would assist in
repair activities?

When deciding whether to use volunteer groups, be
sure to consider the cost of training and

~ supervision.

2

Are electric or electronic repairs governed by
municinal or union regulations for installation,

use, and repair?

m

, mﬁmmemkhmmﬂsmwwbemmimMWewd

which should be done by outside agencies.

. Purchase & supply of needed vepair materials for

in-house repair. Maintain strict inventory control.
(See 7.1.4 for inventory control.)

. Locate agencies or organizations that can provide

repair services.

. Contract for services or arrange for volunteers.

Provide explicit specifications and instructions.

. Schedule services with contracted personne] or

volunteers.

. Maintain records on the fcllowing:

- number of repairs provided by agency or organization
- quality of renair
- frequency of the repair use of the money .
- the efficiency (effectiveness) of the vepairing
process as opposed to replacement, the frequency
of repair per item, the down time that results
from the repairing, and the cost-effectiveness,
(See 12.5.4) ,
- parts/materials
- Tabor,

(2N
o>
<D




%i7 THSK 12.5.3 Develop procedures for packaging of instructional mterials to mininize damage

CONSIDERATIONS

STEP-BY - STEP PROCEDURES

1, Hhat sort of labeling can be attached to existent
- materials to provide the client with “warning"
information:

- be sure switch is "off" before pulling plug
- records and heat don't mix

- put me back in my place in the box

- the cord {5 part of the equipment

- "{nventory of contents" label

- for use in LRC only?

* 2. What commercial packaging is available for such
items as:
- cassettes
- filmstrips
- s1ides
- records A
- combinations of the above?

3. Compare the repair-replacement cost of items to the
' relatively Tow cost of custom packaging.

Preventive maintenance might be cheapest in the
long run,

. How do other LRCs handle the packaging or
re-packaging problen?

. Examine procedures used by other LRCs and adopt

or adapt them to fit your needs.

. Reinforce comnercial packaging at all stress points

at the tine of initial processing and as_needed.

 Re-package materials 1f comercial packaging is

not designed for extensive use. -(Teacher-proof
and child-proof the materiall) |

. Attach "waming" labels.

. Evaluate the procedures and modify as needed, . ...




| TASK 154 .De"ve1

S CONSIDERATIONS

w@@MﬁWmWﬁmemmummmmn

STEP-BY - STEP PROGEDURES

——— ——

Nomapentt

1. How well 18 your collection meeting the needs of
the users?

2. What criteria will be used to determine whether an
item will be re-evaluated:

- physical condition

- copyright date

- circulation record

- content (g.g., racial or sexual stereotyping,
naccurate information)?

3, Re-gvaluation should be an on-going, systematic
process. -

406

LR iA

. Establish a schedule for re-evaluation (e.g., one

subject area each month),

. hssemble materials necessary for responsible
evaluation (e.g.; shelf-list, past-and present.

circulation records, basic selection aids,
consideration file, and repair récords).

. Establish criteria,

. Analyze each item according to the established

criteria.  Remove for further evaluation any

item which meets any one of the criteria. With

the exception of content, no one of the criteria. . .
is necessarily justification for withdrawal.

. Decide whether the item is to be withdrawn or

retained. Poor circulation may be the result of
poor choice of subject headings, poor packaging,
or inaccurate description,

. Decide whether replacement is necessary.

.EmmHMWMMHMMWmmm¢ 
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FUNCTION 13.0 OFFERING INSERVICE TRAINING PROGRAMS

Strategy 13.1 ETovzde inservice training yrograns for persomnel uho
work with ewcept4onal children

INTRODUCTION

WFS%nmomhmsmeunwhwnwunwtomﬂmtﬂmmmpmwmsmrmmms

who-are in the business of educating handicapped children, Inservice trammg is meant
to help improve or-upgrade the skills of these educators in short sessions,. thus enab11ng
then to maintain their regular class routines. In this Function.the LRC is directed . °
through the procedures for establishing prograns: -from identifying: tra1n1ng needs, to
~ obtaining personnel and resources . for conducting training, to preparing the content

for training, and, finally, to evaluating and -following-up the training sessions. - Such
issues as e11c1t1ng client behavior change and developing short and Tong range goals are
AmmdmmmmmmmwmmmmummmmMMmmmmMmm
Assessment (2, 0) and Evaluation (4 0). \ ‘ ,

w




Strategy 13,1 Provide inservice training programs for personnel iho work with
exceptional ahzldren |

© Task 13.0.1 Identify tra'in'ing'fné'e'dsr bf”the" COhSUméY‘ population e
Task 13.1.2 Ident1fy resources and constra1nts for training programs |

Task 13.1.3 P]an a total 1nserv1ce *ra1n1ng pol1cy for the service
area

Task 13.0.4 Plan and de11ver training sessions

MHMAMWEMMWMMMMmemmmmmm-
‘prov1de for- fol]ow-up serv1ces |

"

B V. & |
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13 1 1 Identnfy trannnng needs of the consumer popu]atnon
(See 2.0 for needs assessment)

* CONSDERKTION C o STERBY-STEP ROCEDAES

1. Based on the geographic service area, choose the 1, %ﬁmaM]muemwhﬁmsmbewwww.
< population to survey; for example:

2, Select an existing or deve]op a new need assess-

a) total service area ‘ | ‘ment instrument.
b) random sample
¢) stratified random sample 3. mmmmemeM%mmuwnwmww e for the
d) key contact persons: | instrunent.
2. What needs assessment instruments are currently 4. Analyze the results of the needs assessment.

available and could be adapted for your use? -
Consider the following:

“a) does the instrument reflect information that the
LRC needs (e 0., respondent's position, level of
training, 1nserv1ce needs and priorities)?

b) are questions realnstnc in terms of what can be
provided?

¢) considering the population, can the instrunent
be easily. understood; is it snmp]e enough to
ensure completion?

d) can existing instruments be revised for your
use or must they be completely rewritten?

3. What dissemination procedure will insure the
mW%tmmomem

a) personaIAdelnvery and pick up (to individuals
or contact persons)?




TASK

* CONSRERATIONS

lﬂllmmWmewmﬁﬁmummmmmnm

J(ContnnUed):'af“‘* ST

STEP-BY-STEP RICEURES

(Continued from page 283)

)

b) mailing {to 1ndrvrdua1s or contact persons)’

) conbrnatron of "a" or "b"7

."wnatutimeaof'&ear will result in the best return?

memhhmrsmmﬁwymrmhww,mthm,
and return?

. Analyze assessment information in terns of:

ﬂmmmﬁﬁmmm&gﬁmmﬁmmn

teachers, reqular education teachers, administra-
- torsy resource personnel aides, and parents)

b) previous trannrng of respondents

'”dmwﬁmmMMmmummMma,.

scale from rmnedrate to not at al]

d) nossnble groupings to most effrcrently serve:

the populatron

e) any other 1tems covered in the assessment

i

instrument,

]

'Haj‘?afj'_;\'fi_ff4rﬂ;f’f,hié" e
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-

OOEMTONS STEP-B-STEP PROCEDURES

1. What training delivery models are available to 1. Survey the available training delivery models.
.- meet your specific needs? Contact: A

2. Locate persornel available for consultation -

, a) federal sources | and/or training.
s b) national sources (e.q., Cotncil for Except1ona1 ~ |
& Children and Closer Look) 3. Locate and obtain materials relating to areas
¢) Regional sources (e.g., RRC and ALRC) ° | 1nd1cated by needs assessment,
d) state sources (e.g., the SEA and other state
WWMWMMWM) 4.%mememﬂmuwmﬂmmmc
e) local sources (e.g., other resource centers, inservice training capabilities.

intermediate and local education associations,
universities and colleges and organ1zat1ons/
unions)

- f). publishing or tra1n1ng compan1es

2. What are the competencies of LRC staff to meet
tra1n1ng needs? |

: 3. Refer to a consultant reg1stry When tra1n1ng
- needs cannot be et in-house.  If necessary,

: “establish a consultant registry considering
personnel from sources 1ised above, Include

a procedure by which the reg1stny ¢an be updated,
mgMaﬂy

| 4 NththtmmmgmwmﬂswewmhMM
o Cons1der : |

| | a) oun LR colTection
b) materials that can be borrowed from other
-~ sources (e.g., those Tisted in iten 41 above)




S [ OERTRY Ident1fyfre§ourﬁesahdcdnstraints fortfainingprograms" (CbntinUedfw

STEP - BY - STEP PROCEDURES

CONSBERHTIN

(Continued fron page 265)

;g'4.c)mmﬁﬂ§mncmbeWNde
. d) materials that can be modified to meet needs
) materials that can be developed to meet needs.

5, What are the constraints on nservice training:

2) federal restrictions (as pertaining to certain
grants) -

b) state poticies and restrictions

¢) LRC policies (e.g., workscope, and advisory
board recomendations)

d) contractual agreements

e) fiscal limitations?

‘ 119
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13.1.3 lan a total nservice training policy for the service area

CONSIDERATIONS STEP- BY - STEP PROCEDURES
1. How do expMessed needs compare with LRC capabilities| | 1. Determine inservice training parameters based on
for service? needs, resources, and constraints,
2) Compare Reeds as expressed by respondents (13.1.1) | 2. Establish.Tong-range and short-range training
with pﬂormes and constraints of govermng - qoals.
agencies (13.1.2) to determine comon training -
concerns, ~ | 3. Determine types of record-keeping information
b) Compare the common concerns from above with . needed,
- all resOurces available for trammg (13.1.2),
 ¢) Prioritize LRC's potential training services . 4. Establish a suitable data- recordmg system.
based On need priorities (13.1.4) with the (See 5.3 for maintaining LRC records.) .
" exception of those needs cyrrently being met by _
other SOUrces. (See 2.1.4, for needs being 5. Estab]'ish_apo]icy for coordinating services with
met by Other agencies.) other agencies/groups. (Co-sponsors as well as

population to be served.)
2, what are reah’stic training goals? Consider: ;
6. Establish advertisenent policy.. . . . . . . ..

and t0P1Cs to be 1mpacted and the time requwed 7. Establish an evaluation policy.
to be aCComplished) |
b) short-range goals (1.e., the number of educators 8. Establish a procedure for follow-up.
and topics to be 1mpacted within one year).
9. Submit the plan to the advisory board for
3. What inforMtion regarding training is necessary approval.- (See 3.2.2 for advisory boards) -
. for LRC acCountability:
| - {1 10. Design a training manual for those conductmg
a) number and types of requests the training. ‘ |
b) session”Objectives - !
¢) anecdotal (narrative) record of session
 d) attendance
e) evaluation,
~ (See 4. 0. eva]uatson, 5.3, Mintaining LRC records) -

- _‘(ContI nued on Page 289

o
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(" +13.1.3."Plan a total inservice training policy for the service'area ' (Continued) = - "7 o

- coNSHERATIONS STEP- BY - STEP PROCEDURES

ﬁ .,.';_‘m : [
ntinued from page 267)

Nhat”data recording“system is most-suitab]e*

a)’ record forms (published, adapted LRC deve]oped)
b) computer systems ; _
c) visual displays {e.qg., charts and graphs)

(See 5 3, ma1nta1n1ng records)

Will tra1ning be initiated and conducted by the
LRC alone or will it -be organized 1n direct coop-
eration with others? = Coe

a) 0ut11ne argas of respons1b111ty and comm1tment
for all involved .
b) clarify expectations of all concerned parties
(include trainers and trainees). : : .

What is the most efficient means of notifying v
-service~populatio1rofmtraining-po]icy7“w“"~“~~~-~M‘~"~ e

What w111 the p011cy be concerning tra1n1ng
evaluation:

a) is evaluation.of training sessions necessary
b) how will evaluation information be used .
c¢) with whom will the information be shared
d) will it be possible to use the same form for
all training sessions? . . ‘ ; ' 423

tinued dn‘page289)
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~ CONSIDERATIONS

13.1.3 Plan a total inservice traiﬁihg policy for the service area

(Continued)

STEP-BY - STEP PROCEDURES

;.¥  . (Continuéd from page 288)

| 8. Hhat will policy be concerning training follow-up

procedures:

a) is follow-up necessary B
b) how will it be implemented (same for all
sessions or determined individually, e.q.,
“mailing, visitations, technical information,
additional training, additional materials) ?

9, General considerations:

- how can the most people be trained for the least
amount of money? |

- does the Tong-range inservice training policy
provide for sequential development of skills?

e oo Ve prOViSions-been-made-for POTCy- and - o s o

procedural changes?
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éTASK 13 s P]an and deltver trannnng SESS1OHS" S

CONSDERATION

STP-B1TEP PRGOS

- ¢) materfals-necessary-and-avaiTabTe-{13:1:2)3—

For each training session, consider:

1, ho will be served by this session? Refer to

possible groupings established in needs assess-
ment (2 0 and 3.1.1).

2. What content is appropriate to tnefneeds and
characteristics of the population?

- refer to infornation on needs assessment regardtng
positions and training (13,1.1 and 4. 0)
- state specific objectives for the session.

3. What are the best available resources:
a) personnel - yho is available and when (13.1.2)

b) mode! -)most approprnate to a1l involved
13.1.2

. Select and imp) ement appmpntate advertnsement

4. When selecting the setting and making physncal
arrangements consider; |

a) accessibitity of location
b) availability of necessary food and lodging
¢) cost - including rental, travel, and per diem
~ reinbursements, if applncab]e
d) room arrangements (e.q., number of roons, tables,
- seating, and decor)
e) use of media (e.g., AV equnpment and blackboards)

Select an effectnve adverttstng method from the
LRC poticy (13.1. 3)

| (Conttnued on page 290 |

: %mmmemwhhmtoMsw%d

. Determine tranntng sessnon topic and content

wwwmuewpwﬂuwnwbewww

fSﬂmtmmmmlddwmym@]aanwnh

to be used

velop agenda, -

.MmemmmMMmmemmm

arrangements,

-

campaign,

[ mewmhwwr%mmwﬂnmsmdmmfmu

arrangements

-8. Conduct training sessions.

2
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[ TSK 15,04 Pian and cetver training sessions (contimed)

CONSOERATIONS

STEP-BI-STEP PROGEDIRES

" (Continued from page -2%0)
:f’ 6. What arrangements need to be made or finalized:

a) agenda (may include icebreaking activities,
wwww,ﬂﬂwmtwowmhwslwmhmn
group activities, and breaks)

bhmﬁmhmﬁhmﬂmWMJMmew
‘participants

¢) collection of equipnent and materials
(include preparation of handouts)
d) collection of necessary forms - reinbursenent,
evaluation and consultant
. e) travel arrangements (reservations, maps,
’ authorizations and people to meet)
; f) room set-up?

;wiwwmmmﬁNMMMMMme.MMW”mgﬂ.”_MTMMWWWM

a) arrive at site on time (allow for set-up tine)

b) follow agenda

¢} collect evaluation data

d) specify to group any follow-up activities that
will oceur

L, General cons1derations:

- allow f]ex1b1]1ty in the agenda to allow for
-~ trainee inputs

- set aside time during the inservice training

- procedures for the evaluation of agenda and

~ conference formats: ,

- is there provision for conm1tment of partici-
“pants during training? :
- keep small" details manageable by organized and
deta1led plann1ng from the beginning |

B O b el
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(Cont1nued from page 291)

people and make sure they follow through
prOV1de for-optimim participant 1nvolvement

- arrange for jcebreaking 1ntroduct1ons of
participants

and 1nforma] 1nteract1on

. ass1gn respons1b1l1ty for deta1]s to spec1f1c B

mmmmmwummmmmumms-

SO OGNS
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1315Amwnewmnwnﬂmfwuw1nwﬂhmtmmmgmdwwMehrmﬂwwpwwm%

- CONSERATIONS - o STEP-BY- STEP RICEDURES
j.l WHanWC@mwNemNﬂwnmﬂmmeemw? 1.Sﬂutwdwﬂwanmmwmnewﬂmhm1mﬂwﬁ&
(e 13.1.3 and 4.0, evaluation) ment to insure collection of desired data,
ZmeﬂmuMmm%%MWMﬁnm? z.mmmmnmﬂanmmmmthmd

o ot theusess1on
3. Should an 1nstrument Specific to th1s session be
developed? | 3. Use eva]uat1on data as an indicator for changes
b L rm@hnm&Mmeame
4, What does the evaluation data mean:
4. Inplement follow-up services.
~"analyze the data collectively rather than
" individually to get an overall picture of the
effectiveness of the tra1n1ng
- has the data been analyzed in terms of goa]s and
objectives? model? content? facilities? time
design? resource persons? practicality?
re]evance?

5. Will the eva]ﬁifion data be disseminated?

6. Should training session be modified?
a) what were strengths, eaknesses, suggestions?
b) what components, if any, need revision based

on the evaluation?
) ¢) what add1t1ons/de]et1ons should be made?

LNanmmmmmmmmmnm
follow-up? Consider: ‘

S des1gnated'LRC po]1cy (13.1.3)

SRR necessary adaptatwns of LRC pohcy for thls
- sessfon

. over what period of tine follow-up W111 be

conducted




i ?IASK, ]3 1 5 ‘Inalyze evaluation data fbr use in updat1ng tra1n1ng and- prov1de for follow-

(Cont1nued)

,'conmnzmnws

W seviess

STEP-BY-STEP PROEDUAES

(Cont1nued from pge 253)

7. - who will conduct the follow-up
- by what method
- how the follow-up information will be used.

8. General considerations;

- What was 1earned about client learning style7
reception of tra1n1ng7

- Provide ways for using feedback to influence
other LRC activities, e.g., materials collection
(child use and profess1ona1), d1rect services,
technical assistance,
- Inservice training can estab]1sh or ma1nta1n 3
mhhmﬁmwﬂhawmmwgmw The
mhhmmwSMMnduﬁmwnwwmdmmwh
follow-up procedures.

134

-
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PUNCTION 14.0 DELTVERING TECHNICAL ASSISTANCE

Strategy 14,1 Provide consultation services and technical assistance

ROMCTION - oo oo e

~ The kinds of technical assistance services which will be provi‘ded.by LRCs will be unique

to each. For this reason, it is suggested in this Function that technical assistance.

e nustfirst be defined according the LRC's capabiTities and its clientele's needs. “hen

a vorking definition has been reached, policies and quidelines for the delivery of
technical assistance and for the evaluation of services must be stated. Procedures for
informing clients of services available are also detailed, as are pointers for developing
agreements for services between the LRC and the client. -




Strateqy 14.1 Provide consultation services and techmical assistance
jhﬂM]lmwmammwmmmmmummnmmmmmu

and aliows for Yocal, state, and federal constraints,

skill areas of staff (or those available outside) and the

parameters of -LRC-defined services 2 based on the-needs . .
of the clientele

Task 14.1.2 Pmomtue techmcaT assistance needs
Task 14.1.3 Develop procedures for providing tachnical assistance
Task 14.1.4 Develop technical assistance agreements

Task 14.1.5 Develop procedures for informing clientele of consultation
serv1ces nhat are avaﬂable from the LRC

Task 14.1.6" Coordmate the prov1s1on of technical a551stance

Task 14.1.7 Establish a system for recordmg and eva]uatmg consul
tative and techn 1ca1 assistance services | T




s e |

CONSIDERATIONS

Mll mWMpamhwaMgmmhmemmmmem1@Mﬁwsmdﬂhmfw]mﬂ ﬂumam
federal constratnts, skill areas of staff (o those available outside) and the porameters .
of LRC defined serv1ces as based on the needs of the chentele

STEP BY STEP PRGBEDURES

10,

1.

. What does technical assistance mean to the LRC?

What are Tocal, state, and federal cohstraints
relating to technical assistance?

. What are the skill areas of the staff?

What are the technical assistance needs of the
clientele? (See 2.0)

Are additional skills required to meet needs?

What are necessary requirements and/or certification

for staff providing technical assistance?

What are the quidelines and policies of the LRC
relating to technical assistance? '

What are the budget and time limitations?

Are thera untapped 'scal resources to provide
technical assistance?

What agencies in your vegion provide what skills?

What over services in the region are delivering
technical ussistance?

. Prepareastatement on Lhe pnﬂosophy of the LRC .

relating to technical assistance.

. Hrite policies and guidelines for technical

assistance based on local, state, and federa]

constraints; -staff, community,-and-outside---

agency services; clientele needs; budget and
time requirements; and your own definition of
technical assistanec.

< Inclisde a plan for an evaluation process in the

policy statement. Relate to evaluation, (See 4.0)

. . Present the pohry to the advisory committee and

appropriate administrative personnal for their-

approval,

. Present the po]iCy to LRC stafft,

. Present the pbh‘cy to LRC clientele.




‘%TASK 14 I 2 Prtortttze techn1ca1 assastance needs R
GmZO,mwstﬁmm) '

wcnasmmmnus

 STEP- BY- STEP PROCEDURES

- I.Mthmmmlauﬂmmmwsmmpwwww l.DwﬂwahﬂofWNMMIWMsWHan
R most fmportant by clients? . ‘outside of the staff) available to prOV1de
o technical assistance,
ZWMMmmmmm%MMmMM | : |
as seen by the advisory board and administrators, || 2. Submit the following information to the advisory
and what are the parameters set forth in federal, board and administrators:
state, and local guidelines?

- "available persomel sk11]s for provision of

"3, What technical assistance has been provided technical assistance
- previously? How effective was it? - prioritized 1ist of client needs for techntcal
assistance
LMMmmmWMMWWMMWl mmWMMMWmMmmwm
~ assistance? technical assistance,

3, Match available funds and staff expertise. to the
-technical assistance needs outlined above.

. Be aware of prekus technical - assistance prov1ded
‘regardtng emphasis, time, and budget a]]otment

iy

W




* CONSIDERATIONS

SEP-y. 769 PRUGEIRE

1. What is the service area for provision of
technical assistance?

2. What technical assistance is needed according to
priorities (14.1.2)?

3. lho will provide this assistance?

4, What percentage of LRC time will be allocated
to the provision of technical assistance?

5. What funding is available? From the LRC budget?
From other sources?

6. What evaluation and follow-up procedures have bean
developed for technical assistance?

B, | ~— . —

. Hrite 3 Plan Which TiSts the procedures for

provisio" of tecmnical assistance, t0 inclyde: =

- seryic® are fop which tochnical assistance
wil] bé Provided

-*MMJiMWMJNﬂmmwMWM@dV¢Wg

- procedU"es fop requesting technical assistance
- 2 plaf For funding the tachnical assistance
compo€Nt baged on Accetance of the formula.

. Submit 1 lay to the advigory board, adninistrative

persomel s and | ge staff fop recomendations and
acceptanc®, ‘ |

3. Write an valugrion plan.




;iigk;,"

CONSIDERATIONS

V04 Develop technical assistance agreements

STEP-BY-STEP PROCEDAES

4

. Hho has_the authority to enter into technical

assistance agreements:

- state

- LRC
- Tocal district?

. Are the agreements to be considered tools for

communication or are they considered contracts?

Have the agreements been approved by the advisory

- board and administration?

Has the staff been informed of the agreements?
Have the agreements been covered in budget
allocations? Have ‘staff salaries and opera-
tional expenses been included?

Do the agreements meet all the terms agreed upon?

. Establish the authority for enterihg into

. Prepare the necessary documents and foms for

. btain approval for the agreenent fors ron e

. Make necessary budget pfovisions for technical  ;§

. Make necessary revisions in the agreements based

technical assistance agreements.

technical assistance agreements. Consider
state, LRC, and Tocal quidelines and require-
ments.

advisory board and administration.

. Infom the LRC staff of the procedures for

negotiating technical assistance agreements.
assistance agreements and operational expenses,

on information received from advisory board,
administration, and staff, :




1415DwdwpmmwmsMrmmmmgdwmﬂeﬁcmwhuwnwwmﬁ

that are availab)e from the LRC,

consmmumus N STEP-BY- STEP PROCEDURES

1. Who should be informed of the availability of tech- 1. Contact by phone, brochure, letter or personal
nical assistance? encounter those in the service area who would

: | | be interested in receiving technical assistance.,
2. How do you inform ¢lientele? .

2. Develop a list of clientele.  (See16.2.:for

: 3. What administrative c]earances are needed before mailing 1ist)

e ANFOPING- i pNERT €1 SO () S -
. 3, Develop procedures and information packets

4, What are the considerations for the public relations regarding technical assistance available.
program?
| ‘ 4, Establish a pub11c relations program and inform
5. Mre there clear definitions developed on the role staff of their responsibilities; contact clientele;
aMfmumnMcmwhuMnawnw? duwmmamuMermmwmgmdwmsﬂm

requests for technical assistance,

5. Determing whether proper authority approval has
been obtained.

6. Assign responsibility for monitoring the delxvery
of technical ass1stance

1. Ass1gn responsibility for respond1ng to problems
in the de11veny of technical assistance.

303 e e
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Al 1.6"Coordinaiexthe‘pkoviSion of technical éssistance s
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CONSDERATION

STEP B STEP PROCEDURES

450

—services?

. How shou'd requests for technical assistance be

handled?

Who is responsible for handling requests and
monitoring the delivery of services?

Are the necessary personnel and materials
available to implement technical assistance

Who is responsikle for the provision of
materials necessary to implement techn1ca1
ass1stance seryvices?

Have necessary funds been allocated for the
provision of technical .assistance services?

Who wil} coordinate the necessary arrangements
for consultants when they are needed?

304

1,

2.

‘Establish responsibility for the provision of

technical assistance serV1ces

Determine the method and personnel respons1b1e

. for handling requests for services.

3. a) Determine outside anancy capability for

0,

5.

6.

delivery of techniz4l assistance.
b) List the ava11ab1e nersennel and material
resources.

Assign the staff rasponsibility for the provision
of materials and facilities for technical
assistance. \

Include in the budaet the necessary allocations for
consultative and technical ass1stanco services.

Be sure that the policy developed adheres to the
quidelines of the agency requesting the service

and that personnel and funding will be available
for the service before any agreements are déveloped.

451
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{See 4, 0, evaluation)

CONSHERATIONS

Adlﬂlnllllﬂll

14.1.7 Establish a system for record1ng and evaluating consu]tat1ve and techn1ca] a551stan“e serv1ces

SE--TP OENRES

]
2
3

m.mnnmh4'.nm

5.
6.
1.
8.

9.

0.

-Who-is..to-perforn-the.evaluation?.

What purpose will the evaluation serve?
What services will be evaluated?

What types of evaluation will be utilized?

What authority must be granted befdre the
evaluation can be completed?

Wi11 recomendations be made following the
evaluation? —

Mhat systen of records Wil be used in the
evaluation?

To whom will the evaluation report be made
available?

Who is.responsible for delivery of the evaluation

report and what mode of delivery will be utilized?

What follow-up procedures Will be provided on the
technical assistance program?

0.
n.

12,

oo

. Define the purpose of the evaluation and the

population to be evaluated.

. v o —— L ..

Def1ne the type of evaluat1on to be used:

- on-site

e iNECEVIEN S » —
- survey by questionnaire

- survey by personnel.

Develop and obtain approval for a procedure for the
evaluation of technical assistance services.

Assign responsibilities | for evaluating to personnel
or consultants.

Develop a list of evaluators and their specialties.
List the objectives to be evaluated,
Inform those to be evaluated.

Conduct and complete the evaluation.

. Conpile the evaluation data.

Make recomerdations on the basis of the evaluation.

Report data and recommendations to predetermined
boards, administrators, and staff.

Determine the confidentiality of the infornation
provided, Will the information provided be

~restiricted or apen to a1l who may show an interest?



FUNCTION 15.0 PROVIDING DNFORWATION SERVICES

Strategy 15,1 Design and. implenent = special education infomation o
aequistition, storage, and retrievgl system L

Strategy 15.2 Disseminate relevant iﬁformation in a systenatic fashion ,

Strategy 15.3 Negotiate"infomatioh z’equesis with iridividual eliont

Strategy 16,4 Develop and naintain a mblic relations p&quiwzz_r.b;ppovidp
| © 4 postitve inage of the LRC to lay and professional .

| persomnel P | E
INFORMATION

§

Whether an LRC has the need and the resources for-a highly developed and sophisticated
information system, or whether it only publishes a periodic newsletter, this section
mNmmmeawmm.mmmHmmmmwwwmmmmmm
base of information on special education, disseminating relevant information to target
audiences (newsletters, brochures, catalogs), neqotiating information requests with
individual clients, and developing a public velations program for thie LRC, The volume
of information services and requests which an LRC can effectively handle will be determined
by such factors as available funds (3.0, staffing patterns (6.0), and the number of
other LRC functions which require information support services. o |

KA



Strategy 15.1 Design and tmplement a special education information acquisition, \
| storage, and retrieval system

Task 15.1.1 Define the needs for infbrmation‘services

, Task 15.1.2 Create a data base of information about child. use

e et S-and-equipment;-and-spectal-education-materials,

o methods, training, resources, research, and/or
consultants

Task 15.1.3 Organize the data base for effective maintenance,
retrieval, and use ‘

-E“‘ ’ g 309
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15.1.1 Define the needs for infomation services
(See 2.0, needs assessment)

CONSIDERATIONS

- STEP-by. TEP PROREDAES

. Who are the clients for information services?

2. What arethe roles of these clients?

What kinds of skills and knowledge do these
clients have? |

‘/\"\—_/\-—-\v VM —

. Prepare ? Writygn gesCribtion of YOUr clientele, thei

roles, 1811 siq11s, their cyment prograns and their.
future plans. (See 15.3.0) K

. Establisl @ Megpanish for keeping LRC staff informed
of clienttle's ytivities. o

a) Obtal-3nd eyanine 211 quailsble docunentation apol

Jinformation service these clients are receiving?

10.

~ considering?

n.

12.

. What are the goals and objectives of the clients?

What sources of information about the clients are
available?

What additional information resources are
available to meet these goals and objectives?

What information resources do these clients use now?
What is the current level of satsifaction with

What concerns are identified with the present

(if any) information resource now being used?

What plans for change are these clients

What information services would best complement the
clients' desires?

Based'on'concerns and the infornation resource now

being used, what modifications can be implemented
to better the system?

omo

M bt

clien® and yhefr-actiVities, e.0., progran plans
and/o" Propgat, Vitaes, and/or Staff directories,
Tocal MewSTagters, Parent agsociation newsletters,
neighPOrhao pewpaPers, Schoo? Board minutes,
distr1Ct Cunpiculum guides, and university catalogs

b) Maint2'h 2 paguiar Schedyle of faceto-face communi
cation with c]ientS, Praferaply in their‘working
environment, | e f

¢) To the fullygt extent Mossible, participate in the
activIVies of clients, g g,, staff megtings,
board mQEtings,‘aﬂd WOTkshops.

. Wake 3 195t of ype kinds of quest1ons your ¢lients

need to 33 S0 ypat they Cay best Fulfil heir
roles, g hely plan for Progran changes,

. Make 3 115t Of ype inds OF jnformation ¢lients

Will negd 10 dngyer these Questions.

vidual ¢lents,

. Design 8 fOrm ‘60" reco’d infopmation needs of indi-

. Make 3 r€Cord (uyser Profilgn) of the oyera]! infor-

mation néds ang resources of each individyal client,

(Continued o Page 47)

-y




1™ 1507 Define the needs for infornation services  (Continued) <

COIERTINS L STEP-BY-STP PRCOAES

(Continued from pagé I

7. Use Procedures 3, 4, and 5 to provide an overviey
for defining information service needs. This
information can then be utilized in LRC planning,

8. Report needs to funding agent.

Com




-iil s 1512 Create a data base of nformation ahoyt ¢
//\ and special education iaterials, methods,

hild use naterials and equipnent; o
training, resources, research, and/or consultants

\ - CONSIDERATIONS STEP- BY - STEP PROCEDURES
o ; —
I Consider the kinds of informat:on neeged. 1. Visit ali Tocal information facilities (e.g.,
: libraries, medica) installations, private industry,
Z.WnHMoHMmmmmmwmwkmmm and agencies), B
existing information Sources and products? :
(See 15.1.1) 2. Keep a record 0f such Tocal services and specific
resources available from them; inclyde service,
3. Which kinds of infornation must pe compiled fron availability, contact Person, and management
scratch? Which of these dops the staff have the

System.
- skills to conpile? Which of these are not

accessible to yoy? &FMWHMMMWMMmmMm%MM

. | are available to yoyp client and the proced:res
4.%&memmahmmmemm : for tapping them,
services and products?
4. Make formal arrangenents 0 yse these Services,
5. What might be the Cost of preparing or modi fyring

original compilations?

5. Subscribe to education-relateg newsletters op

publications (e.g., SEA publications, district
Newsletters, project newsletters) as budget allous.

6. Subscribed tg selected education-relateg news letters
from other than Tocal sources, (Lists of these
amawﬂ&kfmmﬁemﬁmme%ﬂhnﬁtm ‘
state and/or university Tibraries,

IU%W%MW%WMWMNWW&WMW

1dentify information products developed or receivad,
and/or used i Your state, region or distyict

&IMMMm@wmwhmwwdmumm%
Sone other Tocal source, obtsip g complete set of
Educational <hilg Education Abstracts

(Continued on page 314)




A it

15.1.2 Create a data base of information  (Continued)

CONSIDERATIONS

STEP-BY - STEP PROCEDURES

46

9,

10.

11,

12,

13,

14,

(Continued from page 313)

Explore the availability of information data |
bases (e.g., ERIC, CEC, NTIS, SSI, Inter-Library
Loan, MEDLARS). |

Explore the availability of instructional materdals
data bases such as NIMIS or System FORE,

Whenever possible, buy existing information products
and/or services.

Calculate the total annual cost of using existing
services and products.

Prepare plans for developing any original compila-
tions needed.

Procure and retain a master file of educational
materials catalogs.

465
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(See 12 3 for LRC phys1ca1 arrangements)

CﬂNSWERAﬂUNS

EHOmmMmmwmmmmmwmmmmmmmlm%e

ST BY-4Thp PR 5%

What physical arrangement would best serve needs
of visiting clients?

What kinds of equipment, furniture, or shelves
will be rieeded?

WuummwnMMWMhmemﬁ -
easiest accessibility for both client and staff?

What kind of classification system will be easily
uMw?dechmﬁaMsmﬁtoMmmammr
shelve materials?

Idantify or create a subject indexing system which
can easily be used for retrieval.

‘315

. Yisit other infoMation ¢::'s

rs to learn of
systems designed Y0 store and receive materials.

Adapt those aspects of various systens observed
that will best 5e"Va the needs of the LRC.

Ass1gn to shelves those materdals which can stand
on or" occupy space independently on shelves.

mmewmm%mmmmmm.
which by size and/or chape do not permit shelving.

Organize consunables separately.

. Place shelving and Storage equipment S0 as to0

permit easy traffic flow, (See 12,3 for LRC

physical arrangements)
Periodically anal¥2e equipnent and shelving to

determine whethe’ Space 1S being used to the best
advantage.

T




o Strategy 15.2 Disseminate relevant information in a systematic fashion

Task 15.2.1 Interview client to discbver his/her needs

Task 15.2.2 Record in a éystematic format components of the
information request




. | TR

15.2.1 Interview client to disgoVer his/her. needs

 CSDERTINS

TEP-BY- TP PROEDAES

[agtts J

. The clients may range in their knowledge of what

cons :tutes information services,

The client may or may not be the one who launches
the negotiation process. |

AcﬁmtmyMumwemdwhwk@wMemdmy

need help in conceptualizing and in verbalizing the
information need.

The client may have particular resources in mind
to accommodate his particular request.

The client may be unaware of the technology for
information retrieval or of the types of data

- bases available.

The client may have financiai constraints that
might indicate the search parameters.

——

. Find out how much the ¢?.ent knows about informatior

services: offered by the LRC.

. Find out what fesources, if a'h'f', have already been

explored by the ¢1ient and what results were
obtained.

. Explain what information services are provided by

the LRC.through conversation and printed informa-
tion, (15.3.2)

. Show how the LRC's capabilities fit with the overall

concept of information services,

. Ask questions Such as, "How can e be of particular
“service to you?" or "Does it appear to you from

our description of services that we can be of
help to you?"

. Fill in gaps & necessary. Be basic, explicit,

acceating, and helpful,

. Find out if a computer search is desired.:

. Find out how much money a Client is prepared to

pay.

470
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15.2.2 Record in a systematic format components of the information request

CONSOERATIONS

§TEP-BY- STEP PROCEDURES

. In the exchange of infornation on a verbal Te&t;

essential data could be Tost or ignored. Keep a

written record of the request.

The client will probably expect the maximum amount
of information or assistance with the least amount
of effort on his/her part, Therefore, assume the
maxinum burden of probing, recording, and double-
checking of the request details.

What concepts are the most important? How can
these abstract concepts be recorded via trans-
lation into concrete descriptors compatible with
the information system being tapped?

The client may have varying needs which may have

10 be satisfied by qore than one means. - Records

of any major restructuring of a client request
should be well documented.

How much information does a c1ient want?

320

1. Select or design and implement a form and a procedure
that will permit effective and efficient questioning.
intervention strategies and results.

2. Record in a systematic fashion the various. components
of the information request,

l%WWmmmMmMMMMMdMMm,
address. = ition, and telephone number,

4. Mover. wMMWMMMMMMHm
reque. . 17y the broader elements by speci-
fically prabing the more discrete elements.

5, Fill in the details. Re-state the client's
request in your own words,

6. Ask the client to clarify any ambiguous words.
Translate concepts represented into descriptors
if applicable.

7. Review with the client his/her understanding of the
terminology you have used to re-express the request
Try t0 achieve consensus.

8. Hrite a retrieval ctrategy if the retrieval is to
be accomplished via computerized systen.
9. Summarize the confent of the interview. Transfer
the infornation to the final form designed for this
© purpose.

—~—}
)

(Contnued on page 321)



TASK 15. 2.2 Record in a systemtic formt conponents of the information request  (Continued)

CNSDERTON C STEP- BY-STEP PROCEDURES

(Continued from page 320)

10. Supply the client with and record on the form
information about the delivery date and the format
of the information search or service, »

11, Provide the client with a copy of the final
request specifications,

12, Maintain a record of the information interview
- for planning, evaluation, and collection procedures.

13, Establish follow-up procedures on other tﬁan manual

searches done locally to be certain client recewes
- information output required.

0 - 474



Stratey 15.3 Negotiate information requests with individual elient

Task 15,31 Develop or obtain a mailing Tist of LRC clientele

Task 15.3.2 Design and publish a brochure describihg LRC resources

Task 15.3.3 Provide bulletin boards, exhibits, and displays within

- the LRC to encourage walk-in clients to use materials
and/or services
Task 15.3.4 Publish a periodic newsletter
Task 15.3.5 Publish a holdings Tist of materials available from the LRC

Task 15.3.6 Bmmnhamhdﬂeﬁxmmnmanwewmm
awareress service

Task 15.3.7 Establish an infommation analysis service to assist
programs in decision‘making

Task 15.3.8 Establish a ready reference service based on client
1nformat10n needs

Task 15.3.9 Construct exhibits, d1sp1ays, and presentat1ons for use
at professiona] meet1ngs and conferences \

Task 15.3.10 Create a- network of extens1on agents- (f1e1d representat1ves,

gatekeepers, itinerant teachers) to deliver information
and cont1nua11y 255655 needs |
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CONSIDERATIONS

5 3 1 Deve]op or obtarn 3 mar]rng ]1st of LAC c]rente]e g

STEP-BY - STEP POCEDURES

memMﬁmmmmnmmm&mm
2. Hho is to be included on the mailing list:

- ¢lients

- Advisory Board members

- other LRCs in the state, region

- parent organizations

- other organizations and agencies in the region
which serve handicapped children?

(See 12.4.2, identifying eligible clients)

3. Is the mailing 1ist long and varied enough to be
computerized?

4, If the 1ist is put on a computer, will you be
~able to access certain groups of names, or
combinations of groups, by pre- determrned

- codes?

5. Hhat semi-automated or manual addressing systens

are available to you (e.g., Addressograph or
Yerox mailing Tabels)?

AN

. Deve]op 3 lrst of possrb]e mar]rngs whrch mrght

oceur i a year, then 1ist people or organrzatrons
who might need to receive the 1nformatron |
(See B

——rim—
Lt

. Determine who the audience wﬂl be for recer vmg

LRC marlrngs

- Deelo the miling sk (CoTlect teacher nanes

ﬂmmuﬂmwhusmmmrm%ﬂm
mMMrWNMOmmuuwm publishers’ nanes -
from representatives’ mmh$ %Amdmmmﬂ

‘drrectors from SEA drrectory

. Code each nane according to interest groups (e g .

MmmBmMWcmmmmmwmmaT‘
officers and need groups; 1. Career Ed., 2. Admini-
stration, 3. Reading materra]s) |

. Arrange, if possrble, to have the lrst CONPULGF]ZEd -

With the capacity to print out qummed mar]rng 1abe1 ‘~5
by code.

. -Keep the Tist contindally-reVised and updated. .

(Follow-up on returned mail, plan annual revision,
circulate an annual questionnaire, check against

-~ other Tists as available, check against all incoming =~

correspondence, enclose self-addressed address
cMmemmrnﬂlmﬂmw)

.AmmmmMMMMMMw‘d

. Arrange 0 use any avaﬂab]e 1ntra-agency mailing

systen.

o



CONSHEMTONS

* TEP-B-STEP PRIGEORES

1. Who is the target audience for the brochure?

2. How much money is available for production of the
- brochure?

3.Ismwewmmewsmﬁthmewwnmemo
can prepare the copy?

4. Is there someone on staff who has experience and
can prepare the design and format of the brochure?

. 5. How many copies will be needed?

8. Is a brochure the best way to describe LRC
- services to the target _audience?

a4

-3‘26 L

1. Delineate the target audience for the brochure.

2, Determine what information should be related
and how.

3. Obtarn copies of brochures from srmr]ar LRCs.

g, anemewwfthbmmwaumthbmt :
writing skills available. If the copy isnot
suitable for the entire target audience, prepare
as many sets of copy as necessary to appea] to
the entire audience. (This will cost money, so
the fewer sets of copy, the better. Attempt fo -
achieve a brochure with universal appea] )

5. The price of the brochures will depend on severa] »*If
variables: mumber of copies to be printed, quality
of paper, number of colors of ink, method of prrntrng,?
size of the brochure, Generally, since the price
per copy decreases as the number printed (type-set)
increases, you should determine the greatest number
whrch cou]d be used before they are out dated

6. If possible, have the copy type- set Iypewrrter o
WWrsmmrxaﬂmdwe %tahmms
sometrmes type- settrng 1s cheaper

| 7.I,Determ1ne who-will help wrth the. desrgn ind format o
- of the brochure, Determine priorities, for example |

~Is appearance the most important factor? Cam the

mmrwﬂn"Msmmﬂw1nw®rmumammw\f’

color of ink? Vrce versa? ..3{);

‘ C '::“i“_

*(Continued on page 327)




CONSIDERATIONS

;f5mwHjiUmwmmmmmaMMWMMMMMWMHMWSMme)

TEP-B1 TP PAGEDAES

8.

10.
11,

(Continued from page 326)

Don't skimp on the quality of writing and design.
If staff members have no experience preparing =
informational brochures, go outside of the staff

for the first time. Close attention should be =~
paid to the procedures followed by the professional
somntMSMﬁmwdontanthm Some
fiscal agents supply publications services. Check
to see if this isvaVailable. | S

Work closely with the designer and printer, Read :
"nroofs" carefully to avoid posswb]e errors on

the final copy.

Obtain bids from several printebs

Submit the brochure design and copy to adV1sony
comittee for approval and revision,

e



 CONSERATINS

o f M 15,33 Provide bulletin boards, exhibits, and displays within the LRC
. toencourage walk-in clients to use materials andfor services

STEP- BY - STEP PROCEDIAES

1. What staff members will be responsible for these
exhibits?

2. Is sufficient space available for these exhibits?

1Ammmmmmmmmﬁmmmmm5
to warrant these types of displays? |

483

ERIC

. | . :

. Determine specific objective(s) for displays.

. Assess display areas available; supplement if

necessary with moveable bulletin boards ana

easels.

. Purchase pin-on Tetters, stencils, and other aids

and devices to facilitate construction of displays.

. Determine which staff menbers will be responsible

for the art work and the actual construction of
exhibits. A1l staff members could have input into
the planning of exhibits to make them more meaningful.

1




,;?T]ASK ‘

13,4 Publish @ periodic newsletter

CONSIDERATIONS

STEP- BY-STEP PROCEDURES

1, What are the objectivzs of your newsletter?
2. To whom will the newsletter be sent?

3. What type of information will be included in the
newsletter? How much space will be needed?

4. How often does information need to be disseminated?
Bi-weekly? Monthly? Quarterly?

5. Hhat are the budgetary and funding agent restric-
tions for compiling, printing, and mailing a
newsletter?

5-‘&WHaMHMMMmmmmhmMymwe

newsletter or will s/he have other duties as well?

A Who wil] provide items and articles to be
o included in the newsletter?

8 Htat i) b the tine Tie forsbmiting aricls’

9, Is a newsletter the best way to disseminate
- infornation? What alternatives do you have?
Bu]]etans? F]yers7

ddMHWHmWMMMWNMMMMwe
| -‘your dissemination needs? |

. E (cdntinuedon page 330) o

. Specify measurable objectives for the newsletter.

. Establish parameters for the kind of information

to be included. Check with the funding agency to-
become acquainted with possible restractaons

. Establish & reqlar tine at dhich the nessletter o

can be expected by clientS‘and‘colleagues.

. Utilize information abstracted from analysis of

incoming media. (See 15.1.2 for 1nformat10n data
base) |

. Determine to whom the newsetter will be sent,

.MWMM@mmmwmmmmmmme}

ment to one staff member. Be realistic about‘the ; :
time necessary to produce a quality document at
pre- determaned intervals. |

, Estabhsh‘ a“budget for production of the newsletter.,

. Solicit expert assistance for the initial fomat

mm.mmmummmmmmmﬁmaav

. Establish an attractive, canvenaently storable and

meilable fomat to be folloed each tine. Typewriter
type is acceptable -- and less-expensive.fora
Timited run - 1f different type faces are used, type

- is photographically reduced and some graphacs are used;

| (Contanued on page 330) ‘



. - ‘ . _ ‘ |
. 15.3.4 Publish a periodic newsletter  (Continued)

CONSIDERATIONS

e e e
itinued from page 329)

How wi1l you determine the effectiveness of the
newsletter? ‘

Should the newsletter serve as a permanent infor-
mation resource for the clients?

Should there be & perjodic and/or cumulative
index to the néWsletter?

STEP- BY - STEP PROCEDURES

(Continued from page 329)

10,
m.

12,
13.

14,

330 -

Investigate alternative means for printing the
newsletter: mimeo, offset, or print,

_Determine time linas for submitting items and

articles.

Establish policies regarding acceptance of
articles for the newsletter (e.g., item length,
source, and pictures).

Solicit imput on type of content desired by clients

" through survey, informal needs assessment, and/or

advisory comittee recommendations.

Establish a procedure for evaluating the effectivenes
of the newsletter.

438



- 15.3.5 Publish a holdings 1ist of materials available from the LRC

e (See 12.2 for processing instructional materials)

CONSIDERATIONS

ihat are the objectives of the holdings Tist?
o should have copies of the 1ist?
jow many copies will they need?

Jhat are the budgetary and funding restrictions for
compiling and printing such a 1ist?

tho will be responsible for preparing the holdings
ist?

that kinds of information about holdings will be
iseful to the client population (e.g., media type,
instructional level, materials descriptions,

listributor, and cost)?
low will the holdings 1ist be organized:

- by access number

- by skill area

- by handicapped type
- user?

[i11 procedures for borrowing materials be detailed
n the catalog or holdings 1ist?

hat is the availability of a computer or other
echanized device for producing the holdings list?

low often and when will the holdings list be
ipdated?

ow will the effectiveness of the holdings list be -

valuated?

33

10.

(Continued on page 332)

STEP - BY - STEP PROCEDURES

Specify objectives of the holdings list.

Design a format which meets the objectives and . .
which can be easily updated.

Prepare annotations of each item to be included
from shelf listings and accession worksheets.

Divide entries by categories which fit clients'
needs and cross reference items that fit into
more than one category.

Give basic information on each entry (as app]icab]e).

Include access number, title, developer, publisher,
instructional level, handicap population, grade level,
availability, and method of use.

Describe scope and include instructions for use of

- holdings Tlist.

Describe procedures for updating the holdings 1ist. "

Field test product via random samples for ease of
use and correlation to client needs.

Determine to whom the catalogs will be sent and
how many copies are needed.

Have the descriptions typed and duplicated (or
key-punched and printed). Investigate the most
economical and effective mechanical device for
producing and duplicating master listing (Keypunch,
0ffset, CPT, IVM, Mag Card II, or MTST) and
storing information for future multiple copies.

490



©15.3.5 Publish a holdings Tist of materials available from the LRC  (Continued)

CONSIDERATIONS

STEP - BY - STEP PROCEDURES

Cowm

(Continued from page 331)

11. Use methods which allow for easy updating. For
example, the pages could be three-hole punched ~ -
to be inserted into ring binders. When updates
occur, entire pages could be re-typed and sent out. .

12. Specify the procedure and time schedule for updating “
the holdings list. | v :

13. Mail or distribute the listing.

492



CONSIDERATIONS

'15.3.6 Establish a selective dissemination and/or current awareness service

~ STEP-BY- STEP PROCEDURES

s it feasible to identify needs of clients?
See- 2.0 and 15.1. 1 needs assessment data)

0 needs of individual clients or client groups
ary significantly?

ow frequently do needs change? Are some needs
ontinuous?

hat is the volume and range of new acquisitions?
eekly? Monthly? Quarterly? (Count abstracts:
nd Journa1 art1c1es 1nd1v1dua11y )

oes the LRC use a computer to maintain its
oldings 1ist? If so, how frequently is it
pdated? :

oes the LRC have convenient access to photo-
uplication equipment?

ow much staff time is available to scan, classify,
nd select items for dissemination?

0 clients wish to maintain cumu]at1ve personal
nformat1on files?

s

t

t

If .
a) it is feasible to 1dent1fy 1nd1v1dua1 or e11ent
group needs, and

b) these needs vary significantly, and

c) at least some needs ae continuous, and
d) the volume and range of new acquisitions is .
greater ‘than one client's needs, and
e) staff time is ava11ab1e to scan new ew acquisitions,
and -

- f) computer service or photodup11cat1on equ1pment is

available . . .
consider estab11sh1ng a selective dissemination (SDI)
service. A selective dissemination service regu]ar]y
informs clients of a11 new acquls1t1ons whlch meet
their needs. ‘

If any of these conditions do not apply; consider
establishing a current awareness service to regularly

“inform a11 clients of all new acqu151t1ons

. Decide how frequently to d1ssem1nate new acqu151t1ons

announcements

Decide how many 1tems to dlssemlnate at a tlme (F1ve
to ten is most effective for SDI; 10-25 for current
awareness. Limit to.an amount wh1ch can be read and
stored in 15 minutes.)

Design a format for announcements. . Consider ease
of preparation, duplication, storage, cost, eye-
appeal, and amount of information to be included.

(Continued on page 334) -




16.3.6 Estab]ish;a‘Selective'dissemination.and/or~current7awarene$;'service

- CONSIDERATIONS

: (COntinued): S

N STEP -BY - STEP PROCEDURES

(Continued from page 233)

6. Spec1fy measurable obJectxves for the dissemination

serv1ces

1nd1v1dua1 needs.

7. Establish a procedure for. recordlng and u gdat1ng

8. Establish a procedure for keeping éﬁ&"ﬁonltorihg '

10.

records of the use and cost of the service.

Prepare a budget for the service.

Conduct a periodic eva]uafion of‘the service.

11. Report the: resu]ts of the evaluatlon to adm1n1-
strators and adv1sory commlttee




SRR

15.3.7 Establish an information analysis service to assist programs in decision making"

| CONSIDERATIONS : STEP-BYjSTEP'PROCEDURES

Identify clients' program goa]s

pa—
-

What program decisions must your clients make?

When must these decisions be made? B 2. Determine when and by whom, program p]anning is -
conducted :
For each decision, what alternatives are being , . '
considered? 3. Interview decision makers to. determine what decisions
‘ must be made, what alternatives are being considered,
Does the LRC have information related to any of and what questions must be answered and when.

these decisions or alternatives? , ‘
4. Conduct a search to locate information resources
Will the decision-makers accept and use information which are related to these questions.

from the LRC? '
© 5. MWritea report briefly expressing a11 answers

Who makes each decision? : located for each question.

Are the decisions made by individuals or groups? 6. If the decisions are made by groups and if facilities
budget, and time permit, prepare a mediated presen-

What question must be answered to make these tation of the report. :

decisions? ‘

7. Make copies of the report available for future use

Does the LRC staff have the expertise to analyze at 1east through ERIC

these decisions?
‘ 8. Conduct a-survey or a study of 1ong-range pianning

Does the LRC have staff time available to write | documents to forecast future decisions, (See 2.0

analytic reports or prepare analytic presentations? : for needs assessment and forecasting)

Does the LRC have media production capability?" 9. Prepare a budget for producing ana]ytic reports and”
presentations,

Can the decisions be forecast on a long-range basis?|
' ' 10. Maintain records of the costs of preparing anaiytic
- reports and presentations.

335
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CONSIDERATIONS

15.3.8 'Establish a ready reference service based o c]iehtiinfdrmatiqn ngéds

Avoid duplicating information searches.

What should the disposition of information collected
after providing client with eriginals be?

Which topics requested reflect clients' information
needs most? ‘

What method(s) of "recycling" information can be
developed so that it can be shared?

What is topic demand?

How can information concerning the current tfends
in topic interest as reflected in client queries be
advertised?

Avoid disseminating or storing topica1‘information
no longer of interest to clients.

&

STEP - BY - STEP PROCEDURES

When responding to clients' request for information.
with printed materials, (telephone, mail, or walk-in
make several copies of these materials provided to

client.

Set up and maintain a storage system for copiés of
this material. (See 12.3 for storage of instruc-
tional materials)

Store the information by topics provided by clients.

Label materials according to type of person or
organization making request .and date of request.
Purpose for which materials will be used should also
be indicated when this information is available.

Utilize this ready-reference source for future
client requests for information in the indicated
subject areas. '

Record the areas of interest and the.number of
requests made in each area over a designated period

of time. (See 5.3, maintaining LRC records)

Include information in the LRC newsletter or
publicity vehicle about the interest trends as
indicated by number of clients requesting infor-
mation in specific areas. (See 15.3.4, newsletter
pub]icationsl : ‘ 501
A

Maintain periodic checks of the dates information was

provided to assure timeliness of information.

Maintain periodic checks of the demands being made on
various topics and purge information that has become
outdated or which has ceased to reflect c1ientvneeds;




'CONSIDERATIONS

15.3.9. Construct exhibits, displays, and presentétions for use at professional meetings and conferences

STEP.-BY - STEP PROCEDURES

a2

ow often will displays of this type be called for?
oes the budget allow for expenditures of this type?

iat function will the exhibits serve? Informa-
ional? P.R.?

337

Determine whether the need for d1sp1ays‘and exhibits
is great enough to justify the time and money
involved.

Look at'displays and exhibits prepared by other
agencies. Identify points to be emulated, and
those you would do differently.

Gather photos and information which could be used.
Photos should be sharp, have good contrast, and be
pleasingly balanced because they will need to be
greatly enlarged. Informational copy should be
concise and brief -- short phrases work well’as
captions for photos

ASSlgn a staff member, preferab]y one who has des1gned
displays before, or commercial graphics people to -
the design and development of the presentat1on

Produce or have produced typed clear cop1es of all
overhead transparencies.

Write or have written a script for usé with visua1s, ,
Test the program out on staff prior to use. Make
appropriate revisions.

Prepare handouts for the audience covering major
points of the presentation. (See 15.3.2 for brochure .
development)

Ask for audience evaluation of exhibit/presentation.

Continuously update and/or modify the presentation.



CONSIDERATIONS

' 15.3.10 Create a network of extension agents (field representatives, gatekeepers,
itinerant teachers) to deliver information and continually assess needs

STEP - BY - STEP PROCEDURES

s the LRC staff able to maintain face-to-face com-
unication with all its clients?

f not, who is available to maintain communication
ith both the LRC staff and its ciients?

re there any itinerant personnel in the LRC service
rea who cou]d funct1on as extension agents?

es the LRC have funds to emp]oy one or more
i11-time extension agents?

1ich individuals in the LRC service area communi-
ite moSt frequently with the LRC clients?

1ich individuals are opinion Teaders in the LRC
rvice area?

1fch individuals would be willing to function as
ctension agents?

at responsibilities would an extension agent
ve?

w would extension agents be trained?

es LRC have funds to reimburse travel and
Tephone expenses for extension agents?

 volunteer extension agents are used, what

wards or other compensation can the LRC offer
em?

nued on page 339)

10.
11.

Decide if extension agents are needed.
Decide how many extension agents are needed.

Prepare a statement of the extension agents' role,
and objectives of the agents' service.

Decide if agents will be employed by the LRC or
if vo]unteers will be sought.

. Determine appropriate qualifications for extension

agents. Different kinds of agents may be desirable
for different client groups.

Plan appropriate training for agents.
Recru1t and train agents,

Establish a procedure for keep1ng records of agents' .
act1v1t1es and expenses.

." Establish aprocedure for agents to use to report

clients' needs.

Prepare a budget for extension agent activities.

‘Commun1cate the identity of the agent and his/her

role to clients.

(Continued on page 339)k

R




115.3:10 Create a network of extension agents

CONSIDERATIONS

~ {Continued) .

* STEP-BY - STEP PROCEDURES

inued from page 338)

10 would be responsible for supervising the
ctivities of extension agents?

w would extension agents be evaluated?

W many extension agents would be needed to main-
in coimunication with all the clients?

By

(Continued from page 338)

12. .

13.

Conduct a periodic evaluation of the agents
effectiveness. Include cons1derat1on of:

1) number of clients contacted

2) frequency of contacts g

3) kind and number of services they deliver
(e.g., workshops, demonstrations, materials and
information requests, consultatlons)

4) clients' percept1ons of the value of the agents

_ 5) cost of the agents' services

6) agents' perception of the value of their services .-
7) clients' and agents' suggest1ons for improving o
- services. - . s
Consider comparing quality and quantity of services = -
delivered to clients contacted by agents versus
clients not reached by an agent

~Report results of eva]uat1on to admin1strators and

advisory comm1ttee

506



Strategy 15.4 Develop and maintain a public relations program to provide a positive
image of the LRC to lay and professional personnel o

Task 15.4.1 Develop and maintain a public relations program to

provide a positive image of the LRC to lay and
professional personnel .

M

e 508




15.4.1 Develop and maintain a public relations program to provide a pos1t1ve 1mage

of the LRC to lay and professional personnel

CONSIDERATIONS

STEP - BY - STEP PROCEDURES.

lhat are the political, social, cultural, economic,
ind demographic-characteristics of the community
in which the LRC is located?

fow much public exposure will the community accept
ind support?

ihat kind of public exposure will the community
ccept and support?

fow broad or restricted should the targeted

judience be? e

lave any precedents for protocol been established
y the community as a result of prior program
impacts (or lack of such) ?

\re there any legal or grant restrictions?

ihat kind of exposure will be needed within the
local, state, regional, and nat1ona1 network of

esource systems?

4111 college, university, and conmunIty personnel
Tocally, nationally) be involved in LRC activities?

ihat will LRC involvement with LEAs be?

onsider that the LRC's purpose and efforts will
influence the selection of public re]atlons
arget groups. .

Itilize unso]icited "golden opportunities".

343

Locate and list potential groups to which you may
send LRC information:

- Tocal citizens groups

- local educational agencies

- colleges and universities

- members of the network

- publishers

- other. professional organizations ‘

- political entities (State Board of Education,
Board of Regents, various Senate Commlttees,
other federa]]y-funded programs

- pub]lc agencies

- serv1ces groups, such as the Lions C]ubs

With the entire profess1ona1 staff, formu]ate
policies regarding the various groups to which
public activities will be directed.

As an initial public relations move, contact a

1ist of approved groups and individuals to make
certain that LRC services are desired.
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