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' . WHO ARE THE HANDICAPPED: A CLARIFICATION OF TERMS

The terms 1mpa1red disabled, and handlcapped are often used
synonymously and interchangeably. Society imposes labels,:partic-
‘ularly upon individuals with various physical, wmental, emotional,

.and sacial conditions. There are important differences among the .

terms impaired, .disabled, and handicapped, and)dlfferent degrees of

affllctlon These terms dre differentiated in the way individuals

with various conditions look upon themselves, not in ways that have

been culturally imposed by society and by persons without any of P
o ‘these condltlons . . S ;

. Impaired indiyvidwals have identifiable qrganlc or
functional conditions; some part of the body is actﬁally
. missing, a portion of an anatomical structure is gone, .
- or one or more parts of the body do not function properly . -
‘. dr adequately. The condition may be permanent, as in the-
. ."case of amputation, aongenital birth defect, cerebral
palsy, brain damage, or rectolinial fibroplasia. It may .
be temporary--functlonal speech defects, some learning
. disabilities, various emotional proflems, certain social .
- ﬁmaladgustments, or specific movement deflclen01es

Disabled individuals, because of 1mpa1rments, are 1imited
or restricted in executing 'somé skills, doing specific
jobs or tasks, or performing certain activities. Indi-™~
viduals with certain impairments should not be automati- .
cally excluded from activities. beqause the condition
" makes it appear that they cannot participate safelyy
. ,successfull§x or with satlsfactlon. Some impaired per-
. risons attain high levels of éxcellence in activities in '
A ;,,whlch they are not supposed to be able to perform of :
: ¢ partlclpate.

N . Handlqapped individuals, because of impairment or dis- - -
.. ability, are adversely affected psychologically, emo- -
tionally, or socially. Handjcapped persons reflect an
attitude of self-pY¥ty.: .Some individuals with impair-
merits and disabilities are‘handicapped, some seyerely.
"'Others with severe impairheénts or disabilities adjust
.extremely well to their conditions and live happy and, o
. productive'lives. In their eyes they are not handi- .
... cappéd even though society continues to label them
— ‘ handicapped. Undoubtedly many persons in society with

. . nelther an 1mpa1rment nor a disability are hagﬁ;ggggﬁii\\
L. . oS
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"INTRODUCTION ) *. - v
. ‘If you have g penny and I.have a penny and we exchange,
. we each have a penny. But if you‘have an idea and I
. . have an 1dea and we~ exchange, we each have two ideas. .
' }
Material' in .this gulde--formerly ‘titled Suggested Workshop s
Formats--has been developed by staff members of the Americdan '
Alliance for Health, Physical Edacation, and Recreation' ) (AAHPER)
Unit on Programs for the Handicapped (formerly Project on' Recre- . .
« ation ard- Fitness for the Mentally Retarded) and staff of Physical
- 'Educabion and Recreation for the Handicapped® Information-and )
+ Research Utilization Center (IRUC) This fourth revigéon includes
</ su%gestlons and recommendations from directors and coordinators of \\.
. workshops, clinics, institutes, conferences,;—geminars; and other ~ :‘\
. inservjce programs conducted around the country.. Evaluation and
input from participants in many’ of these same programs have also
Jbeen incorporated into the latest revision of this gulde to add
this important dimension to the contents. ) : .

The original guide was developed by the AAHPER Task Force Qn
Programs for the Mentally Retarded. Adaptations and expansions
have Yeén mades S0 that- these materlals can be used-in ‘and are

relevant for: Y J ) ] ’ .-

-

Programs involying individuals with dlfferent —— -
handicapping conditions. : :

*Physical educ&ilon/adapted physical edueation;

. : recreation/therapeutic recreation, camping/outdoor
education, sports, aquatlcs/sWmelng, and related
.activity areas - . .

. Integrated or separated programs. I —

Other educatlonal, recreatlonal habilitation, =~ ' —
or rehabilitation areas of immediate concermm.

Over the years, materials in Suggested Workshop Formats have N
‘been adapted and used by educators in such diverse djsciplines as-
science, mathematics, English and social studies. THese materials
-have also prdven useful for and successful in programs conducted
' spec1f1cally to train personnel as WOrkshop -demonstration leaders
~ or resource conta¢ts in specxaI”areas. They have been used at
natlonal, reglonal district, state, and local levels.

, ’ Informatlon in this revised guide is prov1ded speclflcally
for persoris interested in plannlng conferénces, workshops, clinics, -
elnstltutes, orientation sessions, sem}nars, or inservice programs
dealing with.any aspect of physical: educatlon/adapted hysical
educatlon, recreatlon/therapeutlc recreation, camplng/putdoor
- . # N .

B
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education, sports, aquatlcs/§w1mm1ng, or related act1v1ty,areas for
- impaired, disabled, and handicapped pergons. It may also be used by

personnel concerned with planning any type of ‘inservice program in
ofher disciplines or specializations. .To aid ‘further in planning
programs, appendices containing sample workshop progressions and
evaluation ihstryments have .been included. These materials can ‘be -
adapted to help in programmatlcaémd evaluatlve aspects of both pre-
and inservice activities.

Additiqnal evaluatlon of and’ reactlons to contents of these.
materials are encouraged from 1nd111duals and groups u81ng‘%hls
ide. Input about your success stories, helpful hirits, and promis~
ing practices for planning, organizing, conducting, evaluatlng, and
following-up inservice programs, .activities, and projects is re- .
quested: This type of two way communication is necessary to (insure -
' continued progress in this never ending process. This.represents
sharing and teamwork at their best. ) |
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‘ '+ PURPOSES OF WOBKSHoPs = [/ .- -

Workshops are designed 'to: < / . 2,
Create an dwareness of probLems confrontlng impaired,
.disdbled, . and handicapped persons in general, under-
stand partlcular problems faced by people with specific
handicapping conditions in -particular, and focus on
need for cooperatlve-solutlons :

.

b |

Create an awarenesg;of physlcal educdxlon rebr?atlon,-,, &
and related activity needs and desires of impaired,
disabled, and handicapped persons and their families. ’!;

Provide workshop partlclpants with knowledge and .
skills to develop programs in physical educatdon,
recreation, and rejated-activity areas for 1mpa1red
d1sabled,,~ and handicapped persons.

Furnlsh wcrkshop participants with practlcal, ) g
’ functional, how- to-do- it 1nformat10n and mgterials.

Enc-urage workshop participants to commlt themselves
to ixritiate new programs or expand ex1st1ng ones

based on suggestlons and recommenda$1ons made at the -
worksNop. . . K

Help wo ksHBp partlcrpants recognjze necessary. )
differerxes in methods and procedures for conduct-

ing progkams and in teaching impaired, disabled,

and hand1~épped persons as compared with teachlng
noninvolve§ individuals. However, at the same time
-gimilaritiey between special and noninvolved
populatlons st be emphasized so that impaired,
-disabled, and handieapped individuals can be
1ntegrated inXo regular.schobl and cpmmunity

programs when ‘gach is able to particlpate and *
compete safely,\successfully, and with personal
satisfaction with peets.

v
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Workshops should be planned in advance by a plannlng committee
which 1ncludes. = .

" Representatives of various groups W1th1n the

s

&
PARTICIPANTS AND PLANNERS 7

* .
.Workshops'should 'strive to reach: = ‘- ‘

Phys1ca’ educatlon/adapted phys1ca:br edueatlbn,
special®education,. and elementary school .cldss-
room teachers who teach physical education in
regular or.special settlngs. ’ . )

College/unlversity physical eaucatlon, recreatlon,
and special educgjlon faculty members, particular-
ly those involved in teacher preparatlon and ﬁbose
who prepare students to work in community and
resldentlal fa0111t1es ‘and, agencies.

Recreatlon/therapeutlc recreation adm1n1stratots|
supervisors, and leaders employed ih both publld
and private agen01es. Y

— -

Representatives of national, regional, state,

and local agenties conducting programs for im-
paired, disabled, and handicapped persons; level,
of agency partlclpatlon depends on scope of = - .

‘workshop. . .

4

Administrators and supervisors’ of sclpol and
recreation programs and those responsible for
overall operation of both special and regular
programs involving special populations.

-Volunteers and ‘paraprofessionals worklng in recre-

ation, physical educatien,®special edugatlon, and

‘related program areas.

Impaired, dlsabled, and handlcap ed individuals,"’
their families,.and persons in fhe lay public,.
who have an interest in programs for special -
populatlons..

.

.

Representaxlves of a broad cross- sectlon of
groups expected to atteq%ﬁfhe workshop. .

g

copmunity, and region with interest in programs .
for.impaired, disabled, and handlcapped persons.’
These representatives. 'include but ‘are not limited

to: ‘ . .

10

A




. : 1mpa1red disabled, and hahdicapped cqnsumers
. public” education divisions in physical education,
’ _spécihl education, and §uperV1s&ry posn:mns
» . = parks and recreation departments .
- volunteer agencies such as scouts, YM/YWCA, Red
- » . Cross, parent groups.
. o .~ state mental h,eal'th/mental retardatlon groups
: e & - colleges and un1vers1t1es

.
- . . - z
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Srte selecﬁlon fpr workshops depends on such factors as1

’

-

‘x Ex;sxence of on-koéng programs for 1mpa1red, .
e dlsableqr arid- handldapped per%ons near the -,
workshop" sft94 Ll - S - .

. s u\ “ l“ >~
. Adequacy of physical‘facilities such as meetlng
rooms, restaurarts, cafeterias, and places. to
sleep subh as hotels ,motels, and' dormitories.
v / ~ v o
. Avallab;llty of - publlc transportatmon in the, -~
form of planes, tr¥dins, . t¥xicabs, and buses, sb
‘ tHat partlclpants ¢an conveniently travel ,from
- their hoqis to the commuynity where the workshop -
* is being eld and from thelr#hotel/motel to the K
workshop 8 ' ; . ) )

=

»

-

a one-day-drive- workghop should be .held.in a
.centralized locati R to get ma.xq.mum parta.clpa'blon.‘
* » N
Note: It 1a_agV1sable to Belect a site’ coordinator from
members ‘of the planning commlttqe. This person can
do the legwork involved in checking avalléble,sltes
and facilitles: ’ ) , :

. The proposed lenigh of the workshOp, for examﬁle}‘

-
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FINANCING WORKSHOPS

94 no:t n.ecessarlly expenslve to mn, but the plannl‘ng
1d. conslder a variety of fundlng pos51b111t1es, such .

Lo - £
~

.
. * ) » . = ' N . R

NS
Y i and state’ funds includmg reVenue sharmg.
y T ° .. RN Toa 5
RS Shof‘t‘g‘—term ‘grants from varlous federaT™or state
. 0 agenc&es.- ' . - - . .

L)

L Inser\az,ce funds a.l ocated by’ va,rlous partiupatlng

ST 6€encigee»; nstltut ons, and s% . ¢
coLa e Re.g;st{eatlon fees to defray part of S e S

} - ' N

Other @:onslderations w1th direct

d/or mdlrect 1mpllcat10ns for' o
fflnancmg Workshops mclude- .

] . i
[} I
[

v
N

I the workshop as art of & larger. inservice . L
e conducted by a stavte.- or local agency. - ) "\,

t Incré-ase communlca‘tlon w1th other o.rganlzatlons or Co
agen01es g0 that maxlmum attendance is achleved. /
R ’ . Have a one—&a& program, pemlttmg partlclpam:s .
: : Io drive in; -this may . increase attendance by . . . e
et owering registration fee and decreaming other ' .
- txpenses,.and free the committee from hoysing —
) and food concems. . - . oot :

- .

» v x

' .sz; more. ~d;etailed info:r;rhati‘oﬁ on ftinding sources, .8eet

th, Physlcal Education, and o

. . American Alliance fpr He ;
" Recreation, May 1973. BZ pp, $2 75 T - . .

., A Catalog gi Feg ral Asgi ce Relatin; 'yﬁeecre ion - |
"and . Phgslcg_.l Education for <the Handicagpped. Washington,

D. C.:  American-Alliance for Health, Physical Educe- -

o 1on ﬁnd ‘Recrea;tlon, July 1973 1014 pp. |$5 20 .. .o
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rt. Washington, D. C.: American .
Alliance for Health.-Pgﬂsical.Education. and Recreation,
August 1973. L8 pp. .25 . o

eral Information and Ligtlng\bf References.
) pP. . .75 - ' ‘ p

. Y . ' ‘ { ‘
. These sourceés may be obtained from IRUC, 1201 16th Street,

N.'.W., Washington, D. C., 20036. - Enclose check or money

.order payabl}e- to IRUC. For first class postage add $1.00; -

AAHPER members include membership number and subtract 20%.
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. . ' .PLANNING AND CONDUCTING WORKSHOPS ' . j

S Workehop plannlng is a time-consuming task in which g}tgntlgn
" to detail is of utmogt importange. Listing exactly what must be '
. - - 'done--before, during, and affer a workshop—ihas rewarding results
€ and saves the planning committee sleepleéss nights wondering if
&~ gopt done. The chart on, the following pages summar-
{!k“q ;2e6 importaht ,considerations. ‘in planning and ‘indicates’ pages .
) * where additiodal infoymation for each planhing consideration may °

& ~ be found. , Although each planning corisideration is treated )
Ty separately. it must be stressed that all areas are bej lanned
7+ simul taneously. ‘e
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‘PLAkNING WORKSHOPS - SUMMARY" SHEET
C [4 .

"y ™ ~

BEFORE THE- WORKSHOP, - DURING THE WORKSEOP ':AFTER‘THE‘WORKSHOP

CONSIDERAEION . PAGE
PROGRAM _— 15,§.

- 2

betermlne objectives ~f. Make-program changes ‘ . Evaluate program--

Can
;!E -~

3

i )

e

© time.schedule

' PUBLICITY

: gram

s

.
.

. Establish press rpom or

ﬁgtabllsh criteria for
spetkers/presentors,

.gCon81der COmmer01al

_and/oreduc ational
exhlblts ’

Determane format that
best meets objectives
- =legtures
-discussions R
~-demonstration/par-
" ticipation sesdiomgy |
*visgitations
-panels -
-dhappenings
-drop-in tenters
-film centers
-resource centers_
Establlsh tentative:

Develop prlnted pro-

Develop notices and
approprlate
?dlndu als/groups-
end releases.to media

public re;ations chair-
pgrson

" Make qonfécts for-kéy
r..

persommel to be int
viewed -and/or partici;

-pate on radio or tele-
vimion program

'.as necessary

Announce changes

$tick to pre-workshop
schedule and game plan

4

Contlnue to send
press releases
Be alert to stqry
possibilities

' Post-releases for-

part1c1pants to
read

.of coverage e

speakeré and ex-

‘hibits -in terms of

establlshed criteria

)3
Evaluate format, sched-
ule, and printed pro-.
gram in terms of ways
eaclt.facilitated
attainment of workshop

A}

{ objectives

-
.

Send thank you ﬁg{es A
to aﬁproprlate media,
personnel :

-

Send releases to medla .

Follow-up stories, pro- °

grams, and othér mate-
rials and’information
should be provided, to
media personnel
BEvaludte effectiveness
of this. aspect of over-
all programyin terms of
quantity and qualltir -
£
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PL&NNING . ' i . .
CONSIDERATION ‘PAGE BEFORE THE WORKSHOP ~ DURING THE WORKSHOP
PACILITIES 33 .- Determine types ‘and . Make changes as..
, . sites of needed _necessary. :
facilities
. . Reserve needed:
. 2, : .facilities T . , e
EQUIPMENT AND . . Determine equipment . Distribute packets -
 MATERIALS , 35 and supply needs (in- to participants - -
clude screens!)’ ..:Sée that equipment.
. Test equipment and materials are in
. Order necessary. re- right .place .
" source materials . Check PA-system
including spare . Be sure spare bulbs
) bulbs and fuses for and fuses and extra
A . all equipment- tapes are provided °
- . Preview films; re- with equipment
) pair if needed ’ : -
-~ . Make equipment chart
. to facilitate delivery .
. . of equipment during L -
workshop N : .
. Put together packets
- ¢ for partlclpants
PERSONNEL 37 . Determine criteria for . Be supe personnel have -

speakers
Invite appropriate
speakers -
8rief speakers/chair-
persons as, to expecta;«
tions of them .
.Confirm times and dates
of sessivns with
speakers/chairpersons
Select guldes, recorders,
reglstratlon personnel, -
and session chairpersons.
.*Brief all persorinel as
to duties

»

‘e

R

necessary supplies/
ififormation to do jobs
. Be prepared for any
" emergency that may
arise ’

b4

~ AFTER THE WORKSHOP- ‘

~ . Evaluate adequacy of

«. Evaluate order,

“facilities in terms
+of program and types, .
of gegsions

2

" ., Return borrowed .or

rented equipment

de-
livery, and retumm
gsystems for equipment,
materials, and packets

. .Send thank‘you‘notes
" to-all personnel

. Evatuate speakers in

terms of presentatien,
 content, and other
relevant ¢riteria.

“

s,
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FLANNIVG. N , SR B . S
QQE§LQ§BAE_Q4, PAGE BEFORE THE WORKSHOP - ___DURING THE WORKSHOP AFTER THE WORKSHOP '
EXHIBIES N . Determine exhibit area . Arrange for orderly : ' . Arrange for orderly )
' . " . and hours of operation - set-up of ‘area well in . take-down of area -~ ~_
"' T . Arrange for exhibits , advance of time exhibits after time exhibits
° Lo from variqus sources;. =~ are scheduléd to'open . are scheduled ,to close
S congider both commer- . Provide necessities for . Obtain’ bvaluatlon of
. i - ‘cial and educational exhibitor demonstratlon . exhibits =hd related
. R exhibjits -- sessions s J ~ aetivities, A .
. . . Assign space to . ! - ’ .« Provide Qppor¢un1tles
: - Lo exhibitors ' , X * - for-exhibitors to -also
. —_— R . Establ;sh reglstration, oo, o \ _ evaluate these ects
. ‘ set-up, amd take-down. - o .of toxal,qprksh
| P . procedures ‘ ‘ - . ‘program . o
- . Consider exhlbltora\hfz/f | ) -t B ‘
= : ) demonstration- sessions ' ' I r
ﬁ:REGISTRATION 43 . Put together packets .. Implement reglstratlon . Evaluate all” aspects
~ . * . Plan registration . . as planned ., of reglstratlon from.
*  Pprocedures . . Provide' for late and . points of‘view of, . ..
:; oL . . Con31der pre- dally reglstratlons _ committee, participants,
] . - re ation . - s8peakers, and workers
. EVALUATION by . De*blop evaluation . Meet 1nformally witht - . Prepare final evaluation .
. . ' instfumentsg and - planning. committee each . Have meeting after 6-
“ . Procedures o . . day | month follow-up
H . . o . Explain eveduation =~ ... evaluation
-~ ) . B . * procedures to par-’ * . Meet with next year 8
‘ L B I - ticipants and have . committee .and pédss
‘.. o 5 ., forms completed along information-
- . - o . Congider a steering ; Conduct follow-up
- ’ . : ' ' = committee of partici- evaluations to deter--
¥ ‘ ' X ‘ : , pents %6 meét with | mine effects and im- * °
- ' ’ : e , planning committee. o pact of workshop on
' ’ . - *  daily for input and " ‘programs-and activities .
! . ' .. additional -evaluation o : ' -
T o ’ . . . poo veo e
'r » = o ’ . )
[ 4 "y : P
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PLANNING THE PROGRAM

the Work shop

Determine deectlves ‘of the workshop--what do you
hope to accom,p;l.lsh‘7 Who is the workshop geared ',
toward?

. Survey both dlsabled and -hondisabled persons 1nvolved

in physical education, recreation, and related pro-
gram areas for impaired, disabled, and handicapped
persons to ensure that the program is directed. toward.

" . .needs, problems, and prigprities of- 1mpa1red disabled,

During the Workshop

.#nd handicapped individuals and of persons worklng
with these groups.

' Determnne format that best-meets these obJectlves.

(This is covéred in- detail in the next.section.)
_Establish criteria for speakers, iM light of the .
format to be followed and coritent of the workshop. .
(This is covered in‘greater,detail in the section *..

on Personnel.) A Plannlng Chart, such as the one=6n!

pages 27-30 is helpful.
Investigate ‘possibility of haV1ng exhibits that
complement workshop sessions. ‘(See section on'-
Exhibits for more detail. )

! s s

Tt 3

Make .program changes as necessary.
Announce program changes by, means of public address
system, announcements in each sesslon, or printed

_ signs.
After the Worksh;p R .

s v

4

LY

Evaluate the workshop program, speakers, and exhlblts
in terms of established crlterla. (See section on
Evaluation for detalls ) ’

7 K

&
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,D? rmlne format that best meets program objectivgs.\ A combination
various types of sesSions makes programs more intaresting.
Different types of sessions include: -

'LECTURE/ADDRESSES

+  Introductory address to the workshop should--
<-provide an opportunity for workshop chair-

‘h; person to orlent partlclpants to purposes
and personnel. .
——explaln major asPects of the program.

‘()’—ﬁ\ . Keynote presentatlon should--
. - --identify problems ')
R L --provide backgreund of problems in't of |
. prevalence -figures and projections, critical
- : aspects, and what is currently being done to
: . alleviate thege problems.
1 - --set the tonhe for the total confelernce, issue -
. . charge to partisipants.
. --challenge participants to 1n1t1ate programs, ’
- : expand existing programs, undertake research,
4 : . and increase opportunities for impaired, dis-
’ abled, and handicapped individuals through
. speclflc physical education, rectreati®fl, and
' o related programs.

« There should not be too many lectures, addre egses, on tlmes when
nrpartlclpants merely sit and listen. The key tp a-successful
I program is active involvement by participants--they want to
talk with, not be talked at or to'

. SMALL GROUP BU¥Z, SESSIONS S

’ These groups cons;st ‘of ten peoplé or less znd-- o
. - --give each partiscipant-an opportunity to re !
to general presentations, ask significant N\'
S &questlons (something they may be reluctant to
. #.do "in a large genheral meetlng), discuss mutual,. \f
» problems, and present their success stories .
-, ~and promising practices. o \\

-
A

--should be led by chairpersons selected and
‘. . oriented in advance so they know what is ex- .
‘ ‘ ’ pected ard how to channel dis¢ussions in , .
relation to workshop objectives and backgrounds ° ¢
. of participants. - ‘ - &




) - DEMOJSTRATION/PARTICIPATION SESSIONS - > :

'--prov1de part1c1pants with opportunltles to see . ‘

\'\

consultants teach/lead. |
--are effective in providing zartlclpants w1t§;pr1— )
mary experiences that show the potential of 'im- -
“paired, disabled, and handicapped persons in a -
' variety of physical education, necreatlon, and .
related act1v1ties. : |
--may include hgginning and advanced levels of |
teachlng and ?eadership in perceptual-motor ac-
t1v1t1§s. physicdl education and physical fitness . .
activities, recreation act1v1t1e8. outdoor education,
aquatics/swimming, camping, scoutlng. and “related ] |
program areas. |

- --may include opportunities for 1nteract1 n between

workshop pa 101pants and impaired, disafled, and
_ handicapped: ‘persons. * This can be valuable in
- breaking down anxiety, fears, and apprehension of
participants. regarg;ng these individuals. .
-=provide opportunltles to break into four or five -
small gIOUps for specific se881ons. fhis can be
hahdled in a variety of ways: (1) participants
-ele¢t to ‘attend one or two sessions, (2) they
"~ attend all sessions with rotation from session-
to session tontrolled by a signal. In the latter
“approach, rotation may be done by (l) consultant :
and demonstration personnel remaining in one place T
"and participants rotating, (2) cohsultant, and ) .‘
demonstration personnel rotating and participants - *
remainihg in one place (in this case all stations
should have the same equipment), or (3) partici- - -
pants and demonstration personnedrotating and
consultant remalnlng 1n oéne place.

. \VISITATIONS ‘ ¢

--give participants opportunltles to see on-going
‘programs that they might have read'about.

--are particularly useful when demonstration sessions
are desired but facililies are lacking at the site

-of the _workshop = . 2

. PANELS ' o

i i > .
~ i) ’

ThlS type of sesslon allows maxlmum time for questions
- and answers. Panel members--
~-make briéf presentations followed by an open

question and answer perlod. s
»--make presentations in turn and then respond to o
questions directed to hlm/hér--a time limit must
be enforced. . | L
P4 ' | I

18

-




.1,

~--could be well-known practitioners or educators
in the field whot'.give no formal presehtation, :
but merely respond 1nformally to-questions. . * e

Note: Po be sure a session of thid type stays
- ) on the track, a moderator gould have, all -~

questions submitted on ¢ s. so that he/she
could direct questions of general interest to -
the appropriate panel member.

N . -

. OPTIONAL SESSIONS

y—-deal usually with problem areas 1dent1f1ed by
i participants themselvés; pre-registration foims
. ) may have a designated space Where participants-
- can write 1ng§oplcs they would llke to see as . ¢
. optional sesgions. :
--may be buzz group, questlon-answer, demonstration,

or panel format; moderators are selected on the ]
. basis of the toplcs covered. . CT
. --are informal sessions often held at night or ‘ :

‘ / after scheduled sess1ons ve ended.

”

v é

-

.

: HAPPENINGS SR “ -

These are optlonal sess1or1s that are very 1nf0rmal
and usually not preplanned. People at a workshop ]who
find that there .is'an interest in a pafticuldr. sub:je’ct

’ L .0or a mutual problem Spontaneously decide. to have a
; Happenlng, determlne a time and place, and put up
X . / ' s1gn up sheets’" . ' -
. AN HOUR WITH e '

/', . [

. . An 1nformal questlon answer sess1on in whlch par- .

- ticipants can 1nteract withywell-known profess1ona.1s
- or consume?s ‘This is a partlcularly good format

* for an evening session.: These sessions are also . :

‘ effective for an individual immediately after he/she Lo

\)‘ has made a formal presentation.

AR . SPECIAL SESSIONS FOR STUDENTS = -
, . '-~deal with topics of interest to students. '

_==-utilize very informal question- answer or buzz
_group type of format.
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DROP IN CENTERS, , . SN

--gre mest effectlve in wonkshops lasting two or
. more days.,

--should_be arranged .so that part;01pants with
similar interests can get: together; there- ay| be
two or three such centers in one werkshop. T o

-“allow participan®s to meet and exchange ideas, -

- show and tell what they awk doxng, and geherally ‘
Become involved. . .t .-

_ --provide partlclpants with opportunltles to par- S 3.
ticipate in cracker barrel sessibqs, in which one )
can talk ;nformally with others about programs;
this encourages participants to try new ideas aad
often gives them greater motivation when they
retum home. '

--give part1c1pants some small recognltlon from
colleagues for: thlngs they are doing-in their
communities. - .

FILM CENTERS

Appropr;ate moviés,- fllmstrlps, slides,. loop films,-
and v1deotapes/cassettes may be set up in a de31gnated
center so that--
--participants can drop in and watch or show audio- . -
-\ Vvisual materials that pertain to presentations, o
have been 'Advertised in professienal journals,
or deal with local ongoing programs. -
'——partlclpants are encouraged to spend time in ‘the' ™ .
film center. Arrange audiovisual showings: in | !
free time--before the first session in the mornlng,
at noon,, during breaks, after the last session of °
the.day. Post a schedule on the door of the Center
and in other prominent places. Announce titles and
times before each ‘sessioh and inclu e titles and ~ -
tlmes in the prlnted program or on a spec1a1 handout,

RﬁSOURCE MATERIALS AND MATERIADS CENTERS

tw

L]

-—schedule a sessiom—--speaker, or panel——on resources
available--ife., visual aids, educational and in-
formational materials, lists of dn-going programs,
consultants,’ materlals/medld centers, equipment and
supplies, tegchlng tips, adaptations and modifications -
of activities and methods. Provide each participant o
with a kit or packet of materials to take hothe. - —-

--provide participants with lists of people who can oo
send them additional information and names and ad- | -~
dresses of suppllers, publishers, and others who "
produce materials in the areas of physical education,
recreation, and related areas for impaired, disabled, . N
and handicapped persons. . o

P B ~
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+

--make avall'able fliers, bmchures, repfmts g’f -
a:z;tlcles. and- other appropr.la‘te materials.

'CLOSING SESSION . ‘ -

-

'Bh,lé %s g short--l5 mlnutes or less--dy'namlc
presentation intended to motivate, challenge, and
stimulate a commitment,to actlon on the part of -
_egch partlclpant. This might be best’ accompllshed
a & w1nd-up dlnner or luncheon. :
Establlsh*a t£ime schedule by utilizing a Workshop Plannnng dhart
such as the one preseaimd on page9'27 30.
'Develop a prlnted or
engaged, titles ef sessions tablished, and times and-places of
sessmns determlned. .}' .

LA ¥

Y4

During the Worksh;g e ' ~ .

»
-

. _Stvart and finish all sessiors on time.:
. Make sure there is time for questlons .and 1nteract10n
after each presen’satlon. . Lo
.+ Follow the game plan developed in pre- workshop planning,
) but be fléxlble enough’ to adJust to. changing 31tuat.10ns.

gter the Workshope | _ >

. .
,

-

o . Evaluate the eﬁ'eetlveness of. formal schedule and
" printed program in terms of ways .each f&bllltated
attainment of workshop obJectlves. (See section on
. Evaluation for details.) ’

eographed -program ohce speakers have been )

.l/_q




. ° °+ SAMPLE WORKHOP TIME SCHEDULES
) e _ One-Day Program

) Several of the tyﬁes of -sessions described in the prébgéding .
gection can be used in the. course of .a one-day workshop. The\%\d
s ad

[

following example ilypstrates-how“aigreréht types of session
variety to the progrem; the example also shows a.time schedule

that a one-day workshop might follow--- . .
. 8:130-9:00 Registration - . ool
, ‘ 9:00-9:15. Introduction and statement of workshop
. o , ‘ purposes . .

. 9:15-10:00 Keynote address--cliarge to participants
» . 1Q:00:10:15  Coffee break , - .
N 3 _ 10:15-12:30" Four presentations S . k

. o . .. -medical -aspects . ‘} :
> . * . psychological aspects .

. social aspects
on-going programs. : |
Note: These presentations could be set up R
. in one of three ways: Lo s |
- . all participants attend each of four =
s , . short presentations; or .
: C . . each presentation is about two hours
. oo N ) long;. participarits elect to attend
only.one; or . ) - ) :
\ , . . each presentation is about 60 minutes )
ke . , long with two going ome simultaneously;
’ participants may pnly attend two. ) ‘

‘
"

T 12+30+1:30 - Lunch -

LT . 1:30-2:30 - Demonstrations L 2

. ‘ 2:30-4:00 + Small discussion groups - _ Co
' 4:00-5:00 Closing presentations e <
S . -+, @alfailable resources 7 o
I . challenge; ,motivate, and stimulate .
. participants to initiate action .

- . . . “programs P D
R .

4 - ~ . . |
T . .
‘e " 1]

Oné-and-a-Half Day Program . :

| !
L . .. A representativé time schedule for ‘a one—and-a;baif day {
( w&rkshop follows-- .. . ‘ : .
T Co a B . .-
' .. PFirst Day ° : . - ‘ -
) ' .‘ . " \ v ) ’ \ . \.- . -
v, ( i 9:30-10:00 Registration and coffeeg .
! 10:00-10:15 - Introduction and ‘statement of workshop .
o © <~ purposes - C .o
10:15-11:00, . Keynote address’ X IR Y
N . R L — : ,“ vy i 7O L ' .
N N N C, * . ) o -
o‘.,‘-v .. R N ’ 23 * N N N / '
A ] M . - - , . P
« > ’.

. L -
P . . .
" . .
IS
. . o v .
a LI N » N . .

] AR 8 '

= i , 4 ¢ . e . . \\
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[

11:00-12:30 Three presentations R
... medical aspects
. psychological aspects
‘ . social aspects . .
Note: Theqe presentatlons could be set up
as descrlbed in one-day workshop.

-12130-1:30  Lunch - -4 "
1:30-3:00 Presentations on- Outstandlng Programs . .
’ . . physical fitness . , '
- S ) . Yecreation - ¥
' : yolunteers . "
3:00-3:15 Coffee break « SRR R
3315-5:00 Small group dlscusslons ~
- 6130-8:00 Optlonal-—dlnner with speaker -
Second Day “
9:00-10:00 Reports from dlscu381on groups with opportunlty

. fto have questions answered by experts, .
10:00-10:15. Coffee break
10:15-12:30 Demonstration(s)

'12:30-2:00 , Closing luncheon with short presentations
, . avallgple resources t .
Ce L ) - - challenge to. action . , .
. e . Two-Bay Program .. -

™ o, Thls‘WOuld follow a format samllar to the one- and-a-half day

. meetlng, winding up either in the late aftermoon of the second day
“or with a closing dinner.  The iwo-day meeting allows more time
for effectlve use of:: . ' >

i
P . v

additional speakers
vigifations to sites of on+going programs
'visial aids such as a f¥lm center
demonstratlon/part1cipat10n sessions and
. 2 1nteract10n among partlclpants

A.representative ‘time schedule for a two-day workshop followB-—
{

. First Da . ) - L "
» £1rst vay o |- - : . ‘ _,
9:00-9:05 ~  Opening remarks .and welcome c
9105-9:145. « Keynote address. . - .
9:45-10:15 Demonstratxon--Phy81cal Fltness--make cblorful,
- +- © dynamic, ” 1nteresting

10:15-10:30 Coffee break .
10:30-11:00 Demons ratlenr-teachlng through games
11:00- llz30- Small roup dlscu831ons

- . » .
h) . ar

e




- P & '“.. - ‘ -~
12100-1130 . Lunch’ o ,
£7 1:30-3:.00 - Demonstrations IR T
- \ , L . games -of Yow organlzatlon . -
. s . basic motor skllls ,
3100-3:15 ° Coffee break
, . 3115-4:15, uDemdnstratlon—-sw1mm1ng and pool games
. 4330-5:00 - * Small group dlscu881ons .
. \ 5:00-7:00 Dinner
‘e 7r30-8130 . Generalfaeségon——questlons j ' 5
- . \ ’ - .
’ . ‘:ﬁhma}nder of evenlng free, or suggest films, informal ;

disgussions, ha!!enlngs,espe01al interest meetings,
or: o?her types' of optional sessions.

Second Day L ' . - ' - b
. e
s450—10:00 . Demonstrations . , T
i g gymnastics - ' S
o . sports skills ’ ’
: 10:00-1Q:15,# Coffeé break . ) . .

10:15-12:0 Demonstrations g
. . . large equipment
. combative .activities and partner games

12:00-2:00 Lunch and speaker , o
+2100-3100 . Small group discussions v A
3:00-4:00 - General session _: .
' > . questions-answers [ . <L
.. . evaluation
) ‘¢ - &
\ \ - . -
%
1
. ' . Oy
4 " .
T L4
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3
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WORKSHOP PLANNING CHART

-

TIME

) TYPE OF -~ s QUALIFICATIONS OF - . . )
i ___SESSIONS SPEAKERS NATURE_OF PRESENTATION LIMIT x‘}¥ COMMENTS
| N : . - . ) -
‘ Opening . -Workshop Cha1r~ . -Welcome participants 5 min. -It is 1mportant to get
Remarks person w -Explain purposes o work- off to a_fast, llvely
. . : shop and describe how start‘ S
. they will be met :
) - “ -Introduce keynote Spea.ker
Keynote -Well known and: -Identify role of physical ..30 min. -A talk to make partici-
* Address “*‘ established physi- education, recreation, and pants aware of the '
cal educator, rec- related areas as“one agent ; tremendous importance ,
. e o reation specialist, in education, training, ~ * 'of physical activities
L psychologlst or habllLtatlon, rehabilitation * for impaired, disabled,
\ g special educator growth, and developmént of and handicapped persons
/) 5 ~Well known, indivig- impaired, disabled, and .. and to make them eager
RN ual (personality) . handicapped peréons to partlclggte and pick

with some acquaint-
ance, background or
, experience’ in areas
of concermn
?rogram participant
consumer) with per-
sonal experience
and/or professional
background in one or
more of;thevareas'of
concern
-Good knowledge of
concepts of edytat-
ing impaired, dis-
abled, and handi-
capped persons
-Knowledge of motqry ~*
phy31ca1 problems of -

activity in; thelr

- development
: Q ‘ < =Excellent oratory
ERIC © skills

-Discuss shared objéctives .
fpg dlfferent fields
rested 'in 'special
papulatlons

"~Describe unique contrlbu-

\

special populations .
-and “the-role of motor.

tions of physical -educa-
tion, recreation, and
related activity’ areas
-Use many examples and
success storigs

(4
v &

up as many activities
and ideas ‘as possible
/

’



) * \TIME = ) . -
‘NATURE OF PRESENTATION LIMIT COMMENTS,

g-V F
TYPE OF QUALIFICATIONS OF
SESSIONS. __SPEAKERS

”bemongtrations : -Successful experlence -Present a varlety of phys- 30'or L0 -Presentations ﬁay be~
- * .in developing ang- ical activity sessions: . min. per made in several ways
conducting activity . Physical fltness--l e., sgssion (preferential order)-- _

s

prégrams for impaired,
disabled, and handi-

capped.persons .

_calisthenics, running -
obstacle/confidence
course, fltnes//games. o
exploratory/préblem _ °
solving, dance, acro-
Jbatics

"Low organization games -

and activities -
. Basic motor sklll ac+

thlty--l e., walking,
Jumplng, hop-

’,plng, ipping, swing-

1ng,‘skat1ng. rolllng,‘
Thythms

. Aquetics/swimming--ori-
entation to water and
‘water safety, teaching
‘strokes,. pool games,.

\“~~boat1ng, small craft,

canoeing, life saving,
skin and scuba“

. Sport 8kill instruction--
this may be specific to

a sport or general prin-
ciples illustrated W1th
geveral sports’ |

. Gymadstics--i.e., self-

-testing, tumbling,
stunts, trampoline,
vaulting, gggratus
Small equipment--i.e.,
hoops, chairs, balls,
ropes, bean bags, tires,
boxes

. Demonstrations with:
impaired, disabled,
. and handicapped
children in.speci’al
and regular .
settings ' .
Demonstrations with
workshop partici-
pants. L.
Combination of dem- .
onstrations and
partigipation
. Films
.. Slidés .
-Demonstrations should
- be. conducted both in-

. doprs and outdoors.

If group is too large
to handle together,
plen concurrent ses-
sions and then repeat
them. Optiofis can .
include rotation by
(a) participants, (b)
participants and dem-
onstrators, or (c)
consultants and dqp—
onStrators
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R
- TYPE OF

QUALIFICATIONS. OF
SESSIONS .

, TIME
LIMIT

-

NATURE OF PRESENTATION

.SPEAKERS

Deﬁonstrat
(cofitinued

] - -

[

%oés

? N . N . - l.

-

-Chairpersons must
have expergence in
group leadership and
be well prepgred on
topics, in advance

-Goals of sessions
must be well-defined

Small.

, Group Sessions

~

35 -

* COMMENTS

-
4

. Large equipment--i.e.,
climbing apparatus,
: playground. equipment,
"7 homemade/improved.de-
— —Vices - : o . '
. Combative 'activities .. J
and “‘partner games-- .
progressive lead-up - |
to wrestling . )
.+ Teaching through
games--use of physi- ‘ >
cal activitlies. to )
teach concepts, i.e.,
(a) presenting ac-
tivities visually~ N . , ‘
orally, and kines-
thetically to pro-
vide a variety of ‘
stimyli, (b) knowing = - . :
left and right, num- C : '
‘bers, verdal symbols, - ‘
arithmetic, and (c) .
using activities to.
produce a variety of
‘responses to stimuli

-Include buzz. sessions for
discussions of use of ac-
tivities which_have been, -

.gemonstrated for types ., of
groups with whom partici-
pants are now or will be
working

cussions directed
toward activitieg,
which were demon-
strated-

Leader must be.mind-
ful of time limita-
tions and keep dis-"

36




”

QUALIFICATIONS OF

COMMENTS

. TYPE OF - . TIME
SESSIONS - SPEAKERS ' - NATURE OF PRESENTATION LIMIT
Small i’ -Discusg adaptations ac-
Group Sessions cordiyig to such factors
(contlnued) : as ade, sex, IQ level,
facilities, equipment, N
. time, handlcapplng con- .
. ’ - - , ditions, program organi-
N - wmation : o
. -Discuss ways £o modify, ]
B ) ~ vary, and elaborat2 upon,
.o ) activities
* General -Small _group chalr- * -Present: brief outline re- 3 /min. -
Sessions” persons port from each small r
‘ . 5. - + . . group sessjon ession
i x ‘ " <Consider and plan this eport
‘e type of session care- .
Sully since speed of
- ’ ‘ahd repetition in pres-
) . ‘efitations are often not
g ’ ¢ well received by
—_— . participants .
Closing -Well-knewn personfl- . -Inspire participants 15 to
Session ity--not negessarily with motivational talk 20 min.
professional, byt to put into action new . B

‘ Address

31

. grams or populations--

with some relation- *
ship to special pro-

knowledge and ideas they
% have gained, improve their
programs, and/or Start new._

i.e., entertainer, programs where none exist
politician, .athlete
I'd
/ t"; . -
- -

-Groups may come up
with a brief outllne
report of suggestions
and recommendations
to present at a
General Session

"i

~

-Include .specific
recommendations and
suggestions

-May be presented at
closing luncheon:

v

38
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_After the Workshop -

. of* talks made during the workshop, and suggest to re-

% Duting the Worksﬁop " -

PUBLICITY

the Worksho‘\\\ ‘ .

Develop notices that describe the workshop, give dated
and subjects of sessions, indicate key presentors/
gspeakers, and provide other pertinent information.

Send notices gnd/or invitations to individuals, groups,
organizations, schools, and agencies involved in or
interested in programs, for impaired, disabled,“and
handicapped persons ih general and physical education,
recreation, or related areas in particular.

e

[

. Send releases and other promotion materials, including -

glossy photographs, to newspapers, professional journals, -
radio stations, and televisionyschannels. If the work- ~—
shop -is being held, at a university-or agency.with_.a '
public .relations.department, contact this department

for assistance and/or additional publicity. ,
Take advantage of television and radio 'talk shows to’
publicize the workshop; some television and radio
stations allow a certain amount of free public service
air time to anmourice programs of this type; make
arrangements for key personnel to be interviewed and/
or participate on radio or television programs. ,
Establish a préss room or a public relations chair-
persont, depending on the gize -and nature'of the work-
shop. The function of the public relations chair-
.person, whether or not  there is a press room, is to

distribute pre-conference materials, provide copies

porters what sessions they might like to cover personally.j

~
s

-

Continue to send out press releases and encourage re-
porters to attend sessions. ‘ : ’

Be sure public relations chairperson and press room N
personnel are alert to story possibilities and state-
ments that may make news.. :

Post press releases for participants to read.

Send thenk you netes to appropriate meédia personnel.'

Get out releases to local papers, professional journals, |
radio stations, and television channels summarizing .-
highlights of the workshop and providing informaE;gp

about participants. - " ’ :
Send articles to home town newspapers, radio-stations,
and television channels of featured speakers; presentersy -

demonstration leaders, and participgnts.

~

s

N - ‘
w - . WK

- b

)




. Pollow-up stories, programs, and other materials and
" information provided media ﬁershnnel. ,
» Evaluate-effectiveness of this aspect, of overall program
in terms of quantity and quality of coverage..

. A Sample Press Release

.ﬁame of Agency/Organization sponsoring workshop
Address . ; '
<Te1ephone Number .

- For Release ' (date) . R

k4

. Registration fee is $5.00. For further informatiofi’ about the
. Workshop or-to receive registration information, contact: ’

The Regreation Department of Parker Hospital ig having a workshop
titled The Use of Volunteexrs in Hosbital Récreation- on Saturday,
November -8. The workshop will be held at Parkergyille Community
College on the third floor of the Main. Building, from 9:00 AM to
L:30p PM. . . ' - . . . v
Featured speakers at the workshop will include Ar¢ W. Grant, Ex-
ecutive Secretary of ‘the State Recreation Association, "and M. S.
Nartin from the fmerican Foundatien for the Blind, +Workshop .s&s-<
sions“will cover such topics as training of.volunteers for :
.athletic programs, reereation activities that could be sponsered
‘and .conducted by organlzation-affiliated volunteers,: and 'the
.voluriteer's role in rehabilitation of the spinal cord injuréd
patient. S c ! SR

Récreation professionals, persﬁﬂ;;I who work with volunteers, and®
persons interested in becomihg volunteers are ufge o attend.
’ - » * - “ ’ -
. ' ame '
Addresg

¢ T

Telephon
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T 7 ews .7« .FACILITIES | »

RS |
SO fore the.Workshop . -~ \ - Co St o

T . ' e Lo s ’ coo
" . . Survey?and reserye needed facilities, gich as large.
a ' . - . '] . s .
- small -neeting rooms; dining rooms for special
- eventsd, gymmasiums, ‘swimmag poolsy ‘and othér rooms.
W _ needed for }s{pecifiﬁ seseions.
NN 2N . ~Determine where exhibits can be seét up. Divide

. - . . this space and give each exhibit area a runbér for
. . - ease in assigning-bboths. =~ ° N
I ‘uh’,eck restaurants and‘'hotels in the aréa and make ,
. S a list of these to give to workshop pdrticipants.
v ‘. ‘. Assign rooms &nd other program facilities in terms
Co ' of type of. session, anticipated attendance, and
‘ . number of concurrent sessions. ’

s R B '
“. - During ‘the Worjssfiop~ - : ) \ o

h . Be prepared to.meke changes, sych as re-assigning
rooms on :the basis of numbeg of participants in
- ’ e , ' ' B |

. ., T .
+ '« . , Evaluate procedures used in assigning rooms ald

' . ' .exhibit spaces. .~ LY NN
. &' Evaluate adequacy o} facilities in terms of program,

types of. séssionsg, ruinber of concufrent; sessions; .

D | each gessiomn.”"
. . After the Workshep.: -, & '-.. ., o e

1

~

)

¥

v . s s o
. . and number of pggticipants.. . \ ST e
- . ‘ .
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. EQUIPMENT AND MATERIALS

s

the Wo¥kshop «

. Determine audio-visual equipment‘heeded,for'all'sessiohs,'
such tas projectors, phenographs, screens, public' address
systems, and physical education/rééreqation equipment and™ .
supplies; borrow or rent equipment .and supplies needed. .
Test equipment to make sure each‘piece works. ) . -~

" Order all needed resodurce materials well ahead of time )
to allow for slow and misdirected mail.
Preview f£ilms and do necessary repair work. . \
Make an Equipment Chart, such as the dbne on page 36,
ch, shows who rieeds which pieé¢es of equipment at_what
time gpd,K in what location. S _
Get eMra projector bulbs, carosel.and jegular slide’
. .trays, extra reels, spare fuses, and extra tapes. -
_ Put together pacKets for participants.’ o

@ . §° ) . S
¢ ’ ’ ' roy

. , S . . 1P
ipuke phckets to partM®ipants. . [ - - -
See that all equipment and¢gupplies are delivered to the '.
right "lecation at the right timé; test all equipment to

.See that.eag% piece works. Lo e e - :

*Check the public address sysjems to gsee tHat each iy
working., R I 5 ) T [ _
Be .gyre spare . bulbs, fgges,yfud extra tapes are ‘delivered ;=
with equipment.. - ' ’ 3

’ * ’ v T R . v ‘ L ‘ ‘- .
- . ¢ ] ~ .
After the Workshep A - : Yo
.o . . A ‘ ‘ g s - {
.+ TRéturn bor;pyed‘or;rented,equipme _,and materials. :
. .Evaluate ordgr,ﬂ&élivery. and ret systems for- - I
equipment, materials, and packets. - ,
D . s,

[
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EQUIPMENT PLANNING CHART = ° . o .

. DATEOF ~ TINE OF TOCATION OF - SESSION . ) T . .
_ ‘SESSION SESSION - SESSION LEADER ~ EQUZFPMENT NEEDED — RETURNED
© 10/18~ 9130 - 'Rm. 212  Ms. Jones - parallel bars, overhead '~ :
< - 10:30 AM . projegtor, screen, .-. - . -
‘ - projection table o
e / . . . ) . .
s, »9:00 - . Gym’ ' Mr. Adams  matsy sl_“i‘projector. T ’ S
‘10:30 AM . - microphone w/cord, .
oL - . d screen s .
- 10:30 AM - _Pool " Ms. Ames  chalkboard, kickboards L
T a . = noon - - o _ :
¢ 103130 'AM ° Rm. 8 Mr. Smith_  lectum, microphone, -
~ CL - noon- : x . l6mm projector, screen, L .-
' = : . N ", '~ , phonograph ) ' \<’
. N Al * -
‘ - P " . .
w . Y o "
(0,8 o * . &
~ , \;‘
\‘ , . ‘4 ‘ ; f; \( ] A
* s ) 4 ¢ * )
* : : . .
- ] . _ | . :
Pl ' * ~ , -
A .
! . ‘e .
; . * : .1
] e .o (1 ¢ . .‘ '; \
ty . . IS * .
43 . . . : 44 .
) . \‘
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PERSONNEL |
\ {

;.Beforé the Wd?kshog . |

. Determine crlterla for speakers/chalrpersons and-other presentors
Y based on the subject and purposes of the workshop. The Workshop
: Planning Chart (pages 27 .to 30) may be‘ﬁs@d in this process.

e KEYNOTE SPEAKER

R , Should be a knowledgeable leader, such as--
< - -- tor of state assogciation for méntal
: : ardation, cerebral palsy’ a88001at10n,
or similar organliatlon.
--specialist in physical education, adapted
physical education, recreation, therapeutic
. recreatiln,'special education, health, dk.a
-related area from a nearby college or univer-
. sity, school, 'or facility. - v
- --representative from a professional association,
‘ - volunteer organization, or patemt group. . A
. --director of a state or local facility that has )
. an outstanding program. .
= e ' ‘--government officials (local " state,”or feder '
: who have been interested in and/or involved "
programs for 1mpa1red disabled, or handlcapped

~

. persons.
: . —-1mpa1red dlsabled or handicapped persons who
’ speak publicly. . oY
: qQ --outstanding practitioner. - ‘
- --involved personality. L ) a1

. .. OTHER SPEAKERS OR PRESENTORS . - .,
y ° ‘ Might be representatives of--/ ' . o -
et --consumer or parent groups. )
"---public or private schools. ’
~-communjty recreation agencies or pgrk boards.
\ --youth-gerving. agencies, such as YM/YWCA,
o settlement houses, or scouting. Tooow e
- -~state resypentlal facilities, reglonal fa0111t1es,
) .day care centers, act1v1ty centers. ..
;:J< .——parent assoc1at10ns, civic organlzatlons, serV1ce W
. groups. . £ . ‘
——medlcal or psychologlcal groups, including - .
hospitals, developmental centers, special clinics.
. , ——college/ﬁnlverslty programs andidevelapmental
Yo * centers. ) o
T --special préérams such as Recredtioh Center for thée g

<

. Handicapped in San Francisco or Community Association
for the Retarded Wedde Hand1sw1mmers in Palo Alto, ‘
Califormia. K

‘ .




v

. ¢ .:ohax Ty . . .

"--demonstration' projects and/or federal or state

~ funded  projects., Y

--camp, and vutdoor-education/recreation prograus.

--special programs such.as swimming, 'skiing, "sports,
or perceptuar-motor development.

P

.« CHAIRPERSONSOF SMALL -GROUP SESSIONS - -

Should have ability %o draw others out, keep the topic
in focus,  gnd havé an understanding of the subject
under discussion.

Invite individuals with necessary qualifications who meet critferja
to conduct sessions'at the workshop. T e ‘
Brief speakers, chairpersons, and other presentors in terms of what
is expected of "them and help .they may expect from the planning
committee, -Have speakers. submit copies or summaries of their talks
to the worksghop chairpersch or press room (or both) on the day of ;
their presentation or,gpreferably, sooner. . sy

Be sure that'speakers, chairpersons, and other presentors know times
and ddys of their sessions; if they:have hand-out materials, they
need to know the anticipated number of participants for their sesslons.
Check that information -about speakers, chairpersons, and other pres-

‘entors is accurate before it is printed in the program or sent to

the media.’ _ ' . ‘ ‘s S
Select persons 4o serve as guides, recorders, session chairpersons,
and, registration personnel. Do not overlQek the possibility.of

‘using impaired, disabled, or handicapped persons "in ‘these capacities.:

This may bring about increased interaction between participants and
jindividuals with various handicapping conditions. )
Brief these personnel thoroughly as to their duties. .

. GUIES < . '

+ Direct peéople frpm session to session and ansWér
specific questions about location of rooms and the
program in general. e .
T 2

RECORDERS CE s
--note the number - of people who attend the session
_to which.they are assigned. - -
--summarize what .was. said by spkakers and/or
panelists, or done by demonstration groups.
--obtain- copies of presentations and hand-out
-materials.
--tum in reports to a designated person in a
specific room atea certain time.




-~ .  SESSION CHAIRPERSONS ' ’
:—1ntroduce speékers, panel members. part1C1pants
in demonstrations, recorders, and leaders who
are attendlng the session. ‘ S
--summarize the toplc. :
--make announcements about the program. .
s \ --gee that the session begins and ends on time.
L --coordinate activities within the session, such
o~ -as rotation, if leader or participants-rotate
R from demonstratlon‘to demonstratlon. Lo v
) . REGISTRATION PERSONNEL .
--sit at a desigrated registration table and -
. ) han t registration materials, such .as
~ ' , pro ,* identification badges, meal tickets,
' c and information about places to eat in the
community.. he
. —-be prepared to answer’ questlons and handle '
~ emergency situations.

During the Workshop '
i!Be sure that recorders, ushers, session chairpersons,
and registration personnel have equipment, supplies,

and information necessary for them to carry out thelr
jobs.

. .Be prepared for any emergency that may arise.
DU After the Workshop
. Send thank-you notes and remittances (if pre-

' C arranged) to all personnel:involved in the workshop.
' . Eyaluate speakers and other personnel in terms of

L d

N o partlclpant response to.them ‘and t effectlveness--.
. - ‘ i.e., presentation, cobntent, relevance. and other :
. ’ . appropriate criteria. _
¥ . i ° i ‘ . N h
. - M 1"1
\
.ﬁ\ - *
% - ’ :
M v N -
- -
e . ] -
‘ 39




| EXHIBITS , 1
Before the Workshop - ' S .' '

. Determine where exhibiis can be set up, capa01ty~nf
the area, and’ hours of operation.

. Arrange for commercial and educatlonal exhibits that
supplement formal presentations and demonstrations
on phydlcal edudaxlon, recreation, and related pro-
‘gram areas for impaired,  disabled, and handlcapped
persons.. Commerciéi exhlbltors ‘can help in under-

writing part of workshop costs. Noncommercial sources

of exhibits include--- v . .
--consumer and advocate groups.
--professional organlzatlons. volunteer agenc1es.
and parent«grpupsp
--community agencies, 1nst1tutlons, ‘and colleges
and universities.
*--government, agencies (federal or state).
——1nformat10n/resource centers.
. --outstanding programs.’ - . .
. Assign space to each exhibitor; obtain tables, -
" ¢hairs, and oth& displgy materlals if an exhlbltor
cannot supply them.
- . Establish reglstratlon, set-up, énd take ‘down’
- procedures. N
. Consider exhibitor demonstratlon sess1ons.

Durlng the Workshop . 2 o .

. Arrange for orderly set- up of area well in advance
of time exhibits are scheduled to, open.
Provide necessities for ethfltor demonstratlon

sessmns. . . /
’

After the WOrkghop . B L ) .

4

\i . Arrange for orderly take do¥n of area after tlme
exhibits are scheduled®to close.

, -+ Obtain evaluation of exhibits and related activities.

. Provide opportunities for exhibitors-to evaluate .
these aspects of total workshop program. .

rd

&

o

L ]
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., . . REGISTRATION PROCEDURES
) - Before %hg7WOrkshop ~ —

. _Yogether registration packets which might include--

P"X{};e program. : ; ‘ T

‘ --NMentification badge. .

--copies of presentations and other program
information. '

--hand-out materials describing on-going programs.

--fliers, brochures, and gther professional -

. ‘ materials. % -
--1ist of area.restaurants and sites of interest.
--evaluation form(s). '

--pencil. -,
--note pad. -
, --other items and products; check with local
. Chamber of Commerce and various commercial -
. =~ enterprises for free and appropriate materials.
. Plan registration procedures that are te be used.
Determine cost per participant of attending the work-
shop, one day, specific sessions. o
.. Consider pre-registration, particularly if you expect
a large attendance. This greatly speeds up registrafion
for you and participants and expedites flow of traffic.
If pre-registration is used, devise a registration form -
to be sent to individuals with the notice of the work-
shop (see-section on Publicity). Partieipants can
return the form with payment and be mailed a registratiom
packet, or simply pick up the packed on registration day.

- ' During the Workshop -

. Hayve a well identified registration area that is open

during certain ho . . " -

. Implement fegistrgigon as planned. -

. Provide for late and daily registrations.

-

' - After the Workshop - R
; D v . . o .
. .Evaluate &1l aspects of registration from points of
view of committee, participants, speakers, and workers.

&

L} * . - .




) T Befgre the Wérkshqp

-

EVALUATION
B I

e

. Develop instruments and procedures by which participants
. ¢an evaluate all aspects of the workshop--facilities,
arrangements, program, speakers, demonstrations, materials,
" special events, organization, exhibits. Evaluation can
be in the form of questionnaires in which participants
© £fi1ll in answers.or chéck off most appropriate responges
to certain key questions. In the latter type of qu
tionnaire, consider an-even number of-possible responses
(i.e., excellent, good, bad, poor) which eliminates a .
hkdge answer of average or fair. Purposes of evaluations
are to determine--
--how participants felt about the workshop.
.--if participants felt that thé®workshop met.
stated objectives. ,
--effectivetiess of speakers, facilities, and
exhibits. T '
--if participants got practical ide&s, solutions
to problems, and rellBvant resources from the

workshop. .. -
--if participants have the desire to go back home
- and start a program or expand their present - ,

’ efforts. - . +

. .Sample evaluation forms apﬁéar in the Appendix pages

53-65.

-

Duringuthe Workshop*

"« Meet with planning. comnmittee before the first session

and after the final session each day to evaluate in-
formally what's happening and to make necessary ad-
Jjustments. A . N
. Explain evaluation‘procedures to participarits and ask
them to fill out afid return forms before leaving the
workshop.. l .
. Explain in the final session that participants will
receive a follow-up evaludation form in about six months
to determine how effective the workshop was in terms
of what participants have done since taking part in the
program. - The intent is to see how many have initiated
new programs, expanded existing ones, and used or
_adapted ideas, suggestions, ‘recommendations, or eoncepts’
stressed at the workshop. , . ' .
. . Consider a steering committee of participants to meet
with planning committee -daily for input and additional
evaluation. B} )




Aftgr the Wg;kghgp

Meet’ with planning committee to prepare a final evaluation

of the workshop and to arrange for sending out follow-up

evaluation materials. ‘
~Study and analyze evaluation forms fllled in by partlcipanta.~

Conduct .follow-up evaluation to determine effects and im- - -

pact .of workshop on programs and activities.

Schedule a meeting after follow-up forms are sent out and -

* returned; analyze results. )
Meet with next year's committee to discuss evaluations and
planning, and to help your successor avoid Some problems
you faced. Take six™mdnth evaluations into conszderatlon
when Yplanning the next workshOp.




APPENDIX'A - c L

"WORKSHOP PROGRESSION PLAN ’
- - / : :

The detailed plan of a day-and-a-half workshop reproduced .
here refletts the importance of thorough and advanced planning.
This plan was formulated and used in an actual workshop that
was a tremendous success. As you study the plan, nhote that--
--individuals named thioughout are responsibke for

being at certain places at specifie times to per-
form stipulated tasks. .
--materials, equipment, and supplies needed at .
specific times are listed along with the-individual
responsible for seeing that they are at the \{esig-
nated .place when needed. - * :
i --workshop committee members and consultants cap - refer ,
to" the plan guickly and know just where ea¢iris to’
be at a precise time.:

fee

Ie

LA detaile¢vé;he plan helps you and the planning committee
prepare a plan to fit your workshop. JIt guides you in setting
down details, planning in dep%h, "and securing personnel and

equippent needed to run the program smoothly and efficiently. - .
““Phis is a representative example of a workshop game plan--it
does not by any means tonstitute the right way to make such a
.plan. Use this plan as a guide, but only as a guide., Adapt
the plan to your program, facilities, and workshop, #nd you'll,
be on the road to conducting a useful, practical,, and relevant
program dealing’ with physical education, recreation, and re-
lated areas for.impaired, disabled, and handicapped persons.
: K v ‘

.

«
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DAY I (Monday)

»

“General descrlptlon of workshop progwession. ‘ -

8100-8145

8:45-9:00

‘.

During thls period’ reglstratlén will be held.

‘Each partrblpant thdat has not pre-registered
will. be required "to fill in thls reglstratlon

Those partlclpants who have already pre- registered

1.
form.
Personnel: _.
Materials: .

/7

‘Secretaries- ° . ~
Pre-registration fo g’ -
Typewriter N
Table or desk at gym door

will not be required to go to this table.

name tag tabl

to a group by color,
will already be_assigned a color code.

e’

Next to this-table will be the self-evaluation-
‘Each participant will be assigned
Pre-registrants

five groups.
Pre-

reglstrants w11i’be divided so as to leave room
in each-group for individuals who igé;é%er on

Monday.

a nymber.

Personnel: .
., Materials: - .

-

3. In the room

Each reglstrant is also t

assigned

-

Secretary

: Printed name tag .

Set of red, bluéy yellow, green,
and purple magic markers .
Name tag Holders \

Officigl program

next to the gym, films will be shown

for individuals interested in watching them.
There will be a sign to direct people from the
registration ?able. R

Personnel:

‘Sign: -
One fllm w1ll

’

M. Jones

. Films

16mm projector

*.Folding'chairs (Bill Davis and

run starting at 8

Mark AdamsV . .
Film Room (M. Jones)

:115.

‘This tim¢ is allowed for official welcoming. - Mr.
MQrris will welcome the group.
make some .comments on how the workshop fits jin with.

Mr. Brown will also

the total department services.

Personnel: .
Materials: .

+

Mr. Morris, Mr, Browa;
Speakers ‘table to seat six and -
mlcrophone (Blll and Mark)



. . - ]

. The physical arrangement of the gym for the
welcoming will be the same’ as for .
Activity Session I. Chairs will be arrang®
in a herseshoe shape allowing for at lgast .

a 20 foot border around ‘the outside, perimeger.
The number of chairs-to be arrangéd will be
decideds at the end of the pre-registration *
périod (gntieipate 180). - "¢ .
) Personnel: . Bill andgMark
Mater}alss . Chairs -
~ N i ‘ -
There will be a total of 5 activity areas for
each agtivity-lecture series. These areds will
be set up to the walls of the gym~-two on each
side wall and orte on the back wall, - They will
be.marked by two-inch black -tape and will {remain

permanent for the entire two days.. RN
Personnel: . Bill‘, Mark, "and Kay .
; " Servite Consultants N

Materialss . Tape to mark off areas® '

. 'Stands for five areas and ‘
Flip cards for each activity . -

- ‘ _ o
9:00-10:00 Learn to Playj Play to Leam: . Dr. Stein--Kick |

|

off.address. .

~ >

] € - . ! : N
10¢00-10:30. Break: During break each participant will stay

L "

. in the gym. ,Coffee, cakes, and juice

.".  will be available. y N
. Personnel: .' May Jeffers and Secreltdries .
Materialss . Coffee, .juice, cookies
SRR } .

10:30-Noon  Basic Concepts: Body Orientation and Posture.

Procedure: The following-description will be
referred to in this text as Lecture-activity
.procedures. ‘Although titles and activities
change, the format will remain censtant. Dr.
Stein will.speak and demonstrate activities
for 25 minutes. DBuring these periods all
participants:will Ye'seated in the horseshoe.
Following Dras Stein's presentation, ‘groups
will go to-assigned starting points and proceed
in clockwisé rotationh .to all five .activily areas.
s:’K//A“’hand bell will be rung at tén minute intervals
to indicate movement--red tape.arrows will indi-¢ - .
cate movement paths for participants.

Materials: . 1 hand bell -
co . . Y timer = . . | .
N v . .12 rolls of’.two-inch red ‘-

L ]

'- . . ) plastic tape - - )

9
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.

.o .All participam% w111 cjieck off blocks for each

\

Leoture and gene‘ral monst‘ratlon to Mnémt of dis- »
. cuBsion of body'image, laterality, dLrectlona.llty, <
»  Jdntensity, formatlons, space, shqe speed and self-
-awareness . ‘
/

"AA 1 Majﬁ‘Actlnt es (Dlrectlon, eSelf-awareness,
Speed Space)

- Crawl .
, + "Tog Roll’
: . Knek ‘Walk
e e Row the Boat
R . Worm Crawl -
" Perso . Mark ands Dean
. Materidls:y,. . Exercise mats ' '
gslgn. . + 4 Directig ;rr. 3 f-—awareness,
.Speed, Space Y v '
- (Marked AA 1 on back)

Yy

V'A}yﬁratl n; Adap for nop-reader either
rgping on cards ar instructer- illustrat-
ing ‘what is wrltten on cards.”
. Personrfel: . Pren‘l‘.1<:e and Johnson'
Materla.ls: . 5x%8 index carls--got out in
: fish'khape with simple ove-
" ments’ on them mdlca‘(ﬁ&Bodx
parts, Simple directi on; .- .
g tensit and Size L
o, -Sign: .t Self-awareness. |
.."'b;\*__,’».’ ) ' Inrtensity c

~sDirection Ct

. B .

‘ “ - Size ! AA 2~
/etc. ffb'r Ac‘ivity" Areas-3 5. - ‘ S

]
,Once the en’eq.re group has rotated. we will break
for lunch. Plafining will heed to be’made.tq assure
\(S{ea.tmg of participantssy If necessary they could be
1v,t‘deg into two groups. If the group system i& - .
decide upon, those not’ eating couI‘d look at the _bool!
dispiay. . . o

-

;Lunph‘. pl anningf"":, © Ma;, Jeffers




»

, L e
P !:00~E:00
.

2=bo-2:3p’

Q_ -

2:30-3:30

l « e

‘Book Dlsplgx: Th;s will be-set up on the st
of the gym.fs It'will cdnsist of\varnpus publlcatlons
by HER .on physical education #wr the mentally
retarded. These sbooks will beé av, 11ab1e fer
immedjate’ purchase,‘
. Persegpel: -5 “One of the su ﬁworke;s .
T ~ 7 .%o Ve there at all txmes Y
o, . Blll and Mark .. = . e
,Mé%erialge . .3’tables to b placed oh stage .
to. 12 bal;,pblnt ens ..

.
. .

. Balance (AB) . ’ " e, -

Dr. Stein will give his 1ecture and.demonstratlon
for app;ox1mately 30 minutes.  This will be followed,
by the five activity groups formlng egain. In this
activity session theré will be a slight alteration--.
.there will be no movement of groups. Each’ demon-
stration team will be giving. the same demonstration
for 30 minutds. We will stick to three devicess.
© Statj oo
“BaldMce: _.'. Balance Beam
Dynamic e A
Balgnce: . <Balimce Bdurd .
e T .C_BounteoBoard -,
ABl, "' . Marksoand Dean -
T ABe. . Rf@ﬁggce and thhsdﬁ

AB3. . PPhlllps d, Robettson .
ﬁg* Palch ar%men .
PRV N Sm‘ith d»aﬁl. SR
: -, R VI ﬁm
Materials: . 2 beams S t : .
. . - 2 doards, 2 ottom’ ttachments '
#2 .bounce bod¥ ’ < v
‘ : ’ (fq"each area; %& be made at_shop)
' Sign: ©+. Staticrand - e —_—
S - Dynamic . - 2 )

N

. ’ ' N
- Ba‘Fnce AR 4mf )

"Breaks | Coffee. ‘juice, ¢qolpres e
Personnel: . Secfetiries, May Jeffers.

Agaln all part1c1pants are. asked t0o - sjay in the gym.
!
Lecture- Demonstratlon in Gym: Judy Newman’. . . .
Purpose is to set. ground ‘work an ry for using -
swimming as’'therapy for mentally retarded and phy31—..
cal handlcapped individuals.
o Materlals: . ‘General s¢ock from Dr. Stein's '~
list - .
;' . Speakgrs . taple and mlcrophone (Blll)
Audlence airs in horseshoe (Blll
) and Mark) ‘




Vot . .

[ B . -' _" ’ .,‘ '\' Y ) ’ ) o~
Locomotion. (AC) . R o :
. Dr. Stein--lecture~and demonstration (30 minutes).

)
-
o 3430-4130

:

ey group. Tw R

ad [ 4 N

- N A
. N - ) . ‘ . » .
N ‘e~ .

A " ACl. Mat Activity . .
. ° - "Perleonnel:' . Hayse and Gurley- -
‘ - v . » Materialss .. 2 mats _ - e
.. e - Signs ,« _Lecomotion -~ . a
, TR "Mat-Activities -ACl . | -
v ' . : AC2, Stepping-Stones ' :
) : ' ’ - Personnel:  -. ,Rapley:ghﬂ Cantrelle
U Matq;ialsfv,.‘ 3 sets foot printsg-rubber

’ -
¥ R

.+ Sign: gt ping Stones  AC2 L~

- -t N . " M ,«n ° s -

i -+ Similar information” fOr remaining groups.
. ¢ - . . . 4 2 . (4 .

14

3}
.
BN P

* - 4:30-5:00- Smalf'GrﬁngiscgsS%oﬁ ‘
T T .Using marked off ac®ivity areas, each of the five
ST L groups will be separated. ~Each participant will De
- C asked td Tarry a chair fpom the horseshoe to.an ac-
ot S tivity area and .return It,after-the discussion is
N over. - Consultants will move from‘group to group to
,_ .+ ,. _ answer specific questions. -Group discussions will be
¢ . R led by the demonstration team in that area. Mainly
v <7 -, we are interested in«feedbacksfor the next. @ays ac-
e T T tiyities, 7 . . ‘
.. *ﬁ’:*t:”mﬁ"'é{';} &g = - - - ., « . e T

4

* " 5300-6500 Films - & -
A . Personnel: .. M. Jones . _
RV ’ - Materials: . 16mm projector S
".,, ‘ ) . : . [ oo : . i:v . !

. S - “. o, T S
” . DAY IT (Tuesday), ~ -« e ) o
s 8:00+8:30 °~ Evaluation checklist will Db distpié&*ﬁd to be com-

ﬁ. . _ ‘pleted during the 'day. At this time any changes. in’
PRI ¢ . s+ scheduling will be given as well ag.any other an- =~
' f nouncemerits. Then we will begin the fouyth activity
il B , sess§ién. . - - o

-~ M . ‘
P

‘Pitness Activities for the Retarded .

. speed,* and- agility. He will talk for.approximately
- - 30 minutes,. The. vé activity groups will then-be
«.. '+ formed for the last time. ) -
LA .‘\, N Y.

- : - : h

.
- +

e et as : . g L A
Similar’information’ for w»emainder of progfam. .. ...

-

; ' : Activity groups.%ill then form for 6 minute movement

o tive play..things: 4.50 a set -

- - PR

« 0

H

y

"Dr. Stein will give a_lecture-demongtrationfon'fitnéss
activities for the retarded. In this presentation, he
will emphasizg.aspects of strength, endurance, power, :
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. " U APPENDIXB S
N . LEa DN e SE " '
L . ¢ -, 'EVALUATION' INSTRUMENTS  * - o

N ;- . . R L

Evaluation is a vital component in the ‘quest. to initiate, -
sexpand, and improve_workshops, inservice activities, and programs
for impaired, disabled, and handicapped;persons. Only by giving .
.workshop participante opportunities to.express. their opiniohs of
'@ program can woxkshop planners be sure that they have identified
and met needs of parents, pragtitioners, educators, and impaired,
disabled, and-handicapped consumers. .. )

®  EBvaluation forms repfoduced eithér-partly or totally in this
. appendix are from actual workshops dealing with physical education, .
J/ ‘“recreatiopn, ang/or'related areas for impaired, disgbled, and .
handicapped persons. These forms reflect various approaches gthat
have been used to determine effe¢ctiveness of workshops in general
and strerigths and weaknesses of such areas’ as programs, personnel,
and facilities.” -~ = P . . ~ o

’

-

~
.‘n"

-~ S [ -

: ‘ . ‘

. From these evaluations have ‘come~ideas, .suggestions, and :
~'recommendatiohs of participants to help make. ' workshops more
_responsive to actual.needs of individuals who work with-impaired,’

N disabled, 4nd handicapped’ persons and ‘needs of consumers ‘them-
-selves. Comments of pdrticipants have restlted-in modifications
‘ to make future workshops better,more effective, and contents more
- - -~ practical, .relevant, and useful. - -. = E - “
- "o : .
. *+ [ Study evaluatioh forms and select ‘those that are best suited
- for your purpbses. - Adapt them to fit specific objectives -and v
subject matter of: your workshop and needs of participants. An =~
honest evaluation-.can help improve, werkshops of the future and
" aid followipg committees in planning .to.avoid‘defigiencies,
ommissions, and weaknesses.identified in‘previpus programs.

» et " r
- P .. - . .
. . / .
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' : AMERICAN Assoc:czmom FoR. - SBA - . N

. HEALTH PHYSICAL EDUCATION -AND . RECREM‘I

. A MULTIDISCIPLINARY CONFERENCE . .. .
Perceptual-mptor'Development: Actlon with Interactlon . ,

October 1- 3, 1970 ,j - ‘ . Cln01nnat1, Ohlo
s ’ ’ N ..; I‘f ' \.
' _— -3- Suggestlon and Evaluaxlon.> I
. . & .
Name: ». 5 _ . Positipnr'
) . \ ‘ N X . ’ ‘ . i«_i;gia -
. .
1.-- ‘Do you belleve tﬁ‘? the’ statea obJectlves of the coﬁference-
.. were ach1eved° . -
e Yes " No.
' A - : '. '. * .‘ A\ ) -
".2. Which session(s) had the most meaning for you? Explain why?
‘ . ; . o - ' =
¢ . . . . . - ., " . :

- - - - r - .
< - ‘ - Y -

3. - Which session(s) had %he Iéast*meaning for you? Egxplain why?

7 . . . . . -
‘ ) > o
v -~ . .
4 - . o
E 1 : i : ’ \‘, .~A

~

" 4. Suggestions: for next steps. S "

- - S - ' . . \

At

5. Get'it off your chast! ‘(Comment on organization of tonference,

program, schedule, etc.) : -
. B . . N . . N . ’ . ’ .
/ " - ml . ’ *
(Use .reverse side if needed) - :
e : . )
- R ’ '
‘ -
{ ¢
. ‘
e ’
- 4 ., | " ‘ -
- . : $.
b r .. '
+ P : . '
’ - 54 C \T
v .' 0'
. ’ ‘ »
A hat * ‘
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» . - 5 . . . . N . -

CL HOP Ofi PHYSICAL EDUCATTON AND RECREATION . o
oo ?ﬂ§§"“‘ﬁaﬁ %%ET@EWTALLY RETARDED _ o

. ' . o : S
4. P v, . ‘ .
‘Workshop Location: _ . - '

K I

- 7 E v ALUATION

—_— e o pw ab - e
~

1. How will you use the experlences -gained at thls workshbp to
start #ew programs for the menta.lly retarded 1n your school'

_or community? <

N

= LY -
-

How will you make changes 1n‘your ex1stang programs because
of your experiences at this workshOp? o « -

[} Toe
L] . -

3¢ Do what extent did ,you have an opportunity to expr9ss your \
personal 1deas°' :

v ¥ - N
3 v
N s LN
N

» *

h. To what extent dld\you obtaln 1nformatlon ﬁhat you expected to
-get ‘from the workshop: pfogram” Cet

ERE e -(
- . l . b:.i’\-\' ) . - .
. . - . ©Ja ‘ .
5. What do you think - represent the greatestistrengths Qf’this
workshop? . - e
) .0~ o ) ’ ) -:l ' ® .
\ - » LY - < ‘- ,
. 6. . What do you think represent the. greatest weaknesses oflthls \
workshop° , . <y ay g '
PR : : - - SR e )

7. What would. you suggest to 1mprove %uture wqushops? Identlfy R

particular experiences which in your opinion would -be &f: .. :
beneflt to partlc;pants of. future workshops. .‘eq. 'vg S,

7

.
p . .
v ~ » . * ; .v > .

4 N . ‘.
. e 2 A v EURCY '
8. In What ways. can each of the following agen01es bé of greatest

service to you in your program? (1) AAHPER Pro ect .on Recre- .
ation and Fitness for the Mentally Retarded; i AAPER Task

Force on Programs for the Mentally Retarded,\ Lo®al Univer-
. 8ity;. (4) Association for Retarded Chlldren, 5) Regreation:’,
Department’; (6) Public Schools. ) o L e

hgg;ﬂﬂkncmmam&ijmggﬁtum&d4m¢“ e

55" ) “ ) I.. . ' .

-




. A STUDY, CONFERENCE ON RESEARCH AND DEMONSTRATION NEEDS IN
_PHYSICAL EDUCATION AND RECREATION:: voR HANDICAPPED CHILDREN

L 3
. ; : February 17 =19 . ~
o~ . Unlver81ty of Maryland College Park, Md.
: '_.EVALUA*I'ION ' o

The Steering Committee for-A Stugy Conference on Research and Demon-
gtration Needs in Phy81cal Education and Recreation for Handicapped ; .
hildren has asked that every participant and guest-observer complete
this -evalugtion. There are two sections: * (1) an overall estimate of
the Confe nce itself, and’ (2) a definitive estimate of Specific “s
sessions. Your .cooperation is completing'this form will be helpful

in plannT similar programs at the local as well as,the national -
hghg y

level.

ou. - ) .o

.

Check one Partlclpant 6 ). Panelist () Gueét «( ) -

: . o . [

'.l,

2."

.3‘

To what extent.did you obtain 1nformat10n %hat you expected to
- get from the Conference program°

.
‘e . DR -

]

. , i v
. . .
' ‘ '
7
~ . -
4 P o . ¢

\Whai_do'ybﬁ feel were the greatest values of the bonf%rence? ' -
\ . . * N . ‘ )

e L
° -
. -
/ . -
- . . v oW
LAY . ' .

14

Llst 1nd1v1duals and agen01es to whom the Sammary H;ghllghts anq
Final Proceedings sheuld be sent. .

©
\

L&

"s, : l 56 - ““
A\ ] .

)
W

k.

2—AF— - e e
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‘ . WORKSHOP EVALUATION FORM o

The purpose of this evaluation is q§ provide 1nformatlon for raking:
improvements in future workshops. he results will also appear injthe.
final report of the workshop for your use. Do not sign this form.

: ‘ <
Back round 1nformatlon . : - .

.l. How many years. of profe831onal experlence with the

. handicapped have you had?

. 2. Educational background: . :

' : Major field T
Degrees___ ’ o

s

- . .., R
Megse use the following scale in rating each of the statements: °

Excellent - 4 o T #? _ .
- Good - 3 : . ’ N )
¥ Fair . - 2 " ‘ 5 . . . .
Poor . -1 - . | o .
Pre-workshop 1nformatlon and orientation N

:
N

Expllcltness'of goals . T - N g

Cholce of meeting facilities. | S ‘ ' g

N o

Choice of “lodging facilities .
-Size of agency group planning sessions R .
Time allotted to agency groep planning eessmns ‘
Slze of 1nter-agency grmup plannlng sessions o
Tlme allotted to agency group ‘planning sessyons -,

N
n
N
X
L
D1v151on of gmups by agencies Ty
' §r
L
L
n

A{‘\

DlVlSlonS mto 1nter-agency groups i i‘

Recordlng procedures for;plfpnlng sessions ®

Rapport establlshed between workshop‘partlclpants

()
Y i e

Accompllshments of agency group planning sessions o

Accompllohments .of 1nter-agency group planning | < ,
sessions ¢ PL/ 3,

- 4

Accomplishment of workshszioals . ' UL' 3°




N ‘ - EVALUATION SHEET

Your rating of the consultant'w1ll range from 1 to 5 with the number

N 1 representing the lowest rank, and number 5 the highest.” Please ¢
. prepare one of these for each coqsultant. Use a check mark ta
" indicate your answer“‘“” v

*

L)

-

-

on . . . you were visited by consultant’

' . In your opinjon, was the pres-

“(Name) )
_entation focused upon: : o ; ' . ﬁ .
. R . A
R - s -
Your imﬁediate ingerests 1.2 3 L. 5 .
Your immediate meeds ] T a2 3k 5
Sﬁimulafion of your‘inferests 12 3 4 5,
\ jfStim}la‘cion of youzf needs v T, ‘2 3 4 5
. Bglittling your kndwleage. ;_T\.l__é 3 4 5 )
\ Pi-ega;t‘ggion 3t irformation 12 3 m 5
) - Redundancy | . L . L 2 3 4 5
:'iA model of consultant's own opinions o 1 2 3 /4. 5
A:spéctrum of research and thinking on the subject 1 2 3 4"5
Developmeﬁ% of further génerative respons;s ~ 1 2 3 4 5
K:
,.' " ' ¢
- ’ .
' ‘ - —
. B ] B




L ‘ \ ) * . ) . . .
Nm P © . \ \ : : ' -

ADDRESS : / L S

0 N v . L
o ¢

CCIPY_____ T~ STATE

- ———PROJECT AQUATICS ~

) Workshop Participant Evaltuation - s .

For the preparatidn and implementa’tion of your state plan, please -
rate the effectiveness of the following elements of the workshop: LT

* . M R " e

‘.

% -

P

Very Podr

ELEMENTS =

. .1., State Plan guides N ) ' e
.2, - Explanation of meaning : ) ‘ ‘ oo -
. of Project Aquatics. o
3. Organization and ad- - . -
ministration pres- A : ] N R
- entation - - ' ‘ - v
4, PFatilities presens ‘- L _ - .
. tation’ ' 1 . i .
*5. Resources . y R I A N e
“A. Film section
B. Agency information| | |-
C. Materials ‘ ' C L ‘
D. - IRUC ‘ ' ' ‘ . _
6. Legislation - - B R - .
7.~ Methods of budgeting )
8
9

Cﬁ Excellent
NG (}qod
o F~a'1_r'
< [Poor
'

wn

o

:

3

ct

0]

v

and financing ; | ]
Public relations : '
Other creative' ideas
for aquatic programs ‘ I L .
Time-.allowed for pre- , . , ’
paring staté,plans * ' ‘ -5
Availability of state -
leadership - . N
Panel reviexl of your ] '
p .

J .
1" demonstration . T ~ . . e
terials recommended |- | , .
o CQMMENTS . . . .
Was there anything élse you would like to have covered, or
need? . o - . . .
Additional comments: ] - j i j :




. . Recreation Programs for:the Handicapped
) o * EVALUATION
Rggion: _it::Ndrth;rn Westem _____Soutﬁern ,". X
Spe01a11zatlons. Physic;i.Education | Recreaéion Special.Educ;

/

o

L2 4 .

“Institutes t tp Develop Guidelines for
Professional Preparation Programs for Personnel ..

Involved in Physical Education and

To be completed and returned by each partlclpant before
leaving final general session., - - N

Instructions:

rd

—be submitted anonymously. .

This evaluation is 1mpoftant to help assess the
effectiveness of this ‘program, and to assist in |
planning. similar projects in the.future. Comment’
upon sp&ific questions and points; rate aspects

of the Institute for which ratings - are requested.
Continue qmrestions for which space is not sufficient
on the-back and/or other shegqts. Evaluations' can

To what degree d1d the program content and emphas1s of the
_Institute deal witlr'a priority need in physical education and/
or recreatlon progranms for the handlcapped°

-

~

4

" Comment upon and 1ndlcate the desirability of” site locatlon,

Iocal arrangements,\fa0111t1es for the Institute, and similar

factors

’ -

Make suggestions regarding disseminating and dlstrlbutlng flnal

L

-

rl

TN

‘guidelines to attain greatest p0831b1e V1s1b111ty and 1mpact

* from the recommendiflons

~

-

A}




’ . , . . ) ' e
A CHECK LIST FOR WORKSHOP EVALUATION : |

'd

Thls check llst is for the use of (a) the coordlnator and the staff -

"and (b) those who take part in the meetlng.'

_the trend of replles t6 the questions is toward "ne" and. "un~
) claﬂﬂg" the clinic, institute, or workshop probably hasg been ¢
- conducted -ineffectively; future errors can “be' avoided If ‘the.

various. replles are discussed by the coordinator and tHe staff.
: X .. Yes ) No .Undecided

1. Was the promotion effective? - .
.2._ Did tae‘partlclpants understand - L

“ what Was expected of them? .
N 3. Were the meeting facilities, .

adeq“teo N _;.— —
4, Were the dining and hou81ng . ~

*. facilities adequate?

5. Was reglstratlon handled .
6
7

, effectively? . '
" Were helpful study mat,erlals - ~
made available? : :

. Were the general sessionss : .
- .a. Relatively free. from . : o

- distractions? ‘. o -
b.-Qharacterlzed by good oL o .
. physical arrangements? o
c. Made meaningful by clear

presentataon” . .
- d. Apptropriate in length- and . ’ . o '
' rnumber? ' - : .
" e. Cleayr as to goals and purposes° :
f. Effective as to the use made of - ‘
. educational technij.ies, sub- = and v

. techniques, and aids?
8. Were the special 1nterest groups
(if used) g :
a. Made up of persons whaq’
." (1) Had common interests? ,
(2) Could work together} ‘ C et
(3) Were, similar in background°
b. Adequate as to physacal arrange-' NE ,
ments?’ . E K
- c. Well conducted° , )
' d. Staffed with the appropriate
~ resource pelsons? ,
' e. Clear as to their goals and task? ,
f. Appropriate as to: ° . ‘ ’ .
o (1) Frequency .of meeting? .
% (2) Length? N 2
'g. Effective as td the use made of . : S, .
' < educational teghnlques, sub- . ' o0
' technlques, and aidsg? ° © = =
. : Itf—

[

v
.
\

1

v

o




T

" Were the dlsc3831on @ractlce, or
work groups (if used)ﬁ- )
\“Na. WelL_conducted°
b. In suitable surroundings?
c. Clear as to their:
. (1) Task?
- (2) Responsibilities to the
-~ total group?
d. A{ ropriate as to:
(1) Length?  -.
(2)*Frequency of meeting?

R ' . 3 ~ No

..X0. .Did the coordinator and staff:
. a. Carry out responsibilities? .
See that the group was well
' oriented: :
7 (1) Prior .to arrival?
- (2) ‘After arrival? -
See that schedules were met?.
S}rly 1nstruct the reseurce.
per ons?
-e. Help the partlclpants to leam?
_*f. Remain flexible and able to make .
adjustments to aid learning°
+ 11. - Did the resource people: :
- . a. Understand their respon31b1f}%ues°’
<bn Understand the technlques they
were involved in?
c. Uge understandable language°
.d. Use helpful- examples€? :
e. .Rémain .available for-consultation? .
f. Pré&ent information clearly and
effectively? ™
Did the participants:
a. Make advance prEparatlon°
* b. Make use of their opportunltles'
for leaming?
c. Attend meetings on 1:1me'>
" d. Cooperaté with the coordinator
\\\\‘ "and  the resdurce persons?
13.

-

-

What was accomplished: .
a. Wds useful information presented
'in the_general sessions? L

_b. Did the partigipants show
_evidence of having acquired’ -
information, new-viewpoints, or
' of having . changed attitudes?
c¢. Was progress made toward the’ .
goals‘7 - ﬁ "/7“"
. *Have problems oTr needs emerged
which- point toward further study
or -action? . @
e. Was there eV1dence of w1111ngness
~——————%0--accept responsibility- for~:f*'~
further study or aetlonz :
. 2

-

Undecided
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> (
- . ‘ . . » o
o EVALUATION _ =
7 ) ' Workshop on Physical Fducation and . Y ’
- ’ Reocreation for the Mentally Retarded &

.« We are interested. in’ your comments and reactions as they relate to.
. this*workshop. The information which you provide as partic¢ipanis  ~
N will help us to assess the characteristics of the worksha, both <
_.in terms pT its content, and organization.

Most itema can be answered'dgth a check (¥) or a brief phrade;.
. additional comments are most welcome. You need not sign ‘the

. evaluation. However, some facts, about the nature of your positfons
- are needed to interpret your response. C o ’ 3

This form is to be returned to ) . before lea‘gég
. the workshop. If you do not stay for the entjre workshop, com=" ’-
plete the evaluation for that portion-you attended. After the
workshop committee has reviewed this evaluation, it is to be sent .
to the Proj§ct on Recreation and Fitness for the Mentally Betarded,

‘ as a part of the workshop report. e
~— ' - i
- L
Title of Present Position (Check one in each cgluﬁh) ,
. - o ~ N ]
LY - ) o _K“"o@j—.“ - . - A .:«_»-..A‘...,— - = - -
_ - Physical, - - Public School »  Administrator
) ducator. . T . .
LN - Residential © # ) Supervisor
o Special* - -~ = -Baciltity " __v e o
- Educator - ° L Teacher
‘ Day-Care ~ - _ -
Recreator Center . Counselor
Volunteer .~ Playground , (()ther SO
. A ‘{specify - »
Parent . * . __» Carp- - e S :
‘ .Other = - State S,
v (specify) : s :
! Recreation. -
Center -
_ [4 \ N -
Other | .
\ (specify) N
. , L . ¢
- {

¥

68 ) ) ,'..lq‘

+




’

: ﬁiredtigné: : .Please ¢heéck the respom‘whlch best d}crlbes your T
AN reactxon rto the statement .

. . -~ . . 1
P ' © "Very . Moder-: i+ T, '
LT ";, : N - Helpy; ately Liztle No .
. o - . ful HglpfuL Velue alue. S
.« . ‘KA. Mechanics BRI DI R o o T
"7 *1. ! Orientation to purpose of ¢ - - C
' - » { -~workshop and how purpose . . S J L.
C : _Was’ to.be obtalned .- hd s A R
J. 2.7 Tetal orlentatlong,to fa- : SRS .
y ' (cilities sufficiént to - ’ . u
L. enable you to obtain . . . ' f, A
- ‘ . ob,]ectlves of workshop < '
- : & 3
L. - 3.v Time Allotted: - : e N
: - -- a. Legtures " . ' i . ’ N
. s b." - Discussion .. L " -’ 3 g
' - . A . L4 . " - . )
P . Bl .Group Dijcussionr Did these , D | o
aspects i group -discussion . ' . )
*» _contribute te,the work.shop . * ~ R -
. obJectIWas" o N\ S '
1. Interactlon w1th workshop - ) . o/ \
, faculty - . _{ w. 0. . :
| T2, 'Interactlon with ‘ofhgr. l Y | L
: e partlclpants s s - —_— i - a’ )
J", .3 Slze of group . : - . - .t
L. Leadershlp of g’roups ' v e [ '

B3 > wRe Y IOR )\v)xrw)-)- B N N e S 7F 2 I w}x)-r) A3 y.s\)my»)‘h)-q-)- y‘))\ww»))‘ml)})\)x;)oo—«fayy&h)r)«»»i»)ry»»y}ﬁ?i}»;yyﬂ))smﬁ

Directions: Please check one response - .on each side .of’ thte scale.”
¢ Z"Repetn,tlous" refers_tq conéact w1tH thls matemalS’ prior to , ,
worl@hop) . - ~

I
-~ . - ’

s

~ % %€, Specific Content.Areas (lls 2ach nd1v1dua.l presentation, ¥.g.
- ) 7 major addresses, panel discussions, demonsirations, audlovi,sual
- sesslons--if possible \a.lst each film, etc.™ separately-‘and

v

<o B materials dlstrlbuted) example bel’ow. o ‘ s
4 e q N : - . >, N .
" Very, s - S JE j ‘ Mogtly Some New . :
- Worth- “Ade- thtle ~ . .. New and 01d Essentlally
o ~wWhile quate Value T . Materla.l Material Repgtltlo‘us
: N . )
o o . - Materials - - . .
- ‘ . Distributed Y * o ) ’
fi N ) 'Audlo\\\rlsual E ' . . . C‘ '
e — ' - Sessions . - . — -
A S : g
» L ! > * e o ' [ . « *
- A . R - . . . . ~
“ h l6l+‘s ' A‘ . . w
. * N i - 4 s ’
' \ \ ‘? : g 69, . : ) h- \.\/, ,& .4
Y . ., ‘,- B .‘ [. o - ,.'c .
. Lo . , . , . ’ . .'v s - \ ) ) -



L

Panels and Kexgote Speaker’

¥

: . 1

'Ratigg,Scaler: RN
P_résen_tatm ) ; Content.
: “1. Poor . : . ’Dig not prov1de adequate treatménny
2. Below Average thorough caveygage. . Lt
N 3. . Above Average’ 2. Provided more than adequate o
4. Outstanding. N coverage. . N

‘<> Name' sentatlo ‘Content . Comments
Lo 1 Sk 1.2 . | \
i e » ., - * - . . . 1 4 . ‘ .
v Jm' me‘_ - ‘_ — e - — * . -
Y . -~ #

: A. T J!L ‘ s ’
- 2. Were the gener!hbareas and specific topics considered by the
o © groups most approprlagp and pertlnent ones°\

3. Was:tae time allogted for ‘each group éession adequate? PRV

o Small Group Discussions

1.

b}

Were groups organized in thg

most productlve way°

-~
v~

Would it

have been better, to have changed ®omposition of groups to pro-
.vide for greater 1nteract19n among partlclpants and guest )

L Y observers?

, exchangeq _
. "4‘ - / N

. effect1ve°

Flnal Session

-

wmva\&yﬁxy)“]:y)?’were Slzes Of gmu S

!

,
0

-

g -

@pmprla‘te to perml’t mterac,tlorr and,,, -

£l

-

.

g g
‘

'jk . o

. 5.. Were rotating respon31b111t1es of Chalrperson and Recorder

& .

ron

Comment upon repartlng proeedures and other act1v1t1es of the v ~

fln‘ﬂ sesslion.

.

TP .
- o - , i, . v ’ -
. v ¢ -~
) , ' , <
N
. .

' 1? .o . . . . <
! Other comments and suggestions N . .
. Y 4 - L4
‘ 4 N ., . LI \‘ » . e
! A . . ’ ; /_\' ' ' ) "
.
. * . * * A4 ' -8 i " . '~’-
’ . N ~%
) * > 8-“ ‘ n‘%‘- . , ﬁ,t. '
*I ‘7 . ' ) ” 0 .
: . - =
g T o T ‘-
] ¢ . [ . ~ Py . . - Py - .
- ' . . .
. . e 65 .« - ‘ .
- LI " . - AN
1 , . : . /. ". . L3 «
» ' - ! : . f
., . = 70 . ¢ ' - - " . .
- o~ R ) [ . LI .




S "~."" APPENDIX C. oL \ .

R AP NA'I‘IONAL ASSOCIATION oF .
PR o SECONDARY SCHOOL PRINCIPALS s '

PROGRAM PARTICIBANT! ROLES AND BESPONSIBILITIESl ( _

=3

B
- . . , \ ¢

~

. .Good meetlngs are a result of*good planm.n'g.. .and that 8 what
these notes are intemded: to stimulate. - It is, of course, J,mpos—

. sibde for those people in Washlng‘ton to organize, operate? and O
- contro; ‘a meeting from the central” office; ,even if we could de, - 7+
this, ‘we. certalnly would mot want to. In the final analysis a o
wtruly effeetive meeting depends upon knowledge, etperience, and - e

creative.ubilities of those immediately 1nvo‘lved. Therefore,

/¥ the following comments are in the ture of suggestions--ideas °®
“and approaches which basically we have found™Bf value over the : T
years.. There is nothing ‘gacred about them, and they can and - SR
ghould ‘be altered®if the situation ‘warrants. “In most cases,.’'‘ %
however, we believe you #ill find these suggestions of value as .
you plan for your partlcz.patlon ‘at the NASSP Annual’ Conventlon. .

- - N
-Chaigegon oo~ e e R , ST

The 1mportam;e of the chalrperson is frequen‘tly underestlmated, ‘
. and the position is often considered’ an honogific ¢ one. NASSP . .. !
chalrpersons, howe'ver, are different in thati"they "have ei ‘key " .role
to play in presen“tlng effective programs, . Kbout six weeks prior
tdaaje Convention, the chairperson will receive & listing of pro—

par*tlclpant's for hls/her gess’Ton. - Phe chairperson should.’ N

cqntacf all particif-asts, arrange for an*excrrmg'e"*vf*papé‘rs "nmu Sdtalacudale:
uécrlpts, agd materials to be used} if needed, ‘arrange ‘to- méet - .- .. .
‘with par‘glc.lpants at the convention prior 6. the -seg8ion ta cover
) procedural details. There should be an understandlng as to the AN
- .general ob,]ectlves of the ‘session, tim€ @1lotments and ovérall
. schedule, 'and‘methods "and timing of any audlence partlclpa‘tlon.
'-j*;At the sessmn, the chalrgerson should: (- .. .

) e , -

. S%r’t the rrgetﬂ’lg on tlme
' Introduce Session with % brief backgroyxd presentatlon
commen‘(:ing on: the importatice, problems, and challenges

...+  of the subject. ", o .

% . Intrbduce,sbeaker(s): | {\\‘ ‘

cp o Briefly summarlze .and note hi hllghts ai‘ter speakerés)
-~ . finish(es). -

In sessions with redction ntroduce panel members, .

: . 4‘ guide discussion dn reactrons, d.if questlons come from
. T thes floor, repeat questions’ asked and direct them to panel T
LR member or speaker for‘esponse. L R X SR
] . s . . . . . . ] . - S

1Included through courtesy of Naflohal Assoua‘blon of Secondr
ary School ‘Principals, John. F. Qumadas, ¥onvention Coord;nator,
1904 Asso(;l«atlon Drive, Reston,\ irginia 22091. , N

.
. .
. \/v L. . 67 . . L. .
: . -t - * - . S .
. / o , o
- - . . . < - ‘ < ¢ - -
— T e . ' . ‘
. . . . ..
. . .
.o - N . . 7 v, °
. .
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. ) .
. . . . . .
.
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In' seggmons with dlscus31on leaders: introduce discussion
.. leaders and\break audience into smaller discussion groups

"under. direction‘of leaders. - . /o

Keep to the-schedule and end your se831on on time..

' ‘ .,

. Regember to Avold: :

+

- 'Y v

. Talking tdo much. . . °
' .. Being passivé or uninformed about subaect
B Permlttln%Fse331on to -ramble.
L J .. . ': ) ' ' - !' -

N The speaker. qulte naturailyr is the very‘heart of A gession. :,
What~the speaker has tg say and how he/she gays it sets the :tone and
pace of the se€Bsion), ‘and outlines the framework of what is under

'~ . consideration. Again here, planning is-‘the. key: 'fAhalyze your sub-

. jedt, Dete%mlne what you thlnk arld know about it ,in:light of ‘yqur,
own. experlence and théat, of others. ExpreSs yqurself glearly-rand =~ - |
simply in-nonp-technical language with as 1little use bf statistieal A
- data as p0331b1e Reduce your thoughis to wrltlng even if only in .-
draft form or, in notes and share thls w1th othets in your sessron.

We cannot gi you a categotlcal answer‘to the qu st;on e how
long your, talk $ 1d be: . bPart of phis -is dependent " the subject,
total numbler df speakeérs, plans o™ the chalrperson..and'use of Maudio- ..

. vigual aids. Generally,.hiowéver, the following m;n1mum—max1mum
y,guldellnes should apply: . .

T ¥ ) . - ;o ‘
) Dlscusston Se381ggs ---40 o 1 mlnuﬁes for each Speaker. 'f'J
)»})}»’)))))’)\}.’))) ‘L)ox»’v- b LS )-)x»))l/)@:n) »h»b»m»x».v — » .
* Concurrent and Special Se§31ons -— 20 to 25 mlnutes fqr
each Sp eoke r. . o . ) ) ’
- . v , . . ‘ R ‘:' [N "
Rem;mber to Avg;g BRI ] - ‘

PR e oa))) B R R S S N s i

- -
.

. Sxartlng W1th disclaimers.’ "I realry don't khow why

NASSP asked me :to talk on "this subjest. because I don't

" know anything about it." If jou feel you must say this,
decline participation and tell ug'what' you do know some-
thing about. Maybe we can plsgefyou on another rogxram.:
Putting off your speech or no writing to the last minute.
Give you gelf . time to refine amd’screen yeur ‘thoughts. ]
Inse gggobbledy -gook or too muth data-in your talk.

" Stahddrd deviations, means, medians, and modes are more
often than not of interest’ to techni#cians. They sometimes
gserve for not enough thinking and’planning. Much better.
interpret necessary data for your audience..’ -
Rambling, on. End your t&lk‘when you-have cove;gd the sub—
'Jepﬁwbr reached the tlme limlt-—hopefully. both Wlll happen :
dat, the gsame time:. , .
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~ Ehe Reactlbg Panel . ' R o e i

,s . »

[ - - - - . » . o«
< -~ . . - .. .

©ot Speakers sometimes look at a reaction panel as the enemx,from
~ within or those ‘people whose function it is. to poke holes through N
everythlng the speaker. has said. ®allly enough, this is sometimes
the case. ' In NASSP sessions, however, jhe speaker and. the panel
function in a team relationship. The panel members amplﬁfy,
+ broaden, or contrast W1th what the speaker has gaid.* Again here, -
' panel*members must glve thought to eir. own experiences and .
_develop a point of view. After they have been rntroduéed the '

chairpersor may provide panel members with no more than five . RS
minutes each for a preliminary Statement expressing individual -
‘v~ points of view and observations conoernlng the speakers remarks.
, They may direct a question or two gt the speaker or the chair-
person may call fdr questlons from%%he floor, o
T e | C -
\ 4 ‘Reme@ber to AVOld. - S ‘ ] | . "
' , ' + Giving a separate, hng<; duled speech. Stay within .
ve L youp allotted timeé. S A}
\f v . Beating ‘questions to death. Dg not Waste your tlme
- repeatlng,what has-already beenwsald : -
'r, . , a .~ R ) f- ‘. . ' B qvu . L
Dlscuss1on Leaders ' L e - : : . s

~ - . [N
’ »

‘Ddscu ioh leaders. fulflll a Y:tal role during NASSP s dis- ]
cussion isésdions. . There are two wayse they may be used, dependlng *

on the sess1dn chalrperson s’ approaoh. ] . 3
- v " . ' .
s . ¢ ".a Function in the fashion of the reésdction panel as T .
www”’“m‘g;ie’gcrrbeﬂ ’pmvro&s}y B et R s ”»*r"n“"”’ F=a ”»»e»*»w: »»»»»»,.»»m
o Y% - Break ¥Me-amdience_into .sygller groups under the - '
s : " sdirection qf" discussaon ?gaae;s\“ VT ,
. . ' : ' ‘ .
.g » + The lattep approath is preferred as 1t fao:nlﬂates mo re open T
' discuswion and leads, to ‘greater audience. involvement: <The most S
. ‘effective discussion leader functions. somewhat as*a chairperson © - '
. and expresses hls/her oWn views H;lmarlly tc stlmulate others to
: speak. R ) ' . X : »
S ’ ' DT L e LWL
"o 2 Remember to Av01& R BRI e P
. ..»...av. o ) o ' -& . . -*, L .\' g;
A ',: Domlnatdng %ﬁe dlseuss1on \ ) s ¢t . .
o. © o Lettlng one or two others domlﬁate'the d1scu§s1on. .ot \ >
) . - . ) . L . “., . . . .. .\"f‘ ey | ° “w, .., . .
-~ - . N . 3
E Shop SessigbfLeaders . . - - . - Lt > e
\ , . -

Swap shop sess1ons are somewhat Qf a NASSFtcommunhcatlons
experrment' The 1ntent is to prov1de a tlme‘and plane where a.-./’

.
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: - - Vs ‘.

-specific ‘subject is open for discussion among-all who are interested.
Round ‘tibles of tem will be available for those who want. to talk-
.apout ‘the subject and:those ‘gg want to listen to others;.those whop
have questions to® ask and thodg who have answers to givey Each "table-
session has a‘'swap shop leader whose function it is ‘o ilitate .« ,
discussign. The#swap 'shop.ledder will’ undeoubtedly draw upoh persona

. experience, but, like the discussign lead8r, he/she shauld not

: dominate a discussion. . s - =, .

-
“

+ + 0T+ e+ #

-
/

“-The preerding thoughts have -6nJ.y'scr"atched the surface oi" what"
makes a goo6d session, but we sincerely hope that they are of.some
assistance to you. -If there are any specific questions, please

* ‘contact: _
o ‘ ghn ¢. Kourmafias
Conivention Coordinator °

NASSP, 1904 Agsociation Drive -
- Resta, Virginia 22091 ’
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