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PREFACE

This document is one of several fepgrts o
Curriculum Materials Utlllz tion in Vocational Educa " project (Contract
No. 300-750-276) conducted by The Center for Vocati aﬂal Education at The Ohio
State University. The purpase of this report is to describe the design, Oper=
ating procedures, and implementation strategies for a SYSTEM to make military=-
developed curriculum materials readily accessible to civilian vocational and
technical educators. In addition, several SYSTEM alternatives are proposed

epartment of Defense
n
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along with some SpE§uLatan rega Idlﬂq their possible effects on cost and
SYSTEM effectiveness.

; Laling Information Systems and Networks: Applicability to
g of the SYSTEM f

- Military Curriculun Materials Identification, Selection, and Acquisition
Strategies and Procedures
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rof Military Curriculum Materials Related to Civilian Voeational
Prograna

- Jttlization of Military-Developed Curriculum Materials in Civilian
Veeational Pragrams: A School Survey
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This report describes the design, operating procedures, and implementation
strategies for a SYSTEM to make military- d?velaped curriculum materials acces-
rocational and technical educators. The primary requirements

sible to civilian v
of this SYSTEM a

1. It should be centralized in terms of acquisition and selection, ma-

terial preparation and referencing, and duplication of materials.

2. It should interact directly with civilian educators and include the

use of a feedback mechanism from the users in order to determine their
degree of satisfaction with products and services and tD determine
adjltlonal needs.

3. It should acquire, process, and reproduce or otherwise make available
all media formats in which the materials appear.

4. 1t should maintain a current collection of new and revised materials
in occupational areas far use by vocational and technical educators.

Organizationally the SYSTEM is composed of four interrelated components
which will provide the necessary products and services to vocational and tech-
nical educators. The components are:

l. Acquisition and Selection

T

Materials Preparation and Referencing

3. Duplication and Distribution

4. Usior Horvices

o)

sible for identify-

l

The Acquisition and Selection component is primarily respons .

iny, sclecting, and acquiring curriculum materials and preparing bibliographic
information. The Materials Preparation and Refer ncing component p a
vatalog entries, indexcs material, modifies and pa:kages material,
cataloygs,  The Duplication and Distribution component receives orders, duplicates
material and processes crders, sends material, handles bookkeeping, stores the
"master copies,” and meintains the materials inventory. User Services negotiates
or clartfies the original order, provides technical assistance to users, makes
refarrals to other agencies, develops and distrib 5 promotional material, dis

1pu
tributes catalogs, and assesses user needs and sat

H‘
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CHAPTER T

SYSTEM DESIGN

Introduction

Development of a national capacity to disseminate military-developed cur-
riculum materials to the civilian sector has been under discussion for at least
the past eight years. Public Law 90-576, the Vocational Amendments of 1963,
specifically calls in Section 191, (C) (1) (D), ". . . to survey curriculum
mateérials produced by other agencies of Government, including the Department
of Defense.”" This same section of the law empowers the commissioner to engage
non-profit agencies to conduct such surveys and "to promote the development
and dissemination of vocational education currieculum materials. . . ."

Although there have been several studies dealing with the utilization and
rolationship of military-developed curriculum materials to the civilian sector,
only one aztivityl prior to this project dealt specifically with the topic of
designing, developing, and operating an information system for military cur-
riculum materials. The other studies were concerned with one or more of the
following five topics: (1) military and civilian job similarities, (2) use of
military-developed materials in civilian schools, (3) acquiring military-
developed materials for civilian use, (4) advantages of using military mate-
rials, and (5) potential problems in using military materials in civilian set-
tings. Each of the studies concluded that a large number of the curriculum
materials develo ;
cducation programs. Further, these studies supported findings in this project
that although the materials exist within the military community, civilian ac-
g5 to these materials is very difficult and sporadie. In addition, informa-
tion regarding the existence of these materials is not widely disseminated teo

suveral facts. Flrst, the instructional systems design procedures utilized by
the military are very rigorous, are comprehensive, and have considerable staff,

: AN ; (Grant No. OEC-0-70-4980 (399) - Phase II). Washington, D.C.:
Avrospace Education Foundation, 1971.
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gector. Civi s interested in systematic curriculum development,
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National Technical Information Service (NTIS), Abstracts of Instruc-
tional and Research Materials in Vocational and Technical Education
(AIM/ARM), National Audiovisual Center (NAC), the Superintendent of
Documents (SD), Aerospace Education Foundation (AEF), and U.S. Naval
Institute (NI). The collective capability of existing centers for meet-
ing user necds is rather high, but there is a limited amount of coordi-
nation among them. Further, ERIC, NTIS, AIM/ARM, and SD are limited to
reproduction of printed materials. The National Audiovisual Center,
Aerospace Education Foundation, and U.S. Naval Institute are the only
information centers which provide audiovisual material reproduction
services, but on a rather small scale.

o - There have not been organized efforts to improve the overall match be-
tween the curriculum needs of vocational educators and training direc-
tors and the collective capabilities of the nation's curriculum materials
information centers.-in terms of delivery of military-developed curriculum
materials. Signifi¢ant improvements in the match could result in im-
proved delivery and use of existing military-developed curriculum mate-
rials by civilian vocational and technical educators, thus increasing
the taxpayers' return on the military investment in instructional mate-
rials. At the same time, vocational and technical teachers could gain
a greater return on their investment by purchasing and using already
developed and tested materials. e

The relatively low level of match which exists between information needs
and information services continues to exist for several reasons:

1) Vocational and technical educators are not aware of the materials which
arc available and may therefore fail to draw upon information resources
that may meet specific needs.

2) Information centers are not always well informed on the information
needs of the users, thus, they fail to provide services that match
true neads.

3) Information centers may lack incentive and resources for making signi-
Ficant improvements in their individual services and for working closely
with othor information centers to meet Ethe vollective needs of users,

4) Because no centralized information system for military curriculum ma-
terials exists, information centers' responses to user needs reflect
only part of the total available information.

Development of an overall system to make military~developed curriculum ma-
terials available to civilian educators and trainers would significantly reduce
this mismatch.

! ..'.‘;‘:x;‘;.-‘!_' N i T vierr )t

The purpose of the 5YSTEM is to make military-developed curriculum materials
available for utilization in civilian vocational and technical education programs.

19
w
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The SYSTEM would provide a closer match between the curriculum needs of
vocational and technical educators and the applicable military curriculum ma=-
terials. In order to effectively bring about this match, the SYSTEM should
possess the following characteristics:

1. It should be centralized in terms of acquisition and selection, ma=
terial preparation and referencing, and duplication of materials.

It should interact directly with civilian educators and include the
use éf a féédbaék merhanigm frém the users in @fder to détermine

%3

mine add;tlgnal needsi

/3. It should acquire, process, and reproduce or otherwise make available
all media formats in which the materials appear.

4. It should maintain a current collection of new and revised materials
in occipational areas for use by vocational and technical educators.

pw ]
i
iy

1 et
W
o

The design of a SYSTEM to make military-developed curriculum materials
available to civilian vocational and technical educators necessitates trans-
lation of SYSTEM requirements 1nt§ specifications for individual component
activities and relationships.

If the SYSTEM is to function effectively and avoid duplication of products
and services provided by existing information systems, it will be necessary to
=X 1ish farmal Dpcrat;ng relat;anshlps with other aqencles. Pramlnent amang
AEEQQEQCL Educatlcn Fogndatlan, thé U.;. Naval Inst;tute, the Natlanal Aude*
visual Center, the Mational Technical Information Service, the Superintendent
of Documents, Educational Resources Information Center, Abstracts of Instruec=
tional and Research Materials in Vocational and Technical Education, and the
National Network of Curriculum Coordination Centers. The relationships between
the SYSTEM and other agenclies, information systems, civilian educators, and
the military are shown in IFlgure 2.

Organizationally the SYSTEM will be composed of four interrelated compo-
nents which will provide the necessary products and services to vocational and

tecchnical oducators,.  The components are:

1. Acquisiticon and Selection

T

Muaterials Preparation and Refercencing
3. Duplication and Distribution

4. User Services

14
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CIVILIAN USERS OF MILITARY-DEVELOPED CURRICULUM MATERIALS
— _ ————1 — —
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Figure 2. SYSTEM Design
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Educators' primary point of access to the SYSTEM will be through the User Ser-
vices component. The Acquisition and Selection and Materials Preparation and

the military services and other information centers.

A more detailed dgscriptian of the activities and relationships within
the four SYSTEM components follows. Chapter II provides the detailed procedures
on component development and operation.

Acyqutoition and Selection

The Acquisition and Selection component of the SYSTEM is primarily respon-
sible for identifying, selecting, and acquiring the military curriculum mate-
rials which are relevant to the needs of civilian vocational and technical
educators. The major activities of this component (see Figure 3) include:

1. Identifying of military-developed curriculum materials appropriate
for use in civilian vocational and technical programs. Materials may
be identified by reviewing descriptions in military formal schools
catalogs or by routine routing of new or revised material by the
military«

2. Selecting of curriculum materials based upon selection factors such
as needs priorities, level of training, and adaptability.
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tary by placing telephone, or mail orders, or through staff visitation.

4. Preparing of curriculum materials bibliographic information to record
disposition of ordered material, and to serve as a reference to mate-
rials obtained by the SYSTEM.

To ensure that the SYSTEM be as effective as possible, the persons-operat-
ing the Acquisition and Selection component must be aware of the kinds of mate-
rials civiliar vaeational and technical odnceators need, and it must atlsn have
st bor v babtary o vea b mater dals i orelesy bor dlebermiines wliesLhier ther e are
mater tals which may satisty this need. 'his requices well delined working re-=
lationships not only with the military, but also among components within the
SYSTEM.

Contacts need to be made and procedures need to be established with the
technical training headquarters in the Air Force, Army, Coast Guard, Marine
Corps, and Navy for recquesting and reviewing materials. Because most of the
materials will be new or revisions of those already acquired, mechanisms for
routinely receiving these newly develeoped materials from the military need to
be developed with the Department of Defense. ‘

Withi: the SYSTEM, the User Services component will provide the Acquisition

and Selection component with information on users' curriculum needs, desires for
particular media formats, and reactions to materials cost and information on

16




AIR FORCE, ARMY, COAST GUARD, MARINE CORPS,
AND NAVY TRAINING CENTERS
— — — — =
Requests for Send Copies Copies of
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Phone or Mail by Mail by visit
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Identify Materials
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tion and Referencing bistribution
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equipment requirements. The Acquisition and Selection component should recip=

roecate by continually keeping User Services aware of newly acquired materials
which will be available after processing.

Ple: o FEiclency of this component is dependent upon receiving accurate in-
formation on user needs and the establishment of clear and direct lines of
communication with military technical training centers.

Materials Preparation and Referencing

The Materials Preparation and Referencing component is responsible for
codifying and modifying? the military curriculum materials which have been
selected for use in civilian vocational and technical schools and preparing
catalogs which describe these various course materials. The major activities
of the component include:

1. Preparing catalog entries which describe the material in sufficient
detail to allow educators to determine whether or not it will be use-
ful in their program. Included here is bibliographic information
prepared by the Acgquisition and Selection component.

2. Indexing of courses by Dictionary of Occupational Titles Code, Depart-
ment of Defense number, U.S. Office of Education Code, and U.S. Office
of fiucation occupational cluster.

Modifying and packaging of curriculum materials for easy understanding
and use by civilian educators.

N

gories or clusters for distribution to specialized groups of vocational
and technical educators.

Although the Matcrials Preparation and Referencing component does not have
a direct linkayge outside the SYSTEM (sce Figqure 4), it will provide catalogs to
potential users throuyh the User Services component and will receive user satis-

Faction informalion from purchasers of the material.

The Materials Preparation and Referencing component will be most closely
associated with the military-developed curriculum materials, thus most knowl-
edgrable about their content and format, and will rely heavily on the informa=-
tion recceived from those who have purchased and used the material to determine
the cxtent to which modifications are necessary or user instructions are re-
(quired. Tt is recommended that only minor modifications be made in the mate-
rial, such as removing the military-specific information and providing a cover

IModification of materials hy the SYSTEM is to include deletion of military-
specific parts of a course fe.q., orientation to military regulations), but will
not include editing or rewriting to eliminate isclated references to the military.

{8

%
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CIVILIAN USERS OF MILITARY-DEVELOPED CURRICULUM MATERIALS

Catalogs of - i} -
Curriculum Material )
e Z
MATERIALS PREPARATION AND REFERENCING COMPONENT
. Prepare Catalog Entries
Index Materials
. Modify and Package Materials
Assemble Catalogs
ey —_ —— —
Frocessed Materials .Assembled
selected for Storage Catalogs
Materials User Satisfaction
l Information
,, ,,7 . S 7
Acquisition Duplication User Services
and Selection and Distribution e T T -

- Component
Component Component pol

Figure 4. Materials Preparation and Referencing Component
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sheet explaining the modifications and noting the availability of printed and
audiovisual material not provided. '

Generally, the SYSTEM will make available all relevant printed material
and appropriate slides and transparencies. Commercially-prepared audiovisuals
will be referred to the developer and military films should be made available
through the National Audiovisual Center. When processing activities have ‘been
completed, the "master copy" of the materials will be sent to the Duplication
and Distribution component for filing.

The Materials Preparation and Referencing component also has responsibility
for preparing curriculum packages that can be easily understood and used by

tion about the materials to them to decide whether or not the materials satis-
fy their needs.

Duplication and Distribution
The Duplication and Distribution component is responsible for duplicating
military curriculum materials and distributing them. The major activities of

the component include:

in the SYSTEM through the
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3. VPreparing matcrials for shipment to the requestor.

f—

4. Providing the bookkeeping for the SYSTEM--billings, receipt of money,
and record keepirg.

5. Maintaining and storing the "Master Copy" of curriculum materials.

6. Maintaining an inventory of curriculum materials which can be used
to fill customer orders.

vocational and technical educators through filling and mailing orders (see
Figure 5). Approximately 90 percent of the orders should be processed for
delivery in less than two weeks. Any delay in sending the material should be
immediately communicated to the requestor. Referrals to other sources for
those parts of the curriculum which are not available from the SYSTEM should be
sent along with the shipment of materials. A pre-addressed, postage paid user
satisfaction and user neecds form should be enclosed with each shipment of ma-
terial to securc information about the use of the material and the desire for
Meape:,

This component should initially experiment with reproduction of all types
of media: printed, videotapes, audiotapes, slides, transparencies, films, and
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Materials, Billing Mail and Telephone

%ta?emEﬁE%i Orders for Materiall -
Feedback Rorms

DUPLICATION AND DISTRIBUTION COMPONENT
. Receive Orders
Duplicate Materials~-Process Orders
Send Materials
. Bookkeeping
§:Staré=Master File

. Maintain Inventory

Proceszsoed : Orders
Materials )
for Storage UEE? _ .
- Satisfaction
Information
_ | _

R .

o Materials
Acquisition Preparation and User Services
and Selection Referesncing Cémjaﬁénér o
Component Component ~OMm[ nc

Key - - - - informal relationship
formal relationship

Figure 5. Duplication and Distribution Component
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filmstrips. This would alsc allow for some experimentation in converting
various media to a standard media, for example, converting charts, films,
slides, and transparencies to videotape.

The effectiveness of the SYSTEM will be determined by the quality of the
services and products provided. Procedurks for ordering curriculum material
should be as simple as possible and vocational and technical educators should
receive explicit instructions for ordering either by mail or telephone. Cost
of materials and quality of reproduction should compare favorably with other
information centers. It is recommended that the purchase price cover only the
cost of the materials and handling; otherwise the cost would not be competi-
tive with commercially prepared material.

The Duplication and Distribution component will receive custody of the
maté:ials "Ma%ter Capy" fram the Materialg Prépafatién anﬂ Refé:encing iompo=
égtlmaté the demand far various currlculum materlals. Dupllcatlan an demand
is a very expensive process often reguiring the use of photocopy equipment
which produces copy of less than desirable quality and at great expense. To
take advantage of high volume presses and higher guality reproduction it will
be necessary to estimate the probable sales volume of certain items so that
multiple copies can be produced during a single printing and stored for future
sale. To allow duplication of materials prior to payment, a revalv;ng fund
of perhaps $50,000 should be established by the SYSTEM for a curriculum mate-
rials inventory. It may also be desirable for the Puplication and Distribution
component to cooperate with the Acquisition and Selection component in arrang-
ing purchases of multiple copies of some materials directly from the military.

(VPSRN LS LV NS P

The User Services component is responsible for negotiating orders for
materials, 5ing user satisfaction.and needs, providing technical assist-
ance, and distributing materials catdlogs and SYSTEM promotional material.

The major activities of the component include:

1. Receiving and negotiating requests for materials. Requests for mate-
rials contained in the SYSTEM will be sent directly to the Duplication
and Distribution component for filling and other requests will be re-
ferred to other agencies. General information requests about the
SYSTEM will also be handled by this component.

2. ;FFGULdLng technical assistance to vocational and technical educators
in the form of workshops to explain the military-developed curriculum
material and offer suggestions on how it may be adapted to civilian
vocational and technical programs. :

1. Referring users to other information systems or agencies for material
unavailable from the SYSTEM.

AW
Bo




O

ERIC

Aruitoxt provided by Eic:

4, Develapinq aﬂd distributing SYSTEM promotional materials (e.g., bro-

5. Distributing materials catalogs to target audiences on a SYSTEM mail-
ing list.

Assessing user satisfaction and needs through letters, telephone calls,
user satisfaction cards enclosed in orders,; and through field studies
conducted on user acceptance of the material.

o)

Tontact with the SYSTEM by civilian vocational and technical educators
will be made through the User Services component (Figure 6). All requests for
materials and services will be reviewed, and those pertaining to materials con-
tained in the SYSTEM will be sent to the Duplication and Distribution component.
The Educational Resources Information Center (ERIC), Abstracts of Instructional
and Research Materials in Vocational and Technical Education (AIM/ARM), the
National Technical Information Service (NTIS), the U.S. Naval Institute (NI),
the Aerospace Education Foundation (AEF), and the Superintendent of Documents--
Government Printing Office (GPO) are agencies to which requests may be referred
for materials not provided by the SYSTEM. It is essential that the User Services
component know the capabilities and capacity of each of these information sys-
ems, be thoroughly familiar with their products and services, and establish
referral procedures with these agencies However, the SYSTEM should not serve
s an intermediary in delivering the Praﬂucts of other agencies to the user.

a

Currently, th .re is some uncertainty about the likelihood of wide accep-
tance of and high demand for military-developed curriculum materials by civilian
vocational and technical educators. Although studies have shown that the mate-
rials are applicable for civilian use, no hard evidence of acceptability or
demand by the "average" vocational or technical teacher exists. Therefore, it
is appropriate and perhaps necessary during the initial two years of SYSTEM
operation to pursue the following gquestions:

1. What perception do civilian vocatlanal teachers have Df military-
developed curriculum materials?

g

What kinds of modifications should be made in military curriculum
materials? '

3. How satisfied are c¢ivi’llan vocational and technical educators with
military curriculum mat.rials?
¥
These and perhaps many more quostions need to be answered bhefore making firm
policies about packaging and modification of materials or dissemination strat-
[al4 BRI

The services component will also have contact with vocational and
tuchnical educators by providing technical assistance. This assistance may .
be in the form of workshops during the first three or Four years and provided
AL SYSATEM exponge.  The workshops should be conducted at the state level to
dequaint potential users with the material and the SYSTEM. Local agencies or

23

14
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"should have a unit leader or head which reports directly to the SYSTEM director.

othor groups may want to sec

Il e the assistance of trained state staff, or
SYSTEM staff at their own expense.

U’!

This component will also develop and maintain a categoricul mailing list
of vocational and technical educators who are potential consumers of military-
developed curriculum material. A brochure will be designed and distributed
describing the capacity and capability of the SYSTEM. The occupational cluster
catalogs developed by the Marerials Preparation and Referencing component will
be distfibutéd to appfagriatg auéiEﬂ:es USLf %éfviée; alsc assumes fespani

Internally, Services component serves as the nerve center of the
entire SYSTEM. This component provides user needs information to the Acquisition
and Selection component and user satisfaction information about the material and
the SYSTEM to the Duplication and Distribution and Materials Preparation and
Raferencing EGmP@DEDtS,’

4

Management and Coordination

The general management and.coordination of the SYSTEM activities should
come under the purview of a project director who 1s available to devote at
least 50 percent of his/her time to this process. Each of the four components

Figure 7 shows a formal organizational structure which may exist within the
SYSTEM. :

The following suggestions in the areas of staffing, facilities, and equip-
ment should provide some guidance to those preparing to implement the SYSTEM.

Thﬂ SYSTEM ;tafF Ehauld be a balanﬁg of pr@fe;si@nal, tezhnical, aﬁd

Project Director. The project director should be responsible for overall
management and control of the SYSTEM internally as well as relating to military
establishment and civilian voecational and technical education. The director
should have administrative experience and a background in vocational or tech-
nical education. In addition he/she should be familiar with military training
and protocol and understand information systems.

Professional Staff. A-senior professional staff in addition to the proj-
cct director may be desirable to work in the areas of curriculum modification
and material dissemination. This individual should have vocational or techniecal

education experience and be knowledgeable about dissemination and diffusion of
information and materialg within the vocational and technical education community.

Technical Staff. Two to three technical staff may be necessary to work in
the arecas of abstracting and indexing, revising and repackaging materials, and
25
16




SYSTEM
Director

— Clerical- -
Acquisition . Materials Duplication
and Preparation and User Services
Selection and Referencing Distribution
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Clerical — Technical Clerical Technical
L1 Clerical —1 Clerical

Figure 7. SYSTEM Organizational Structure
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duplication. Technical staff need training and
rnowledgie and understanding of vocational and tec
and information systems are desirable.

Clerical staff. Approximately two seerctarial or clerical persons will
be needed to provide the necessary support to senior and clerical staff. Their
duties will generally include typing, filing, telephone answering, billing, and
bookkeeping.

The level of staffing will pro obably be higher during the initial two to
three years of operation due to greater emphasis on acqusition of materials
and user scrvices. It should be possible and desirable to reduce the number
of senior professional staff once t SYSTEM becomes established.

Y I

he

Adequate room should be provided to house six to Qiqht Staff memb ri
Due to the variation in activity (e.q., abstracti ing and
and packaging materi.ls, catalog preparation, filling o
rials, and user services) it would be desirable to have
Separate rooms. All components ol the SYSTEM should be
¢ach other and near mail service. If duplication and reproduction services
are to be subcontracted, they should be fairly near to reduce communication
problems and transfer delays. Sufficient room should also be provided for
storage of the "Master Copics" and maintenance of an operating inventory. A
minimum of 300 square feet should be allotted for sto age and inventory purposes.

A1)
I [j\

¢ N
Foautiment

Various types of equipment are nhceded for efficient Qpératlan of the
SYSTEM. The equipment necessary for general- operation includes desks, chairs,
filing cabinets, and telephones. All clerical personnel will need a typewriter,
preferably an IBM Selectric II with a correction key. Each component of the
SYSTHEM has some unique regquirements for equipment. These requirements are
discussed below by component.

Acguisition and Selection Cemporrnt.  Several project

able to the statf for viewing and selecting audi sual terials. These pro-

jectors include: (a) a 16 mm £ilr vrojector, (b) a super 8 film projector,

{c) an overhead transparency pro;ggtar, and (d) a 35 mm slide projector. Other
book cas ith adjustable shelv-

ing to accommodate the“various sizes ¢ the materials, and standard library wooden

reference units for storage of index  ird
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Materials Preparation and Refer. .cing Component. An IBM Electronic Com-
poser Typewriter may be desirable for camera-re ady'pfeparati@n of the catalogs.
This machine can justify both right and left margins as well as print in 8, 10,
and 12 point sizes. The variation of z=izing will allow the distinctions and
flexibility desirable in formating catalogs.

18
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Reproduction and Distribution Component. The maintenance of an inventory
and storage of the "Ma r Copy" of materials requires specialized kinds of
equipment. The "Master Copy" of printed materials should be stored in five-
drawer fiiing cabinets to prevent dust from destroying the materials and re-
duce the yellowing of paper over time. The printed material inventory should
be placed on steel shelving with double faced stacks for efficient use of
space in the storage arca,

Specialized cabinets should be secured for storing filmstrips, tape
cassottes, audiotapes, motion pictures cords and transparencies, and slides.
An alternative to motion picture cabinets 1sg open-shelf film storage, requiring
a rack about 83" high, 36" wide, and ‘12 EDr storage of 162 film cans.

"‘ﬂl

For reproduction of printed material, a photocopy machine and offset press
should be immediately avallable to the staff. The photocopy machine should be
able to reduce a 14" x 138" page to 84%" x 11". The offset press machine, which
includes a master producer and a collator, should bé able ta reduce a ll“ x 14"
s i In
the area of audiovisual feg;@ductiOﬂ, ECVﬂral very SpEClallEEd plECEE Df equip-
ment are needed to make high quality duplications of slides, transparencies,
audiotapes, videotapes, and films. Initially, it may be prudent to rent this
equipment or subcontract duplication until the kinds and quantity of audio-
visual materials, the gquality, and the cost of reproduction can be accurately

asgossed.
User Services Component. It may be desirable to install a WATS line or
som: other toll frece number for vocational and technical educators to use so

they can immediately and easily secure needed information about the SYSTEM
and its products.

28
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CHAPTER 1

COMPONENT DEVELOPMENT AND OPERATING PROCEDURES

use in implementing and pilot testing the SYSTEM. The four components iden-
tified in Chapter I will be discussed in greater depth in this section. The
components are: (1) Acquisition and Selection, (2) Materials Preparation and
Referencing, (3) Duplication and Distribution, and (4) User Services. The sug-
gestions are based on project staff's experience with this and other related
projects and on recommendations made by consultants. This document should be
revised as more information is gathered on user needs during pilot testing on
the SYSTEM.

Figure 8 shows the SYSTEM flowchart and identifies the major activities
in each component. The following discussion will parallel the flowchart ac-
tivities and the reader is encouraged to refer to Figure 8 periodically to
maintain SYSTEM perspective and to understand activity relationships.

Acguisition gé&'Selegti§n7§§mPQnen;

The four major activities in the Acquisition and Selection component are

selection of materials, and acquisition of mater;als_
Identifieation of Materials

The materials identification activity consists of securing copies of the
formal school catalogs and plan of instruction or curriculum outlines so that

the titles and general purpose of the various courses can be identified.

Catalog Procurement. The process of collecting curriculum materials from

the military begins with a meeting of SYSTEM staff and representatives of the
Department of Defense. During this meeting, the chain of command will be de-
scribed and the names of contact persons obtained for the training branch in

each service. BAn example of the hierarchy for working in each service can be
found in Appendix A. Below is listed the technical training headquarters for
each of the five services:

Air Force: Air Training Command
Randolph Air Force Base ‘
San Antonio, TX
2

Py
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Army: Army Training and Doctrine Command (TRADOC)
Ffort Monroe, VA

Coast Guard: Commandant of Training
Education and Training Division
United States Coast Guard
Department of Transportation
Washington, DC

Marine Corps: Military Training & Education Branch
Marine Corps Headquarters, Navy Annex

Washington, DC

Navy:

In addition to identifying linkages with each service, catalogs listing
all the courses taught in each branch of the service must be obtained. These

publications are:

Air Force: Formal Schools Catalog
Army: Formal Schools Catalog

Coast Guard: Fersonnel Manual
Marine Corps: Formal Schooles Catalog
Navy: Catalog of Navy Training Courses

These catalogs should be ordered from the training headgquarters either by
mail or telephone. At the end of the first year of SYSTEM operation current
catalogs for future ordering information should be obtained. An agreement
should be established with each service to automatically send a new catalog
when it is published. The catalogs are frequently used to identify courses,
prerequisites for these courses, number of hours per course, and course number.

Plan of Instruction and Curriculum Outline Procurement. Plans or programs
of instruction (POIs) and curriculum outlines describing the course content have
been developed for each military course., In selecting POIs to be ordered for
review, selection criteria identified in the Military Curriculum Materials
Pdonty Meation, Selection, and Aequisition Strategies and Procedures" report

are used. The criteria used in selecting course POIs or curriculum outlines

are:

1. The course must relate specifically to the curriculum priocrities as
identified in the state and post-secondary surveys.

“Wesley E. Budke, Military Curriculum Materials Tdentifiecation, Selection,
and Aequisition Strategies and Procedures. (A report of the DOD Curriculum
Materials Utilization in Vocational Education Project--Appendix B of the final
report.) Columbus, Ohio: The Center for Vocational Education, The Ohio State
University, June 1976. 7
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2. the initial course in a series required for
Military Occupational Specialty (MOS), Air

\FFSC) , or rating.

or curriculum outlines
files to determine whether
is already in the files, the
25 to be ordered. If the

wed on the list of POIs or
lum outlines should be ordered
here will be ¢ :cord of what has or has not been ordered and

After sclecting specific courses for w
are to be ordered, a check is made again
the course has already been Dbta;ned, If i

our should be deleted from the list of ¢
rse is not on fl]u, e t

n
hy lﬂtttr, 50
received,

branihes, a peri-
ulum outlines have
nth, a follow-up

All Gfd crs should be fi
information. Notebook o
pending action. [tems re

= es might include orders,; correspor
—;iVéd should be checked off as they arri
nformation has not been received o

lLd in a notebook to assist in monitoring ordering
5 nee, aha

c
up letters sent if complete il

ordered.

Informaiion

Pporarablion of

Upon receipt of plans of instruction or curriculum outlines, bibliographic
inf: 'mation should be recorded. This should be done on index cards appropriate

£+ filing. The POIs or curriculum outlines should be filed by course title,
since 1t would assist in quickly identifying a request for a specific course,

erencing and cross-referencing.
In addition, the clarity of the military course titles lends itself to
subject index. 'This index may be developed by using key
title. If nhe title does not seem to have a key word with
wrus of Enginecring and Seientific Terms

u

‘ Irv}? ion

the course, the

rd filez may be developed for use as references in
se index fl es include a U.3. Office of Education
Dictionary of Oecupational T14 and a U.S.
cation numlb file. For thos QduCQLDLL wh@ are now using these

H
st
-

t ering in thelir occupational arcas, the SYSTEM wi
be able to help vacatlanal and technica. educators more qu1§kly by having

these files available.

Upon completing bibliographic and index cards for each POI or curriculum
outline, the document should be given to a reviewer for selection or rejection.
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rotion of military curriculum materials to be acquired should be handled

Selac
by a reviewer with some civilian vocational teaching experience. The selection
takes place by FtVlﬁwlﬂU coursae objectives, references, audiovisual aids, and
traini aids POL or curriculum outline. Suggested criteria
t il in addition to those listed in a

"Identification Df Materials" are:

he military
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Z. The course does not roequire highly specia
materials.

3. The majority of the support matecrials
military with only a minor reliance on

Yy a
1855 ce education and data prc
the military relies heavily upon comme

m
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4. The materials should be of a standard size and print and have
clent contrast to clearly reproduce.

6. The materials should contain few cases where copyright releases must
be secured.

The reviewer should indicate "accepted" or "rejected" on the document, the date,
and his/her initials. 1In addition, it would be helpful if the reasons for re-
jection were noted on the material.

Aevplaltion of Muterials

After review of the course POI or curriculum out
the reviewsr, the file should be checked to see if the
15 are-in
or a EGUISE are n

already in the SYSTEM. If the materi

a |y ey
£ t in the SYSTEM, an

needs to be taken. If thc matsrlal 0
hould b ng
T F Y Ryls ] =
plans, student warib@@k:, quid@si study qu;des, hand@uts; programmed
texts, and audiovisual materials.

After the materials have been roquested for
outline should be stored in the master stora area

vhabetically by tivle in a filing cabinet and cato

by mai

Follow=-upn il
a month. Som Etlméf ;t may bg necegsa:y tD visit a

roequests

2t foel within
in order to collect the materials. .5 occur, at least three
notice should be given to the milit fvior to the visitation.
[
3
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ry curriculum ma

apply the solection criteri
criteria, arrangements should

If limited coples of a document ar
¢ the mate ldl dupllfatwd
are n@t hxtra fufi;

large manual
wof the materials
nical manuals
military.

When materials are r Ve Y
cording to type (study qulde ; wgfkbnakgi hand@ut:
ts) . Each iter

s m should ha
If individual ecourse 1umbar5

ser-—
vice, the DOD code should be u ) el )
coding information.) This permits individual items to be quick i1 with )
the course. All materials should be assembled in the ler in which they are
ugad in the courze.

After sorting the materials, each item should be checked against the list-
ing in the POT or curriculum outline to determine whether the course is complete.
The course materials should then be packaged with the POI or curriculum outline
and filed alphabetically by title in the service file. A list should be made
of all items not received and a follow-up order submitted to the military ser=
vice branch for the missing materials.

lany manuals

ﬂﬂ]\s‘
should bo
qnd Référ;nc1nq Cﬂmpgnent
' ;:}ﬂ’i[ﬁ)n{?ﬂ,fi
1taleoer
uﬁ,uﬂhly of catalogs.
O R A N I RN,

ORGe A Toursoe he SYSTEM, availability

of 1ndividual it should be announced in

: placed on 11" = 17" sheets of paper, printed on
poth sides, and contor=folded 1o form a fﬁurrﬁ—gi three- and two-hole punched

cataloyg entry should deseribe in detail thp 1nd1v1dual
printed matoerials, andiovigual mate Fld]%, and
:ription should also include nf@rmatlﬁﬂ fegarding
the tfdxﬁan and reading levels; prerequisite t;aln1nq or eXperience; and sub-
Jects covered in the course.

wibhin nach course.  The de

N
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Information
and dudl@VlSUSl mate-=

in the total curriculum package should be

All :
on printed materials should include page counts and
rials inf@fmati@n Fnuld include color status, number
5, "run" time, and prices.  Roguests for
we not available from the 3YSTEM should
ﬁurrlgulum materials should be inrﬂrp
information to help communicate the nature

arcas should be made by the

and sorvico
ing component. As cataloy entries are pre-

a U.35. Office of uduiatlﬁﬂ (USUh) cluster, an occupational service area,

ional service areca code, and a UZAifunuwy wf Oz nupatLunaZ Titles
codes are then added to

igned to each course. Thes

(DOT) code should be
the Eitkle index
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The title cards pertaining to the course to be announced in the catalog
should be pulled from the file and an index listings compiled. These include
istings by occupational service area, USOE code, DOT code, and alphabetically
by course title. It is suggested that the ataloq be arranged by the 15 USOE
occupational clusters. The compiled index listing should serve as a cross-

reforence to the cataloy of materials,

m

o~

o

Project consultants (see Final Report) have recommended that the military
course material be slightly modified. After the catalog entry has been written
£

and code and clusters assigned, the package should be modified by removing
military-specific information. A page should be inserted explaining to the

user why the material was omitted.

ving the military-specific information, the material should be
packaged in such a way as to make it useful for vecational and technical edu-
a 5 This may include binding the pa;haqrrand inserting instructions on
the flow and use of material within the course.

After packaging is complete
storage area awdalting reproducti
Filiﬁﬂ cablnets that are spocifi

- tapes should be
film cabinet, etec.

ended th;t E%urage bé in steel
hold the materials. For
te tape cabinet; films

Aszambling the catalog of matzfiql: the
" be in

Matorials Proparation and Reference



the final form and pictures and clips should be attached permanently at this
time. Index liztinﬁn and the tabhle of contents should have been camera=-ready
of the cataloyg is a matter of combining all parts of the

Y i

ng the pages.

f ypad Assembl”

Catalog should be assembled in two forms: (1) as a total book including
all service areas and (2) by separate occupational service area. It is likely
that state departments of education and library personnel would wish complete
1

copics of the catalogs, while teachers may only want catalos pertaining teo
their area of interest.

. 1 f the materials catalogs
because of the photographic and color qualities desired. The catalogs should
be printed so that each course is a four-page entry. This would permit the
entry to be easily updated or deleted without harming the remainder of the
catalog. Also, the individual entry could be used as a promotional device to
bé sent to persons interested in specific occupational curriculum materials
ribed in that entry. This would enable the SYSTEM to CGat—EffECthEly
lop descriptive literature of materials avai
information to broad or specific curriculum area

It may be desirable to subcontract the printing of
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Duplication and Distribution Component

[

Vo]

This component has the following five major responsibilities: receivin
ordrry, processing orders and duplicating materials: sending materials, book-
keeping, maintaing the master file and the materia inventory.

w

F
5

\I—-‘

Boe ol Apelepn

Réquestﬁ for military curriculum materials may be made to the SYSTEM by
letter, pur » order, or telephone call. These requests will be screened
by the Usor ,;rviﬁng component and those requesting materials available in the
SYNTEM will b forwarded Lo the buplieation and Distribulion component. A
form should be developoed Lo roccive telephone regquests whieh includes all per=*

tinent information for billing purposc:. Sce Appendix €, for an example of
such a form,

Dyuroeogoing el upllieating Materia
When requests arce received, the availability of the materials within the
SYSTEM is verified. A =i , bressure-sensitive invoice should be typed

for the following purpc ;:  three copies for the pu1éhaqes one copy for
acoounts reccivable, one copy for in 1 18 1
ing slip. Eackaqinq labels are also typed at this time. A
hown in Appendix D. '

an invoice iz

i J"'

[t ig recommended that during the first year or two of operation, materials
should be reproduced on demand as much as possible. Realizing that this is an
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expensive and time consuming process, it may be possible to ide
numboer of courscs wiuh high demand potential. When a request is
ratler than duplicating only one copy, consideration should be gi
at least o nine additional ecopics for shelf items. (navoidable backlo

terials may occur and customers should be notified of any delay beyond two

Paper Copy Materials. It is recommended that paper or hard copy be repro-
duced within the 5YSTEM. Materials should be photocopied if the number of copies
ordered is less than ten, and an offset press is used for larger quantities,

AUﬂlBVLﬁuﬂl Hatvrldls. Operators of the SYSTEM may want to secure ad-
ditional informaticn cong erning the demand for blldtg, videotapes, and films
before acquiring equipment for duplication. Initially it may be magt ost=

O
Wl

Ly
I

[
*ctive to subcontract this kind of work as long as the turn around ti
less than one week. Transparency masters can generally be produced on the

s
ffzet press.
Referral Many of the military courses use materials which have been
] by commercial firms. These materials should be clearly identified

pecified. Civilian vocati

= onal and techniecal educators should
these sources in a letter acc

ompanying the materials acquired

o
W

z 1 =3 = , as well as referral information. Packages should be
than 50 paunds per box be cause of the cost of mailing heavy packages and

Materials should be secu raly packaged and include instructions regarding
1s s

les: -

the problems involved with deli very.

rcel Service (UPS) should be used whenever possible since it has
nt f three days. For areas not covered by UPS, the U.S.

th Class Book Rate should be used. Not more than one day

ed for packing and mailing materials after they have been

P
L7l
Wi

Aodoable-eontry bookkeeping system should be used to ace 1t for incoming
and outgoing monies. A rotary fund should be established to allow duplication
of materials before payment. When payment is made for

orders, the cost of
duplication and handling should be returned te this rotating fund. Initially,
pricing of materials should be set to recover the cost of d duplication and

handling.
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Muintaining Master Copy 7ile and Ingontory

A "master copy" of materials should be kept separate from those materials
maintained in the inventory. These original copies would be used as duplication
masters and for archival purposes.

An inventory of curriculum materials should be built up over time. Ini-

tially, 1 atar als should only be duplicated if an order is received. At that
time a decision should be made as ta whether to print ten or more copies and
use the offset press to and cost-effectiveness in print-
ing. The danger, of cou ating the dcmand and tying up

nao

n :, t
rqe quantities of meoney in an lﬂvﬂntn:y wh;c h does not move.

[
)

The User component has six major activities. They are receiving
or negotiatin oroviding technical assistance, making referrals to
other agencies ng and distributing promotional literature; distributing
catalogs, and user needs and satisfaction.

fne mewoar of the User Services staff should be assi igned to screen all
correspondence and requests for materials There will be three general kinds
0! requests. One type will ask £ pecific material contained in the SYSTEM
«nd it should be forwarded to the Duplication and Distribution component for
immediate processing. 3 quest will be for materials not
specifically listed i hese cases, a letter of clarification
should be sent or a teleph all me to determine requestors' needs. If
sors materials in the SYSTEM can satisfy their needs, the request should be
forwardnd t s Dlpllcatlnn and Distribution component. The third kind of

rogquet 15 f general information about the products or the SYSTEM. These
can genarilly be answ&red with form letters and informational packets.

available to them. Technical assist
arches, workshops, seminars, or consult

When a reguestor Ls uncertain about the availability of materials in his/
hny suhjcct arcn, a manual secarch could be done. Manual search Service to re-
e ing the subject card index and the
rndoxon The requestor would only have to

nraviac the kay words on thﬁ gubjEEt area of iﬂterezt@

B dela

30




Training worxshops or seminars would be another form of technical assis-
tance in which persons unfamiliar with the 5YSTEM would be given aid on the
utilization of materials from the S5YSTEM. Testimonials on the advantages and

l 3 -

disadvantages

‘E'Lm

f the matorial could be given by previous users of mi
might persuade users to request and use many materi

o
materials. his
uld not hav

T
previously wou

ordered.

b

Consultation services might be necded by various school departments in
developing their curriculum. SYSTEM rapresontatives sh@uld be available to
st wavs that the mll)taLy materials could be used to suphlement or re=
i may be in the form of telephone calls,
service. Charges for thzse services

[i

ol

suqgge

S T T T L R TP N
o ferd s bo ditaep Agenloe o

ively and to avoid duplication
't will be necessary for a
%tabllghad between the SYSTEM
. memlrcnt among those agenci

ba puf:uéd include the Apznspace Eduaatlaﬁ Faundatlan (AEF),
t

itute I), the National Audiovisual Center (NAC), the

m

vernment Printing Office
ls in Vocational and
dination Centers (CCCs).

ijrmatlan Service (NTIS), the
F Research and Instructional Mate ria
n (AIM/ARM), and the Curriculum Coor

(LPH)E Abstfac;”
Technical Educa

Acrospace Education Foundation and the Naval Institute. The work done by
the Aerospace Education Foundation (AEF) and the U.S. Naval Institute (NI) in
obtaining and modifying selected Air Force and Navy courses represents a sub-
stantial resource to the civilian community. It is suggested that the mate-
rial available from AEF and NI be announced in the SYSTEM's catalogs. This
would allew civilian educators to learn of the slightly modified materials
avallable from these aqénci;s, This arrangement might allow long=term assess-
ment of Lhe differeneen in demand between modified and unmodified military
curriculum material 1ubsequent surveys of teachers who request either or
both types of materials could be conducted to determine the relative cost-
ef footiven: of thoe various types of materials availabkle. In short, this
arrangement would answar the question: "What is the difference in utility

+to a civilian teacher between military materials whiech have been modified
versus those which have not been modified?" Also, this arrangement would
allow AEF and NI to be in direct contact with the nation's vocational teachers,
thus making the products of their work more widely known.

[

ot m
o

dtilunal Audiovisual Center and Military I'ilm Libraries. =d upon in-=
formation qathcrsd by pfg]ect staff during VlgltLiﬁérmlllta ry installations
in 1975-76, it is believed that making military training films available through
the 5YSTEM is not cost-effective. There are two major factors which lead to
this conclusion. First, reproduction of films, compared to other audiovisual

materials, is very expensive. Second, the National Audiovisual Center is al-
ready established as the civilian agency for the distribution of

39
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gqovernment-producec to the general public. Making military films avail-
able through the putting the cost question aside, would be a duplica-
tion of effort. In addition teo the National Audiovisual Center Fapablllty,
each branch of the military service has one or more film libraries which make
selocted £ilms available to the public on a loan basis. Therefore, militar Y
training films in support of courses within the SYSTEM should be cited as
available from the National Aud1mv;sual Center or the specific military branch
involved. With this arrangement, ‘hers ld learn of the availability of
military films through the SYSTEM' % catalegs, but would be referred to the
National Audievisual Center or the mllltary branch to obtain the film.

National Technical Information

The National Technical Information Fzrvic& (NTIH) an' .

Lovuments (GPL) have made available a number of mili

Examples of these materials are field manuals, teath

training manuals.  In those cases where NTIS and QPO

1dentical to documents ;mgrising parts of the courses g e SYSTEM, users

should simply be referred to these agencies.

'ion 1ly AIM/AF“ Fantalng citations (e.g., Navy Rate Train-
~2rt of a military course.

T rzatalogs to announce the
.1 -: a substantial number of

educators use the AIM/ARM Lnfnrmatla system, 1t would represent an excellent

vehiele for making specifie military materials known to teachers. Perhaps

several pages could be purchased in each issue of AIM/ARM to describe the
: M oand announce tho materials which are available.

Curriculum Ceord The Curriculum Coordination Centers

and the national ruxflculum network have great potential as dissemination
in announcing military curriculum materi 1, Durlﬁg a meetinq with
Canrriculum Coordination

il L

wiard the materials, expre ] w
bl an upportunity to view t

material modifica
be shared with

(hortey Poemobions! Literatiure:

developed by the SYSTEM is the materials
'dLh centry 1is ontained and may be removed from the

: ] iout affurrlnq the remaining sections, these entries can be used
as promotional materials aimed at specifig target audicnces using the SYSTEM.
3 prometional product would be a general descriptive brochure about

E 1t
M

capmcity and capabilitie The brochure may be produced on 8" » 11"
Folded twice to alLQw 1nsertLQn in business envelopes.

of promotional activities include speaking and exhibiting at

1

protennional association eonferences, suc .

[
(e

uch as the American Vocational Association,
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the American Industrial Arts Association, the American Association of School
Administrators, and the American Asscciation of Junior Colleges; and preparing
journal articles.

Distributing Catalogs

The User Services component should work closely with the Materials Prepa-
ration and Referencing component in the production of catalogs. User Services
should.develop and maintain a current computerized mailing list for rapid re-
call of names of educators who have ordered materials and to identify educators
in various educational and occupational categories to receive catalogs and
promotional literature. The mailing list should provide an indication of how
many targeted and complete catalogs should be printed, as well as be transfer-
able to mailing labels.

Assessing User Needs and Satisfaction

User needs and satisfaction should constantly be assessed by the SYSTEM.
Some ways to assess user needs and satisfaction are by return postcards;
questionnaires; complaints made by the user; and feedback from professional
meetings, letters, and telephone.

A follow-up or feedback card should be enclosed with all materials sent
out by the SYSTEM. This follow-up card should ineclude questions about turn=

-around time, price, availability information, and quality, with a.chance for

users to rate all items as being excellent, good, satisfactory, fair, or
poor. By return postcards, the User Services component would be able to es-
timate the impact of the materials upon vocational and technical educators and

their satisfaction with the products and services provided.

During the pilot testing of the SYSTEM, a questionnaire may be developed
for e¢valuating r needs. This instrument should have items addressing the
necessity for modification of materials, the completeness of material descrip-
tions, suggestions for revising the catalog, and curriculum materials needed
by vocational and technical educators which are not presently offered by the
SYS'UEM.  Survey findings should indicate where changes can be made in the
catalog and priority areas for collection of materials to make the SYSTEM
more effective.

Complaints by customers should be considered in evaluation of the SYSTEM's
products and services. When there are many complaints about aspects of catalog
construction or the materials collection, changes should be considered.

However, change should not necessarily take place on the basis of one complaint.

An important area in evaluation is the request for materials that the
SYSTEM does not provide. These requests may indicate emerging occupations

in the civilian sector. If possible, military materials in the emerging oc-
cupations should bc¢ immediately acquired and made available through the SYSTEM.

41
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Verbal feedback by telephone, from professicnal meetings, or during con-
sultation should be recorded and play a major role in the evaluation of the
SYSTEM. Forms may be developed to record verbal interaction and be analyzed
by the User Services staff.

42
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CHAPTER III

- IMPLEMENTATION OF THE SYSTEM

As 1s the case in designing, developing, and implementing any information
system, it will be difficult to predict the actual demand for military-developed
curriculum materials. Operators of the SYSTEM cannot expect civilian vocational
and technical educators to acquire and use these materials simply because they
are made available. Educators need to be made aware of mllltary curriculum ma-
terials and learn how such materials can be useful to them.

The survey of schools using military materials conducted within this proj-
ect > provided useful insights intoc effective approaches for des;gn;ng the SYSTEM.
However, the current small-scale use of military-developed materials in civilian
vocational and technical programs, coupled with the fact that a majority of the
teachers using military materials have military backgrounds, makes it impossible
with present knowledge to accurately predict the current and potential demand
by vocational and technical teachers for military curriculum materials.

Quéstlans which need to be pursued in the early development and operation
phases Qf the SYSTEM include:

1. To what degree are civilian teachers aware of military curriculum
materials?

What perception do civilian vocational and technical teachers have
of military-developed curriculum materials (e.g., usefulness, adapta-
bility, format, and currentness)?

[

3. What téaihéf satisFactians or disgatisfactians are assaciated with
materlals wh;:h have baen mgdlfled by chér agencLes?

4. What kinds of modification would be made in military curriculum mate-
rials by teachers?

5. What will be the demand for military-developed curriculum materials
by civilian vocational and technical educators as a result of dis-
semination activities aimed at creating awareness, interest, and
trial of military curriculum materials?

‘Farncstine A. Dozier ot al. Utilization of Military-Developed Curriculum
Mitortals Tn Cloilian Yoeational Programs: A School Survey. Columbus, Ohio:
The Center for Vocational Education, The Ohio State University, 1976,
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ctive in making educators

6. Which dissemination strategies are most ec
iculum materials and in as-

e
aware of the availability of military curr
sisting them in utilizing the materials?

These kinds of questions strongly suggest the need for (a) deliberate field
study of a variety of military curriculum materials to determine their accepta-
bility by civilian vocational and technical educators and (b) testing several
dissemination strategies to determine the most effective means of making edu-
cators awvare of the usefulness of these materials.

Recommendation for SYSTEM Implementation

To facilitate an orderly development and implementation of the SYSTEM, it
is recommended that a minimum of five years of operation be allowed to give the
5YSTEM a fair development and assessment period. There is a need to develop
awarcness and understanding of military-developed curriculum materials among
¢ivilian vocati@nal and technical educators and a need to acquire firsthand
information on the acceptability of the material as well as the formats of ma-
terial desired. It is further projected that the SYSTEM will reguire a dif=
ferentiated staff of six to eight members and require annual funding of $225,000

to $275,000 at least through the first three years. An additional one-=time in-=

Uegtmént of 550,000 should be appropriated for a revolving fund to accommodate

the development of a materials inventory. It will be necessary to subsidize

the SYSTEM during the first five years to provide for the extensive acquisition,
processing, and dissemination activities required in implementation. Possibili-
ties of the SYSTEM's becoming self- SUEpGrtlﬁg should be explored after the third
vear of cpératlan.

riculum Coordination Centers, the findings of the review of infermation gystems,
the findings of the school survey, project staff experiences in colLeut;ng and
reviewing military curriculum materials, and the suggestions of others expe-=
rirnced in information systems. The following sections will address specific
implementation strateqies for making materials available, and for achieving
user awarencess and utilization. Finally, an implementation schedule is pre-
sented which should be used in implementing the SYSTEM.

This recommendation is based upon the advice of the directors of the Cur-

Strategy for Making Materials Available

Although field trials have been conducted which establish the adaptability
and effectiveness of military-developed curriculum materials in eivilian voca-
tional and technical education programs, there is little information available
cancerning the general acceptability of thesé materials by civilian educators.
Additional study needs to be conducted to determine the acceptability of the
materials in their original format and in a modified Format. The questions
raiged in the introductory remarks of this chapter need to be addressed and
data gathered during the first three years of the SYSTEM operation. These data
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will provide input for materials preparation and packaging procedures and dis-
semination strategics. 3Sclected vocational and technical educators must be
asked to adopt or adapt military curriculum materials in their original form
and modified form such as that vrovided by the Aerospace Education Foundation
and provide feedback to the SYSTEM staff on the degree of their acceptability.
This information will then be used to determine the kinds of materials to be
made available (printed, audiovisual, or hardware), the amount of modification
required if any, and the curriculum priority areas.

Initially, however, military curriculum materials should be made available

filling of civilian requests. Not only would this reduce the "in-out process-
ing time," but it would also be consistent with the findings in the school sur-
vey that most vocational and technical educators make their own modifications
in the material. Although modification would be desirable prior to dissemina-
tion of the curriculum materials to teachers, such a process applied to the
large volume of military curriculum materials would be too costly in terms of
money, personnel, and time.

Another reason for disseminating military curriculum materials without
extensive modification is the need to satisfy the immediate curriculum mate-
rials needs of vocational and technical educators. During the course of this
project, numerous requests were received directly from vocational and tech-
nical educators stating both their need and desire for various types of
military-developed curriculum materials. The need to disseminate materials
which have been acquired through substantial federal investment is too urgent
to wait for desirable but unessential modifications.

During the first two years of the SYSTEM's operation, refinement of the

present (1) basic courses, (2) instructional areas which have large civilian
student enrollment, and (3) materials which are self-paced with behavioral ob-
jectives. Pending positive field study results, the collection of military

‘curriculum materials would subsequently be expanded to other areas.

A distinction needs to be made between the types of material to be ac-
quired in the first year of SYSTEM operation as compared to the second year.
The first year of the field study would consist primarily of systematic try-
outs of printed military curriculum materials to answer some of the basic
questions mentioned carlier regarding the general acceptance of the material
by the average vocational teacher. A secondary level of effort would be given
during this first year to the acquisition of audiovisual materials (slides,
transparencies, filmstrips, videotapes, and films), with this effort being
limited to those military courses for which audiovisual materials would be
casily available based upon contacts made with military installations during
1975-76. The second year would, again pending positive field study results,
be devoted to obtaining comprehensive collections of audiovisual materials in
support of the printed course materials. By the end of the second year the
printed materials collection should be nearly complete and would only require
routine updating.
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To facilitate systematic acquisition of military-developed curriculum ma-
terials, it is suggested that:

1. An agreement with the Department of Defense be developed or congres-
sional legislation be passed which would instruct military installa-
tions to automatically send a copy of each new or revised item .of
curriculum material to the SYSTEM for review and possible input to
the collection. This regulation would be limited to a predetermined
list of civilian-related military courses and would include all
printed and audiovisual materials for new civilian-related courses.

2. The feasibility be explored of obtaining multiple copies of high
civilian demand materials from military printing facilities at the
time of production. The SYSTEM would reimburse the military agencies
for the cost of materials.

ImplemEﬁtation af thesa recammendatiﬁns wguld gravide for a systematic

EatleaEtlDﬂ lnfarmatlan upon wthh to hage lang—raﬂge dec;:lgns regard;ng
military curriculum materials formatting and packaging.

The first three years of the SYSTEM operation should be heavily devoted
to activities for familiarizing vocational and technical teachers with military-
developed curriculum materials. This familiarization would take place through
field study activities, as well as by catalogs distributed directly to teachers

through state departments of education. Suggested activities are:

1.

which list and describe curriculum materlal by oc-

h as the 15 U.S. fo;ce of Education clusters.
P”Lpafatl@n of catalgqg by cluﬁtar would allow tafgated dissemination
to teachers within those specialty areas to enhance use of the catalogs
and to reduce the cost of producing sections of catalogs which would

be irrelevant. For example, a teacher of automotive mechanics probably
would not want to review catalog entries related to food preparation.

2. select five states at random within which these "cluster". catalogs
would be dis ina:éd“ai tly to a stratified random zample of EDD
teachers per tate. In five other randomly selected states the
JYSTFM would dj:%cmlﬂate clusté: ﬁatalng; ta teachers tthugh cur=-

3

1uﬁt% uF QduEaLIDH Data shauld be gathered at twelve and twanty—
four month intervals to determine the number and type of requests for
military curriculum materials from these 10 test states, using the
two methods of dissemination as the major independent variable.

3. Frovide fgml1LdEl£atlQn workshops and exhibits at pr@f2531@nalrmeet=
ings in selected states other than the 10 in the above recommendation

[T
-
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to further make vocational and technical educators aware of the poten-
tial uscfulness of military curriculum materials. various structures
for Qur‘l{%hup% should also be tested, such as (a) training leaders in
regions of the country who in turn would train others within states of
the region, (b) workshops for teachers as part of state-level confer-
ences, and (¢) meetings of vocational and technical teachers within
large city school districts. By conducting these varied kinds of
workshops in proximity in time to one another, it would be feasible
and desirable to collect data at twelve and twenty-four month inter-
vals to compare the relative effectiveness of the workshops in produc-~
ing requests from teachers for materials from the SYSTEM. It would

be desirable during field studies to set up exhibits at professional
meetings in states other than those in which the variocus workshop
treatments would be compared.

4. Employ more general methods of familiarizing teachers with the SYSTEM
and its materials across the 50 states apart from the field study
conditions. Since these methods should presumably operate relatively
equally across all 50 states, these general approaches should not
interfere with the differential comparisons being made within the
recommended field study. These general methods might include (a)
announcement -f the SYSTEM catalogs in the American Vocational Journal,
and other journals, newsletters, and professional publications; and
(b) articles describing the SYSTEM in selected professional literature.

Implementation of these activities should provide sufficient information
from varied sources to assist in determining which strategy or strategies are
most effective in achieving user awareness and utilization of military-developed
curriculum materials.

Imp;gmenﬁgtignASchgdu;g

The primary purposes of implementing the SYSTEM over a five-year peried
then are te:  (a) examine issues related to teacher acceptance of and satis-
faction with military-developed curriculum materials; and (b) to assess alter-—
native dissemination and utilization practices to create teacher awareness and
rnowledge regarding potential usefulness of military-developed curriculum mate-
rials. The activities and schedule shown on the Gantt chart in Figure 9 depict
the recommended SYSTEM activities over a five-year period. Figure 10 provides
some understanding of the level of activity, primarily in the form of personnel,
by showing the cost percentage of each component in relation to the total
SYSTEM's vearly cost. :This figure indicates the relative emphasis to be given
the components and the activities shown on the chart in Figure 9. The following
narrative further describes and clarifies the two charts and the activities
within each compenent.

Acquisition and Selection

Acquisition and selection of military-developed curriculum materials will
be a continuing process during the lifctime of the SYSTEM. During the first
=1
4
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Figure 9. SYSTEM Five-Year Plan of Activities
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Figure 10, Five-Year Component Cost Relationships




O

ERIC

Aruitoxt provided by Eic:

year, missing items from. courses secured during the conceptualization state
(1975-76) should be acquired. 1In addition, courses from each Service which
relate to second-level curriculum priorities should be identified and acquired.
Acquisition of audiovisual material should proceed with caution during the
first and second years until the extent of user demand and duplication costs
can be accurately assessed. Acquisition and selection would then become a
maintenance activity beginning in the third year of operation. Agreements
should be reached with the Department of Defense or congressional legislation
should be sought during the first year and a half to specify the means of
routinely receiving copies of all new or revised unclassified civilian-related
curriculum materials from the military because direct monitoring and acquisition
by the SYSTEM is very costly. The U.S. Office of Education perhaps should take
the initiative in getting these reqgulations established.

B

Materials Preparation and Referencing

Preparation of military-developed curriculum materials should be an on-
going activity, with an intensity reflecting the amount of new or revised ma-
terial acquired or the degree of modification required by vocational and tech-
nical educators. After the third year, the level of activity should decrease
and remain fairly constant thereafter. The preparation of the first catalog
of materials will be time consuming because of the large number of materials
to be described initially and the development of alternative formats for pilot
testing. Catalog entries will be individualized and ring-bound so that new
courses can be added or old descriptions revised without disturbing the remain-
ing entries. The supply of catalogs will need to be replenished as the stock
becomes depleted during the course of SYSTEM operation.

Duplication and Distribution

This component will duplicate printed materials as soon as they have been
processed and prepared for use by civilian vocational and technical educators.
The activity in this component during the first year will not be very great,
but will increase up through the fifth year as more vocational and technical
educators become aware of military-developed curriculum materials and place
orders. Arrangements for reproducing audiovisual material will be made as the
materials are acquired.

Hanp Beppices

The User Services component, as mentioned previously, will serve as the
nerve canter of the SYSTEM. Tt is the feedback linkage with the consumers of
the SYSTEM's products and services. Distribution of catalogs and assessment
of user needs and satisfaction with products and services are ongoing processes
throughout the life of the SYSTEM. Formal curriculum priorities surveys should
be an annual activity and user workshops may correspond to regularly scheduled
professional meetings or summer vocational teacher conferences. The field study
should be conducted during the first three to four years of the SYSTEM operation
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to investigate, in greater depth than is possible with informal feedback, user .

‘acceptance of military-developed curriculum material, their requirements con-

cerning material modification, and the types of curriculum material preferred.

Mg oL

The SYSTEM director is responsible for the general coordination and super-
vision of all internal activities. In addition, the director is responsible
for facilitating development of agreements and working arrangements between the
SYSTEM and the military services and among other information systems.

=¥ F ya1s
Summary

In summary, SYSTEM implementation should be methodical, with products and
services based upon the needs of vocational and technical educators. Dissemi-
nation and diffusion activities should rely heavily upon existing communication
networks and linkages within states and regions. Maximum utilization of these
networks may require state by state investigation of their dissemination pat-
terns. Materials should be made available with caution, carefully studying the
acceptance and use of each course and making necessary adjustments in the 5Yg=
TEM or its products to meet existing user needs.
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CHAPTER 1V

SYSTEM ALTERNATIVES

Although an optimum or most desirable SYSTEM model has been presented and
recommended for implementation in Chapters I - III, it may be necessary to de-
pgrt from these réc0mmenaati@ns for budgétary or @ther reasons. The alternas

appraaches. 1r*r2351ng or redgzlng the scage Df work. Tbese alternatlves
permit very litt.e change in the procedures, inputs, or outputs in terms of
their structure, because the four components are essential if the SYSTEM is

to function at any level. The alternatives merely reflect magnitude or level
of effort. Figure 11 shows in chart form how the alternatives in the increased

.and decreased scopes of work compare to the recommended level of SYSTEM opera-

tion. The following discussion describes these options in greater detail and
addresses the potential consequences of choosing a particular option or combi-
nation of options.

Increased Scope of Work

One group of alternatives to the SYSTEM relate to increasing the scope of
work. An accelerated acquisition and processing program might be employed,
with greater emphasis on acquisition of audiovisual materials, especially films.
More technical assistance could be provided without cost to vocational and tech-
nical educators by SYSTEM staff or by trained field representatives (members of
the state department staff, curriculum laboratories, research coordinating units,

etc.). On-site or remote consultation would be provided to teachers,—giving
them EpElelC help and direction for adapting military curriculum materlals.

The field study activity would be expanded to incluae more types of schools,

occupational areas, and levels of instruction than in the recommended SYSTEM.

The printing and handling of materials could be subsidized to further reduce

the cost of materials to the user and hopefully encourage greater utilization.
Additional publicity in the form of brochures, journal announcements, and ex-
hibits at professional meetings might increase the awareness of and interest

in military curriculum ma*erials en. the part of vaéatlanal and technical edu=
cators.

These supplementary activities can probably be conducted with the services
of an additional professional and technical staff member. Cost for this in-
creased scope of work could be approximately $75,000 above the recommended
operating level. This added expense can be attributed primarily to staff
salary and benefits, printing and distribution of promotional material, and
staff travel.

5.4
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Increased Recommended Decreased Scops
Actlivity Seape of Work Activity of Work

Number of Courses
Acquired and
Processed

150 resident
350 correspondence

100 resident courses
350 correspondence
courses

50 resident
100 correspondence

Availability of Filns, slides, trans~ | Slides, transparencies, | None
Audiovisual parencies, audio and | andio and videotapes
Materlals videotapes for the for the above courses,

above courses films excluded

Distribution of
Brochures and
Catalogs

75,000 copies (teach-
ers, LEAS, SERs, pro-
fessional associations)

50,000 copies (LEAs,
SEAs, professional
assoclations)

25,000 copies (SEAs and
national associations)

Technical
Assistance

Provide consultation
to local schools and
and districts, plus
that in "Recommended
hctivities"

State and regional
workshops

Provide service if fi-
nanced by an outside
agency

Fleld Study

Increase the sample
size to allow study of
users in different
types of schools, oc-
cupational areas, and
levels of instruction

Determine user ac-
ceptance of material
on a randon sample of
vocational and tech-
nical educators

Assess accentability of
naterials through follow=
up cards, random phone
calls, and incoming lets
ters.

§325,000

$250,000

$200,000

Figure 11. SYSTEM Activities by Alternative Levels of Effort



An obvious disadvantage of this increased scope of work is the added cost
and perhaps a high concentration of activity during the first year or two be-
fare the EYSTEM has béen Eompletely develaped and materials are availablé_

year plan, Advantages Di Ehlg ;ncreased actlv;ty lnclude: (a) more complete
course materials, (b) greater user awareness and interest--which should lead
to greater utilization, (c) additional study of users will provide more data
Upéﬂ which t@ base SYSTEM deciEians, and (i) pravidiﬁq matefials ffee of Eharge

matarlala!

Decreased Scope of Work

The second group of alternatives to the SYSTEM relate to decreasing the
SYSTEM scope of work. Minimal service could be provided by making available a
smaller number of printed curriculum materials (150 resident and correspondence
courses vs. the 450 recommended in the five-year plan). Also no audiovisual
material would be available directly from the SYSTEM. Assistance to vocational
and technical educators in the form of individual consultation could be re-
duced or eliminated completely. Only a few presentations and displays describ-
ing the SYSTEM would be retained. Pilot testing of catalogs and their dissemi=
nation would be eliminated and the SYSTEM would rely heavily upon linking agencies
and networks such as the Curriculum Coordination Centers, Research Coordinating
Units, and Etate depaftments of educatlon to prav1de thé necessary materlals

S awareness.

This reduction of activity would allow perhaps $50,000 to be removed from
the 5225,000 - $275,000 annual budget, primarily through reduction in profes-
sional and technical staff. The advantage of reducing the level of activity of
course 15 a corresponding reduction in overall cost. It should be noted that
reduction in activity has come primarily from the materials processing
user services areas. Reduction in processing cost means that fewer mater-—
rials are acquired and prepared and that the more expensive to process audio-
vidual materials will not be made available. Curtailment of activity in the
user Sefviées ~area means 1egs inférmatign on use: ﬁeedg on which to ba%e SYSTEM

utllzatlan mf mdterlal;@

These suggyested alternatives all preserve the integrity of the SYSTEM, the
ma jor consideration being the direct interaction with vocational and technical
educators. Unfortunately, dissemination and diffusion activities, like evalu-
ation, are usually the first to be considered for reduction or elimination.
This temptation should be resisted as much as possible, for it does little good
to make military curriculum materials available if vocational and technical
educators are not aware of their existence or do not know how to adopt or adapt
them to their programs.

There are numerous alternatives that exist within the recommended Five-
year SYSTEM; for example, procedures for acquiring material, packaging options,
47
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various means for makiné audiovisuals availaklie, purchasing duplication equip-
ment vs. subcontracting, or catalog formatting. Although the SYSTEM designers
have made several suggestions in these areas earlier in this document, it is
cannot be looked upon as substantive alternatives as far as delivery of the
curriculum materials is concerned. These questions need to be addressed by
the operator of the SYSTEM and the operational alternatives chosen will depend
upon their local capabilities, capacity, and linkages.

Potential of an Expanded SYSTEM

The SYSTEM has potential beyond simply making military-developed curric-
ulum materials available to civilian vocational and technical educators in the

United States. There is potential for increased SYSTEM capacity as well as
service to a larger group of educators. Some of these increased services are:

1. Expanding the scope of curriculum materials collection to include
those of other governmental agencies (e.g., Peace Corps, National
Aeronautics and Space Administration, Department of Labor) .

collection (e.g., Britain, Australia, New Zealand).

3. Making the materials in thé”éallectian available to the overseas
Military Dependent Schools.

4. Serving as a centralized repository where military-developed curric-
ulum materials are available for review by military and civilian
educators. This could be a curriculum development resource which is
available nowhere else.

9. Horving as a national referral agency of military and civilian cur-
riculum development activities.

stions is to stimulate the dialog
onal communities.

The primary objective of these sugge
between the civilian and military educati

e
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Armiy
Department of Defense (Washington, DC)
Department of the Army (Washington, DC)
Training and Doctrine Command (Ft. Monroe)
Training Sites

Air Force

Department of Defense (Washington, DC)

Department of the Air Force (Washington, DQ)

Air Training Command (Randolph AFB)

Training Sites o

Marine Corps
Department of Defense (Washington, DC}
Marine Corps Headquarters (Washington, DC)
Training 5ites

Ny
Department of Defense (Washington, DC)
Department of the Navy (Washington, DC)
Chief of Naval Education and Training (Pensacola)
Chief of Naval Technical Training (Memphis)
Training Sites

Coast Guard

,‘raining Sites 6 O
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Military Technical Training Codes
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A typieal Alr Force coursc number is:’
3AZR47350-2 Automotive AC Electrical Systems

The numbers and letters will be considered individual.y or as a group in
explaining how to arrive at the proper code for the course:

3 This digit represents the type of military-technical training pro-
gram. In this .case, a number "3" means "ATC Resident Technical
Training."

A This letter stands for the type of student taking the course. 1In
this case, the "A" stands for "USAF Active Duty Airman."
V4 This letter stands for the training program chjective. In this

case, the "2" means that this course is supplemental to other
tralnlng on the same Subjéct

R This letter stands for the type of training activity (or organiza-
tion). providing the training. In this case, the "R" means that
the course is taught at an ATC Technical Training Center.

473 These three digits stand for the Air Force career field. 1In this
case, the numbers stand for Vehicle Maintenance.

This digit stands for the skill level of each course. The number
5 stands for an intermediate course in Vehicle Maintenance.

e

0 ' This digit stands for the number of courses taught on the same or
related subject. 1In this case, the "0" stands for the fact that
there is one course in this subject.

For additional information, please ‘refer to:

B T

USAF Formal Schools Catalog C@ursg Announcements. BAFM 50-5, Volume II.
.Washington, D.C.: Department of the Air Force, September 1, 1974,
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ARMY NUMBERING SYSTEM

A typical Army course number is:

610-63G20 Fuel and Electrical Systems Repair Course
This code will be broken down into individuals or groups to explain the number.

610 This first three-digit group indicates the DOD group code (DOD--
Department of Defense). 1In this case, "610" indicates Automotive,
General. The code contains the Occupational Area (6), the Occupa-
tional Group (61), and the Occupational Sub-group (610).

o
L
(]

This group indicates the Military Occupational Specialty (MOS)
of the Army. The "63G" stands for Fuel and Electrical Systems
Repair and "63" represents the Career Management Field.

This stands for the level of instruction. In this case, the "20"
means that it is a basic course.

Pt
]

“m-——For-additional—-information;—please—refer—tor—————— . e e

.5. Army Formal Schools Catalog. Department of the Army Pamphlet,
No. 351-4. Washington, D.C.: Department of the Army, March 1, 1975.

Army Occupational Handbook. Washington, D.C.: Department of the Army,
October 1974.
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COAST GUARD NUMBERING SYSTEM

The Coast Guard courses are not numbered. However, because all other military
branches use a numbering system, one was adopted for the Coast Guard. Aan example
is given below:

CG 602 Aviation Electronics Technician, Class A

This number has been assigned by using the Department of Defense Occupational
Conversion Table, Enlisted. "CG" stands for the Coast Guard and "602" stands
for the Occupational Area, Group, and Sub-group as defined by the Department
of Defense.

This numbering system enables the Coast Guard materials to be cataloged in the
same way as the other military branches.

For additional information, please refer to:

Personnel Manual. Washington, D.C.: United States Coast Guard, Department
of Transportation. Appendix 3=1, 3-2, and 3-3.

O
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MARINE CORPS NUMBERING SYSTEM

The Marine Corps has two types of numbering systems. First, the Marine Corps

has cataloged all courses to comply with the Department of Defense (DOD) number-
ing system which gives an Occupational Area, Group, and Sub=group. Secend, the
Marine Corps also has a numbering system which indicates the Military Occupational
Specialty (MOS) for each course. In order to have more conformity in the num-
bering system, the DOD numhering system is being used for each course. For
example:

MC 030 Engineer QOperations Chief Course

"MC" stands for Marine Corps and in this way is separated from the Coasi Guard
numbering system by the lettered prefix.

For additional information, please refer to:

Marine Corps Formal Schools Catalog. Washington, D.C.: Headquarters,
United States Marine Corps, Department of the Navy, April 17, 1974.

65
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NAVY NUMBERING SYSTEM

A typical Navy course number is:
A-700-0011 Introduction to Welding

This code will be broken down into individual letters and numbers or groups
to explain the number code,

=3

i}

A This letter indicates the Command that developed the course.
In this case, the course was developed by the Technical Training
Command.

700 This three-digit code represents the DOD skill designator code.
The code is made up of the Occupational Area (7), the Occupa-
tional Group (70), and the Occupational Sub-group (700).

0011 This four-digit code represents the Navy's control system. It
has no relation to specialty or occupational area.

Cataloy of Navy Training Courses (CANTRAC). Pensacola, Florida: Naval
Education and Training Command, Department of the Navy, 1974-1975,
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PUBLICATIONS UNIT
 TELEPHONE MEMO

A, - - - - .
N Date ' i  Person Contacted -
Calt in []
Call out (L) — — — -
- B Time Phone Number
B. Order Piaced 0 How learned about CVE Products:
Order Cancellgd ) Promotional Material 0 -
. — e . - o Reference Number
Order Traced (] Exhibit or Display . B Eérmfe ,umby
| - , T y Locati —
Piice Quoted M CVE Staff Member (]  mocanon
. . T Person's Name
Product Discussed [ Other (Specify) oa__ Er:ini ameri
C. Quantity Series No, Title Unit Price
D. e o e _ o
Purchase Order No. Authorizing Unit Terins
T EL O BILLING ADDRESS T - T SHIPPING ADDRESS =~ oo T o
Name - _ ) _ Nﬂmér 7 — e . —
Agency o o Agericy'_i - _ — o
Strept - - B Streeirw_w e _ :
f:llv: L . __ _ City ) _
Stan _ o Zip State___ e _Zip
F. HANDLING INSTRUCTIONS
Routine Order o Special Delivery 0 Insure Value _ _
Rush Qrder 0 United Parcel Serv. d Return Receipt ]
[ate Materials Required _ Air Freight I}
G. REMARKS
oc
03
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APPENDIX D -

Example of Invoice

1
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INVOICE

DATE:

SHIPPED
B TO

] - N

DATE SHIPPED ) TERMS SHIPPED VIA ’ YOUR ORDER NO.
Cash upon Receipt of Invoice 4th Class Book Rate

UNIT TOTAL
QUANTITY DESCRIFTION cosT cosT

NO DISCOUNTS ALLOWED

Make checks payable to: Amount Due o
Please mail remittance and a copy of this invoice ta:

7 O Amount Received

. ] Balance Due
Qf ]  CUSTOMER COPY

Aruitoxt provided by Eic:
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MILITARY CURRICULUM MATERIALS
UTILTZATION IN VOCATIONAL EDUCATION

Start and Focus.

[ : Military Curriculum materials
utiliz. cion in Vocational Education.

Title:

This project is supported by the
Curriculum Development Branch, Division
of Research and Demonstration, K Bureau of
Occupational and Adult Education of the
U.8. Office of Education.

Drawing of a Jet Airliner, Industrial
Laser, Nuclear power plant and Freeze-
Dried food products.

Drawing of Military personnel; Auto
mechanic, Aircraft mechanie, Food service
and Electronic repair.

Drawing of civilian applications of slide
5
3,

‘Photograph of military curriculum
materials.

Title:
Task Analysis

Split screen drawing of military and
civilian personnel around table discuss-
Ing curriculum materials displayed on the
table; close up of curriculum material,
example-auto mechanics. !

72

ERIC

Aruitoxt provided by Eic:

~ trained workers./

AUDIO

(Start Tape)

advances in our society., Research by or

for the military has contributed much to
commercial jet aviation and laser technology.
From Nuclear Energy to freeze-dried conven-
ience foods, our defense establishment is an
important contributor to our technological
advancement. /

One military resource which is increasing:
in importance in the civilian sector is the
military's highly developed technical train-
ing programs and curridulum materials./ :

These military materials have the respect
of both civilian educators-who use the pro-
grams when they are available-and employers-
who are willing to hire qualified military

These situations have evolved along with
improvement in the quality of the military's :
vocational and technical education mater- '
ials./

Military curricula are curreht, well-
referenced and fully tested, and are system~
atically updated and evaluated./

A comprehensive system to make military
educational resources available to fill the
current needs of eivilain vocational educa-
tion programs would greatly extend the
value of these resocurces./



MILITARY CURRICULUM MATERIALS
UTTLTZATION IN VOCATIONAL EDUCATION

Title:

Aerospace Education Foundation, Northwest
Educational Lab, Virginia Polytechnic
Institute, Utah State Department of
Education.

Split screen drawing of military
electronics technician at work, and a
civilian electronics technician at work.

Drawing of a civilian laser technician.
at work.

A graphic drawing symbolizing a lack of
a system,

Photograph of the cover of the final
report

Title:
‘I -Analysis of information systems— "
2 School Survey

3. Need Survey

4. Curriculum Materials Cellectioen

5. System Design

Highlighted

Title:
AIM/ARM
ALK
ol 8

NI

RGU
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AUDIO

Recent projects sponsored by the U.S.
Office of Education have demonstrated the
quality of military educational curricula
and the potential for satisfying civilian
educational needs./ '

Field tests have supported the practical-
ity of adapting selected military courses
to civilian educational programs./

Areas of great potential are new and
emerging occupational fields where civilian
educational programs have not been devel-
oped./

However, the problem remains that a system
does not exist through which the nation's
civilian vocational and technical educators
have easy access to military-deve. ped
curriculum materials./

The Center for Vocational Education, at
the Ohie~State University, under a contract
with the U.S5. Office of Education, proposed
a system design which would provide military

and technical educators./

This project included an analysis of
existing educational information systems
to determine whether any could be-adapted in
part or in total./

[ —

Of the thirteen systems reviewed, five
were used primarily by vocational and tech-
nical institutions and at least three of
the five have disseminated military curric-
ulum materials./




17.

18.

19.

20.

E

MILTITARY CURRTCULIM MATERIALS

UTILIZATION IN VOCATTONAL

EDUCATION

SLIDE

Graphic drawing symbolizing lack of an
overall system.

Graphic drawing of a system bringing all
the pieces together,.

Repeat slide #15 with #2 highlighted.

Drawing of a person in the military and
the same person as a civilian teaching
and a drawing of a vocational school.

A Tri screen drawing of:

Army, Navy and Air Force manuals, civilian

woman looking at a book with a puzzled

look, military person handing aviation
—eurriculum materials to a civilian.

Split screen drawing of:

A scale with printed materials out
weighing A/V materials and a person sit-
ting at a table looking at materials in
a lihrary.

O
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AUDLO

Although the dissemination of military
curriculum materials was not the primary
function of any of the systems reviewed,
aspects of several of them can be incorpor-
ated .into the design of the proposed system./

A working arrangement with these existing
informational systems may be of benefit
to both the existing systems and the compre-
hensive system being proposed. A centralized
system of this kind would increase the
overall effectiveness of these existing
systems./

Also, as a part of this contract a school
survey was conducted, involving 175 educators
who were using military-developed curriculum
materials in 88 secondary and post-secondary,
public and private schools./

naires and site interviews. The survey
participants generally had milirary experi-
ence, used material in trade and industrial
occupational areas and were from post-
secondary institutions./

Most of them selected and acquired
materials developed primarily by the Air
Force, Army and Navy; directly from the
military service; and on the basis of low
cost ‘and inability "to securé similar mater—
ials from other agencies. Their greatest
problem in obtaining the material was
inability to identify the source./

They used printed material more than ‘
audiovisual or hardware and used the material
primarily as a supplement or reference. The '
major requirements for a system were, that
it provide a full description of the
materials, supply portions of a course, and
fill orders rapidly./




MILITARY CURRICULUM MATERIALS
UTILTZATION IN VOCATIONAL EDUCATION

23.

24,

25.

26,

27.

29,

- 30.

O
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Drawing of a crowd of peoc_ le.

Repeat slide #15 with #3 highlighted.

An Engine Mechanic,
Building Trades,
Health,

Electronics

Muti-screen drawing of:

Multi-screen drawing of:
Food Services

Machinist

Clerical

Heating and Air Conditioning
Drafting

1) Aviation 2) Barbering and Cosmetology
3) Communication 4) Curriculum Develop-
ment  5) Instructional Training 6) Man-
agement and Supervision 7) Marketing,
Distribution 8) Meteorclogy, Navigation
9) QOffice Machine Repair 10) Personnel

Repeat slide #15 with #4 highlighted.

Photograph of this collection of courses.

Graphic drawing illustrating the matching
of military titles with civilian priority
areas.

75

AUDIO

The most important factor in cons ng
the need for an inclusive information system
is the multitude of needs of the thousands

ider

L]
=

[

. ,of its potential users./

To..determine the current priorities for
curriculum materials a survey was taken-of
two groups: State curriculum coordinators
and deans of instruction of post-secondary
institutions./

According to these educators, the areas
of greatest need for additional curriculum
include:

service,/

machine shop, heating and air conditioning,
drafting, and clerical occupations./

All of these fields as well as a great
number of lower prioritv courses ave those
in which .the military has developed compre-

hensive vocational curriculum for training
personnel./

To gain first-~hand knowledge of the
materials available form the military, and
to determine the degree of access to them,

approximately 100 military resident courses
and 350 correspondence courses were col-
lected./

The first step in this process was to
match titles of military materials with the
titles of priority areas established by
civilian educators./




31.

33.

34,

35.

37.

38.

O

MILTTARY CURRICULUM MATERIALS
UTILTZATION IN VOCATIONAL EDUCATION

SLIDE

S5plit screen drawing of a army tank and
a military person at a drafting table.

Split screen drawing of a military person

typing and a military machine shop.

Repeat slide #15 with #5 highlighted

Photograph of staff at inscitﬁtian.

Craphic-drawing, of the parts of the
proposed system.

Split screen drawing of a civilian receiv=y

ing a package of military material and a
telegram with, announcement military
materials, printed on it.

Split screen drawing of materials in
a library and a person selecting materials
from library.

ERIC
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AUDTO

Following this match, criteria by which
materials were to be collected were estab-
lished. Appropriate plans of instruction,
student and instructor guides and other
course materials were requested and obtained
from the military service, either by letter
or by visits to military training bases./

Factors considered in choosing materials
included applicability to civilian education,
the degree to which it was not reliant on
specific military equipment/

and procedures, and the degfee to which it
was not reliant on cnmmer21ally prepared
materials,/

During the project, The Center for
Vocational Education has developed a compre-
hensive design for a centralized system to
make military curriculum materials available
to civilian vocational and technical educa-
tors. This proposed system is the result of .
a detailed analysis of existing information
systems, the school survey, the extensive
materials collection./

visits to both civilian and military
educational institutions, and the experience.
of the project's staff./

‘The ‘proposed systen inéorporates a
number of chafacteristics as lntegfal parts
of its design.
ized to provide eduaatars full access to
military curriculum materials./

It shauld have the capatity to pravide

ava;lablllty./

The curriculum materials should be
available individually, although educators
should be muie aware of the entire scope
of materials on a requested subject.




MILITARY CURRICULUM MATERIALS
HTTLIZATTION IN VOCATTONAL EDUCATTON

SLIDE
39. Split screen drawing of postman delivering

- new military materials and a person at a

40.

43,

44 .

45.

46,

O

table revising materials.

Tri-Screen drawing of a person receiving
a packet or letter and tow people on the
telephone and two people talking face to
face,

Repeat Slide #36

Graphic drawing of

Title: Ident-

ify, acquire,

Acquisition and sele
select,

ion,

Photograph of materials arranged on a
table.

Drawing of materials on a table with an

evaluation sheet vigible.

Pr;pufatlgn and referencing, Index
package materials, prepare

Title:
materials,
catalogs.
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AUDIO
The system should be self- renewing,
with continual updating with new and rev1sez
material./

It should obtain feedback from its users,
primarily vocational and technical teachers,
to determine their degree of satisfaction
with the materials obtained and their addi-
tional needs. And it should include input
from business and industrial employers on
emerging occupations./

Finally, the system should take advantage
of the reproduction and dissemination
capabilities of other information ‘systems
so that they are complementary./

To fulfill these oujectives, a system
of four interrelated components is being
prapéged Thése camponénts are:
tlon and refarénglng§ dupllcatlan and
distribution, and user services./

The purpose of the acquisition and
selection component is to identify, acquire,
and select military curriculum materials./

This process includes identification of
military courses, .acquisition of specific
course materials and selection of materials
applizable to civilian vocational and

Operational procedures will be recom—
mended for the transfer of military curricu=
lum materials from the military branches
to the system so that all appropriate new
and revised course material is available
for selection. Course material will be
evaluated according to its adaptability
to civilian education and according to the
priorities for needed civilian materials./

The second major component of the proposed
system is materials preparation and refer-
encing. Its purpose is to classify and
index acquired materials and prepare them
for use by civilian voecational and technical
educators.,
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A ordering form,

A calendar on a wall with
period highlighted,

A scale with military and commerical
balancing,

A postman delivering a package with
military materials on it.

a two week

52. CGraphic drawing illustrating the system
and other information systems.
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47. Drawing of several military material
catalogs. L

48. Title: Duplication and distribution,
process orders, keep records, maintain
inventory.

49. Drawing of films. filmstrips, audio tapes,
slides, transparencies and booklets.

50. Repeat Slide #40

51. Multi-screen drawing of,
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Because this component primarily deals
with analysis of collected materials, it
will be responsible for preparing catalog
entries describing available materials.
Other informational systems will be asked
to cooperate in announcing available cur-
riculum materials,/

The duplication and distribution componen!
will maintain the collection of all curricu-
lum materials available through the system.
It will receive orders, reproduce the
material, prepare billings, distribute the
requested curriculum materials, and maintain
bookkeeping.records./

Both printed and audlav1sual materials
will be reproduced and distributed./

Because this component is most directly
providing the service requested by educators,
it must be particularly geared for providing -
efficient interaction with vocational and
technical educators./

Factors to be considered include the
ease and simplicity of ordering procedures.
The speed and efficiency of filling orders,
the cost of materials, and the reliablility
of delivery systems. Orders for material
should be received either by mail or toll

~-free telephone on simple-requisition-forms -

Appraximately nineLy percent Df all crders
at a cost CDmpEElthe with that charged fgr
commercial materials/.

To avoid duplication of.effort and to take
advantage of existing information systems,
the duplication and distribution component
will make referrals to the Aerospace Educa-
tion Foundation, the U.S. Naval Institute,
the National Audiovisual Center, and the
Superintendent of Documents regarding
materials available from these agencies./
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53. Title: User Services The final major component of the
Negotiate orders, technical assistance, proposed :system is iuser services. This
Promotion, assess user needs, component provides for the overall inter- -

action of the system with teachers and
various facilitating groups such as curricu-
lum specialists and state curriculum
coordinators./

54. Graphic drawing of the system and Linkages in every state with State
linkages. Departments of Education, Curriculum Coor-

dination Centers, Research Coordinating Units
and professional associations will facilitate
communication with the education community,/"

55. Drawing of a stack of letters on a table, This communication process includes an
two opened and visible with complaint on ongoing evaluation of the system through
one and satisfaction on the other. solicitation of feedback from its users.

Feedback channels include user. surveys and
. unsolicited user comments./

56. Drawing of a civilian walking into a During the first several years of the ]
school with military curriculum materials system operation the military curriculum
under his or her arm. materials will be field tested with civilian

vocational and technical educators to deter-
mine the level of materials acceptability./

57. Split screen drawing of a civilian on the An "Informational Search' section of the
telephone at a table with a military component will attempt to acquire for users
formal school catalog visible and a those programs not included in cataloged
civilian at the front of a room of people material. The user services component could
pointing to a blackbnard with System _ also provide technical assistance in the I

T printed on it. ” - form of consultation and workshops on

utilizing the system and military curriculum
materials./

58. Drawing of a graph illustrating time and Implementation of this system should be
level of implementation. gradual and systematic./

59. Drawing of people around a table of The amount of time required for
materials discussing the materials, implementation is dependent upon the neces-

sity to provide extensive awareness activi-
ties to acquaint civilian vocational and
technical educators with the system and/
79
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60. Title: .‘Basic Text, reference and the need for additional studies of how
supplement. educatars will use availablé informstlan

are teached,/

6l. Title: Priorities, printed nlaterials, Although a graduated implementation
acquire material, test catalog and process will be necessary to take full advan-
simplify acquisition. tage of the potential of the system, printed

curriculum material will be available to
educators within a short time of the incep-
tion of the system. Other activities which
will be initiated during the first year
include acquiring materials, making printed
material available, developing and testing
of a prototype catalog and procedures to
have military materials made available to
the system. ‘
62. CGraphic drawing of the system and other Several curriculum materials delivery
delivery systems. systems will be field tested at the same
time as acquaintance and familiarization
activities are taking place. These tests
and the reaction to the materials dlstrlbuted
will be used to evaluate the effectiveness’
of the delivery approaches. Modifications
will be made as necessary.

63. Repeat Slide 57 ; Also during this time a monitoring and
screening procedure will be developed and
implemented for new and revised curriculum _
materials. . Workshops and consultant services-
will be made available to vocational and
technical educators in assisting them to

use the system and military curriculum
materials,

64. Drawing of a collection of audiovisual ' Audiovisual educational materials will

material and equipment. be made available based upon the results of
the field test. Because of the costs in-
volved in reproducing these media, the
results of feedback to the system and pilot
programs will determine methods to be used
for their distribution./
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65.

66.

67.

69.

SLIDE,

Graphic drawing illustrating staff and
years needed for implementation.

Repeat Slide #42.

Repeat Slide #42 with a section lifted out
of each component.

Split screen drawing of slide #64 and
slide #57 with "Reduce" supered over in
Red.

Title: User Needs, corresponding course
objectives, modification of materials.

70,

Drawing of a military person handing
curriculum materials to a ecivilian,
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A mi m of five years should be allowed
for fu implementation. A staff of seven
to eight persons will be adequate for imple-
mentation and operation of the system./

In considering the required funding for
implementation of the system it should be
noted that all four major components of the
system design are interrelated. Acquisition
and selection, materials preparation and
referencing, duplication and distribution,
and .user services are all necessary to
delivering the curriculum materials to
civilian educators./

For this reason any reduction in financial
resources should be reflected by reductions
in the level of effort by all four of the
components./

The first activities to be eliminated or
reduced would be the distribution of audio-
visual materials becaus »f their expense
to reproduce. This sh. _d be balanced
against their effective .zss and wide-spread
usage as educational tools. A second area
of cutback could be in user workshops./

Considered increases in the level of
funding beyond that proposed could be

objectives correspond with civilian course
objectives, or more extensive modification

or adaptation of military curriculum material;
for civilian use./

The implementation of this system would
make available to the vocatiomal and techni-
cal education community thousands of hours
of curriculum which can be readily adopted
or adapted to civilian use. Military
curriculum materials have been developed _
under rigorous standards, are often criterion.
referenced and self-paced, use much of the
latest educational technology, and are -
constantly updated. The civilian community
can and should take advantage of this out-
standing resource./
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71. Repeat Slide {42 Implementation of the system is an
essential next step in accomplishing this
goal./

72. THE END MUSIC UP.

MUSIC out
(STOP TAPE)




