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..sthe United States Air Force. Center development of the jnyentoryand survey proce s concen-

competencies.would séem to ‘be usefu| complements to the present concern for |ob‘pec|f|c content.

- c . * j
-
- hY g - )
[} B} .. ' . ! IS *
.

) [FOREWORD TOALLVOLUMES : Ly

. . / . . . ‘

~

The Cemer for Vocational Ed ucation is contmumg programmaUc research to develop more et
fective procedures for identifying valid and necessary cufriculum content, One product of this effort L
is the five- ‘volunfe descrlptlon of procedures for constructing task inventories, Survpying the task per- )
foggnance of:accupatlons and ana|*yzmg survey data to aid curriculum planners and developers in
determining the appropriate,perfor e content for job traiging. The procedures are mtended to
be of ydjue to bothoccupatmﬂaj icutum per et and these persons cdncerned with fon-
curriculum issues of occupa,tlonaldescﬂptnon and updatlng of |ob contentnnformatnon . -
p . . // ’
-This set of procedures revises and conslderably expands upon an earlner version of task inven-
tory and.survey procedures in The Center’s report aut.hored by Wnlllam Meiching and Sidney Borcher, .
R&D Series.No. 91, Procedures for constructing and ysing task mventones March 1973. The initial .
procedures profited greatly and drew heavily from the report by Joseph Morsh and Wayne Archer’at.
the USAF Personnel Research Laboratory, Procedural guide for conducting occupat:o%/ sumeys in, ,

.trated on theit adaptat®on to purposes of helping in thé derivation of curriculum content) This adap-

tation has ingluded greater concern for how a task is stated, what task information should ke obtained,

and how to use this task iformation in selecting the more refevant and critical content that warrants
consigeration as a learning objective. : v S /. N\ '

— .
.

A . . . . . . . .
- The,total set of volumes in this Series consists of the following titles:

< Vo{_ume 1: Introduetion L
e Vc:lume 2: Statmg the tasks of the /ob ) ' -
Valun:e 3: Identlfymg relevant job’ perfbrmance ' B

. - Volume 4: Denvmg perfarmanoe requirements for tra;lring. .

, .o > .
Volime-5; Processing survey data: Technical appendices.

-

™ This focus upo»-the performance content of specific occupatlons is parallel to Phe Center’s ,
concern for the conceptual and affective content of training, as publnshed in earkier reports R&D R
Series No. 98 and 105. Results of several resgarch applications of portions of the process as it was
b'elngdeveloped ate published as R&D Series No. 86, 87, 88, 108, 109, and 110. Currently under-

" way is an exploratory study of more generally apphcable skills that may be used in dlfferent occl- ‘
pational areas as well as within a particular occupation. Such occupatnonally transferable skills or o

1,
This mtroductory volume, Volume 1 is intended for agency and institutional management per:
sonnel. It ides an overwewof the task survey and’selection system, its rationale, and tested ef-
fectiveness. C riculum content is Operattonally defined on the basis both of its unclusnn and its
emphasus jn a trammg program. . . ‘ .

ﬂ‘\' . ’.
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The procedures benefit from a vartety of reported nesearch studies and'gxpe'ﬁences of many
persons over the last several years, notably that work sponsored and tonducted by the USAF Per- - .,
-~ son Force with the early and iasigh&

I Research Laboratory. That'line of research began in the Air.
ful wiyk conducted by such applied psychologists as J. €, Rupe, Lfewe[lyn Wiley, Francis Harding, -
Ernest WicCormick, Joseph Morsh, ahd Raymond Christal.. The initial imbetus for adapting the task .
Survey pkocess for use in deriving occupational training content in public vocational edugation pro- &
grams is attributed to Raymond Christal and Edward Morrison. - \ - . ‘ .
) . ' N . R -
- Therediso has been extensive input from the many vocational educators curriculunt develop-
ers, occupgtional instructors,-employers, jobr%gervisorﬁ, and workers themsglves' who ' have been ,
involved in various aspects of trying out differént portions of the process r'eported here. Their co-
operation and partidipation have been an in_valu’abf'e and essentialingredient in the development of (-
the procedures reported in these volumes.- g . - -
. o ’ . ¢ » v
Of pa icyfar note, by, their extensive 'rticipation ang cooperation with several trial survey
agdminjstrationgthroughout the procedural development of the present procedures are James Blye,
Tom Hindes, t B late Ron Meeks, and Jatnes Wall. Recognition of the considerable support provided
- in the administrgtion of Task Inventory Questionnaires to several hundreds of workers and super- e
'- visors4n their r ive states also is gratefully extended to Deborah Bloxom, Ross Byrd“G loria
* Cooper, Fern Green, Joseph Kglly; Patrick-Weagraff, and Clifford Zepor.

. Providing valued assistance in various stages of the dev/:lopmént pr;)cess over 'time have been
a number of project and Center staff. These especially include Duane Essex; Michael Mead, Edward
Mdrrisdr‘:‘,fari Russell, Jerry Walker, Allen Wiang%‘nd Keith Widaman. t‘groviding critical reviews of
|

N the five wblumes in this series, making very helpful suggestions for their improvement were Larry

Casterline, Linda'Glosson, Mauritz Johnson, Willia
Serving as the Project Officer representy the spon

Melching: Robert Stump, and Allen Wiant.
sor of thjs work, the National Institute of Edu-

cation, Robert Stump provided the most negessary understanding and assistance that permitted these
volumes to be completed. MQuite obviously, this work depende.d upon the support and assistance 0f a
great many perspns over time. The contributions of all a?ﬂ-gratéfully acknowledged.

* Continued improvement of thé methodology can be anticipated A«ider experience is gained

in the implementation of task inventories and occu pationai-surveys. It is hoped the present proce-
dural descriptionsmay be of immediate use and value in‘aiding and prbmotjpg such implementation,
~ "By such Mmeans there should be increasing ¥ssurance that curricalums and instructionak materials pro-

vide for those things-most appropriately.learned in a training prograri, and that students‘wi!l be learn-

A ]

ing skjlis which are important to and required for effective job performance: - '

3 ‘ N l \‘, X ‘ . ’ B
B - :) L L
M L 4 ' o “' * - - - ]
* . '.b - . .4 [4 .
\ ,’ h‘ . \ . . - .
v » ’
’ ' * i ‘- ’ ) "I < - . » ‘
o et . 77 . RobertE.Taylor " . .
: i et T - T Executive Director ‘Y
. . . * . Center for Vocational Education® |
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| INTRODU(:TORY VERVIEW
OF THE CURRICUI.UM QDNTE_NT

»

3 DERIVATION SYSTEM‘

\
v '

(

For curriculuf ptanners and dwebpers the.fnve~voll@|me Performance Content for Joly Trainihg
offers a systematized'and data-based ‘approach for deriving curriculum content for’ programs$\gf occu-
pational grfparatnon it is responsive to recent findings which maintain that the content and -
sis Of curriculums are fas more hi(ely to influence learning achivement than are the medua met
or strategies for reaching the.conteht. For occu | preparation and job training programs,the
usefulness of curriculums depends on théir reflectu!q the performance requlrerdents of the occupa- - *
tions being studied. A S . Ve

‘) .

. This systematized approach td the gathermg and use of field mformatlon referred to in this set

- of volumes gg the Task Survey process, is designed to assist planners of occupatlopal training programs
to produce a useful information base for responding to such questions as: ‘(ay'How can the necessary
training content be identified when it is uncertain what is done by workers on the job? (b) How can
the eontent of an existing program be justified? (c) How cen it be assured that graduates are effec-
fively prepared for their occupation if they should move outside this community? (d) How can it be
routinely determined that the content of & program is up to date? (e) How .can it be determined that
a program ‘s content is not wastef'z@f student time and of Iearmng resources? {f} How can employers
be informed of what particar sidlls and knowledge are acquirgd by training graduates? (g) How can
the perfqgmance content of an occupation be establushed so that the job relat'edness of worker com- :
petency tests can be validated? . ' . A

- ®

These questions deal with matters of the job relevance and appropriateness of training content:
Criticalness, comprehensiveness, and timeliness. Such concerns are the focus of the procedures de- T
soribed in the five VOJumes Concurrently, the procedures serve fo economize on efforts at content '

. d’watlon by. systematically narrowing the focus as increasing attentlon to content detail is warranted

.- the cumculum development process. * e

The intent of the system is to aid developers and planners of occupational curnculums in thelr

L J

-

efforts in education, business, mdustry, and government to~(a) determine thé task performance con- : ~

_-tent of jobs for which students are to be prepared and (b) select from a large Botly of verified job
content that which's most important for tralmng bonsoderatuon The system largely depends upon

.‘ \.) " * _ ._.' \“‘

W . .

! Adapted from product descrlptlon prepared for the 'Natlonal Instutute of Educatlon {US.
Department of Heatth Education, & Welfare, 1976), . "

.

-
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task data obtained ey questionnairés from persons c'losesi to, dnd"rﬁo!l krow led yeable about

* actuat performapce and itsyrequirements. It will be most cost effective 1M repegted surveys of occu
pations, in situatio‘s wherd an instructional program is being develgped or verified for use in many
institutions ‘or instructiona settings-{such as is done by state and tegional vocational cifrriculum lab”
ofatories) or by industrial training departments that service multiple’subsidiary units. THe procedures

_j?éﬁtendgd to be of special benefit where there is uncertainty with regard either to relevant perfor--
mance or appropriate curriculum content, 6r where there is need to establish the job-relatedness and
merit of existing curriculums. ¢ $ ST . !

. 2 - .

In addition to their use for curriculum develgpment, the derivation procedurgs offer the pos-
sibility of new approaches to the problems of the effective tracking, éssessment, ahd.reportingof
learning achiqvement. The adoption and use of selected procedures patentially could facilitate open- -
entrance/epen-exit instructional programming and could provide learners, i.mployers, and instruc- - _

, tional personnel with more useful information in the form of performlncé credentials for training,
. placemen_t, and career progression. L . . ) ' ¢ .-

, The fuli sy‘s:t\em is a sequentjal one that proceeds f?pm a.policy degision to prepare a cyrriculum,
to the stating of terminal learning objectives. Some of the system components are optional, for use
only when*more than one job is part of the scope af iriterest. Some eomponents also offer proce- -
durat variations to fit differing circumstances. In additign, many of the components have some stand-

/alone value, capable of baing'applied’in modular urjts depending an previous information available or

’ upogdiffering needs and uses.for the information. P _ - - ' C
" in abbreviated f‘orm,.'th'e sequence of' components established for the Task'Survey process is: 7
',. ‘f 1. ‘ \De.téf(nin_ing e Occupqtio:sal scope of interest.'.‘ > Lo .
* W - 20 Constn;cting cgmpr'éhensi:vg‘: kists of ;ob tasks. - - ‘ 1 Ty, o .

1 e - “ . . . ‘s- X . . .
‘1 3.~ Obtalnl,ng task data and ratings from workers and supervisors.
. T ’ . . rd ‘;' N ]

" 4, Determining the job relevance. of tasks; and';'eportiﬁg the describtf\rg resﬁl’ts.

[
» N .
v

5. Selecting tasks for instructional consideration.

e N 3 — - . ¢ b : ) - ' -
| 6. Detern)ining the performance level to which each task should be developed. » .
. St L + - <

7. Formulatipg_ statemer;ié 5?\teﬁni;ra+perfg_(mange objectives for }h'ie purpose
: of’,comu;unicating%the intent of the learning program. . _ ’ ,

. i N

' ¥, N : . .
Optional gémiporents for additional analysis or comprehensiveness include (a) dg- *
‘termining the existence of job types within an occupational area, {b} determini

*_ the aréas.of training emphasis appropriate for each selected task, and .(c) identify-
ing techitical concepts-having value in the performance of each task. D B
L) ’

. AT N AR - ',’A

h .
g L > Caat " -

- " -~ ¢ v . -
S~ P had .. ~ 4 - ‘

Procédufféﬁs.téps’ for _a;%ompli"s‘hinglt.h is sequence are described within 11 major activity headings
in three of the volumes.--Volume titles ant! the 11 activity se¢tions are as r]oted belowy with a brief
* discussion of the content and purpose of each volume. ' . '
” ’ ;‘.‘1

A -
- .

¢ .

P
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o Activity B: * Understanding.the Nature of Task Statements

\ 4 (.- on how to define ﬁze scope and limjts of occupational interest for a particylar task inven-

", Volume)t. ’Intrdducti(;n . J o g X N~

lnten&ed for agency rgsmtutlonar martagemént personnel, provldmg an overview of the
system, its rationale,a
" ‘on the basis both ‘ofits mc!usnonwand its emphasls ina training program. A glossary of

terms-is appended.. Co ~ . Sk
Volume 2. Stating the Tasks of the Job.; \ R : o
N r . e . v,
ActwntTA Starting the Prooess P . a” “ -

: . . \__—_/._—/ ‘ ' !
ACthtv C: Cdns;ructlng the List of Potentla! Tasks T , .

Gutdes the reader thrbugh awexpltcn set of procedural steps, beginning mé‘h gundehnes

torytand survey, and resultmg in a comprehensive, but unvahdated Jisting of tasks. for an *
. occupation or occupatnonal area. . L
Volume 3. Identlfymg Relevant Job Perfannance , .
\ Actmty D Planmng Survey Desugn and’ :malysos Lo,
Actwuty E: Admlmstermg Questlonnalres to Workerf and Supervisors
- b _r@'\’ _
Activity F: Procesmg Sufvey Dataa ] ’ S
Activit} G: Reportmg the Survey Results
(. N
Descnbes how to survey the tasks performed in an occupation to estabhsh thelr job rele-
vance for $variety of job deecnptlon purposes. Users mteresteq only in job descri %eugn
portions of the’ process, not in cumcu!um content, may omit the next set of actiVifles in *
Volume 4. . ; -
' N - .
Volume 4. Deriving.Performance Require?neng for Training. * p
. 7 . ‘ .
' E 3 ' "
- Activity H: - Plenning Survey Desigr{ and Analysis (Additions to Activity l_)) ]
Adtivity |: Procesimg Survey Data (Addltnons to Actnvnty F) .
. 7 ¢ W, .
" Activity J. Statmg thé Terminal Petfomance Ob;ectfg . '
. \ . .« 7 .
Activity K: Consldering the Posible Uses of TPO’s - s
‘r
Accompanying the survey activities of Vo|ume 3, these additional activities seek and pro-
cess infarmation for making curriculu content decisions, resultmg in statements of job-
Y relevanfiperformance thati wexpresswe f the terminal learnirg obgect\‘es .- :
‘ i . - & .
# S o .
1 ‘ ‘ vt ) - “ .. ™
. SRR S | e -
X > ! [ 4 »
* L] : ‘ 9 Py ‘ l R
' ot . 97 . t
: . — B % - - '
, s | .
4 ' » .»

tested effectiveness. ‘Curriculum content is operationally deflhed <
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Vo{ume 5. Processing Survey-D;ta: Te*n’ca/‘Appénd/ces.
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BACKGROUNB AND RATIONALE
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/cunmcuwM PROD‘UCT OR PRQGESS?-‘ .

3 .‘, For the purpOse of this gurriculum content derivation system, .the concept of ”cumculum” is . -
‘ : ‘considered to be “intended learndng outcomes”’ which have been ‘selected and brdered. Zhis'view of
VoL ‘the nature of “curriculum’ as belng a product which tates “‘what is to be learned”’ by aNearner is.

.. \base!lﬁnrectly upon Johnson's {1967, 1969) dgfinitive considerations of éurncqlum-theory This,
# - view distinguishes between curriculum and instruction, whiere instruction is the process by’ which in-, .

tended learning outcomes are achieved. Curriculum, on the other harid, cormsts & a structured senes > e

- of mtended learnmg outcomes (Johnson, 1967). - - , , Do

. f or
- . s5 L. ] -
’ A

<

+ Y————-—.

.

‘Hemck (1962) provides some addmonal 1usuf|cat|qn of thls oontent and process distinction,
**_"Ta" both aspects being riecessary and” crmcal bat each is a distinct” cbmponent of the educational struc-
R w"!""‘tiu'e The dual nature of curriculum as the term is oommonly used {i.e., outcomes or expenences)
el accommedates the two groups of curnculum«heonsts wifere one group '‘sees the SeMpon gnd Qr-
" dering of objectnzes expressed in terms of ’learnables as the essence of the curriculum task, <. . {the
) other group) views the stating ‘if obje&wes as oniy one early step in curriculum devélopment’ ! oo
) (Johnson 1969, p. 61 e . . ) - ) y
Smce some ourncular proponents view: curnculum as the total?ty ofthe mstructlonal s st
¢ _ having impact upon learners, yvhnje ‘the procedures in these vojumes have a muoh more limiti
gnce, it seems most useful to distinguish.amond t ral gspects of that system. Thus, the' bassc
; © distinction is,made here between (a) what s to tearried {curriculum) and (b} How such learning -
» . is to be attained (instruction). Several. secondary distinetions cquld pe to why semething is to
. _ be learned' (e.g., policy decisions on educational pnohtres) br to subsy! s of instruction {e.g.,
. - teaching alds and leammg materials that/, ?re for use in a classroom) . oa . .

. .
.
’ l

. To help clarify these various features of a curnculum system, Flgure 1 illustrates the'process ~ ,* ¥ -
and the product labels which'are generally used in thls paper for the why, what, and how aspects of .
the educational system. This effort at clarification is derived from Johnson’s (1969) process product TN
distinctions.. The major aspect dealing w:th the /mplemenmtlon of cyrriculum ind mstrqctlonal plans .

¢ 18 shown set apart from the more phrety desugn and planning parts of education; Whtle itis ot in- _

~« - te .to imply that pla c?&ng does not occur-in réal-time interactions with students, the em“srs ha?

ot here.is oh the systematlc agn and pfannmg efforts tha} occurprior to attual mstructnon <

P ~ .

-

»’ »

The ty ical sequepce pf key stepsin a complete mstructmna] plannmgs’ystem egms mth (a) . |
B the-poticy gkanoe of a respgnsnble adency a6 te the general aams andyscope of ant intended instruc- .
R tional prograth, proceeding tign to (b} the determtnation opntended learning outcomes, ta (c) the _* .

»

—‘ » dwgn of overalf mstrucnonafplans to (d) the devetopm{\t of sgecmc tedchmg strategies and T e
4 v ’ 3 .
oy R : i .
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matérials, armd on to, (e) tryouts of the nstrucignal plotmer = Wty argdontg T eyt ..
¢ tematic planning process proteeds with.ingreasiny spegificiey angd &tontion to locg) systém and- e
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. {ntegral to the whole planning prqcess 13«ahroverlay ofgssessment, activitiés Regarding. the
- e Y g [ Y Tt “wl - £ . ' s .
ver . ya[ldlty of curriculum content selection’ Johnson (1967) nyted-thatthe assessment “must reston |,
) ' some criterion other than imstructional resylts” {p 135). This évaluation s concerned both with, * . .
the omission of significant intended learhingbutcomes and the inclypon .of:m_sign{f' ntones. The «
-, more traditional type of-evaluation is concerned with effectiveness upon students o the contrived .
learning experiemces to which students are subjected. Evafuation of instructional effectivegess .’ e
, Shoyld be performed without the confounding influefice of variations iri the curriculym, just a$ the ,
. " . g = -~ 3 .. . ! -
evaluation of currigular content should not be influ by variatiops in instruction. . : P
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_ ment and to the social scene than'was given to the nature of subject matter and its selggtion and . ‘
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PRESENT FOCUS ON CURRICULUM PLANNING /=~ —
Only the'early front-end portions of the tgtal planning sequence are covered in tfie pr,éqe’nt _ o
vetumes. For a complete currictum-and instructionat-planming system; the secondary aspects must . .- f .
also be inctuded, However, for purposes‘of theé present procédures, attenfion is directed only taward .
the systematic p1anning Yunctions which are concerned with the determination of what is to be- - W
learned (i.e.; the.curriculum). Only token acknowledgment is given-to the poticy and instructi '

aspects of the system, for as Herrick (1962) has stated, “These is no question but that in
30 years in curriculumdevelqpment,'gieater attention has been given to the study of chil

organization for instructional purposes” (p. 65). L , . {

. Increasing awgreness and ;ecognition of the need for astention to curriculum r*efs;s beoo‘m- "
ing evident. Flanagan (1973), having studied educational progga‘m‘s and student popufations for -
many years, has emphasized that . o A . o <
. e . : ¥ .
~ . Recent experience indicates that the quatity of the present éducaticnal programs _ B . foo nE

e

. ' ~<an be improved more by systematic selectién of what is to be taught than by ifn- - - - ! )

 proving how it is taught (p. 55J).  * ‘, R e .

B e e ——

.

It is to this issue of systematic selection of curriculum-content, the intended learning outcomes, that-

the preseént volumes ar¢diredted. . ) .
> . . i . ' v L - ' . ‘ ‘_', ) o . - o,
, This Curricylum Planning and DevelSpment phase (Figdre-1) is where the capabilities and oo

’khovgledg‘e of specialists in many disciplines are called upon. There is a need for job analyses, ques- ~ ~
" tionhaire construction, survey administration, contacts with empl8yers and varioys prganizations, -

data processing, statistical analyses, ahd report preparation and printing. The continuing avafabiﬁty '
of specialists in such functions is most lil‘;e'ly‘to be found on the staff of state educatiomst agencies,

" large city school districts, state Uni!ersiti&s, major, business and- industrial firms, military technical - A
-~ trajning schools, professional associations, and research’and development brgariizations concerswed

with human resources. At the local school level it is generaligsuntikely that a sufficient range of in. ~ 3
formation sources are availabie. Thus, it is expected that this cgrriculum planning function beac: -
complished usually und€r the sponsorship of an agency having a broad jurisdiction: Nationwide, =~ - ¢ -
regional, large state, consortium of states pr businesses; professional or labor association, or corpo- <
rate training headquarters. " » o . Py . oL
. - * - e 5, * ‘ * . "N
- Systematic data-based procedures for the derivation of curriculum content " B KR -ﬂ'!‘f’”
for occupational training bgogram; are applied most effectively at a level .
where a large number of schools, clasgi, or students can benefit fromi the N e o
reSults.” It simply is not cost effective for everyone to duplicate the analysis .o o
"« of the sam perfdrm:ﬁce,éituations. Though staffs of individual schgﬁis‘and RN
departm ften do'thel ewn curriculum planning and development, the .
infreguehcy, wjth which their programs are shared Wth others would’ seem . -~
to make such curriculum preparation efforts fess than fully economical. - -
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<~ 'SYSTEMATIC PROCESS FOR IDENTIFYING
-~ CURRICULUM CONTENT S

: S'evts_a”)proa*ches havg been' pjoneered by the educational and training.research staffs of the
milij.aiy ces in response to the apparent usefulness of systematic and data-based means for de- .

termining curriculum content appropriate to occypatibnal training programs. These approaches

- havé included sych complete planning processes as Instructiokal System Design (DAF, 1970, 1973;

ICISD, 1975) which igan outgrogwth of the prior. Qualitative and Quantitative Pérsonnel Require-

o merfts'Information (QQPRI) system of the U.S. Air Force'and the SystemwEnginearing of Training

-

'« Ongoing personnel mapagement 3ystern. A

of the U.S. Army {DA, 1972). More specific procedures for accomplishing the ent identifica-

tion portion of such overall systems have also been studied. The most well known anrd thoroughly
researched of these techniques is the use of task_inventories to obtain job performance information
)y means of questionnaire surveys of many workers in ar\occupation (Morsh, Madden, & Christal,
1961; Mqrsh & Archer, 1967; Christal, 1974). ‘ N

: i xS ‘

. This task inventory and occupational survey dﬁproach;i_n various forms, has become the basis
for-a number of recent major studies of occupations by public educational and: governmental dgen;

cies. The Vocational-Technical Education Consortium of States, V-TECS (Hirst, 195) uses the Air -

-Forceprqacedures {Morsh & Archer, 1967) quite directly to describe occupational domains for their
catalogs,of performance objectives. Similarly, a recent job analysis plan developed by the Office'of
o'[e tate Comptroller of Publi¢ Accounts (Van Cleve & Porachan;: 1976) employs fhesp proce-
duﬁ obtain ongoing jgb analyses of department job positions in a timel§, cost-effective, and
.quantitiable manner. The same basic procedures have also been used successfuly in some of the re-
search ant development projects of AT&T's Human Resqurces Laboratory ( Gael, 1975) to describe
_jobs and identify sim__ilarities’and differences bepween thém, as a potential central component ir] an

-

. Work activity checklists having numerous similarities to the task inventory and occupatjonal

* survey approach®ave been the basis of many job studies. Berger (1974) used such checklists and
worker ratings of job activity.statements to s2rve as a basis for a sound*Eertification and licensing
program that might potentially be developed by a prafessional association. West (1973) used 3
similar approach 'to provide explicit information ar recommendations for updating secondary cur-
riculums in relation to actual jobs of employed worké rry and Evans (1973) were able to dis-
tinguish specialty a?e?s warranting differential training programs within an evolving occupational
area.

° .

While many other applications could be cited, both for job description purposes and for dével-
. oping training curriculums, both insbublic and private agencies, there are certain common threads
woven through each (Gael, 1975; Moore, 1976): w e T )

_ 1. mprehehsive listings of ‘t'aslgs that comprise the spécific job activities, serving J
. as the basic unit of an occupation for analysis purposes. _ )

2. “Heavy reliance upon job incumbents (or others very close to thea.ctual work

Lo . . i i
situation) as the primary sources of information.

L4

+
1

o

1
|
1
I

" As Gael (1975) é’mrhents, "The differences between the methods appear to be mainty in format and

in the kind and amount of auxiliary data—such as task importance,‘task difficulty; task time, etc.—
- fequested about tasks™ ( Py 87). The procedures have ben used on equipment sriented ’obﬁ clerical
occupations, technician jobs, professional occupations, and managerial positions. P

’ ’ /
. ; A A
N
- i . ' | +

- ’ 14
’ (. " ' Fa 1 : B ! * [ r
o EY

4

14 :




7

-

The task inventory and occupatloﬁal survey, process is essenually a |ob descnptlon techmque

It is used to identify the meanlngful activities of job performance as they occur in a range of employ-
ment settings. The term !'task analysns” is often applied to this process, but that term more accurately
describes quite g different process. Task analysis is the psychological study of an individual task, to
.. ddentify the befvioral categories that are relevant to learning (Miller, 1962; McCormick, 1976). The

. task invéntory and occupational survey approach more accuratély should be considered as “‘task de-
_scription” in that it “specifies the terminal (end-of-course) performance of trainees, aml thus the
“content of tra|n|ng (Cunnlngham.& Duncan 1967, a?'uted in,McCormick, 1976)

In the survey process tasks are used as the un|t of analysis for descrubmg and charagterizing the
relevant job performance activities. Thus, it is the job that is Being destribed by means of tasks
Tasks are not being analyzed for their component behaviqr and necessary learning structure, though

- such analysis of complex tasks that are difficult to learn may well be some later step in the oomplete
design and-structuring of training. ‘ " *

Advantages to the use of task inventories and occupatlonal survm Elaboratmd upon advan-
tages noted by Christal ( 1970), task mventory and survey methodology has the capacity of achiev-
" ing such advantages as: ;’ i . S .

1.. Reprecentatlveness Data can be collected from many persons who are directly know}-

ﬂ&ble of what does and should occur on the job, and this data can be separatelm_-
~ ed for population subgroups tq permit group or situational comparlsons and
contrasts. =5 .. -

A

2. Economy Data can be Lollected from many persons by questionnaire for less than it

would.cost to collect data from a few persons by standard job analysis met Re- .
peated data collgctions permit reusé®of previously constructed mventones and data v
The questlonnalres can be mailed and self admlmstered .

3. Comprehensiveness and Validity. Exte/rrsrv_e inventories of job activities are promoted,
“mitting response data to point out variations in joh relevance of the items, unpreju-

. . diced b nceived notions of what is relevant and critical. Use of task recognition,
rather than recall, enables respondents to provide far greater detail ang completeness in
the available time. .

¢

4. Comparability. Research substantiates the reliability of group responses: Standardiza-
tion of items and respdnse farmats permits assessment of trends over time, and com;
parison with related jobs or other inventory studies. The comparative analyses permitey,
.resolution of some uncertainties with respect to regional differences and of newly .
emerging job types Wwithin an occupatuonal area.

L4

N it to be stored, proc ana , and reported by computer. Conventional statistical
tecpnlques maybe applied in many instances to produce desured analyses
-~

- »

. 5. Quantification. The e;%;st‘lonnalre'mformatnon for the most part is qn.w(tiTiable; allowing

6.’ Job /mprovements Clueg may be obtained by certain task questions for areas.and means
where spme job mprovemenismlght be very useful Addmonal clues can be obtained for
- redesigning jobs arid )ob,ﬂaft )
-~ A
Hesitancy to use the mvaﬁtory'and survey techniques for curricufum development While the

- essence of the task inventory and occupational survey techniques have been useful in a wude range,/

» . .
\ M v - Xt . b / )
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of sutqatlons, they have been applied predomlr}amly (outsuir;:r.he n@tury services) mspectally com
missioned bne-tirgg studies. Tdsk survey procedures, with the exeeption of the recent V-TECS pro °
gram (Hirst, 197 ave not been‘applied routinely to servide curriculum content-planning-

- X ° . - PR - * . N
. I . N
) -There are several reasons for this apparent hesitancy to employ what would seem’ to be a sig
nificant advante in the technology of curriCufumrd évelopment .Among theseseasons are such con-
~ . . * v

. Cerns as: - . -

- P

. [ * . . ¥ >3 * 1! - ! . ,. ,s
1. Uncertainty as to whether: large-scalg surveys qf worker groups were feasible for other
than military jobs where there existqureate; structur® of work séttings afnd access to the

workers. - .

- . ~ .t LI )

.

i .. a.' - . * 3 .
2. Uncertainty about Hbw to stagg tasks in 3 form useful for curriculum pur;ﬁ‘s}s, since much .
L of the development of the pt was directeg to job description issues where very general

' B expressions of work activiyftwere adequate. b A
/] . . N - -~ ’
3."  Uncertainty erning what types gf task.data were necessary; although a wide arrayof . .
informatio s been gathered in previous studies, mogt of which appears useful to some "¢/«

degree, it isnot feasible to collect very many t‘pés for’each task of an occupation. ¥
A ' o LR v - .

— . —

. 4, Uncerfair]ty congérning meaningful procedural rolesfor local instr'uctlional personnel and
’ + of community interests, and unwillingness (p(Q;_)er_Iy SO ) to remove them from the curric- - -
. ulurh development process. /\}!, .o -
- . . v‘l - - - P * &

¢

5. Uncertainty as to the cost-éffectiveness of such data colleqtion and systémat_ic derivation -
-of curriculum dgntent, particularly for apNicat‘ii)n of the procedures by each indivjd ual -
) training system or ins®tution. : . o .

-« . _ J : ,
6.  Uncertainty ds to whether programs in occypatidnal preparation should train for specific <,

~

occupations or provide a genetal backgr nd for ja wider rgnge of reldtegd occupations. _ )
‘ . . X v . s . d PRI
~ «+L  Uncertainty whether large scfle job destri tiop and survey procedures coyld bg routinely
. performed by other than highly trained specialisgs. ." . L . .

ngelopmeﬁt of the Task Survey process for usein curricolum pl_ahning an& dévelop'mentf' )
Each of these issues of user uncertainty was of pér}icglar toncern in the developing and- testing of
./ the procedures for the Task Survey process that is reported in the present volumes. The develop- \

ment efforts sought to provide useful solutions by whichthe approach could effectively serve the ,
needs of curriculum planning and developmen"f. Cerwainly‘not afl'problems have been resolved, but . o
hopefully significant progress is represented. ‘We have tried to be sensitive to these issues, as wellas ~ * %
to make the application of the'process produce worthwhileesultg in an econgniical manner. T e

Throughout the volumes we have tried.to suggest ways that have been.found lowork.. ’ : )
; R n. . W R L
¢ °, In thé development of these procedures; studies'wefé conducted. using three diverse ocghpations o ‘
{Automotive Mechanics, Business DataProgrammers, General Secretaries) to try out the methodolog fr

under a variety of field-use conditions.. Reports of these ‘companion studies were published eat lier

as supportive documentation for the development &f the Task Survey process. - Procedural modifica- T
tions were made as necessary, particutarly te accommapdate the peculiarities of diverse occupations =
‘and data collection conditions. 1 oo coq ot . e e ’

[

N, - 4

' Rules and procedures were studied by which tasRperformances Ebul_d be selected that most war- b
. ranted instructional consideration, The statistical process usgd to establish these rules and procedures
” , . . I , - L K ¥ 4
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. .ditionally, initiating agencies can readily readminister task questionnaires with minimal

NN ) rials and data prepared for larger and more job representative surveys, to identify impor- .

. " - preclude efroneous or biased preconceptions, it systematically narrows the
Loea T focus to matters ‘of |ob relevancée and tmportance Th|s has the effect of
* ‘ ! 1,1 L] . N
LT » - s -/ o
‘ . 17 - ’
. 1 ) .
{ ", R -
' ’\ , . .
.y S e,

‘s summanzed in Technical Appendlx B of Volume 5 "Special attention was gwen to estabhshmg

procedures which optimize their generahzabuhty over different occupatuons ' . °L_../
Regﬁrdmg.the uncertainties expressed above for |mpl°ement|ng task mventory -and survey tech-
niques, the following tonclusions appear warranted for the Task Survey proceﬁs descrlbed in Volumes )
2,3,and 4. . . e TR rwmre el - ,,,..-,,3.,:(-
Fi _,.r@ﬁt; F = - T -

S > Survey’fe?sibf#ty"'tm quite possrble and reasonab,le to collect task data from workers
and supervisors in a vdriety af civitfan employment contexts. Given some mechanism for
establishing individual contact with workers and with employer representatives, good co-
operation and job reportmg can be obtamed with hlgh rates of return of usable survey
questionnaires. : . <o -

[

~ .
-wr

> “Form af task statements It is necessary to employ statements of specufuc work activity -
for them to he mqst useful for curriculum purposes. Volyme 2 presents an extensuve dls §
cussion of the reqmrements for tms most |mp6rtant part of the process.

v »

> Types of task data A.momlmum of three classes of task data serve well the needs of cur-

. - riculum content derivagion. These are {a) extent of task occurrence, (b} level of task sig-

nificaiwee to- the job: and (c) degree to which formal school trgunmg is suggested as the

-pnmary location for task Iearnmg to occur. - ’

I ’ -
’ ' ’
T o ¥ e R S

> P oced / rales7 Vaans mterested and capable parues need to be mcorporated at par-
. tucula£nts in the process where their input will be most effective.and usefui. Those

closest to the occupation and its actual performance requirements provide task data.
Specualusts construct task-statements, design survey administration, and analyze questnon— -
' naire datd. Craft or other available job advisory committees or representative groups.can” S

«. ~ be'most useful in reviewing results at different stages for meanmgfulness clarity, compre-

hensiveness, and accuracy. Where local or special interest concerns are meamngfu these
' alsobave fome mﬂuence Subsequently, mstructlonal professionals becomer ’

s At -

> Cost effectlveness akt)trme appllcatlon of the full process by gach mdlwdual trammg /
system or institution would not be cost efféctive, even though there may be value in re-

. . solving content uncertainties or in verifying the approgriateness of existing curricular
content. Economy is echieved through sharlng and repeatéd use of task surveys., Broad
utility can be achieved by surveying o tions across a wtde array of represenfétlve,
empDoYment settmgs such that results cah be shared with many training programs., Ad- - ,

reworking of task lists and questionnaire forms. - Local agencies may make use of mate- ,
tant lacal variations. Availability of task- lists developed by 'others and accessed via such
_serviges as the F4sk Inventory Exchange (see Volume 2, Step 2) allpws everyone to bene-’
fut from the prior efforts of many good studies. \

‘Implementation of the Task Survey process in a particular instance also involves some

. other.cost-effective feaxureS'

. - .- N
f * . ,

-

- 1. Though the process bbgms with a comprehenswe view of an OCCUpatlon to




e ’ , .+ process effectively.

4

>' Specificity of occupational scope: Whether occupaﬁr(ual‘ train

ol zal(:e: What w&%!fthk process help the curricul
. -g of use iff achieving (4

. of eccupational erfor’ﬁ’uaqce descriptions, (d) currigul
- learning objectives, (f) content validation of occupti

v

e

a"o‘ng congentration of time and resources for more @hly detanied;ah’alyses
at those points where such efforts would'be most beneficially applied.
— . . v . . -4
SIEEN : R T - ” ’
2. Collection of task data is simplified to require
. .. . _vhnecessary and.to obtain highly_rehable inform

the fewest types of questions
" forqueéstionnaire respondents.

ation. vath-a-minimum of effort
3.

0

Staff time and travel by,the-implemenn'ng agency can be reduced to a minimal
T .level by use of questionnaire administrators aiready.situated Tigar the locales
. to besurveyed:— " - - 7 T ' '

P ' ]
_Exgensivg examples of.materials, formats, aqd data pro essing' routines are in-
cluded in the descrigtive volumes, permitting reaso\natﬁy direct application
without the neéd (for creating them anew.

v
.

_ ing should be broad or ngr-
row in.scope is not resolved by these procedures, That issue is left up to policy decisions
by eaoh responsible t‘fa'ig‘iin_g;agéncy.,.. However, the Task Survey process can accommodate
“either concern;, though the procedures are simpler to apply to specific occypations than
10 clusters of refated occupations. The progess, indeed, might be of-use for ahy definable -
pérformance situation, regardless of whether it be a work gra life sitbation. ‘

gencies; can be“éxpected to learn the procedures and to apply the

The volurnes should bé able to function as a handbogk and guide’for
daing the procedures describéd. With experience wil| come competence. Close super-

vision of early attempts will be essential, particwlarly for the construction of task-state-
ments, design.of survey 'admin'ist;ation, and analyses of data, The vo S Jiowever,
were not intended; ngr are they gom

A letely syitable, as instruttional m‘aterlal for inMtial
learning'the first time throygh. *Bac{< ound informatian from previous research and lists
bf references should be particularly ul in developing or increasing competence in spe- .
tific areds. R - '

4 ¢
i
A .
.

‘planner do better?_ The methi_x'!dlégy can be ;
) conservation of training resources, {c) updates
um agcountability; {e}'performance-priented

conservation of trginee time,

>

¢hal performance tests, {g) c'ombeten?y records
of training anﬁachieve’ment, and, (h) articulation 6f job perfgrmance as
‘, ary occupatio
§ : ‘

R Rt

.

/" of vocational and occupatit
- stfuctional materials that t

" This is not to say that the‘?ﬁlsk Survey approdch can perfectly address all of.these ne:js‘ The

. procedures and guidelines.in the pr volumes make an-attemipt. to adapt the approach

of clyriculum developers, advancing fhei

. fashion that will ereate good inf

..The va[ue‘ohhe syqt‘ematip Task Survey process for ‘Gentu}fying‘curriculum sontent is
,besed curricylam decisions dre poss

that data,
ible, uncertainties concernirig content can be resolved, a
creased assurafice can.be givén that ifistructional resources aré

pects of se(:ondary-postsecond-
alcurriculumg. L o oo , K

1)
4
L 4

!

: the nee&f
r capacity to employ sylstematl'c data-based procedures in a ]
tion bases and to share that information with ghefsf

¢ being properly directed. Dev loper
onal training programs can better assure users:of their curriculums

~ e M \ . - " *-
} .Routin'e application: Professional staffsof key educational and training agencies, or spe-
© '« ‘cialized units of such'a

/

e e
he things'to be learned 11t the traihing program are the-things most amro- -
-pigtely learned there; and that, when they use their materials
are ;mga

tant to and

; , students
required for effective performance 1 the occupation,

will be learning skills which =
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Among ’e specific purposes that might be served by: appl;catlon of all or portions of the Task -
Survey process are those listed betow. These dlffermg  purposes to which the proé.é#s might be aps ’

" ‘plied are grouped | m order of the increasing sensm!lty of analysus that is possiblq . P
\ .
: Ce - b - . - : .’ " / . 13 v ’
, ' o, . ) . ve, o .o
T - S Usmg General Statements of Work:Actlvmes P T
& e ‘ '
. a Purposes of Occupat/ona/ Description, as a Functlon 9f Task Questions On/y 0/1/ Job Refevance
. N - W gt . -
e To define pe;formance cftaracterlstus of an occupation. AN St ..
. . 3 .

-

o To defme &Erformance charactenstics ‘that distmgunsh each gocupat'on wﬁ&m

an area of related occupaf"ons {job clustering). . ‘a': <o v .
", e To detme performance charactqnstlcs that d |sttngmsh each skuILor cdreer Jevé'l o N ‘f
within an occup‘atlonhl tadder: * . N -
, . - RN A - L ] s
.. .o To determing emerglng.or changmg 1ob structures ‘ oot o e
. v e To P?;ord tralmng Progress or pm\ilde |tems for mdnvrdua‘ompetency ) '
) ) trans |pts - . . ) o
v ) ’ ¢ 0 s 4 " "-’ . f ‘ . ‘. ) e - L N ¢ AL ce T, ! .' P
‘ ¢ . - - s s * ' P r ", . NE] ; . ] . .
. , S e Usmg&pecufuc Statements oT Work Actmtles (Task,s) K . ' . o R
B had / o, /

For Purpoks of Oqcupatmna/ Descrip tlon ai a Functlan of Task Ouestlons On/y on Job, ﬁe/évam;e

®  To provide separate descnptnon of yvork pe[formed by subgrgups o,f drffenng )
#worker backgrounds ' . , ) " .
b - ¥ N ~ - ' ) - . ." '.
o ®  To validatg the content of emp|qyment tests, Ilcénsmg requnrements or other . o,
’ - . such sefection, devuceS' . . R . W
. . - <. . ! L -, . " .
3 For Purposes of Currlcu/um Cgntent /dentfhcatlon asa Functton of Task Ouestlons On/y on’Job -
\ Releyance . ) - M N
& ¢ [ . - st ’ ! TV, s . e ‘
- ® To verify thucurrenf occupational relevance‘of existing prograrg content. ” . - "‘7! .o -
- d -!""._ . n "
v * o _.Tosurvey employer expectatlone for ne,w emplayées oo *. R oy

- Ny N

v +'or Purﬁoses of Currlcdlvm ontant ldentvﬂcatlon asa Funct/on of Task QUGStIOﬂSr Both.on Job
. Belqvance and on. Trammg D as N N . .

. + - - \
0 P

e To select relevant content that most warrants consrqeratnon for preemploy’ment-
- trammg a3 o . -

.
’ R ¢

e To compare curricula of dlfwferent levels of trajining |nst|tut|ons such as to examine * '
thearticulation of secondary postSecomdary'programs . .
~ N 4 a
o’ To assure that exrsting curncular content‘ is currently approprlate /

* -

* ! .
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o  EXPANDED_OVERVIEV
- THE TASK SURVEY PR

’ . .

v’ .

| ’ '_ h ) “ . f ' ¢ . ’ ..
WHAT FUNCTiONALL}I GETS &CCOMPMSHED -

"The *Task Survey”’ process is the basis for the methodolody teposged in the present volumes. . .
Also sometimes called the “Task.inventogy’“method, it is a survdy-questionnaire approach to job )
analygis for providing performance data of use in deriving-job ?elevint curricylum conteént that is -
important for occupational training programs. The procedures seek to-weed ouyt theirrelevantand -

'y ; unessential job knowiedgg and performance gontent,.as well as/thosg aspects not appropriate for R
{ W, *, school training, leaving only that which waénts further im-depth analysis of learning requirements. * - '
. Thig narrowingof focus is done in a compreheénsive arid systematic manner. In the process useful

-

 clues should emerge for further analyses and for structures appropriate to the learning process. -

-

Ve

Thé overall approach is to use firsthand occupational task information to identify critical per-
o . fofmance requirements that warrant formal training, Designed for use in many occupations of in-
" terest to public education and to industrial training, the methods are intended to be especially im-
. portant for plafining curriculums in situations where there isuncertainty abqut the otcupational ©
requifements and of the critical tratning content. The basic intent is to identify those tasks having  —
the greatest training priln'es, eliminating the merely "nice-tojknow"’ and unessential learning re-
N quirements. - o et Tooe «
L ‘ A S .
C Task lrgntory Questignpaires obtain the necessary task data from a broad representative group »
e of directly-knowledgeable persons: workers and supervisors. The selection procédures systematically,
procest this farge base of task information, so it may be used more readily-as an information source: Y
. by those persofs who must ultimately make the curriculum content Hecisions. T
. - . " -4

« . ¢

. , * . , * R
Various componetits of the process; particularly in the preparation of the initial listing of‘tasks,
encourage consideration of most of the major sources of information about the tasks of an occupa-
(tion: published job materials, jobs analysié studies, enployer training pfograms, avai lable task inven- )
. tories, curriculum guides, émpirical studies, special projects, as well as employees and supervisors, Ad-
~ , Visory committees ma;% up of émployers,'experienced employees, supervisdrs, related manufacturers /
or professions, technical specialiﬁﬁ subject matter specialists, and teachers of occupational training
programs can provide valuable aidin making the key decisions described throughout the process.

~

v v [ [ Y . - - - s ‘« ’ > ! ‘
L There is a real need to distinguish between job content that is rala&mt to workers in the occu- -~
pation and relevant job content that is impartant for pre-employment training. Comprehensive .
‘ li§ting§ of potential tasks performed by workers in an oocupation, in-conjunction with data aboit~ - ]

Fal - -

-4




- ' Lo
v how many workers do and should perform, each .
. job—at least Yor purposes of making decisions about training. Though some ta
*._long to a particular occupgtion, there would seldom bé a coricern for pre-emplo

-
—

oo .
- . .

i >

any task unless it would likely be performed by some minimum of workers. -

PR

From those fasks fbund to be a reasonable part of the occupation (that is, job,relevant to vary- t ’
' ing degrees), it then becomes meaningful to determine which on
.. of instructional resources.and student time. Additional kipds of Yask inforfnation are needed to

- « == +- focus attention on the criticat training needs, though relevance data 3
Selegting those t4sks which should be of training concern is a more'unc

~ ing their performance characteristics and extent of job rélevance. - '

well or better on the jéb, (d)e
mance may differ quite rad:

N

.
' ’ N

.
.t N ¢,

Some.tasks may be ‘perfor'niéd fre;J}tly in an occupation bqi be of trivial interest for pre- -
employment training programs. This can occur for several reasons: (a) most students coutd be ex-~
pected to be able to do thtsk before entering training, (b) training could bé accomptished equally

task, hejp es'tab‘lgf) the relevar;ie of the ta€ks t6 that’
sks may properly be-
yment training on . ..

-,

are worthy of ssme expenditure R

also useful for this purpose,
ertain process than determin-

x¥gnsive job experience may be needed to learn-a task, (d) task perfor-
Ily among employment situations such that no standard |earnifg re-
‘gairement can be identified, or {e) only the more experienced workers are expected to perform' a

Zpartitylar task; such that early learning of it would not likely be retained until needed. Conversely, '
the learning. need may be immediate and obvious. L . .
- - i’ . .

'°

g -

Y

scribed below. Volume 5 incorporates a computer
. pational data.

use the ledst amount of task information that will serve the con

Job’relevant tasks rﬁay or may not be appropriate for training'b
reasons. While full resolution of this problem cannot be expected, the present methods attempt to .
: tent identification purpose in a gen-

. _eralizable manner for differing kinds of ogcupations. L ) S

1)
2 o

s

The three volumes containing directions for conducting occupational fsurvpys are Bfiefly de-
program that can be used to process such occu-

~ -
N » 7% . 4
v, .

-

P

ecause of a wide range of other..

[

Volume 3: Identifyirg Relevant Job Performance. (Steps 7.31) -

L v

h # Volume 2: Sfaﬂj(g the Tasks of the Job (Steps 1-6) - .

- -

Guides'the reader through an explicit set of procedural steps, beginning with guide-
lines on how to"define the scope and limits of fhe occupatianal intesest for a par-
tictlar inventory and, survey. Discusses and iflustrates various problems likely to be
encountered:when constructing such statements of work activity. Additionat pro-
cedural cover the reviewing, editing, and pilot testing of task statenients prior
to their s uent use in occupational survey quenionnaires.

" Describes the design, administration, and analysis of questionnaire surveys of

occupational performance. The purpose of this stage of the-process is to produce

—

a description of the.extent to which task activities are part of.the job expectancies
of workers in a particular occupation or work tunctipn, or to differentiage be-
tween jgb types within an occupational area. ~ - " .

Bound separafely from the training selection issues of Volume-4, this permits
direct use for’such nonturriculum purposes as validating each task as it pertains

} e !’ -~ « - : . 4
'
.

- -

22 , o 3

- 20

Ty
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alh | _,are foc

' These steps are listed m Table 1 .fmportant considerations and limitatiops relevant to each step are, -

. .

p,auon Ae ad establish mg the job-relevance of the content of -
nt qualmcauon tests. |- g . , ‘) .

. E
Volume 4. DeHUIhQ*Performance Requirements forXQin'g (Steps 22 28) 5 | -
— -0
Expand!ng oh and accompanying, the sufvey- activitid§ of Vg@ﬁe 3 thes "= "<~
additional actjvities seek and proqess wﬂ;ermatron for making curriculum
contentxdecisions along with the: ]ssues of job relevgncy The procedures . i
cm«pre erriploymentqc onal’ preparataon Particularly v

identifyi e levél of performa c¢ to which each task warrants develop- -

ment! ‘A sugges’tlon is also-made orcAncludmg significant techni oncepts

and areas of emphasrs in fhe training for task competency* Statements of

Terminal Perf(w{;r:aﬂce Ob}ectlves‘ serve'to communicate to-others the r?ults

‘to the ®
w employ!

A
F o

of the content rrvatzonprocessL ' .

1

— }TQ

" ""Curriculum cgntent,” as used in th|s approach is 1dentrf|ed dn the basis both ﬁts mtended
U,

sion and-its emphasis in a trammg program. The use of task inclusion and emphasis as the key ~
\ variables of “"curriculy

—

. T

’ ' -
.

v

content” is based bn the conelusions of Walker and Schaffarzick (1974)

/fro_m their extensive y-of what are the important influences on student learning achievernent. F /
. They suggesteq that ”achlevement patterns §enerally follow patterns of content incjusion and em- .~
phasis”’ (p. 99/, as opposed to the influence of dufferent media, methods, or strategies of teaching.
With content mclus;on and emphasis being such apparently powerful determiners of what students

L Iearn and Walker and Schaffarzick’s conclusion that ““outcomes reﬂect content” (p. 88}, the present

procedures atdempt to operationalize these dlstlnctlons

Content "inclusion’’ is here concerned with whether each particular task of an occupation T
should or should mot receive some consideration in the curriculum. Content “emphasis” is con-
cerned with the level of development of performance ability for each included task. This intended
level of task development indicates degree of ta%k emphasis. Additionally, “"emphasis’’ ¢an pertain
te-area of task emphasis, where partlcular nonperformance features of a task may he especially im-
portant for attention in the training process. The complete set of job performance content derived
for an occupational program thus would portray that program’s planned and intended, pattern of
content mclusron and emphasis; that is, the curriculum content.

» Throughout the process there are a number of terms used which are SpeleIC to this process.
As €ach is needed it is defined or explalned in the context of its use in Volumes 2, 3, or 4. These
terms are brrefly defined in a glossary of terms located in the Appendtx to this Volume 1.

. .
. . N [
oyt A T ° L
5 .

L)

spscmc PROCEDUQAL STEPS -

There are 28 steps for which pracedures and guidelines are provided 1 the'several volumes.

for tMe most part, included m thé volume descriptions as needed for making key decisions and plans
" relafed to the step.. Volumes 2. 3, and 4 pr%v:de front to back sequencing of thefrocedura_l steps,
with minimal need for page flrppmg , .

-
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) / GompleteL%ﬂngofﬂvezsProesdwaiStopS/ ‘ T i 'fﬂ
C e — e T T
. o . .. Volume2 .t E T T
.« =7 7 " STARTING THE PROCESS f"‘""‘";"' . -1 )
. Step 1: Dof‘ln thcv-;pmoml Seop. .
CONSTRUCTING THE.LIST OF POTEN-TMLIASKSW—' - T -°°°$°°°°° ~ -
~ . Step2:  Locate Writtén Sources. Step5:  Edit Tasks for Use in Surveys. -
N . Step3:  Construct Initisl Listing of Tasks.  Step 6:  _Pilot Test the List of Potential mks o
“ i . " Step4:  Obtain Reviews of Initial Tasks. . . . -
{ i 4 I
.- . . D T - -
, Y . - Volume 3 . - ‘ 4 -
1 PLANNING SURVEY DESIGN AND ANALYSIS -+ I £ .
' & A Step‘7 Dotmmno What Ruults Are to Step 10:  Determine Pata Summaria ~ _— ‘
A Be Sought. - and Anslyses\Are Needed: -~ - - - =
o Step8: ?‘Dmmmwhn Task lnfoﬂmtnom Step 11: , Design Survey and ) Mminmnm "
- P34 lsNutlod. Step 12: " Pratest Questionnaire \nstructions - - z xR -
. —. Step8:d  Deter What Respondent and Format. ) )
- te v Infofmetion.ls Nedsd N -
& Aommsrenmc QUESTIONNAIRES T0 WORKERS AND SUPERVISORS SV :
' Stop 13: Arnnp to Have Questionnaires =~  Stsp 15: ?fop.u ionnaire Booklets. -
= . Administered., -~ Step 16: _Ack coopemaonofkmnciu -
ot 14:  instruct Local Administrators. . and Pomnml o
OCESSING SURVEY DATA T 3 NS

"‘ - - P - -~ —:A—‘-A G . BT - .
i Step 17:  Prepers Quiestionnairs Responses Stop 19: Computo Summafy _D.atﬁ?n Data.

Step 20: quform Amlym of the Survey Datr

P
-
z
.-
N 4
—+ Ao o

. for Processing. d
Step 18: CIunu Workm lm Job Typa )
- .
REPORTING THE SURVEY RESULTS N e
StepZ1:  Prepare Reports of Descriptions and Analyses. S -
~ o - - —= = T T
Volume 4 o Doa o
. . . .-
:y\numc SURVEY DESIGN AND ANALYSIS ADDITIONS 1 7o ACTIVITL.D) s Lo
Step 22:  Determine What Tak information 1s Needed. » .
. :.Step23: Determine What Dats Summaries and Analyses AreNieded, =~ - | -7 =< - &.5F )
" Step 24: Dmgn Questionnaire Format and Formn-p L a . e
PROCESSING sunvev DATA (ADDITIONS TO At‘.nvufv Flh ~ . T .
IStop 25:  Select Tasks That Warrsat Training Conisideration. e :
Step 26:  Identify Level of Task S & e )
Step27:  Modify Task Performance Selections.dv Levels. T L .
STATING THE TERMINAL PERFORMANCE OBJECTIVES..*  + g oL
Stop28:  State the Tesk Performence Contant That Werranty Training, - .,
Suggestion: TPO Expansion to Include Toehme-l Coneogumd Task Aress:
- = o ‘ B \ :
\ . v, ‘ . . , - .
b, - 24' -y . % )
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‘ The procas of duriving currsutuin content egins in Seep 1 wrth anamuatdefimtiofyet the n
e tgnded scope anid focus of the instructional Program. Guidelines'and 1llustrative mategals arg.pro
o vided with whuzh*deve)épers car, muake af imtigh detérmination of the performance situatibns and

- |ob activities for which students are to be prepare_d. Next, relevant job, content is identified b'q .
means of task_inventories #hd task performance data previded by persons closest to the actuat-job .

e " sitbation. For this purpdse, Volumes 2 and 3 gescrit® procedures (Steps 2-21) for coRstructing-and + ,
* . vahdating dccupational task inventoties This represents the more traditiona! process ky which.task ' -,.':
. swveys arefused for job'description purposes. Volume 4 adds additional procedures (Steps 22.28)

to extend Lhe-syrvey tc% be us_ef/,;l also for decisions about apptopriate curgiculum content.
L practice, the steps in Volume 3 would be performed c'oncurrently"\‘/v'im the'step§ in' Volume o~
« ,4 when the survey pUPABSE 1S the derivation of currigulum content. It should be noted that Sfeps -

.

. 22, 23, and 24 (of Volume 4) parallel Steps 8, 10, and 11.(of Volume®3) to produce a single Task
‘ Inventory Questionnaire thatserves both the needs ¢f curriculum®ontent selection as well as the
. needs for establishing the‘jobr relevance of tasks. Steps 22-28 are-omitted if only job description

purposes’are of ihterest, such as for establishing what is the performance centent of an occupation
to support the content validation ofemployment tests (FEA Guidelines, 1976; EEOC Guidelines,,
1976) or for validating an ini'tlm/1 listing of tasks for ahijcupatuon. ¢

® 4
. The particular process used to select tasks (Step 25) simuttaneousty iflentifies the general level
to which each task should be developed and demonstrable in training (Step 26}, These identifica-
tions of “'task levét of development’ range from (a) less than ability to actually perform the task,
to (b) basic ability to do the task, but with no special requirements for accufacy, spéed, or excellence;
' to,(c) increasingly higher levels of performance competency.

c .
’ -

-

- Once a task has begn selected as requiring'some instructior, and the general leve| of develop-
ment identifigd, 4t then becomes helpful to determjne what nonperformance aspects or features of
that task also should be especially emphasized in the instructiopal program. Suggestions for deter-

, mindng instructional emphasis are given after discussion of.Step 28 in Volume 4. -

L The full curricular process leads to the statemerit of task learning objectives (Step 28), which .
/ V' are called Terminal Performance Objectives (TPOs). These statements report job relevant behavior
7 and reflect what it is intended that students should be able to do upon completion of the training

program. As such, these terminal objectives serve to focus all other curriculum development and
. ' analysis efforts, aimed at what Popham (1975) des¥ribed as ‘‘validated instructional products.”

». These'performaljde objectives suggest what job content is likely to be relevant and important in
v « training a person in a given task. The job tasks, of which TPOs are elaborations, are direct state-
[} " ments uJob performance requirements. .

\/Terminal Performance Objectives da not spell out the means by which competence may beat-,
. tained through training, but they do serve as the essential basis for designing pérformance based ’
: lear ning experiences and for developing criterion-referenced achievement tests. TPQ% express the
AT interided level of performance development for each job-releyant task. They establish meaningful

and 'measurabte target goals for learning, ypon which-all other aspects of the instructional program
. mukt be based, regardless of.what else is done in designing meaningful learning.experiences in par-

¢ tu",hlar training situations. The full derived set of TPQs for art ocoupation represent the planned

“ “content of the curricylum, . .

If instructional considerations of Jimited time or resources should require that learning sorhe-

’thing less than the TPO behavior be the Timited objective for a particular training program, then that
deviation should be acknowledged. Such an acknowledgement serves as the incentive to contig:z'/'

et . 2
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‘. seekmg }he means of reaohmg that obrectlve., When such a rnodnfled ob;ectwe is the only avai Iaple .
statehrent of the |&rning goal too often the need for the términal behavior becomes obscured and - **
oy - . uhreoognfzed Thus, the 1ob-der|ved TPO should contipue %o be acknowledged as'the uitimate learh oo
. ~ ing goal.- it is realized that modifications of a TPO to reflect partiat instructional intentions or el
- schoo!based simulations '?the job-rglevant performance are often necessarg. However school-~
modified object] shoy| t be confused with TPQs. TPOs are derived from performance require-
L ; 'zs of the job:. hey are not themselv‘es mfluencad by mstructnonal resources or student charac-—,
terigtics. ! o . o,

- ,
thute 2 tIlustrétes the%equentsal f!ow of process oper}tuons mvolved inthis Task Survey pro- .

’ cess. Majog units of the figure correspond to the cantents of Volumes 2, 3,;and 4. Blocks withjn ¢ .
". ‘ eaéh major unit ro(ghly correspond to the varlous general acttvrttes and specmc procetjural steps Tose

‘ P In summary, the Task Survey process CODSIStS of-a number of integrated operations whach as- .

v, sistresearchers and curriculum developers to move from the gefmltlon of the training and occupation
of?n!erest- through data callection and aralysis, to curriculum content derivation. General elements " |

'E of the process, achieved via the full performance of all 28 of the specific proeedural steps, include
such accomphshments as: .
¢ q e s a ‘ . ) ‘

o ,Defmmon o;the sr:Ope of the oc%pationai trajpring interest (such as the job setting, .
- related jobs within an occupationabarea, and ormance contingencies).

‘ ) ® Developmént of a comprehensive list of tasks potentially performed by workers within -~
the work scope defined, with tasks stated at a level and in a form suitable for maklng
) cumculum plans and decisions. . - Cor -
v Q Selection of duestlons to be asked about each task to provtde desired descnptwe data on
o task relevance and/or cnt:ealness

-, 4
‘..

Pretesting of instructions or new questnon formats. . : e a
Designeof a sampling plan to obtain representative task data

o ® Preparation, pr.}ntmg* and distribution of the task questionnaires (including background
items on respondents work settings, and organizations).

- \

® Administration of the qu!stlonnarres to workers and supervisors m acoordam’:e with the

sampling design.- - ) : , -
. i N \ ‘ R
R + - ® Preparation of the questtonnalre data for computer ‘processing. e
» .

® Computation of selected descriptivB summaries of response data for each task for each |ob

or for other-population subgroups withinajob. . s
5 . -

o Preparation of a report of valldated tasks and of task data obtained fror}_the occupational
survey, for shagjng with others. . )

1

@ . Completion of selected analyses of the data, depending on purposes to be served. .

. . @ ’Application of rules to select tasks for inclusion in training, — ;3’

- . . -
-

i
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.-® Deterrmnatlon of the perfprmanoe tevel to which each task should
. training. .

® Modification of ta se)ebtlons or Ievels in Ilght,of other gvailable information on near-
«  future job changes nd. speclal requirements of iocal employment situations.

deve_loped m

4

L ® Preparation of statements of Terminal Performance Objectives, 2o convey to othdgrs the
resulerof the content identification process and related-information.
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PUTTING THE PROCESS INTO .
.. ACTION: .

Y

Time, money, personnel invoivememX, and coordination of activities are ihportant considera- )
tions in decisions and plans to implement thé Fmsk SuiVey process. In this section we suggest shme
elements that may enter into such consideratjons. However, each instance of putting the process
into action will be different, varying as a function of (a) the occupational scope defined for the
survey, (b) the complexity of the occupation(s) to be described, (c)-the availability of previously
developed task lists of good quality, (d) how readily the cooperation of necessary informants can
be obtained, and (e) how experienced the staff participants are in performing each of the proce-
dural activities. Despite these potential variations, general notions of.resource requirements are '

* offered here as a guide in planning for implementation. These suggestions assume a reasonqb{y )
t | application for a single occupatidh. ‘In practice, time, money, and involvemen; will‘yar\(
gréagly from any one applieation to ariother. - :

L 4

P '

Figure 3 port'raysa Hypothetical time-activity flow chart, indicating sequential relationships
between procedural steps, and the approximate time' requirements-of each. Whereas the 28 steps
are described in the volumes in a logical sequence, certain steps may be done during the same inter-
vals. As will feadily be noticed in Figure 3, efforts to generate the initial listing of potential tasks
(Step€'2-6) may be accomplished concurrently with planning and preparations for survéying the oc-
cupation (Steps 7-13, as well as Steps 22-24). -Subsequently, about two or three months should be
allowed for sending out questionnaires, gontacting respondents, and obtaining completed Task In--
ventory Questionnaires. " .

3 -~ F] - ‘
-

As a general estimate, about 14-15 calendar months will be required for thé total pfOC;SS. A L

large’portion of the staff effort likely will b& involved in stating the tasks of the job, a mest impor-
"tant stage of thk'process. While appreciable time must be allowed for the administration of the
questionnaires, this does not involve much expenditure of staff time.. In the subsequent processing
and'f&poﬁir)g of results, the efforts are essentially clefical in nature, primarily consuming petsonnel
time. The'latter procedures, other than for special statistical analyses desired for a particular study,
hayy been-developed to be highly routinized. Stsh,siih tffcation of pracedural application will be
enhahced hy the prior accomplishment of effect®e piénning in Steps 7-11 and 22:24. It is'in these
earlier plariking stages.(along with the Step.1 definitign of the scopé of interest) that the most cfit-
ical decisions must be made. Steps 21B and 27 in thejtinal stages of the process also will involve im. &
s. s . . 4

és of personnel estnrﬁate"d to be needed 1n °
' urvey will be especially irivolved in obtain-
n of intended occupatignal scope {Step 1); cIoser‘_monitoring the quality of tatk

. Ad hd
' ’ . - kN h . . .
- . B
' . 2%0 . 7 ’
. 1
. . . ‘ .




. g ¥ 3 ’
- . 3 . A .
\ - c i, [ o
!‘ * = b !
) e * ~ iy - N d '
B - o o v . L4 ¢ L
' . »w . - s - \ 7 ‘
- . B ‘ < 5 )
a | Y ' - - \
¢ - . LN . - ) \ ¢ .
_ . -—
- P . —~
1 ‘ . . 3 . ty
o A - * ‘
E - . . - - > e -
: L z AL SR : : 2 < v o N SR
) : Calendar Months . * i *
STATING THE TASKS OF ) ' rece=y ) ‘
s . a THE JOB . . , 'L...- §  WDICATES OPTIONAL FUNC R .
y & SOURCES . . . - ' § v H . l‘
d 3 CONSTAUCT INYSAL LISTING DF TASKS PR g 4 ’ \
‘ - L s | . PROCESSING AND REPORTING :
- ;“/%/‘ & OBTAIN HEVIEWS OF m‘mn TAsKs » ® ‘12'."’ . 3‘1":'::!:'" . R THE RESULTS DFﬂE . . ’ N . ’
. — - - . OCCUPATIONAL PERFORMANCE
‘ ‘ . SURVEY |, .~ -
.
e ‘ occu:iig:;tigggg:izhce ADMINISTERNG - ‘ ’ ’ | '
- o - . . C
- N Y b SURVEY , THE TASK INVENTORY ¢ pemememmn .
— 1 y ¥
” - , . QUESTIONNAIRE ey, | . o :
RS prsemnt . P cln £
o ¢ B ot S0UGNHT .. y freweenenad - ’
p_— . . H . .
& DETERMMMG WRAT ’ . {' . H ~ ’
A 22 Taskine AT ION [ b}
15 MEEDED - Y
— . Y Y )
] :lll”:::;:l l:“ ?lﬂGﬂ 12 'I":" I 10 PRAMMY THE . . ¢ .
" - » v H EVIEW AND PUBBICATION CYCLF
P O TEAMvE wiaT 13 ARMANGE FOR 14  METAUCT 1 DaTA DATA
. ARE NEEOED TIONNAY + THAT T UAoML T | ™ pardmsamair | neernceant neront | e atviewaworus
- 1 TICIPATION DATA . LicATION CCit . 1
. i ’ : pe ~1® suer . e .
. . » f:":,"::" r m:" = ':::" DISSEMINA THON UF
) o . LEVELS OF Heriasd Haall R N oy A
N . - v - -~ ::‘"" 4 YO usEns ]
o . . . . ' ‘ t—— .
‘ 4 . 5 e ‘ ’ '
. « Y ~—— ! . [ -
. t . . - _ .’ < .
‘. ' N ’ N
. i ‘ - / c . ’ . . .
. - -
B ' . Figure 3. Possible time-activity flow chart for deriving perf nce content for one 9
3 1 ] .. typical occupation. Procedural step numbers 3 for sach activity blogk. , - Jfe -}
. . ’ .
-~ . - -‘
\)4 v - ‘ » . : 0
o . -~ .
ERIC t - L
[A < 4 - . R
l . 0
. N -
. v ot -~ -




. & * s N
[ .o * -
3 Table 2 '
.- Functional Persorisiel Roles 5
. ) '
* LN . . pa—
N ‘ : ' \ Proeedural Steps in Which Perg¢énnel
Role ) . . Are'ananly Invol\fed 'g
Policy Makers 1,21A,21B .
. Staff: ‘ | ¥
: - & N .
y Director ” All -
| - Tethnical Assistants and Analysts ' Al L e
7. etary — ‘ - - \\A" : )
- ‘. Staff Advisors: Co ‘ .
Statistical 10. 18, 20,:218,23 Y
— Computer Progfsmnli_ng/ 10,17, 18, 19, 20, 23
— Craft or Trade Advisory Committee 2,4,9,11,24,27.
= R Support: % ‘
— . s * o, |
- Keypunch . =7
‘' _ ~  Gomputer Operation N 18,19, 20
e Printing ’ N 15,21A, 218
?—_ Informants: e -
B » Workers and Supervisors 4,5,12,TIQ, 16
=, - Others -, Y 4,27 - '
= - v -~ \ v
© _ Local Administratprs L 13,14, TIQ, 16 .
= . ! ro . /’i . -
. .Endorsing Agencies ‘ . 13 .

-~
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. . Lo S |
. .. Statements generated (Steps 3-6); making decisions regarding survey plans (Steps 7-11, 22-24); arrang-
-ing for local administration of questionnaires (Steps 13-14); and quality assurance for the data pro-
cessing, analyses, conclusions, and reporting of results (Steps 16-21, 25-28). The director and staff
assistants and analysts all need skills in: . ’ )

' T -
o 1. Interviewing to identy wasks. : d
4 rd 3 ! L4
2. Clearly communicating in statements of work activity. e » '

. ’ W
3. Atténding to detail in stating tasks, p[anning survey questionnaires and administration,
and comfiling and reporting results. T

.

4.  Sensitivity to the interests and concerns of-employees, employers, local administrators, -
and other cooperating individuals and agencies in direct contacts with- them and in re-
- parting their partjcipatign. . ’ . .
Budgetary cansiderations for accomplishing the complete Task Survey prisgss for an occupa- :
tion are suggested ih Table 3. Rough estimates are given for certain compensatiolNates and expenses [
. to aid in preparing foregasts of likely costs. ’ﬁuse the entire process, at the time & this writing, .
has not been tried out in a full operational sittiation, costs cannot be fully specified. wever, based
Apon our experiences thus far with components of the process, a.ballpark figure of expenses for sur-
veying a single typical occupation {excluding staff salaries, personnel benefitsyand institutional over-
+ head) is estimated to b#é around $3,000. Tolal costs will differ from one situation to another, de- - —
pending upon the.availability of contributed services, scope and complexity of the occupation to be
b\? surveyed, staff salary rates, iability and usefulness of prior task lists, and experience of the staff
in performing the Task Survey process. . .
[ . B |
' - The greatest cost area is in generating the initial task lists. This function consumes a darge pro-
portion of staff personnel costs. |f good previously generated task lists are available, this cost area _ -
*  can be reduced considerably;. Thus, subsequent readministratigns of task surveys; to update the task
—— information and note changes and trends, are likely to be about one-third to one-fourth the total cost _
of a complete first-time effort. Further reductions are reasonable to expect as the staff gains expe- . -
rience and many of the steps become routine clerical operations for data processing and reporting.
Y

Questionnaire administration and subsequent analyses are increasingly time'éonsuming and -
costly as multiple subgroups of respondents are added to the survey design. ~The simplest and least |
cestly mode is to survey a single occupation with one group of workers gnd one group of supervisors. '
Related accupations to be survqu‘d with the sam&Wask Inventory Questionnaire require another
. group of workers and of supervisors for each additional occupation.. Within an occupation, .if survey
results are sought for several distinct types of workers or of work sjtuations, then each of these would 1
involve additional subgroups pfqueﬂionnaire respondents. Each such addition produces greater com- '6/'

: plexity and cost, and greatly-increases the-problem of local administrators irf locating appropriate '
persons to respond to the survey questionnairss” The merit of including such survey variations should
. be carefu|ly evaluated in advand® to assure that they will be worth the cost and effort. * '
: . . Y, e
¢

., . -
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) Likely Budget Comnderatoons for Complete v
- One-Time Survey of an Occupation

- !
e
\‘ »

\

‘= Budget Category ' Approximate Rate

Staff Salaries and Wages ‘ . R 4
(Professional, Clerical, Statistical and . e ' .
ngrarrf(ning Advisors) . ' . —

L]

Staff Personnel Benefits * . ) ‘ R
Other Personnel Compensation: ‘ J/
r

TIQ Respondents = Workers . ' “ " $10 per hour assuming 1 hou
~ " T * o task questlon per person
TIQ Respondents — Supervisors ‘$15 per hour, assurning 1 hour per
\ ‘task question per persofi LY

Local T1Q Administrators " ) $5 per completed TIQ .
Craft or Trade Advisory Committee . , . -

per_

Travel: . *
Trave ’ .
. Local M&ge for Staff Interviews to Generate | ' -

. and Fllot Test Task Statements . - .. E - )y
. Air Fare for Each Local TIQ Admlmstrator . ‘

- to Attend Meeting . . - o
Per Diem for TIQ Administrators - , ] .

" Attending Meeting ] : . -

. Lotal Mileage for TIQ Administrators ' \ . : }
. Contactmg Employers and Employees ‘ .- R ' N

.

Supplies and Materials: ! \= ’
Officg Supplies (Expendable) S ‘ ' =
Dupfication and Reproduction - o -

[ . , .
Reference Documents ‘Acquisition ., ' . - .
%ata Processmg Cardsind Tapes . - ’ i
._2' : '\l
Servuces and Equupmentsf - : - . I

a

Computer Operatlon for Prooessmg R .
FIQ Data o/ k/ : . < . $150 plus any special analyses .
J . , -




‘ ) ' , .
ES
. ' _ . . ' . - {s )
i . Table 3 — Continued .
’ i /" N Y } ]
a Budget Category” , Approximate Rate i )
Keypu(n‘:h T1Q Responses ﬂ'mfnutes per task question per )
. . ' * Wespondent - . T
. Communications: i ‘ ) . N i .
] - Postage and Express (Iﬁcluding \ ,
- Distribution of Reports . _ =
Long-Distance Telephonle Calls R - .-
(to/from Local T1Q Administrators) . _ ' L=
Printing: . - e : '
- Copy Preparation (T1Q, Reports) | l 4 I
- ~— ’l ’ B
Printing and Binding (T1Q, Reports) R o -
. © _ .
Indirect Costs and Fixed Fees ' =
. - . - ¥ v

w
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o ,,_..',_). APPENDl ,‘f I
-+ GLOSSARY OF TERMS -

v - A
. .

, Peltaining t? Divisions of Work.Asssgnm'ents (listed from general o specif_ic) 1 "

Y

1. Occupational Area: A cluster of closely related jobs, here tg: relationship depends \./
upon commonly accepted groupings of jobs by reason of similarity of systems
worked upon, or of common subject-matger contgnt or technical concepts. -An B
occupational areg-may be called a career er o w\:eer lattice, but also'may en-
compass occupations of a somewhat broader natyre. | '

t

s 2. Job: A specific'vocation, trade, profession, craft, or occupation serving as-a line pf wofk
’ or employrment, where most workers typically arg called by the same or synonymous
job title. A job'is not limited smpne employmert position or one worker category
Y . within a single employing firm. However, it is ldca téd at only one status level in an;
L4 " occupational area or career fadder, and is distriblited across mary employment set- -
tings. The tewm “occupation” is used synonyméusly with “job." '
. e .

/. 3. .Dut;}%gn arbitrary division of a job {or of an occupational area) into functional cate /
- * gories of related tasks for descriptive purposes./ Duties represent relatively large
segments of work performed that are related i some manner. . . ~ ’

4. Task: A meéningful unit of work activity, genefall performed on the job by one worker ‘\
within some limited period of time. It is a pyrposeful job-oriented activity of a }
S * worker. ' . / . ’

j
. . ¢ '( . “— . 34}_{ -
Work Activity: Same as “Task.” Implies a purposeful unit of work having !
. . direct value in accorpplishing the/goals of-th¢Job. Thus; it would not # :
. ’ be a component part of a task sdch that.it had value only in tglation to
that task; but is in fact a meanirigful task of the job itself.

N \’/ ) - : L
/\‘\/ . 'Other terms used sypdnymously with “Task" are Job Activity and Job Task. -
Pertaining to Survey Mothodology and Cuwrriculum hing .
1. Concopt Inventory: A comprehensive listing of. technical ct;ncepts used by worker®
in a job or occupatipnal area.” .,
= R




- * 2. Criticalness: The merit of a task being tncluded ina trammg program; the ‘indication of
‘ —- the need for some formal'u'ammg prior to employment.
. 3 Curriculum: A structured series of learning outcomes; a composrte of statement; of ”what .
ts to be learned” by a learner in a particular instructional program; a product statjng
“intended learning outcomes™ which have begn selected and ordered, and emphasiz-

-

Ty ,
4. Curriculum Content Selected tasks, and the degree and area of’ emphasts for each, that ~

. -are considered important training goals for the job or other performance situation
§ for whwh students are to be prepared. .

®
L4

5. Derived Contant Tasks of a job which have been selected as both job-relevant and critical «
for'inclusion in a training program \ s .
Erhployer Expog:tatlm Questionnaire {EEO) An instrument by which employer répresen
tatives who are knowledgeable of worker performance requirements may indicate the
nature and emphasts of job content for which pre-employPnent trammg is expect_E'"

\'s
o .

. 1. Instruction: Whereas curriculum is a product which states program content and objectives, ’
-instruction is the process by which the intended Iearnmg outcomes would be achieved,
iy . notmg how such learning is to be attained. L
o7 ﬁ Job-Dehvad Based on factors within the work performance situation (not constd'ertng
) any issues.of instructional resources or student characteristics).

k]

‘9. Job-Damed Loammg Requirements: .Same as Denved Content. -

-
L3 =

10: ' Occupational Performance Survey:» Task performance data resultmg from the admrms‘
tion of a Task Inventory Questionnaire. -

¢ 11.  Occupational Suvey. Same as Occupational Performanoe Survey, rmp\ymg the admamstra
tion of Task lnvemory Questionnaires.
‘- .

12. . chpatroml Survey Report: A publwatuon that reports the descnptuve summanes of task ’

¥ ’ data, for potentral use by vther interested parties. . w g

13. *Ralem Content Tasks havmg direct and unmodified retatlonshrp to requarements of

{or dccurrence in). tﬁe work performance situation. e . ..
14. Taskaraa: for Trsining Empham Areas or as&s of task performance‘or knpwledge
. which may warrant emphasis.in the\trammg ofa task

-

15. Task Da!a Responses of workers or supervisors to task questtons contamed m qTIQ

‘ 16. Task Innntory A comprehensive listing of tasks performed by workers in'4 ;ob or occu-
, pational area. When 4 task: listing is combined with one or more qd’estrons tobe - *
/ asked about each task, the resulting instrument is called a Task Inventory Question-
i a4 . naire. When the relévance of each task to an occupation is known, the hstmg repre-
: e . " sentsa val.tdated task mventory v .

ing iwhat is the planned content of a program. 7 , . ~

.
TN
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‘ . .- wy o .
17. Task Inventory Questiennaire (T/Q): An occupational survey instrument gontaining a
listipg pf tasks and one or more selected questions about each task, with accompany-
. 7 ing instructiohs and arfswer sheets. May include questuons on the background of the
respondent and associated agency. . . . . *
. . .
18 Task lnvantory Jurvey: Same as Task Inventary Ouesnonnalre . .

-

‘.

B B Task Inventory System (TIS): A computer program for processing ‘task data and provid-

ing 6utput tables of sumpmary values f'or each task. (s
. v * - . . ‘y
20 Tusk Question: ‘One of uestions ghai might be asked about each 11ask ona T1Q
- ‘ .g. 3, task significance to the. iob, rating of appro- .
priate learning location for a task). . )

21. ‘Fask-Silection Factor: A task factor id s useful for selectmg tasks that warrant «

consideration i ma trammg progr

LY
.

A\ 22 Task&nay Process: A gurvey-quesnonna\'(approach to job nalysls f?prs\udmg per-
rmance data of use in deriving relevant and critical culum content for occu-
patnonai training programs. Since the process-uses Task Inventory Questionnaires,
. itis alto sbmetimes called the “Task Inventory” method. Mistakenly, the general
approach is atso frequéntly referred tg as **Task Aralysis,”” but task analysis more
) aceurate!y wefers to adetailed process that foHows the accompllshment of the Task
Sumeyanalyses fooesmgonpamcuiar mdmdualtasks . C e
23. Todrmoal Concept: A clas {or category) of spac:ahzed knowledge har)ing practscal $se
t to workers in the eﬁectwe-performanne of thei yb

. 24 Terminal Psrfnrmma Objact\ps (TPDs): Statements of. the-;ob—relevant learning regunre

3

ments, stated in terms$ of task perforrnance relevant to the inténded work situations.
Thev Qrve to reoord and oommumcate to others the delzed cumculu‘ content.
i
Wpen t ; '_ modified 10 reflect behaviors-or knowledges which are only
. perfinent 8 anvi al settinyg, it would then be called a Student §erfor-
mance Objectivd. Whet! éomponent elerients of task performance are identified
as subgoals of the tasitraining, thése specufnc'operatugnd informasjon are’ >
called.Enabling Objectives, smee they are enablers of ntended terminal ke:
havior tapability: - .

r
25 Training. Proyram The'cofnplete curriculum and instruction (what and how) that mtends
-° to prepare a persomfor initial employment in a targeted job g other pamcular per- .
assuming no prior job-specialized. training or experience. A pro-
of one or many instructional courseyand -units, whether
\ Yt is the totality of plarined learnirig'experignces, classroom.

or other, that defiberat@ly sprve to prepare the student for eff':tnve employmentqn ’

a pamcular job er.oecupatson s »

- -

°
.
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RELATED PUBLICATIONS AVAILABLE FROM THE gE‘NTER FOR VOCATIONAL EDUCATION
, . \ \ ‘~ -> "* tj ‘;“ . . i ' .

'* OTHER METHODOLOGIES FOR DERIVING CURRICULUM CONTENT . ! - ) ' . -

Reléled Center publications augmenting the progcedures and guidelines of the five-volume Performance Content for Job Training are. by

< .

. ) ' e Y . ’ « * :(

TR ® The mitial adapt*non of U.S.-Aif Force o¢cupational survey procedures for apphcation in civilian contexts. This version provides

y , auseful introduction to thémethodology of task\mventgry surveys, -
’ 3

r r

. . [}

Procedurgs for Construeting-and Using Task Inventories (R&D Series No. 917, Masch 1973,

Complementing the focus on the task performance content of 1obs 1s the methodology fbr surveying work related technical con-
cepts which have practical use to worKers in the effective performance of their job. Concept inventory procedures are described and a
descriptive repoft of iogsngmﬁcance ratings 1s given for concepts in the occupations of automotive mechanics, business data program-
mers, and general 3ecretaries. - - *
~ B .
. Rating the Job Significance of Techhical Concepts: ‘An Application to Three Occupations (R&D Series No 105},
. . December 1974, \ . ' Y . e ’
-0 Exploratory ways of identifying that work-relevant affect by which workers in an oocupatno‘n approach their job, theis coworkers, .
and the entirq work environment. Proceduredare suggested, arid initial tryout results are reported; for a prbfrising approach to the u&m-
fication of those non-technical aspectsof the job which contribute to worker satisfaction and success. A companion report is provided
oo for processing the associated worker data. - ! »
1]

< " .. AMethodology }o Assess the Content and Structure of Affective and Descpiptive Me"anings Associated with the
A Work Environment (R&D Series No. 88), December 1974. . '

RCMAT: A Computer-Program to Calculate a Measure of Assaciative Verbal Relatedn.

{Occasionai Paber No. 6}, 1975. 0
OCCUPATIONAL SURVEY REPORTS .-

3 Providing field data for establishing the methodology of the five.volume Performance Conwnt for Job &aining are: e i
: H . . .
«  Three caports of task surveyR conducted for specific occupa.s. These 1974 surveys were obtained frot numerous commumities
4 - in"igm states distributed across the nation. Both workers and immediate supervisors, 200 per occupation, provi task data on an array
', . of experimental questions pertaining to (a) task occurfence, (b} frequency of task performange, (c) task significance to the job, (d) time '
o . on job before task quatification is expected, Je} task importance to the job, (f) suggestions of performance problem areas, and (g} primary
‘lesrning locations for each task. -t p ) .
‘- OccupatiorialSurvay’ Report on Business Data Programmens: 'Tdsk Data from Workers and Supervisors Indicating '
.. Job Relevance and Training Criticainéss (R&D Series No. 108), December 1974,

= ~
&

. * Occupationsl Suryey Report on G i L Socre : Task Data from Workers and Supervisors Indicatiog Job .
, ", Relevance and Training Critiéalness (RBD Series NG. 109), Jenuary- 19757 K :

‘ N ; Occupational SW Report on Automotive quunicx’?T Data from Workers and Supervisors Indicating Job
. Rlpkmony raining Cliticaliiess (R&D Serses No. 110}, Januly 1975. ) :
\ 4 - .

» A 19’71 survey of workers in one metropolitan ;ro‘a was conducted for cnti‘re o&upationa'l areas mc&rporatmg several specific occu-
=" = .« pestions. Field-data were obtained on®(a) task oggurrence and (b} relative proportion of time spent on each task. The survey reports .
' "'+ include compsrisons between relatad ocoupetions, and generate the initial ligting of tasks used in subsequent studies of specific occupations
.. .. within sach otcupations! fieid, - ( :
- s Q
R * _* Automotive Mechanics Occupational Performance Survey (R&D Series No. 86), March,1973. ’ ' /
L. - Sac%.tt‘ial Science Oa:bpational Performance Survey {R&D Series N&. 87), March 1973. ; R
- - Business Data Processing Occupational Performance Survey (R&R Series No. 88), March 1973. . 7.
SURVEY OF CURRICULUMDEVELOPERS . . - = X, ' /

¢

. ’ 4 = C - «

_Peoviding information on the activifies and neegls of curriculum deyelopers i the 1974 survey of mare than 300 persons in education and
trcining.'both public and pgivate, throughout thg nation. The survey amalysis emphasizes the responses of curriculum developers concerned with
vocational sducation to the list of 88 work activities, but includes other areas of‘pubhic education, business/industry, and government agencies, .
Responses were grven to activify questions penammg"to.(ai occurrence of the activity, (b} degree of problem encouritered in performing each

" sctivity, snd (c) sctivity imporiance to the job. - e T .
- ' Agtiw’tin, Prolylerns, and Ngads of Curriculum Developers: A Natioriali?brvey (B&B Series No. 115), May 1976. ) -
TASK INVENTORY EXCHANGE ©  ° \ - ) \

- . ) v L) . . - -
a To promote the shering -rld general availability of task inventoriés and of occupational surveys, a central clearinghouse is conducted for
" the collection and dimemination of matenals prepared by agencies n\educ(tnon. lpbor, agrsculture, industry, business, government, the professions,
: * and verious specist in‘hvmmp}.,Thm volumes of a directoyy of oyer 800 available task inventories so far have been published. Additionally,
; 3y i methodologies wes sponsored at which 15 presentatiens were made to an audience of 158 persons from 26 states, shanng their
; u;::u%. solutions, and thinking on verious aspects of the issue. . : . ”-
4 s - d N N ‘ 4}:‘ ‘. L4 4 \\ )
- Direc Task Ipventories. Volume 1,1974TON Series Na. 6), Januiry 1975, T - . .
L. of Tesk inventories.* Velume 2, 1975 {UN Series No. oo, . -
g n . - L
s . 'Diractory of Task inventories. Volurge 3, 1976 (UN Seres Nor 8), 1976, )
- . M@gdf rSymtaodum on Task Analyses/Task Inventories JUN Series No. 10), November 1975, T
v Qe . o R . g a
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