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This package contains a description of the Evaluation for the
Special Project "A Continuing Education for Special Education
Administrators." Included is an Introduction, a description of
the Evaluation Design and Evaluation Sequence, the evaluation
instruments and descriptions of tﬁe intended ané}yses and
displays of data collected with those inétrumehts. A list of
performancé‘objectives for the areas of Fiscal Management,

Program Development, and Personnel Management is also included
as Appendix B to assist the reader in assessing the congruency of

objectives and instruments where appropriate.
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I. Introduction

1. Program Definition and Intents
The Special Project entitled "A Continuing Education for
Special Education Administrators," was developed in response to
the need for further training of special education administrators
in the field. This identified need is based on three observa-
tions (Prazich, 1971; Spriggs, 1951):
(1) The sharp acceleration in growth of special edugation
, ’
programs in recent years in Minnesota and thus the
greater number of administratcrs of speciél educatien
required.
(2) Administration roles in special education are new
roles and the cohpetencies needed for these roles have
not been specified: No certificate for a "director .of
special education™ existsT Also, current special
education difectors are likely to be new people in thesé
new roles: 64% have held their present position for
less than two'years prior to 1971-72; over half the
districts have had a special education administrative
position for less than 3 years, and almost half have
had only one person in the position.
(3) The training of specigl education administrators may
not correspond to the roles they actually have assumed.

Spriggs' study of the role of a special education



director showed that 86% of respondents had "18 or
more"” credits in special education curriculum and other
technical areas. Seventy-nine percent had nine or fewer
credits in administration or supervision of special
édubation; over half had nine credits or less in school
administration. The new_director rmay also not have
developed these competenéies because his previc.as
position - e.g. MR teacher, speech thergpist, etc. -
did not require tliem. His selection for a leadership
'pdéition may have been the resul£ of his success as
a teacher. However, his duties in his new éosition
‘became administrative ones.

There is also other informal evidence that current special
education directors are in need of furthér-training. One notes
the numerous and repeated request diregtors make for consultative
assistance - from State pepartment of Education, central office
personnel, SERC's, or independent perscns. Needs are also

- apparent in the types of questions they ask--questions regarding
program evaluation, finance, personnel, decision making, commun-
ications skills (including letter writing), law, and organizational
structure.

The general purpose of this program is oo T

"to improve management of special education programs by

providing training opportunities to persons %n leader-




ship positions in those programs, and to do so by means
of a model applicable to continuing education for other

types of positions."l

The responsibilities and geographic location of special education
directors in Minnesota; make it difficult for them to participate
in the current advanced training program on the University of
Minnesota campus. The basis of this continuing education model
is a series of short courses, each of which is designed té
teach specific sk;lls or cumpetencies ngeded by -current special
education administrators. The project co-directors state that
"this approach would have the advantages of easier access‘to
training, be£ter identification of competenciés needed, flexibility
td meet changing needs of administrators, and replicability."

In summary the project goals are as follows:

(1) Yo determine the present edurational needs of directors
of special education in Minnesota.

(2) To increase. the administrative competencies of leader-
ship personnel in special education by means of an

alternative training program.

(3) To disseminate the findings of this project to other
universities and state departments of education.

This project is currently in the first month of its second
year of operation. The project is supported by a three year
grant from the Bureau of Education for the Handicapped, United

States Office of Education and the University of Minnesota,

1. Project Proposal



College of Education, Department of Special Education and
Division of Educational Administration. While no formal evaluation
was conducted dufing year one of the project, a brief descrip-
tion of first year project activities will provide continuity
for the current evaluation.

2. Year One Activities

The primary activity during the fir;t year of the project
was the definition of the coﬁpetency areas of special education

, ,

administrators. This needs assessment indicated that a number
of specific competencies were perceived és important for special
education directors. The three areas selected as having highest
priority for project focus for the first year were: (1) Fiscal
vanagement, (2) Pe£sonnel Managemént and (3) Program Development.
These areas were selécted on the basis of the following documents:
(1) A 1972 and a 1973 survey of special education directors: (2)
"special Education Cooperatives and Reéional Projects," George'
D. Prazich, 1971; (3) "AvTaxonomy of Problems Identified by
Minnesota Administrators of Special Education as Defined Through
Latent Partition Analysis," Arthur E. Byleau, 1973.

Following the identification of the three target areas, three
additional needs assessment strategies were impiemented:

1. Goal Analysis

The Goal Analysis methodology discussed by Mager

was adopted for the project and consisted of the organization




of three separate panels of experts. Each panel was
assigned the task of setting essential performances or
specification of behaviors for minimum competency within
one of the three domains of Fiscal Management, Personnel A
Management, or Program Development._

2. Job Analysis

A formal job anal&sis of the position of the director
of special education was conducted. The procedures and
’
methodology used are those developed by the Industrial
Reiations Center at the Universitf of Minnes&ta. This
job analysis provides empiri;:ally derived data on the

significant competencies needed for the position of

director of.special education in Minnesota.

3. Anthropological Field Study

An anthropolégical field study of the posifion of.
special education director began April, 1974, and is
scheduled to end May, 1974. This study will describe the
critical competeﬂcies or attributes which make a person
competent as a director of special education in Minnesota.

The study will encompass the observation of a complete

year‘s cycle for the position of special educatidn director.

fhis study will provide additional data to further refine
and cross validate results of the Goal Analysis and Job

Analysis.



The compet.encies that are surfaced by these three techniques are
not seunn as fixed, but rather as points of reference for immzdiate
pianning and program implementation.

#
1. Evaluation Design

The evaluation of this Special Project is conceptualized as
consisting of two major categories: Prccess Evaluation and Outccme
’ Evaluation. The following narrative describing tnése two evaluation
activities includes a diécussion of the concerns in éanh cetegory,
who the primary nudience is for each concern, who the n£imary data
source is for each concern, and the data collection instrnment

for each concern. An outline entitled, General Evalua*’-n Design

is included at the end of this section.
1. Process Evaluation
The Process Evaluation of this project is concerned with'
monitoring and improving two general%afeas of activity:
(1) Activities related to the implenentation and completion
of stated project plans, events, and objectives according to schedule.
(2) Activities related to the @anagement of events, personnel,
nesources and communication.
Nineteen Process-Management Objectives were developed by
this evaluator in conjunction with the project co-directors.
Also, devised was a Ghant Chart which specifies implementation

and completion dates for the nineteen objectives. Tne objectives

and time-line were deveioped to snsure on-schedule initiation

Jramt
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and completion of project activities and to maintain focus on
important management tasks. The responsibility and time frame
specifications for each of the objeétives will also assist in
evaluating the performance of the project staff. A discussion
of each of these objectives will be included in tne final
" evaluation report. In some cases, specific documentation for
meeting objectives will be available; for example, the in-staff
review prbcedufe'ﬁill result in éata which indi?ates the per-
centage of reviewed and returned producfs and proposals by the
staff. For other objectives, samples from the project iirector's
office file will be used to document objective comple¢tior. The -
Process-Management Objectives and Ghant Chart are included
following the evaluation design outline which is at the end of
this section. ' a A ol
The participants (special gducatidn directors) will serve
as a source of non-staff érocess data. The Simulat.on Participant
Evaluation Form, Judgment Questionnaire, Partiéipant Consultation
Questionnaire, and Simulation Participant Interview are completed
by the participants and each will result in ir."ormation concern-
ing mancyement and organization of a particular phase of the
progran. (All instruments and descriptiops of thé intended
data analysis are included as Appendix A.) The field consultants
and outside consultants will also provide non-staff.process

Ainformation. The field consultants will complete a monthly

ok
b.n—‘.



questionnaire while the outside consultaqfs will be utilized
in reference to specific Process-Management Objectives which
refer to product development and review.

The primary audience for the process evaluation.is the.project
staff. The collection of process‘data is conceivé; 6; as a
continuous and on-yoing feedback pracedqure. Thus, the data
gathered can be utilized by the staff %o upg:ade the program by
" implementing suggested changes and monitoring the effech (from
several data sources) of those changes. Second;;y, yvet important,
audiences of the Process Eveluation inciude the funding source
(BEH) , the Minnesota State Department of Education, and eéucational ’
professionals interested in competency-based and field-based
education programs.

2. Outcome Evaluaticn

The second major area of the evaluation design concerns
program outcomes. This includes: (1) assessment of the effects
of the training program on participant performance;_(Z) assess-
ment of the products developed for the training program; and (3)
judgments about the over-all outcomes of the program.

The participants, simulation panel, and the coﬁrse authors

. “dn
will serve as data sources for assessing the effects of the
training program on participant performance. The participants
will complete the Criterion-References Test, the Participant Self-

Rating Questionnaire, the Simulation Exerciese (assessed by a

panle of erperts), and the Unit Exercises (which cover the

12
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course materials and are assessed by the course authors). The
competencies identified in the goal and job analyses and the
resulting performance objectives in the areas of Fiscal Management)
Program Development, and Personnel Management, serve as the focal
point for_evalﬁating the effects of the program on participant
performance. The Criterion-Referenced Test, Pa?ticipant Self-Rating
Questionnaire, and Simulatibn Exercises were developed in closg
reference to the performance objectives. Ideally, on—s%te
observations of participant performancevin rela;ion to the ob-
jectives would be performed, aﬁ'minimum, on a pre.and post basis.
This behavioral assessment would Also be in concurrence with the
present trends toward competency based certification invthe.fiéld
of education. While such an evaluation system was investigated
thoroughly, it was decided, on the basis of cost, that such a
procedure would not be.adopted.

Produce evaluation data sources include the participants,
field consultants, and outside consultants. The participants
complete Unit Lesson Evaluation Forms following completion of
each competency section in the course materials. The field con-
sultants respond monthly to the Field Consultant Questionnaire.
This instirument is completed following the monthly field consul-
tant-ﬁa;ticipant consultation. Outside consultants provide
evaluative feedback concerning certain program products (course

materials, performance objectives). Outside consultants have
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been utilized freéuently in the development and review of program
products and procedures.

The partiéipants also provide information concerning over-all
judgment of the program by completing the Judgment Questionnaire.
This instrumeht will be administered three times during the par-
ticipant's involvement in the training program.

The primary audience of the perform;nce data will be the
special education directors participating in the'training program.
The results of the Criterion-Referenced Test ané the Simulation
Exercise. will be emplo&ed in determining'entry level performance
on the objectives and individually assigning instruction. Par-
ticipants will work on objectives they did not demonstrate
mastery of on the Criterion-Referenced Test and Siﬁulation Exercises.
The Criterion—Referehced Test will also be utilized in determin-
ing whether the participant has attained competency on those ob-
jectives he has been working on.

While the participanfs will utilize the performance data as
an instruétional aid, several additional audiences will use this
data in a more "evaluative" fashion. These audiences include the
project staff, Bureau of Education, Minnesota State Department
of Education and professional educators interesfed in competency-

based education.
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General Evaluation Design

I. Progrﬁm Process Evaluation
A. Data sources
1. Project staff
a. Related to particular Process-Management Objectives which
refer to the monitoring of procedures and deadlines
b. In-Hourse Review data
2. Participants |
a. Simulatisn Participant Evaluation‘form
b. Simulation Iqterviews
C. Judgemenﬁ.Q;estionnaire
" d. Participant Consultation Questionnaire
3. Field Consultants
a. Field Consultant Questionnaire
~ 4. Outside Consultants
4. Related to particular Process-Management 0bjectivg§

which refer to materials development and review

II. Program Outcome Evaluation
A. Performance Data Sources (Knowledge and Application)
1. Participants
5. Criterion-Refererced Test
. b. Participont Self-Rating Questionnaire
2. Simulation Panel

a. Assessment of participants' performance on Simulation

3. Course Authors : ETN

&, Assesstent of participants' performance on Unit Exercises

i
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Product evaluation data sources
1. Participants
a. Unit Lesson Evaluation Form
2. Field Consultants
a. Field Consultant Questionnaire
3. Outside Consultants
a. Feedback from experﬁs in tﬁe field inclu@?ng Educational
Administration faCulty an4% the Minnesota Administrators_
of Special Edﬁcation Advisory Committee
Judgement Data Source (OVe;-all assessmené)

1. Participants

" a. Judgement Questionnaire

I
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Procesns-Monegeoment Objectivas

The following process-management objectives were developed to facilitate
the assessment cf project activities including praduct developmant, product
.implementation, staflf funétioning, coxmunications, ctc.. An Event-Tinme

" chart for thesz obijectives i§ attzchrd. This chzrt specifices the time

frame for aciivation of these okjectives.

(1) Specific job descriptions for each positien cusociated with the Spacial

Education LSministration Training Project (3EATP) in wriiten foxm will

-

be developw~i and filed with the Project Direstors; and, appropriate

. _ P

"staff to £ill those pesitions including a project coordinator, sccre-
tary, evaluator, concultanuts, research ascistants, editor, and others

when neccsnary vwill ke hired. This is an ongeing activity.

- (2) The Preject Directors will hold weekly meetings for digcussion and
feedback purposes with the SEATP staff. Written records of thesze
meetings will be kept and filed with the Project Directors. This is

an ongoing activity. » .

(3) The Project Directors. will arrange for and provide adchate operating
facilitics (i.e., space) and resources (i.e., instructionz:l and
roference naterials) for the project steff. This is an ongoing activity.

(4) The Project Directers will comply with all University, State and
Federal roqulations conceraning funding of the project. Any diffi-
culties in cemplicnee with these regulations will bc'ré;ortcd to the
appropriatc agency and a written record will bc kept on file in the

Project Dircctor's office. This is an ongoing activity.

Lmae.
.
.

Q -

ERIC

Aruitoxt provided by Eic:
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ERIC

Aruitoxt provided by Eic:

(3

(6)

)

(8)

(9)

(10}

15

& report cf Project ectivities f£ox the previous yeor anl a continuaticn
request will be filed by Gctcher 15 of each year with the Froject
Officer at Liil, Spaciusl Frojects Branch. Thiz will be doas by the

Project Dirnctorc and a record of the filing will be maintained.

The Project Diractors will. file any interim reports requested by the
Project Officer at EEH and regular communications with the Project

Officer

[s)

L BT concerning the ongoing activities of the SEATP will bhe
rrintained. 2 record of aay sush reports and coxmunications will be

kest in the Troject Dirccters' office file.. This is an ongoing

acieivity. ' i g

Tha Project Directors will develop a preliminary working paper present-
ing & general cystems model for the competency-basced training model.

L copy of this paper will be en file in the Project Directors' office.

y3;

his paper will be distributed kefore September 1, 1974.

Tho Project Directeirs will develop and submit to BEH a report thorouchly
deceribing the training model and documenting its application. This .
report will ke on file in the Project Directors' Office. This report

will be submitted by Septerber 1, 1974,

The Froject Directors and Project Coordinator will develop and imple-
ment a fivcal and perconnel monitoring system. This system will be

imnlemented by Scptarber 1, 1974,
% 4 Py

Thie Froject Dircctors will dissemirate information conceriing SEATP
at appropricte regionzal and naticral conferences. A record of such
mertings will b kzpt and filcd in the Project Directogs' olfice.

Thin ic an ongoing activity.
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Aruitoxt provided by Eic:

- (11)

(12)

(131

(14}

15

(lGi
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The Project Di.uctors in conjuncthicn with thn Project staff will develep
a time-line indicating ccmpletion dotes for all project products and

activities including objectives, moterials development, instruction, and

testing dates, printing, ets. This will be developed by June 1, 1974.

i

The Proiect Dircectors will develop and irplement a proccdure for the
review and critiguing of SHATP preducts by experts in the fiuld. Materials

-

to ba reviewvcd inzludc couvrse malerials, psrticipant assescment proczdures,

the simulation, ard the instructiconal objcctivec. Feedback {rom the

reviewcrs will be kept on file by the Project Directors. This is an

/
ongoing activity.
The Project Directors will identify rerticipant qualifications and
develop a proccdure for selecting participants. Participants will be

sclected by Octebar 15, 1¢74.,

The Project Dirvectors will identify additional consultants {course

naterial, authors, field consultants, etc.) and kcep a recoxd of all

contributors to the SEATF. This is an ongoing activity. -

Th~ Project Directors will develop and implement procedures for publi-b
cizing the SEATP. A record of all publicity activities will be main-

tainsQ and kept by the Project Directors. This is an ongoing activity.

"he Preject Divectors will provide within two (2) wecks following any’
testing or tuaiuning cupusrieonse, fecireck to the participants concerning
thaix performauce. The Project Diractoxs vwill wmointain files of

participants' performance. This is an ongoing activity.

The Projcct Lvaluaticn will institute a procedure for acquiring staff
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fecdback conceriuing instructional and asscssment [Lrocciures and producte.
&

This procedure will be implemented by Auqust 1, 1974.

(1e) The Proiect Directers will conduct a preliminary investigation of the
tranzfer capabiliticg of the Special Education ministration Training
Model to other non-educational fields and non~-adwinistrative positions.

Peccrd:rn of this investigaiion will be maintained by the Project Directors.

This is an cngning activiity.

(19) The Project Diroctors will dissewminate special education administratioi

-

treining through agplication of the training model to several adijacent
states. A record of such training projects will be kept by the Project

-

Lircctoxs. Training will begin during the spring of 1975.

o Zi)
ERIC

Aruitoxt provided by Eic:
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ITI. Evaluation Sequence

1. Evaluation Activities

A flow chart entitled, Evaluation Sequence follows this

narrative. This chart attempts to graphically display as pre-
cisely and economically as possible, the evaluation events and
their sequence. Included is a legend indicating tﬂe dat; source
and the instrument utilized in collecting the data.

This sequence of evaluation activities is conceptually and
practically in a feiterative process. While tﬁ; pre-program an?x
ongoing evaluation activities remain constant througﬁout the ?éo~
gram, the activities listed in Phases I, Ii &énd III recur a?!
participants progress through the program. :

During Phase I, participants complete the Criterion;Re-
ferenced Test, the Participant Self-Rating Questionnaire, the -
Simulation Exercises, and the Simulation Participant Evaluation
Form. During Phase II, each participant responds to the unit
exercises and unit lesson evaluation forms upon completion of a
particular unit (e.g., Sources of Funds in the Fiscal Management
Area). The participant then again completes the Criterion-Refer-
enced Trst for the particular objeétive he has been working on.
Upon mastery of the cbjective, the participant begins a new ob-
jective. The participants and field consultants also ccmplete

the rield Consultant Questionnaire and the Participént Consul -

tation Questionnaire monthly during Phase II.




20

EVALUATION SLEQUENCE

Legend
»

Data Sources:

a - Participants

b - Field Consultants

¢ - Program Staff

d - Outside Consultants

Areas

I. Fiscal Management

Objectives

1. Sources of Funds
" 2. Budgeting
3. Plan and Manage Funds
4., Record Keeping and Reporting

II. Program Development

Objectives

1. Needs Assessment

2., Child Study System

3, Organization of Design Elerents
4. Evaluation System :

III. Personnel llanagement

Objectives

Staff Relations

Manpower Planning

Recruitment and Selection of Staff
. Staff Development

Evaluation

Vi
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Evaluation Sequence

Pre~Program and Ongoing
c’dl. Process~Management Objectives

A\

Phase I (Entry-level Assessment)

8). Criterion-Referenced Test by Area

7 %2. Participant Self-Rating Questionnaire

a3. Simulation Exercises

34. Simulation Particijant Evaluation Form
(at each simulatior.)

I

Phase II (Instruction)

»

2). Unit Exercises

82. Unit Lesson -
Evaluation Forms \ B). Field Co.sultant
I Questionnaire
Upon completion of unit Monthly a, Participant Consultation
Questionnaire
| 2. Criterion-‘-ReferencedI

Test by Objective

Participant ﬁegins New Area.

1]
Upon Completion of Individual Areas

. \

Phase III (Exit-Level Assessment)

a;. Participant Self-Rating Questionnaire

(following completion of each area: Fiscal, Program, Personnel)
2. Judgement Quescionnaire

(following ccmpletion of each area: Fiscal, Program, Perscnnel)

-~
a

|
Upon Completionlof Ail Areas
v

Phase IV (Final Assessment)

. . a1. Criterion-Referenced Test

| #2. simulation

' -
1 S
RN
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&

i

When the participant finishes all the ocbjectives in an area
(Phase”iII), he responds to the participant Self-Rating Questionnaire
and the Judgment Questionnaire. The participant is then ready to
begin work in a new area. The Final Assessment (PhaselV) con-
sists of the Criterion-Referenced Test and Simulation for all three

areas (Fiscal, Personnel, Program).
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I. Overview

Appendix A includes most of the instruments to be employed in the evalu-
ation of the Special Prcject, "A Continuing Education for Special Education
Administrators." Each instrument is followed b& a brief description of the
intended analysis and display of the data collected with that instrument.
The frequency of administration of each of the instruments is also specified.
Neither the Criterion-?sferenced Tests nor the Simulation Exercise are
appended. R

The Critergon-Referenqed Tests will be tested on a pre-post basis for
significance levels. They will also be correlated with the barticipants'
performance on the Simulation Exercises and with the Participant Self-Rating
. Questionnaire for each adminiétration.' Intra~ and inter-rater reliaoility
indices will be calculated for the Simulation Panel's assessments of partici-
pant pefformance on the Simulation Exercises; The CriterionfReferenced
Tests (in various lenéths and item make-up) will oe administered to each
participant a maximum of 17 times (if the participant does not demonstrate
mastery on any of the pre-tests). '

Any changes (procedural, organizational,.etc.) in thne program which
result from complaints or suggestions by tue participants will be recorded.
A summary description of thése changes and tne motivating variébles will

be included ir the final evaluation report.



II. Experience Questionnaire
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Experience Questionnaire

This questionnaire will be mailed to the Participants with the entry-
* level Criterion-Reference Test and Participant Self-Rating Questionnaire.
It will be collected at the first simulation.

The variables listed will be correlated with various performancg vari-
ables, e.g., the Criterion-Referenced Test, S;mulation, time to complétion
of the program. This will result in information concerning relevant back-
ground experiences of the Pafticipants. This correlational analysis will
not be performed tnis year. Due to sﬁall sample size, the analysis will
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III. Simulation Participant Evaluation Form
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i SIMULATION PARTICIPANT EVALUATION FORM

Date Location
§gction I
Please

Circle your response using the following key:

1. Strongly disagree
2. Disagree

3. Undecided

4, Agree

5. Strongly agree

My expectations about the simulation have
been fulfilled.

This simulation has been wvaluable to me.
This simulation was well organized.

The Criterion Referenced Test was well
organized.

The Criterion Referenced Test accurately
covered the competency areas.

The simulation accurately covered the topic.

Enough time to complete the simulation
activities was alotted.

Encugh time to complete the Criterion
Referenced Test was alotted.

.The presentations of the simulation were

effective.

indicate your level of agreement with the following statements.
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10. What level of achievement do you feel you obtained at the simulation?

1) Superior

2) Above Average

3) Average

4) Below Average

5) Poor

11. Please rate the following as satisfactory (S) or unsatisfactory (US).
(Check the response which best reflects your opinion of each,item.)

If unsatisfactory (US),
please indicate the
,reason(s) following

that item.
1. Meals provigded S uUs
-
2. Your room S ___Us ’ -
3. Serxvice _ s uUs
4. Room temperature S Us
5. Ventilation S Us

12. Continue Question 11

1. Lighting S Us

s ___Us
-5 __Us
s __USs




SECTICN IIIX

1. Give at least one suggestion you have for improving the content (with

reference to measuring performance on objectives) for this simulation.

2. Give at least one suggestion you have for improving (with reference to

measuring performance on the objectives) the simulation presentations.

d4




3. Give at least one suggestion you have for improving the simulation

arganizaticn.

4. Give at least one suggestion for improving (with referxence to measur-

ing perfoz::ﬁance or objectives) the Criterion Referenced Test.




SIMULATICN PARTICIPANT EVALUATION FORM

This questioanaire is a modification of the Workshop Pax-
ticipant Evaluation form used at the workshops during the 1973-74
phase of the project.

The results will be displayed in the following manner:

© ITEM ' 1 2 3 4 5

Cells could be filled either with the number or participants
choosing each response, or the percentage of participants choos-
ing each response.

The data could also be displaved in polygon form for each
item with either frequencies or pexcentages on the ordinate and
responses on the abscissa.

-
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Mean scores for each of items 1-8 would be calculated also.

For items 9 and 10 the nurber of participants selecting each
response category (satisfactory - unsatisfactory) would be
tabulated. 2 brief narrative describing suggestions would be
included. . )

This questionnaire will be administered at each of the
simulations. The final form will include a section asking the
participants to rate specific activities at the simulation. The
format for this section will be £finalized when the agenda for
each simulation 'is developed. -
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Name

Participant Self-Rating Questionnaire

Fiscal Management

Date

Use the following rating scale to indicate what you believe to

be your level of skill on each of the parformances: T

1.
2.
3.
4.
5.

Highly Unskilled
Moderately Unskilled
kverage Skill
Moderately Skilled
Highly Skilled

I. Sources of Funds

1)

1.1,

1.2,

2)

2.1.

2.2.

The ability to identify Federal sources of Special Educatlon

funds.

The ability to state about each Federal source:

{a) The purpose of each fund

(b) The ages and types of students for whom it's intended
{c) The requirements and procedures for fund applicacions
(d) How the funds are to be used

(e) The funding pattern

The ability to correctly complete application forms for each
Federal source of funding.

The ability to identify Minnescta State Department of
Educaticn sources of Special Education funds.

The ability to state akout each state source:

(a): The purpose of each fund

(b) -The ages and tyces of students for whom it's intended
(¢) The requirements and procedures for fund applications
(d) How the funds are to be used

(e) The funding pattern

The ability to correctly complete application forms for
each state scurce of funds.
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3) The ability to identify Minnesota private foundation sources
of Special Education funds.

3.1. The ability to state about each private source:
(a) The purpose of each fund
(b) The ages and types of students for whom it's intended
{¢) The requirements and procedures for fund applications
(d) How the funds are to be used
(e) The funding pattern

————
*

- e——

———

3.2. The ability to correctly complete application forms for
each private source of funds.

. 4) The ability to specify state residency requiremerts or
responsibility for serving resident and nonresicent students
within a district. .

S) The ability to specify legal responsibilities of a school
district for serving handicapped students based upon state
and federal laws, regulations and guidelines for serving the
handicapped.

6) The ability to specify a school district's financial respon-
sibilities and options (includirg interdistrict, single
district, and cooperative) for serving hanficapped students
based upon state and federai laws, regulations, and guidelines.

IZ. Budgeting

1) The ability to plan and prepare a Special Education bndget
(including state aids) based upon a program planning budgeting
system and which co.iforms to the portion of the Minnesota
Uniform Acccunting Manual on budgeting.

2) The ability to identify the appfopriate financial officer with
whom the budget should ke prepared.




E

IIZ. Plan and Manage Funds

1)

1.1.
1l.2.
1.3.
1.4.
1.5.
l.6.

1.7.

1.8.
1.9.
1.10.

1.11.

2)

3)

The ability to explain basic school accounting procedures

prescribed by state and federal law and the Minnesota
Uniform Accounting Manual including:

Major account categories and their limitations.
Cost accounting.

Accounting for s#laries.

Integrating public and private funds.
Accounting for non-resident students.
Authorizing special education expenditures.

Determining budgeted figures, expenditures and funds
remaining in any special education account at any time.

Making legal changes ia accounts.

Making legal transfers of funds.

Proration of state aids and excess cost reimbursement.
Cash flow, borrowing authority and investment.

The ability to explain and demonstrate procedures and

parposes for forecast fiscal needs for special education
given necessary financial data about the program.

The ability %o explain and demonstrate purposes and
procedures of fiscal auditing and how to preépare for a
fiscal audit.

.

IV. Record Keeping and Reporting

1)

The ability to develop and maintain district special
education financial records and reports as required by
regulations.

L ety
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2)

3)

3.1.

3.2.

3. 3.

3.4.

The ability to properly prepare and submit on time the
required state and federal forms requesting financing and
reporting expenditures.

The ability to prepare and present to tbe appropriate

board a report of the district's special education financial
needs that includes:

Documentation of the needs (program and financial).

Statement of district's legal responsibilities as
determined by state and federal law.

Cost analysis and comparison of alternative programs
that will meet needs. 7

Economic value of special education.

N



Participant Self-Rating Questionnaire

This questionnaire will be administered to the participants upon entry
into the training program. It will be re~-administered folléwing coﬁplepiou
of each area (Final, Personnel, Prog;am). At the re-administration partici-
.pants will be given their initial ratings (entry) and asked to re-rate their
entry level fatings. At the re-administration they will also be required to
rate their exit level performances. This procedure will result in three
discrepancy analyses. .

Using the following code: o .

A - Ratings at Entry
B - Re-rating for Entry
C - Ratings at cxit

the three discrepancies will be:

A-3B
A-C
B-C

A - B will indicate the'degree.of change in what participants believed
was their entry level performances on each of the objectives. '

A - C will be a pre-post analysis.

B -'C will also be a pre-post analysis but using the re-rated entry
level scores.

_ Both & (Ratlnvs at Entry) and B (Re-ratings for Entry) w111 be correl-

ated witi the entry Criterion-Referenced Test and with the Simulation E: gtClses

C (Ratings at Exit) will be correlated with the post Criterion-Raferenced

Test.




V. uJnit Lessonl Evaluation Form
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UNIT LESSON EVALUATION

r{Am:

DATE

OBJECTIVE

UNIT LESSON

00/ 74

Please complete this form and retumm it with your assignment for this unit.

An envelope is provxded.

Your response to every question is needed.

)\

I. COURSE MATERIAL - Circle the response indicating your level of agree-

ment with each statement.

1. The course material is well
organized and developed in
coherent sequence.

2. The length and scope of the
' course material was adequate.

3. The course material clearly
conveyed abstract cocncepts
and theories.

4. Basically, the course material
provided re with learning and
learning tools which were new
to me.

5. The style of writing was clear,
concise and interesting.

6. The course naterial provided
me with accivities which were
practical and pot make work
activities.

7. The course noterial is
closely related to the
objectives.




8.

-2-

What would you do to improve this course material?

II. SUGGESTED READINGS

1.

Which reading in the lesson did you find most helpful? (Indicate
by author and title or by Unit, e.g., Unit IX, Appendix B) How
were they helpful? (A few words, such as "background" or "under-
standing" will be suificient)

List any of the suggested readings that were not useful to you
and tall wiy they did not meet your needs (The title after the
aprropriate word will be sufficient):

Nothing new:

Inaccurate:

Redundant:

Hard to Read:

Hard to tnderstand:

Put a check in the proper space. I would recommend:/

-

A) more or other required readings
B) fawer or other required readings
C) no change in the reguired readings

ar



III.

—3-

4. Would you prefer an assigned text(s)?
A) Yes
B) No

If yes; can you suggest any?

WRITTEN ASSIGMNMENT - Circle the response indicating your lével of

agreerent with each statement. Yy v S;? 23
ok & o o
& % S0 o ] o o
o/, & o o [ &
é.,*@ 2 K AR
, ) D) S/ $/eF
1. The assignment was clearly and 1 2 3 4 5
unambiguously stated.
2. The length of time required to 1 2 3 4 5
complete the written assignment '
was reasonable
3. The written assignment really - 1 2 3 4 5
gave me an opportunity to
show what I had learned.
4. The written assignment was not 1 2 3 4 3
a make work activity, it was
something I presently do.

S. What would you do to improve the written assignments for this
lesson? :

6. Were ctiler materials required, in addition to those provided, for
conpletion of tha esercises? If yes, please list them.



Unit Lesson Evaluation

The Unit Lesson Evaluation is completed by the Participants following

each Unit Exercise.

The results for the items in Sections I and III will be displayed in

the following manner:

5
4
Mean | . .
(x) 2 . g
1
kY 2 3 4 3 6 7 8 9 10
Unit

Item 1. The course material is well organized and developed in
conerent sequence.

Response to remaining items will be sampled and brielly described in

the final evaluation report.




VI. Field Consultaat Questlonnairg
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FIELD CONSULTANT QUESTIONNAIRE -

Name

Please respond to the following questions following yohr consultation with
the participant(s). e

I.

1. Please list the partiéipants who attended this consultation.

2. Where was the consultation held?

school name

street

city
Please check the appropriate items.
Consultant's.O£fice
__ Participant's Cffice
Consultant's Schoul
Participant's School

Other

3. When was the ccnsultation aeld?

T 7 f
noutn aay year

Frem to
time time

4., What was th. main topic of the consultation?




II.
Please indicate your level of agresment with the following statements.
Circle your response using the following key:

i. Strongly Disagree
2. Disagree

3. Undecided

4. Agree

5. Strongly Agree

1. All that was intended for the
consultation was accomplished.

2. The consultation was worthwhile
for the participant(s).

3. The trairning program Is well
- organized.

4, The course materials are
closely related to the sbjectlives.

5. The exercises are closely“related
to the job of Special Education L1 2 3 4
Director.

[V

6. The exercises were difficult. 1 2 3 4 5

7. The course materials are well
organized and developed in i 2 3 4 5
coherent sequence.

III.
1. Please rate the frequency of the monthly censultatioms.
fa) Too Frequent .
b)) About Rizht -
(c) Not Frequent Enougn

(d) Urcertain




2. Were there any weaknesses in the course materials?

(a) Yes
o
: Cb) No

I1f yes, please list them.

3. Please¢ give at least one suggestion for improving the course materials.
r'd




4. Plezse give at least one suggestion for improving the exercises.

5. Please give at least one suggestion for improving the consultations.




Tield Consultant Questionnaire.-

The Field Cons:ltant Questionnaire will be completed by the Field
Consultants following each monthly consultation with the Participants.

The data for the items in Section II will be displayed in a time-
series form for each item (either as polygon‘or histogram).

For example:

3
4 4
3
Mean
(x) y.
1
D J F M A M J J A ] 0 N
e a e a P a u u u e c )
c n b r r y n 1 g P t v
e y t

1. All that was intended for the consultation was accomplished.

Itams 1 and 2 in Section III will also be displayed in time series

form (as polygun or as a matrix with percentages in the cells).
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[ About Rignt

%4 of .
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VII. Participant Consultation Questionpaire -
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Draft {2
8/2/74

PARTICIPANT CONSULTATION QUESTIONNAIRE

Name Date

Please respond to tne following questions following your consultation with
the Field Consultant.

1. Was the consultation of value to you?

(a) Highly Valuable

___ () Somewhat Valuable
(c) Uncertain
(d) Slightly Unvaluable

(e) No Value

2. Did the consultation nelp solve some problems you were having?
e (a) Yes

(o) No

If yes, check the problem area in which some assistance was received
Exércise
Course Materialsl
Orga~ization

Other (please indicate)

3. Please rate the frequency of the monthly consultation.
(a) Too Frequent

(b) About Right

(c) Not Frequent Enough

(d) Uncertain

How often would you prefer consultations?

4. Would you like to ccntinue naving consultaticns?
(a) Yes

(b) ~o

‘ J Lncertain
ERIC — ©
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5. Please give at least one suggestion for improving the consultations.

6.  Please list at least one good item apout the consultation.

G




Participant Consultation Questionnaire

o The Participant Consultation Questionnaire is completed by the Parti-

cipants af each monthly consultation.

Items 1-4 will result in data displayed in“the following fashion:

100 N a
; e
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Responses to itens 5 and 6 would be sampled and briefly described in the

final evaluation report.
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VIII. Judgement Questionnaire




. JUDGEMENT GUESTIONNAIRE

Date

SECTION I
vlease indicate your level of agrecment with the following statements.
Cixcle your response using the following key:

1. Strongly Disagree -
2. Disagree

3. ©Undeciced

4. Agree

5.. Strongly Agree

1. I an glad to be a participant in the Special 1 2 31 4 5
Education Administration Training Program. |- .

2. I have enjoyed the simulatian(s) I participated | 1| 2 | 3 41 5
in. ' '
3. I have enjoyed the instructional activities I 1123145

have worked on.

4. I have liked the people associated with the 1|l 213145 -
training program.

5. I would recormend this program to my friends 1 2 3| 4 5
if it were offered again.

6. My contact with the field consultant has been 1, 2 31 4 5
worthwhile. .

7. fThe arrangements for the entire project have 1 2 31 4 5
been effectively carried out.

8. The arrangements for the entire project have 112 3| 4 5
besn well planned,

9. The resources (people and materials) have 1 2 3 4 5
been available when I needed them.

10. The structure cf this training orogram is 1l 2 3 4 5
more effectiva than just holding workshops. t

63




SECTION II

—— 0 g ares——n

1. Have you developed any new ideas as a result of your participation
in the training program?

A) Yes, many

B) VYes, a few

C) None

D) Uncertain

LN

2. Have you developed any new products as a result of your participation
in the training program?

A) Yes, many

B) Yes, a few

C) None

D) Uncertain

Can you indicate how many? .

3. Wow wuch of the time you have spent working on activities related
to the training program has teen worthwhile?

. A) 80-13J%
BY 60-79%
C) 40-59%
D) 20-39%
E) 0-19%

4. All things ccnsidered, how do you rate the over-all quality of the
training progran?

A) Excellent

B) Quite good

C) Average

D) Below average

E) Poor




JUDGMENT QUESTICNNAIRE -

The intent of this questionnaire is to acquire judgment data from
the participants. The judgments would concern over-all evaluation and
the SEATP, attitudes about the program, and reactions to the management
of the project (simulation and instruction phases}.’

I am proposing that an instrument of this form be administered twice
during the project. The data would be displayed in the following fashion
‘for each of the 12 items. !

Administration
R 1 2
E. A : .
s - Cells would be filled with the
number of participants choosing

P B .
o response A, B, C, D, or E.
N o .’
S
E D

E

.

The data could also be summarized as percentages of participants choosing
each response (A, B, C, D, E) for each administration. The same matrix
could be used for displaying percentages.

The data could also be displayed in polygon form for each item. The

ordinate would be either frequencies or percentages while the abscissa would
be response category. '

Freqguency First Administration

—e—===w--=Second Administration

‘First Administration

A B C D E . mecsmeee——— Second Administration

-

Mean scores For the items would also be calculated.
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FIScalL MANAGEMENT
Performance Objective

1. Sources of Funds
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1.

FISCAL MANAGEMENT

SOURCES OF FUNDS

1.1

1.2

Y

General Objective

The ctudent will specify and correctly apply for state, federal

and private sources of funds for special education

‘Content limitations

1.2.1 The student will state' these sources of special
education funds.
l.2.1.1 Federal fund sources:
ESEA Titles I,II,III,VIB,VID
Vocational Education Aid
Vocational Rehabilitation .
1.2.1.2 Minnesota Sta®e Department of Education Sources
ﬁevelépmental Disabilities
Fqundation Aids
Local Tax Levy
Quality Education
Special Education Reimbursement
Transportation Aids
1.2.1.3 Private foundations in Minnesota sources
Bush Foundation
Hill Foundation
Huested Foundation
1.2.2 The suudent will state about each source:
1.2.2.1 The purrose ¢f each fund
1.2.2.2 The ages and types of students for whom it's intended
1.2.2.3 The requirements ahd procedures for fund application
1.2.2.4 How the funds are to ke used
1.2.2.5 The funding patterh
1.2.3 The student will correctly ccrmplete application forms for

all sources of furnding

O
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1.2.4 From the Minnesota Guidelines, Regulations and Llaw,
specify state residency requircments or responsibility
for serving resident and non-resident students within
a district.

1.2.5 Will specify legal responsibilities.of a school district
for serving handicapped students based upon state and
federal laws, regulations and guidelines for serving
the handicapped.

1l.2.6 Will specify a‘scﬁool districts financial responsibilities
and options (including inter-district, 51ng1e district
and cooperative) for serving handlcapped students based
upon state and federal laws, regulations and guidelines.

1.3 Resources

During the performance period the student may have available for

use any boak, guideline and regulation relating to e;ch of the

funding sources (l.2.1l.1, 1l.2.1.2, 1.2.1.3).
1.4 Item Form

1.4.1 (for sub-objective 1.2.1) The student can specifi
those sources of funding for special education from
a list of state, federal and private sources.

1.4.2 (for sub-objective 1l.2.1) Given a list of .federal, state
and private funding sources, the student will identify

those for special education.

?5. .1.4.3 (for sub-objective l.Zfl) Sample Item
Which of the following is/arec sources of federal funding
// for special eduction?
77 a. NDEA Title IV
#b, ESEA Title III
Q c. Early Education Act 1970

hYy
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d. ESEA Title IV

e. All of the above !
1.4.1 (for sub-objective 1.2¢2) For the funding sources listed

in 1.2.1, the student will answer correctly any questions

relevant to the fund!s purpose, the «ges and type of

pupil for whom intended, requirements and procedures

o

for applicationsf and funding pattérns.

1.,4.2 (for sub-objective 1.2.2) Given multiple-choice questions
and/or trueffalse statements within the content limitations
specified in l.2.2, the student will iden*ify the correct
response;

1.4.3 (for sub-objective 1.2.2) Sample item
.ESEA Title VID funds are intended for:‘

a. Providing compensatery instruction in target school
b. .Initiating new progr;ms
*Ca Iﬁgg;viﬁe for Special Education staff

d. Special Education support services

e. Supervisory staff

1.4.1 (for sub-objective 1.2.3) The sudent will éorreétly complete
application forms for any souirce of funding listed in 1.2.1
and will be able to identify errors in incorrectly prepared'
formse.

1.4.2 (for sub-objectivc 1.2.3) Given an application form from
funds listed in l.2.1, the student will complete it correctly.
Given an application form containing errors, the student will

identify and correct the erTOISe

ERIC | "




b

1.4:3 (for sub-objective 1.2.3) In a simulation situation the
student will write a preliminary letter of intent to ESEA
Title VID for a district inservice program for Speech

Therapists, including the anticipated budget.

1.4.1 (for sub-objective l.2.4) The student will identify the
legal responsibility of a Minnesota school district for
providing education for resjdent and non-resident pupils
_based upon a discription of a particular child or situation,

1.4.2 (for sub-objective l.2.4) Given afdescriﬁtion of a resident
or non-resident handicapped child, the student will answe;
any multiplé-ehoice or true-false questions about a
Minnesota schbol district!s Légal respoﬁsibilities and
pattern of funding for that child's special education.

1.4.3 (for sub-objective 1.2.4) Sample Item
True* or False: The district of residence of the parents
of a special education child who resides in another district
(i.e. in a foster home) claims state foundation aids. for

that child.

1.4.1 (for sub-objective 1.2.5) The student will identify the
responsibilities of a Minnesota school district for providing
and funding special education for any eligible resident pupil
based upou a2 description‘of the pupil and/or the situaticn.

l.4.2 (for sub-objective 1;2.5) Civen a description of a handicapped
pupil and/or a situation in a Minnesota szhool district, the
student will aswer correctly any multiple-choice or true~falsce
questions about the dist-ict's leaal responsibilities for

[SRJ!:« providing special education scrvices.
r,
/1




1.4.3

1.4.1

1l.4.2

lo4.3

-5~

(for sub-objective 1.2.5} Samglé Item

The following is/are reimb;rsable under special education:

a. Salary of a certified teacher of mentally retarded

four year clds C -

b. Speech therapists for a four year old hearing impaired child
c. Neurologist for Special Education staff inservice

d. School nurse

e. All of the above

(for sub-objective 1.2.6) The student will be able to
specify all legai and finanqial options open to districts

to provide inter-district cooperative special education services.
(for sub-objective 1.2.6) Given a list and/or description
of possible inter-district Special Education service systegs,
the student will identify those that afe legal, Given
multiple-choice or true-false questions about inter-district
co-op service systems, the student will identify the correct
answer.

(for sub-objective 1,2,6) Sample Item

Which of these interdistrict special education service
systems has the power to levy separate taxes?

a. Inter-district cooperatives

b. Joint-Powers Agrecment
*c, Intermediate districts

d. Special Education Regional Centers (SERC)

e. All of the above
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FISCAL MANAGEMENT

2, BUDGETING

2.1 Ge reral Objective

The student will plan, prepare and submit a special education

program budget using a program planning budgeting system in
conformity with the Minnesota Uniform Accounting Manual and
in conjunction with the finance officer of their administra-
tive district.

Content Limitations

2.2.1 The student will plan and prepare special education budget

glncludlng state based upon a program planning budgeting system (eg. PPBS).

2.3

aids)

2.2,2 The budget planned and prepared will conform to the portion
of the Mlnnesota Uniform Accounting Manual on budgetlng.

2.2.3 When planning and preparing the budget the student will do
so in conjunction with the districts financiallofficer of
the administrative districte

Resources

During testing the student may have.available the Minnesota

Uniform Accounting Manual and any other printed material on

budgeting that he wishess

Item Form

2.4.1 (for sub-objective 2.2.%.) The student will plan and
prepare a special éducation budget. for a school district
in Minnesota based uvo: a program plani.ing budgeting system
(e.g. PPBS)

2.4.2 (for sub-objective 2.Z.1) The stuient will plan and pre-
pare a properly com:letcl budget which is based upen a
program planning budgeting =yster for a ..hool district in
Minnesota. The studont will .-swer cuestions

correctly concernirg procec.ces for budget planning

15



2.4.3

2.4.1

2.4020

2.403

2.4.1

2.4.2

and preparation using a program planning

budget system in Minnesota. The student will answer
questions about the.concept of # prégram planningA
budgeting systém and its application in budgeting.
The student will icentify bﬁdgets which correctly
apply the program planning budget system.

(for sub-objective 2.2.1)

(for sub-cbjective 2.2.2) The b;dget submitfed will
conform to the budgeting section of the Minnesota
Uniform Accounting Manual. The student will answer
questions about the budgeting section of the Minnesota
Uniform Accounting Manual. |

(for.submsbjective-Z.Z:Z) Given pudgets which conform
aﬁd do not conform to the budgeting gection of the
Minnesota Uniform A;counting Ménual the student will
salect conforming tudgets.:
Given examples and applications of the budgeting
section of.the Minnesota' Uniform Acco&ntimg Manual
the student will selezt the proper arample or applicatiori.

{7~ sub-objective 2.2,2)

(for sub-objective 2,2.3) The student will prepare
their budget in conjunction with -the financial officer
of the administ;ative district for which the budget is
prepared. )

(for sub-objectiva 2.2.3) The student will respond

to questions ronecerning who the budget should be pre-:
pared in coajenction wich by identifying the financial
officcr'oi t1e administrative district.

e

)



2.4.3

(for sub-objective 2.2.3) In a simulation exercise of

budget preparation the student will select the financial

officer of their administration as the person to woriz in

conjunctisn with,



FISCAL MANAGEMENT
Performance Objective

3. Plan and Manage Funds
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FISCAL MANAGEMENT -

® " 3. PLAN AND MANAGE FUNDS

3.1 General Objective

The student will plan and manage dlstrict special education

funds in accordance with Minnesota regulations

3.2 Content Limitation (sub-objectives)

3.2.1 Car explain and identify basic school accounting procedures

prescribed by state and federal law and the Minnesota

Uniform Accounting Manual including:

320101

R 3.2.1.2
. ~3.2.1.3

3.2.1.4

‘3.2-105

3.2.1.6

«2.1.10 Proration of state 3.2.1.7
aids amd excess cost reim-
bursment

.2.1.11 - cash flow, borrowing
avthroity and investment

-~ 3-2-1-8

- 3‘2‘1.9

Major account catagories and their limitations
-Cost accounting

Accounting for salgries

Integrating public and private' funds
Accounting for non-fesident students

Authorizing special education expenditures(7>,u-akf.

. . o,
B X R S T =" Pl

Determining budgetéd figures, expenditures énd
funds remaining in any special education account
at any time

Making legal changes in accounts

Making legal transfers of funds

3.2.2 Will explain and demonstrate procedures and purposes for

forecast fiscal needs for special education given necessary

financial data about the program.

3.2.3 Will explain and demonstrate purposes and procedures of

fiscal auditing and how to prepare for a fiscal audit.

3.3 Resourcas

‘ During testing

the student may have available the Minnesota

Uniforn accouncins Manual and any printed material relating

to plannin~ and manazing public fundsa

VS



3.4 Item Fom |

3.4.1 (for sub-objective 3.2.1) The student will explain and
identify basic school accounting procedures prescribed
by state and federal law and the Minnesota Uniform
Accounting Manual. The procedures include: major
account catagories, cost accounting, accounting for
salaries, integration of public and private funds,
accounting for non-resident students, authorization
of special education expenditures, deterimination of
budget figures, expenditures and funds remaining in
any special education account at anytime, iegal changes
in accounts and transfer of funds.

3.4.2 (for sub-objective 3.2.1l) Given explan;tions of
correct and incorrect examples of accounting procedures
the student will identify the proper procedure or
explanation.

Given a definition or explanation of a procedure the
student will identify the procedure or explanation.

3.4.3 (for sub-objective 3.2.1)

3.4.1 (for sub-objective 3.2.2) The student will explain
and demonstrate purposes ard procedures for forecasting
fiscal nceds for special education givaa che necessary
data about the program.

3.4.2 (for sub-objective 3.2.2) Given correct and incorrect
procedurcs and purposes for forccasting the student will
select Lhe proper purposec aund proc. ! rTese
Given explinations: (step by step) of forecasting the

student <111 select the correct scquencce.

« R Y
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3.4.1

3.4.2

3.4.3

The student will forecast financial needs given the nec-
essary data. !

(for sub-objective 3.2.2)

(for sub-objective 3.2.3). The student will explain and
demonstrate purposes énd procedures of preparing for a
fiscal audit.

(for sub-objective 3.2.3) Given correct and incorrect
explanations of purpose and procedures of fiscal auditing
the student will select the proper purposes and procedures.
Given correct and incorrect procedures for preparing for

a fiscal auadit the student will select the proper proceduré.
Given the necessary data for a fiscal audit the student
will prepare for the audit.

(for sub-objective 3.2.3)



FISCAL MANAGEMENT
Performance Objective

4, Record Keeping and Reporting
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FISCAL MANAGEMENT

RECORD KEEPING AND REPORTING

4.1

4.2

Genexal Ckbiective

The student will plan and maintain a system of record keeping
and'r6porting that includes the documentation of'need for
services, distriqt's legal responsibilities for providing
services, formal requests for state énd federal funds, and
reporting of services provided andlentitlement for reimburse-
ment.as required by state and federgl regulations;

Content Limitations

’

4.2.1 Will develop and maintain district specigl education
'fiuancial recorcs and repcrts as required by regulations.
4.2.2' Will properly prepare and submit on time the requixed
state and federal forms requesting financing and
reporting expenditures.
4.2.2 Will prepare and presént to the appropriate board a xeport of
the district's crecial ecducation financial
needs that incluies:
4.2.3.1 {ocgmentation of the needs (program and financial)
4.2.3.2 sta-ement of district's lecal responsibilities as
determined by state and federal law.
4.2.3.3 const analysis and ccmparison of alternative programs
that will mee+ reeds, ~
4.2.3.4 econoxic value cf szecial education
Resourcas
During testing the student may have available any printed

material rela=img =0 accounzing, kufcering and regortirng procadure

po}



4,4 Item Form

4.4.1 (for sub-objective 4.2.1) The student will state the
records and reports that must be kept and submitted for
each of the sources of special education funds as stated
by regulations for each funding source.

The student will explain the procedures for development
and maintenance of a financial record keeping and
reporting system as required by stéte and federal regu-
lationse. .

4.4.2 (for sub-objective 4.2.1) Given sources of special
educaﬁion funds the student will state thg financial
repc~ts and records tha; must be kept and submitted for
each us stated in the regulations for each funding sdu;ce.
Given procedures for development of a financial report
and record keeping system the student will Sequénce them
properl& or identify missing procedures requirea by
state ana federal regulations.

Given cor;ect and incorrect explanations for deéelopment
of a report and record keeping system the student will
select thelbroper explanation.

Given the necessary data the student will develop a
financial report and record keeping systém which meets
state and federal regulations.

4.4.3 (for sub-otjective &4.2.1)

4.4.1 (for sub-objective 4.2,2) The student will state the
submission date, seneral address for submission and
preper form for every source of special education funds.

Q o The student will properly prepare and submit on time the

£rn
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records and reports (forms) requirgd by state and feceral
regulations for each source of special education funds
used by their district.

(for sub-objective 4.2.2) Given a source of funds the
student wiil state the forms, submission dates and address
for that source.

Given financial aﬁd program data the student will
properly prepare and submit on'time the report‘and

recqrds neceséary for that source.

(for sub-objective 4.2.2) ,

(for sub-objective 4.2.3) The student will state the
procedures for documentation of needs.

The student will state a districts legal rgsponsibility
for special education.

The student will explain the ;teps for cos* analysis

and comparison of\alternative programs t=il wmeet needs.
The student will explain the procedure for determining
economic value of special educatione

The student will prepare and present to the appropriate
board a report of the districts special education finan-
¢ial needs which includes: documentation of needs
(prograx and financial), statement of districts legal
responsibilities, cost analysis of various alternative
programs, anc the economic value of special education.
(for sub-objective 4.2.3) Given correct and incorrect
procedures for documentation of need the correct proced=-

ure will be identified.

Given all or part of the procedures the student will

84



bele3

put them in proper sequence.

Given incorrect and correct legal statements the student
will identify those which are éorrect sfatements for |
special education.

Given correct and .incorrect steps for cost analysis and
comparison of alternative pragrams that meet needs, the
student will select the proper steps. '

Given correct and incorrect steps for determining the
economic value of special educatibn_thé student will -
se}ggp’the proper steps. ,
Given appropriate data about a speéial education program
the student will prepare and present to the appropriate
board a report of the district: special education
financial needs which includes: documentatior of needs,
statement of districts legal responsibilities, cost
analysis of various alternative programs, and tﬁe econ-
omic value of special education.

(for sub-objective 4.2.3)

.
oc
~".,".
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PERSONNEL MANAGEMENT

1. STAFF RELATIONS

' _ 1.1 General Objective
@
The student will deveélop and implement a system of management
that is ccnsistent with the demands of his job, and includes
routine office management, task delegation to appropriate
staff, personnel supervision, public relations and communicationsp
with staff, administrétors and .parents, aﬁd~pgrsonnel

record keeping. The system must comply with state and federal ‘

law applying to Personnel.

1.2 Content Limitations

The development and implementation'of a Systéﬁ of managemeng
sheuld be consistent with the demands of the job and includes:
1.2.1 Attending to déily mail and othér related
routine job matters.
1.2.2 Delegation of tasks to staff
1.2.3 Resolving all personnel grievances. (i.e. application of law

redirecting, confrontation and listening skills) ,
1.2.4 Communicating and public relations with staff, o .

1eckx, emphathizincs .. . . [ R . o
P TeT administrators and parents in special education m: .iers.(i.e. listening
msanstal cdecision -

X .. communicating ideas and feelings lucidly and suc:.intly, precepticn#
tking, and joint . . o . : "
.y . 1.2.5 Developing and maintaining a personnel record keer. s
roElem solving. ] :

+

system.
1.2.6 Conformity with State and Federal Laws reiating to
personnel.
1.3 Pescurces
The studant can refer to th; sgecial educatioﬂpdirectors
trained staff and state and federal laws and‘regulations,
staff,_administrators and parents for opiniohs. State and federal

laws and regulaticns pertaining to perscnnel record keepirg.

h ‘ ' :




1.4 Item Form
t,%,1 ( for sub-objective 1.2.1) The student will identify the
rationale for handling mail and other routine matters.
1.4.2 (for sub-objective 1.2.1) Given mail and other rogtine
maters to kandle the student will identify the rationale
utilized.

1.4.3 (for sub-objective 1.2.1)

rd

B P

1.4.1 (for sub-objective 1.2.2) The studeng will 1dent1fy
the ratiounale for delegation of a task to personQel.

1.4.2 (for sub-objective 1.2.2) Given the task and itﬁ

dalegation the student willAidentify the rationaie for

its delegation.

“ 1e4e3 (<ur sub-objective 1.2.2) -

1.4.1 (for sub-objective 1l.2.3) The stﬁdent will tidentify
the management theory or style being applied‘to man-
a,ing staff performance on a task.

1.4.2 (for sub-objective 1.2.3) Given a 'situation for
ensuring task pe*rormance by staff the stuqent w111
1dent1fy the nana*emcnt theory or style being applled.

1l.4.3 (for sub-objective 1.2.3)

&




4.1

l.4.2

leka3

l.4.1

1.4.,3

1.4.1

l.4.2

(for sub-objective 1.2.4) Tﬁe stnden;‘wiil identify
correct application of state and federal laws applying
to grievances.

(for sub-objective 1.2.4) Given a grievance and its
solution the student will identify correct application
of the law involveda

(for sub-objeciive 1.2.4)

(for sub-objective 1.2.5) The student resoives all
perscnnel grievances brought to their attention in
conformity with federal and state laws ;nd.regulations.
{for sub-chjective 1.2.5) Given a grievance the student
will select the best proceduxé'for resolution.

(for sub-objective 1.2.5) Mrs. Smith, the history
teacher wanfs to go on leave for 3 weeks but Mr. Larson,
the principal could not find anyone to £i11 her nnsi\

terporarily so he refused her application for leave.

As the special education director, what would you do?

by

(for sub-objective 1.2.6) In communicating with.stéff,
administra-ors and parents, the student demonstrates
cormmunication and puﬁlic relation skills, such és being
able to soclicit their cooperation and support without
getting into arzuments resulting in ill-feelings.

(for sub-objective 1;2,6) Given a set of case studies
basced on public rclations, the student will identify

different methods of tackling different situations.

&Y



1.4.3 (for sub-objective l.2.6) The parents of Mary want
Mr, Larson, the principal to provide a certain piece
of nquipment for Mary in order to help her read., Mr.
Larson sees no necessity for this. As the special
education director you knoy thereAis no budget provision
for this. The parents’turn to you. What would you do?
l.4.1 (for sub-objective l.2.7) The student develops and
maintains a personnel record keeping system within
P federal and state laws and regulations.
1l44.2 (for sub-objective 1.2.7) -Given‘questions on content,
"purpose and .iaws relating to personnel record-keeping,
the student will answer them correctly.
1.4.3 (for sub-objective 1.2.7) The personnel files of
different people thould be kept under lock and key for

purposes of privacy. True or False

-
~ -
-~
-
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Performance Objective

2. Manpower Planning
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PERSONNEL MANAGEMENT

2. MANPCWER PLAMNING ‘

2.1

2.3

2.4

General Objective

The student will develop and implement a Manpower Plan that
is coasistent with program goals and objectives and state and
federal laws and regulations, to include . forecasted
personnel requirements, job descriptions for all jobs and
staff reorganization schedules.

Content Limitations

The development and implementation of a manpower plan which
includes:
’

2.2.1 1Identification of program goals and objéctives

2.2.2 Application of,state and federal laws and regulations
on Special Education stéff.

2.2.3 The forécasted number and type of peréonnel needed
in order to carry out the prioritized set of goals
_and objectives

2.2.4 lA job description for every job under the supervision
of the special education director including the direcéors

2.2.5 Reorganization.of stéff schedules due to new or
replacement étaff

Resources

The student can refer to program goals and objectives and

state ané faderal laws and regul-tions on special education.

2.4.1 for sub—objgctive 2.2.1) 'The student identifies
program goals ard objectives set-up for that period.

2.4.2 (for sub-objective 2.2.1) Given neéessary progrém
data the student will correctly answer questions to

identify prcgram goals and cbjectives.

i
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2.4.3

2.4.1

2.4.2

2.4l

2.4.2

2.4.3

(for sub-objective 2.2.1) Sample Item:
What are the three major objectives of this year's

program for special education? (List)

1. € 000000800000008000000000000000000000s
2. .......'v..................e.......‘..
3. €0 8888000000000 000000000c0000s0000"

(for sub-objective 2.2.2) The student can apply. state
and federal laws and regulations to manpower planning.
(for sub-objective 2.2.2) Given questions 'in federal
and state laws and regulations pertaining to special
education manpower plapning the student will answer
them correctly. *

(for sub-objective 2.2.2)

(for sub-objective 2.2.3) Given the program goals and

. objectives, and a list of existing available personnel,

the student will analyze and forecast manpower needsz _
such as the number and type of personnel needed.

(for sub-objective 2.2.3) 1Im a setting where the student
is given a set of program goals and objectives and a

list of existing available pcrsﬁnnel, the student will
analyze ana forccast-manpowcr ncedse.

(for sub-objective 2.2.3) Given the information below,
as the special education dircctor you are to analyze and

-

forecast manpower ncedsi

Y
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2.4.2

2.4.3

2,401

2.4. 2'

2.44.3

1. Program goals and objectives

2. List of existing-available personnel and the
.schools they cover |

3. Present economic condition

4. Present market conditions in relation to employment

(for sub-objective 2.2.45 The student identifies and
describes in a job description every .task done by each
person under the specialweducation direc&or's super-
vision. a

(for sﬁb-objective 2.2.4) Given a set of tasks the
‘student will identify and write a job description.
Correct and incorrect job descriptions cén be identified
by the student.

(for sub-objective 2.2.4) Name five tasks typically per-

formed by a child psychologist.

(for sub-objective 2.2.5) The student selects and
reorganizes staff due to new placements and replacements.
(for sub-objective 2.2.5) The student will schedule new
and replacement staff into a given program apﬁlying
appropriate procedures. |

(for sub-objective 2.2.5)
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PERSONNEL MANAGEMENT

3. RECRUITMENT AND SELECTION OF ETAFF

3.1

3.2

3.3

3.4

General Objective

The Student will, with the help of the superintendent or

trained staff, plan and implement a recruitment and selection
system in conformity with federal and state laws and regulations
to accomodate manpower needs Ly conducting interviews

and evaluating credentials.

Content Limitations

The recruitment. and selection system developédfmust
have these attributes:
3.2.1 Conformity with federzl and state laws and
requlations especially in the area of discrimination.
3.2.2 Solicitation oflthe help of the superintendent
or staff when necessary.
3.2.3 Applies various methods of recruiting personnel
where appropriate.
3.2.4 TDifferentiation and utilization of different
personnel selection techniques such as interviews,
credentials and evaluation by other ztaff members
Resources
The student can refer to state and federal laws and régulations
on enployment and the sucerintendents staff.
Iten Fomm
3.4.1 (for sub-objective 3.2.1) The student can identify staff
recruitment and selection svystems which comply with state

and federal laws and cegulaticns on employment.

Yo



3.4.2 (for sub-objective 3.2.1) éiven laws and applications
the student will identify the proper laws and applica-
tions of them to employment.

Given examples of recruitment and selection systems,
the student will identify those which conform with
state and federal law,

3.4.3 (for sub-objective 3.2.1)

’

3.4.1 (for sub-objective 3.2.2) The student solicits the help
of the supe}intendent or the staff of the special
education director when necessarys .

3.4.2 (for sub-objective 3.2.2) Given a situation the
studént will identify the rationale for involvement:of
the superintendent's staff.

3.4.3 (for sub-objective 3.2.2) Did you ask the suberintendent

for help in situation, What was your rationale2

3.4.1 (for sub-objective 3.2.3) The student states the most
effective ways of recruiting different personnel e.g.
Qy advertising in the daiiy newspaper, placements in
colleges and universities.

3;4.2 (for sub-objective 3.2.3) Given a set of statements on
recruiting sources, the student will rank them in order
of effcctiypncss for cach particular job type.

3.4.3 (for sub-objective 342.3) To recruit a vision teacher,
I would:

Q ' a. put a placement in the newspaper




3401

3eb4e2

3e4e3

b. ask friends to recommend someone

c. ask the university to recommend someone

(for sub-objective 3.2.4) The student differentiates

and discrimminates between different selection techniques

and recormend different techniques for selecting different
job positions. -

(for sub-objective 3.2,4) Given a set of selection
techniques, the student will state the advantages and
disadvantages.of each technique and recommend techniques
for soliciting different job type.

(for sub-objective 3.2.4) Give three advantages and

disadvantages of interviewing. How effective is inter-

viewing used for the selection of vision teachers?

Uy
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PERSONNEL MANAGEMENT
-4, STAFF DEVELOPMENT

4.1 General Objective

The student will create and implement a staff development
program based on personnel requirements of existing and
newly recruited staff, to inform and train tﬂem on new
developments and programs, and to upgrade their skill
"levels to achieve greater performance in meeting program
objectives by providing confe:uncss, ﬁeetings, wofkshops
and in-service sessions. ] .

4.2 Content Limitations

The creation and implgmentation of a staff development
program should be based on:
4.2.1 Evaluating and appraising skill level of
new and existing staff on new developments
in special.education and skills needed for
achieving gieater performance in pro¢iams.
4.2.2 Providing training conferenc;s, workshoés
or in-service éessions on new developments, and
achieve greater performance in meeting
objectives for programs for new and existing
staff in a manner permitted by law.
4.2.3 The reguirerents of State and Federal.law for
Staff Development.
4.3 Resources
The student can refer to State and Fedetal law pertaining
to staff development and other references on the organization

and planning of staff development.

ERIC 100




4.4 Item Form

b4l (for sub-objective 4.2.1) The studentievaluatee and
appraises informational and knowledge level «: new
and existing staff on new'aevelopments in special
education and skills needed for achieving greater
performance in programs. .

4.4.2 (for sub-objective 4,2.1) The student will answer
questions on steps to evaluate informational and
skill 1eve1 of new and existing staff.

4.4.3 (for sub-objective 4.2.1) Sample,item: Do all vision
teachers under your supervision know about technique

X on treatment? How did you evaluate them?

4.4.1 (for sub-objective 4,2,2) The student states how to
organize conferences, meetings, workshops and inservice
sessions for new and existing staff.

4.4.2“(for sﬁb-objective 4,2,2) The student will list and
state relationships for all the variables to consider
in organizing conferences, workshops, and inservice
sessions, e.ge. guest speakers, trainers, cost of sessins,
+ime and place consideration, objectives, evaluation, law
and teacher involvement.

4.4.3 (for sub-objective 4.2.2) List the major steps to

consider in organizing an inservice sessione.




PERSONNEL MANAGEMENT
Performance Objective

8. Evaluation
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PERSONNEL MANAGEMENT
S. EVALUATION

5.1 General Objective

The student will develop and implement an Evaluation System
to measure the performance of staff based on job descriptions,
program goals and objectives, and if necessary to take action
on dismissal or retraining.

5.2 Content Limitations

The development and implementation of thé Evaluation
system includes: )
5.2.1 Measurement and evaluation of.performance géraaministration aﬁd
. staff based on:job description and program
goals and objectives.
5.2.2 Taking thekactinn indicated by the law &nd
management style to dismiss or retrain the staff.
5.3 Resoufces
The student can refer to principals, administrators or
superintendent for opinion, law and regulations pertaining
to evaluation, and resnurces on management style.
5.4 Item Form
5.4.i (for suc-objective 5.2.1) The student differentiates
becween different evaluation and measurement techniques
and evaluates staff rerformance.
5.4.2 for sut-objective 5.2.1) The student wi;l describe
and apply the different evalﬁation and measurement techniques

available for measuring staff performance.




Sebe3

5.4.1

S5ebe3

(for sub-objective 5.2.1) Sample item: Whic of the
following are personnel evaluation and measurement

techniques:

(for sub-objective 5.2.2) The student uses the performance
of staff based on job descriptions and program goals and
objectives; to take.actions for retraining or dismissal

as indicated by the law and management style.

(for sub-objective 5.2.2) The student will state and

show how t& use the joS description and program goals

and objectives to evaluate the performance of staff

within the appropriate law and the management style used.
(for sub-objective.S.Z.Z) Sample item: You dismiss

Ms. S who is in a city of the First Class.and has

worked two successful years. True or Falsee.
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PROGRAM DEVELOPMENT
1. NEEDS ASSESSMENT

1.1 General Obijective

The student, with thg help of administrators anu region-:l
consultants, will develop a Needs Assessment Plan for ex-
ceptional children that is in conformity with Federal and
_State Laws and Regulations, to develop a prioritized set of
goals to be implemented.

1.2 Content Limitations

The Needs Assessment Plan must

4

1.2.1 be consistent with Federal and.State Laws and
Regulations on Sgecial Education
1.2.2 be developed wi*  district administrative
staff and regional consultants
1.2.3 review existing program performance and develop
a set of goals and objectives based on
unfulfilied goals and future need requirements
1.3 Resources
The student can refer to Federal and State Laws and Regulations
on Special Education, District administrative staff and regional
consultants help when necessary, and existing program goals
and ;bjectives.
1.4 teﬁ Form
1.4.1 (for sub-objective 1.2.1) The student can state Federal and
State laws and régulations on special education.services.
_1.4.2 (for sur ~cbjective 1.2.1) Given a set of questions

on Federal and State Laws and regulations the student
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will correctly identify proper appiications and statements
of them.

1.4.3 (for sub-objective 1l.2.1)

1.4.1 (for sub-cbjective 1.2.2)The student stites the correct
person to consult when ﬁecessary.

1.4.2 (for sub—oﬁjective 1.2.2) The student will identify the
+he correct person to consult 6n @ifferent,matters in
doing a needs assessment

1.4.3 (for sub-cl active 1.2.2) When will &ou make an attempt

to meet with the administrative staff?

1.4,1 (for sub—objectivg 1.2.3) The studeﬁt evaluates past
performance and develops a prioritized set of immediate
as‘well as long range goals and objectives.

1.4.2 (for sub-cbjective 1.2.3)}Given a case study on needs
assessment, the student will develop a prioritized set
of immediate as well as‘long range goals and objectives.

1.4.3 (for sub-objective 1l.2.3) Given the facts below, develop
a prioritized set of irmmediate as well as long range
goals and chisectives.

~-past performance
--past goals and objectives.

--present needs




1.4.1 (for sub-objective 1.2.4) The student will state and
explain the components and procedure of a needs assessment
in proper order.

1.4.2 (for sub-objective 1.2.4) Given components and procedures
student will identify, order, and explain those which
are part of a needs assessment.

1.4.3 (for sub-cbjective 1.2.4)




o
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PROGRAM DEVELOPMENT
Performance Objective

2. Child Study System
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PROGRAM DEVELOPMENT

2. CHILD STUDY SYSTEM ’ : ‘

2.1 General_Obiective.
The student willlplan and develop a Chiid Study System in
conformi;y with Federal and State Laws and regulations on
Special Education, which results iﬁ accumulation of data
which can lead to appropriate program development and
placement.

Content Limitations ' -

4
N

’

The develorment of a Child Study System must inciude

2.2.1 Compliance with Federal and State laws and regula-
tions on Special Education

2.2.2 reading professional literature, attending workshops
seminars and meeting on Special Education or acquiring
information on new developments and techniques used

2.2.3 Organizing staff conferences to deterxmine programs for
individual children

2.2.4 consulting or informing the appropriate superintendent
on the number of such children and recommended programs
for their placement

2.2.5 develeping diagnostic assessment and screening procedures

2.2.6 having 1 prescribed program of treatment and recommended
placemert for each child

2.2.7 ensuring that each recormended program‘is acceptable

to parents concerned
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2.2.8 Making provisions to allow for,cﬁanging needs
. 2.3 Resourzces
The student can refer to Federal and State laws apd regulations
on Special Education, professional literature on Special
Education, Superintendent for help or advice, and parents
concerned.
2.4 Item Form
2.4.1 (for sub-objective 2.1l) The student will state, identify,
sequen;e'and correctly apply the coméonents of a
Child Study System as described by law,‘regulations,
guidelines and professioﬁal practice.
2.4.2 (for sub-objective 2.1) Given Child Study System
procedure the student will identify those that do or
do not comply with professional practice, law, regulations,
and guidelines.
Given components and procedures of a Child Study System
the student will sequence them properly as defined by
law, regulations, guidelines and professional practice.
Given examples of a Child Study System the stuéent

will identify the components and procedures.

2.4.1 (for sub-objective 2.2.1) The student identifies
Federal and State laws and regulations on Special
Education ard their corzect application.

2.4.2 (for sub-objective 2.2.1) Given a set of questions
on Federal and State laws and regulations the student

will answer them correctly.

pit




2.4.3 (for sub-objective 2.2.1)

2.4.1 (for sub-objective 2.2.2) The student identifies the
cﬁrrent literature available on Special Education
child study and describes the content.

2.4.2 (for sub-objective 2.2.2; The student will identify
the current literature availablg,on Special Education and
describe the content.

2.4.3 (for sub=cbjective 2.2.2).Name the current literature

available on Special Education.

2.4.1 (for sub-objective 2.2.3) The student organizes staff
conferences to determine érograms for students..

2.4.2 (for sub-objective 2.2.3) The student will organize
staff conferences to determine placement.

2.4.3 (for sub-objective 2.2.3) Did you organize staff

conferences? When? What is the agenda?

2.4.1 (for sub-objective 2.2.4) The student consults with the
superirtendent on programs and placements.

2.4.2 (for suk-objective 2.2.4) The student yill indicate
whether he/she did consult the superintendent on
prograns and placements.

2.4.3 (for s h-objective 2.2.4) Did vou consult with the

superintendent on the placement of child x?

117

-




2.4.1 (for sub-objective 2.2.5; The étudent prescribes a
program of treatment and recommends placement: for
each child.

2.4.2 {(for sub-objective 2.2.5) Give.a set of case studies
on chili problems. The student will analyze and
recommend treatment and placement. |

2.4;3 (for sub-objective 2.2.5) Given fhe facts below,
give the recommended treatment

--history of child X

~~current position

2.4.1 (for sub-objective 2.2.6) The student meets with
- parents to ensure programs and placeﬁents are accepted
by them.
2.4.2 (for sub-cbjective 2.2.6) The student will write a
report or check a list of parents to ensure he did meet with
them to discuss programs and placements.
2.4.3 (for sub-objective 2.2.6f Write a report on child X--

treatment recommended.

2.4.1 (for sub-objective 2.2.7) The student makes provision to
allow for changing needs. o

2.4.2 (for sub-objective 2.2.7) The student will answer
correctly questions on provision and planning for future
needs.

2.4.3 (for sub-objective 2.2.7) vhat are the things to

consider in planning for future needs?
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3.

PROGRAM DEVELOPMENT

ORGANIZATION OF INSTRUCTIONAL SERVICES .

3.1 General Cbjective

3.2

The student will develop and implement an instructional

3Jervices program in compliance with Federal and State

guidelines to meet the overall and specific needs identi--

fiaed by child study and direct service -personnel. - i e

<~

Content Liﬁitations

The development and implementation of the total Special

Education Program to meet the overall and specific child study

needs includes

3.2.1

3.2.2

3.2.3

3.2.4

3.2.5

3.2.6

3.2.7

personnel in terms of number and type required (refer

to manpower planning and personnel selection)

instructional materials and equipment required to

implement program

time and space regquirements by

3.2.3.1 consﬁlting with the administrative staff on
facilities usaée

3.2.3.2 scheduling transportation routes to be taken

availability of community agencies when necessary and regulat

regarding use

coordination with regional program development when

advantageous to do so

integracion of special students into mainstream when it

benefits the children

develcprment of program based upon needs identified in

the child study



3.3 Rescurces

3.4

The student can refer to existing available material,

administrative staff for advice, and parents when necessary.

3.4.1

3.4.2

3.4.3

3.4.1

3.4.2

3.4.3

3.4.1

3.4.2

3.4.3

Item Form

(for sub-objective 3.2.1)The student will determine

the number and type of staff required based upon program
needs.

(for sub-objective 3.2.1) Given a program the student
will identify staff needs. .

(for sub—oﬁjective 3.2.1) Refer to manpower planning and
personnel selection.

(for sub-objective 3.2.2) The student identifies what
instructional materials and equipment are required to
implement procram. B

(for sub-objective 3.2.2) Given instrﬁctional ﬁaterials
and equirment the student will correctly select materials
and equipment for different programs.

(for sub-objective 3.2.2) Select the most appropriate

material and equipment for a given child's program.

(for sub-objective 3.2.3) The student determines and
locates time and szace resources to meet requireﬁents.
The student will plan and implement a transportaticﬁ
service for.a programn.

(for sub-objective 3.2.3) Given program needs the
studert will state ané demcnstra£e how to schedule and
locate time and space reguirements and transportation.

(for sub-objective 3.2.3)
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3.4.1

3.4.2

3.4.3

3.4.1

3.4.2

3.4.3

3.4.1

3.4.2

?f;; sub-objective 3.7.4) The student states how, when,
énd where to contact community Agencieé when necessary and
what serviées they offer.

(for sub-objective 3.2.4) Given program needs the

student will answer Questions on how, when,and where

to obtain community agencies correctly as needed.

(for sub-objective 3.2.4).Whatvaré the community

agencies available now and where are they located?

(fox/é%ﬁ-objective 3.2.5) The student will coordinate
with regional progrém development when advantageous

to do so.- The student will state when it is advantageoﬁs
to coordinate with regional programs.

(for sﬁb-objective 3.2.5) Given a program the student will
coordinate with regional program development correctly.
(for sub-objective 3.2.5) When is it beneficial to

co-ordinate with regional program development?

(for sup~objective 3.2.6) The student states how, when,
and why to integrate special students into'mainétreams
when it benefits the children.

(for sub-objective 3.2.6) ‘Given a case study on a special
student the student will state when and demonstrate
procedures to integrate special education children into
mainstream..

{for sub-objective 3.2.6)



3.4.1

3.4.2

3.4.3

(for(gub-objective,3.2.7) The student will state and
identify the procedures for developing program based upon

e vy

needs jdentified in the child study .
(for sub-objective 3+2.7) Given a student's program
needs the student will state and .identify proper procedures

for developing a program which achieves those needs.

(for suvb-objective 3.2.7)
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- PROGRAM DEVELOPMENT

"4, Evaluation System

4.1 General Objective

The student will develop and implement: an Evaluation System to

evaluate the effectiveness of the total special education %ﬁﬁdkam, “:>
. . , A

and to use such feedback for program modification and future

changes.

4.2 Content Limitations

4.2.1 The student will develop and recommend appropriate evaluation
criteria and procedures to administrati;n and st;ff
4.2.2 The student will implement the evaluation plan utilizing
appropriate data collection procedures, i.e., conferences
with classroom teachers to examine the teacher/student
program
4.2.3 The student will appropriately utilize feedback for program
modification
4.3 Rescurces
The stud.nt can refer to staff and parents communication and feed-
back information.
4.4 Item Form
4.4.1 (for sub-objective 4.2} The student will sequence, state and
apply correctly the procedures for an e#gluation System.
4.4.2 (for sub-objective 4.1) Given examples of procedure applica-
tion the student will select the proper applic#tion. Given
procedures the student will identify those for Evaluation.

Given procedures the student sequence correctly those for an

evaluation systen.




4.4.1

4.4.2

4.4.3

4.4.3

(for sub-objective 4.2.1) fhe student will discuss with staff
and parents the effectiveness of various Programs impiemented.
(for sub-objective 4.2.}) Given questions on whether the
student did meet with staff and parents to discuss the
effectiveness of the various programs implemented.

(for sub-cbjective 4.2.2) Did ;ou meet with staff and

parents of child X to review the effectiveness of the program?

When?

(for sub—obiect;ve 4.2.3) "1 student states how to use
feedbaqk for prograﬁ modification and future changes.

(for sub-objective 4.2.3) The student will identify and
state procedure for utilization of the feedback for
program modification and future changes. |

{(for sub-okjective 4.2.3) How can you use the feedbaqk for

program modification and future changes?



