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Overview

A

a

s I

. ...-

Although women acquire-a wide variety of skills from their domestic
..;

, 1 . 16

and volunteer activities, they oftep facejlifficultyin'transating these.
ii

life experiences into accreditable academic-units when they wish, to enter
.

. ,

or reenter college. A,1

-....... \

Problem diagnosis ''

0 . A

s One of the major barriers to Womens continuing education is the

/ .

failure of colleges and universities tqegrant maiure women credit for
, . .

theirlife expey(ence:(Eistrom, 1972; Cless, 1969; Buslink, 196Y:.'Men

do not typically face this barrier, as colleges have been more willing to

t
.. . 8

grant credit for non-formal learning acquiped from Aid employdent or

military service. Furthermore, while recent innovations in higher edu-.

catiOn such as credit-by-exaMination programs ,(College-Level Examination

,

Program, ETS; College Proficiency Examination Program, New York State) 4140,
,

. .

e

.

.

external degree progiams (Edpire State College. New York,*
f

t*Thomas Edi*

College, New Jersey) are designed tolapilitate the evaluation of ex- 8'

periential learning, none of these are diredtly focused on the particular\
. . .

skills acquired by many women through home and community work.

4

There is evideAce, however, that,womendo acquire a variety of skills
.

thiough dotestkc an volunteer work, and.that the number of women so

affected is considerable.' Fpr example, a 1969survey of volunteerism

undertaken by the U.S. Manpower Administration found that in a typical

week approximately four mill1ti women engageitin general volunteer work

-as fund raisers, administrators and youth iioup leaders, while another

4

217'sillion engaged in /religious volunteer work. Project.Second Start,
,0

a study tosseas how adult programs at Brooklyn College were meeting

4 o")

11111
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1 .
,.

( the needs iof low -:income women, found that women acquired A variety of
..

-

.

academically relevant sklls from nonpaid work. The women in this'

. .

study had acquired: (1) organizdtional, managerial, and leadership
1.

,abilityr through experiences in community planning and politics,'and from

-. .

biAongidng_to tenants'-, women's and religious groups; (2)-tichnilpal and.
,

.
.

professigha skills such as accounting, editing, researching, and trails--
.

lating; (1)' recreational and cultural Skills through experience to the
1 0

theater, arts, and crdfts, music, the dance, painting, and decorating;;
and to. skills re levant to health,'education, and welfare from-work

. '
with:children, youth groups, and theaged:either:in the home or in child

care facilities, counseling centers, and hospitals. The report concluded

- ,that, "a woman should receive credit toward her degree for wham she has

Elready- 'learned,,accomplishe& anid literally, contributed to her

her community and society. The pilaw-assessment of a rose's eip fence
, v

would enable the co4lege to counsel er wisely in 'the dfrectton of her

.

abilities and interests, and shorten the number of precious hours she

must Invest in claegroom work at the age of 35, 45, or 55." (Project

Second-:4tart, 1973.)

Although programs presently exist which provide academic credit for

internships in volunteer work, (A Capital LearningExperience, Washingtr, ,

D. C.) or .f learriing previously acquired-in the community,

`(Central New York State Planning.COntortium for the External Detree Program),

I

I.

the programs are regional, and few women have access to them.i`What is .

,

needed are materials'to assess the skills acquired by women from domestic
,

.

ead4vOlunieer Work in such a way that accreditation will be possibly

at a va5lity_of institutions throughout the United States.
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Project accomplishments.

e

It was the'yurpose of this project to deveadp ma terials to facilitate

the evaluation of the competencies women acquire from domestic and

vol unteer work, in order that academic credit might-be awarded for these

skills and that women's entry or re-entry into post-sebondary education

be enhanced. In.accomplishing this goal, the project Reviewed literature,

,contacted' volunteers and volunteer agencies, direibped a taxonomylof.

skill areas, located existing assessment materials, contacted collegeb,

a
.,

developed assessment materials and conducted informal evaluations of they

materials. 'Each of these accomplishments is documented in detail in the
.

'following sections.,

... 4

In the- appendices, supporting documentation regarding each of these

o
actomplishmentd is presented. Appendix A presents the competea6 _ lists

develloped for assessing volunteer and-domealiC competencies. Included

in these lists apcoMpetencies of the volunteer administrator/manager,
. -

financial manager, personnel Manager, trainer, advocate /change' agent,

16
public relations/communicator, problem surveyer, researcher, fund raiser,

.counselor, 'youth group leader, group leader fOr a yodth serving organize-

tion, and museum, gtaff assistant; also include are ttre'domestie related

competencies of the manager of home finances, home nutritionist, home'

child care-taker, 7bome decorator and maintainer, home clOthingand textile

apecielist,and home horticulturist. 'Each of. these lists, called ,"I-CAN"

Hatay defines the competehcy area-and then lists from 20 to 50 different

competencies associated with tvi. area. The llsta are not intended tb

docuMent,completely the skillet Acquired by.an individual engaged in, the
. .

am,

4
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.a
activity, but to Wtimnlate the woman to identify and describe her ownt

skills.
%iv

Other,appendices include the minutes-of the -Frrst Annual Conference
4

on Accrediting the,Competencies Acquired by Woilentrom their Domestic (

and Volunteer Work.Experiende (held at gducation41 Testing Serlfice in .

1975), a bibliography of books afid articles dealing with volunteerism,

a list Orvolunteet agencies contacted, since the-interim report, a

bibliography of assessment materials.which'weie reviewed; field notes

on college site visits to advisory board colleges and to one volunteer

s

Program, a.list of-collegei Contacted, outlines

evaluation forms, field :rotes on volunteer

Management certificatibn

of handbooks and handb
a

site visits, and the evaluation forms used to review the "I CAN"'lists.

The conduct of the project has captured considerable public inter-

est.Articles about the project appeared inATS Developments,

A.P.G.A. Guideposts, A.A..V.S.C. Newsletter, Voluntary Action Wiest .

.

Girl Scouts of the U.S.A. Newsletter, the Business and Professional

Wements Foundation's annotated bibliography Working Women: Homemakers

and Volunteers, the Newsletter of the California CommissiOn on the' Stlittus

of Women, the Fact Sheet from the Clearinghouse on Womenls Issues; and a

number of newspapers including the Los Angeles Times, the PhIladelphia.

Inquirer, and the Flint (Michigan)- Journal. Staff members made

invited presentatitis'about the work at thd'American,Humanist Psychology

Conference n Women in Transition in California -on D mber-ty74;

at the Joint Program Institute of the National Council of Jewish Women,/,

in Washington, D. C. on October 29, 1975; and at the New York State Com-

missioner's Conerence'on Non7Traditional studies in'Syracuse, New York

04, October Z9, 1975.

6

t
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Future work /

`.' The work of this pllipcthat been extended through 1976, in order
. .

. t

.

.

'for us to field test the effectiveness45f the materials developed in
.

.
.)

helping colleges award academiscredl.t to women for their experiential

learning. Workbooks for this purpose are being developed and will be

... ) l ,

released later in this year. The work oks will have three' audiences:
. .

tfie Mature woman who is entering or re entering post - secondary educa-

tion, college and univers ities administrators who are called upon to

astist these women in assessing their experiential learning, 'and

volunteer agencies who are designing their training prdgrams and work

experiences so.that they can be more easily accredited.

The effectiveness of these materiels will not be finally evaluated

until such a time as women,,collegen and volunteer agencies have had an

opportunity.te utilize them. Neverthelets, the demanM or such materials

is already quite high, judging from the".number of letters we receive,

which begin "I have heard, about your project to accredit' women's

domestic and volunteer work. Could you please tell me Where I might

`obtailryatir-maiteriaIs? I have worked tor fifteen years as a volunteer

in..." We are hopeful that the materials, developed in this project

will help such women organize and presete their experience in such a.
4

way that colleges and universities will recognize the competencies the

women have acquired.

7
/

t,



Task A: .Literature Review' r
4

S

A bibliography of the literature related yo.volphieerit,which has
, .

been reviewed fox this _protect is found''in A4eudikAs

The, bulk.of theliterature related to volunteerism arvmaterials

which have-been (eyeioped to facilitate the functioning of the volunteer
.

organization. A heavy concentration of literaeure)dealsidth recruitment'
i...!..

and training aids, project ideas, fund raising stiggestioons. and sample

\ projecti which haNie been successful.. Few materials'delineat4

involved in volunteer work.. The ally evaluation materials'currently
"ftla , 4

available are concerned with eValuating the climate of the volunteer

experience rather than the competencies involved in-the experience.

Available research related to volunteerism is extremely'liiked. The

.

Center for a Voluntary Society has examined the history of volunteerism'

.

(Smith, 1973) andvolunteprism cross culturally (Smith; 1974), and

ACTION and the U.S. Census Bureau (1974) have surveyed' the scope of

volunteerism. The only other investigations into voluntgerism have in

vOlved its impact on the Volunteer and the society. There havealso b en'

a number of recent articles which describe in detail the pro's and /or, can's

of volunteer work. (Nervy, 1974; NOW Women and Volhnteerisi Task Forceil( 97 ,

Shishkoff, 1973.)
!'1

,

Additional. bibliographies on volunteerisi which have bean reviewed

by ETS include:

t
CVS-VbLINFLO BiblidOcaphy and Abstracts Files, complied by.the

.

' Center for a Voluntary Society
General Voluntarism Annotated Bibliography, compiled by the Center

for a Voluntary Society . f

'Voluntary Associations: Perspectives on the Literature published

by HarvarO,University Press
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,Task.B: Contact with Voludtpers"and Volunteer Agencief

In thMtcourse of the pToject, extensivemoriielationships

`

developed from contact ki volunteers and voltinteer agenates.. Although r.

we initially thought that the project would obtain sufficient information
,

4.

and documentation to develop assessment materials Irom a relatively short
,

4

term iontact kith such agencies, this,did not proVe to be the case.. Bather,,
. i

.
. . .11

the Cerest of tAevolunteer agencies in the outcomes Of this project '

facilitated the-development of-an on goiig relationship with them. They

9
a

1

have served impqrtantly as volunteer conaultants to this project, pro-
,

viding resources for the development of the .assessment materials as well
AI/

as validating the competendy check lists as they have been written.

,

- The group', which has-had the most involvement with. this project is

Ok

the Task Force on VolunteerAccreditation 9f the Council of National
4 !, ' , 4

(

Organizations for Adult Educption. This task force is composed of
. :/

4 N
representatives of numerous national'vaihntary o4anizatiOns. Wile have

. .
.

,
....

been meeting bi-monthly since April'19/4 to explore the problem-of
4 .

volunteei iaccreditaton. Project staff have been meeting 'regula#rly' with
.

. . /

' this group since September 1974. Task fora representatives attended the
.

project conference in Marc 1975. Task force members have helped the

project staff in developin) and reviewing the compete9cy check lists.

Direct contact has been made with approximately 200 volunteer. agencies. ,

- . .
.

, Fift46 othesi agehcies, through their representatives, have been involved .
, .. . ilt'0w414._

--,....

i'-' in ,the development acid /or review of the competency checklists.

A ligt.6f the major contacts with-volunteer grdups which have been

made since the February 1975 Progress Report is found in Appldix D..

At

9



Task C: Taxonomy

4

1

As was.described in the Progress Reporit, a three-dimensional-taxon-,

\

e

-
.

. 1,, omy of doMestic and volunteer work experiences. was developed. The.

', dimensions clfthetaximomy (see Figure I) are: 1), the'setting of the

1. .
. r ..,.....-1- .

. . .
. activity, 2)' the function being performed', and 3) the medium with which

I

A

the activity is involved. *-.6e
. .

,

',. /
The ten settings include: 1) the nine settings of ;rolunteef.work 1'.__

identified in a recent census study--Health, Education; Justice, Vtizen-
. .

'-ship, Recreation; Social Welfare, Civic and Community Action, Religion,

, and Politics, ahld 2)- the Home. The choice of this librticulazy Milt of .
. 0

settings was arbitrary. Other lists of settings, such as those developed

\
by

.

the-Center for Voluhtary Action, could be used equally well if,they

'
. ' _

).-
proved to be conceptually more useful. but since the ways of classi ing

, f .

volunteer work activities are still strongly debated by researcl&rs in

.

this area, it seemed better for this project to select.a reasonably well-

6 . )-..

- known list of settings rather than to -spend an extensive amount of time_
s

'grappling' ith the problem.
#.

The three functions are: 1) adm4istration, wbichlia defined as the

formal organization of activity including goal setting, as4igning roles,

managing, supplies and Materials, 'and distributirlg rewards'; /) socialize--

. tiOn, which is defined as any activity which communicates -the .goals and

norms of the organization to members and to th general public and which

motivates support, and 3) service,' which is defined as any AC tiity for
11111

which thefe id, a beneficihry,"either,directly Or indirect1y, who is not

a member of the organization.

C

1
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The Ipdiu.ma are working' with ideas, working wtth people, and-
_/-'

working with things.

4 k

4 4

...
.

.While the taxonomy bAs net been as useful as was' hoped, probablyt.. .
,

'because, of a'fairly high leyel clconceptual,Abstraction, we are Able 6
,

4,
,,-

categorize the competencies which have been Cieveloiied.intO this frame.

work. - ,p

For ixampie, ih the competenctes of the muse sistant-
,

(docent), planning and preparinga lecture tour, for Aiildren,and/or

as involves socializing people avid administering ideas, while'deliverpg

a lecture tour wbich'involves ditect service to people andmaintain-,

. .,

.ing materials and equipment in the museum involves direct service to

things. Tbis entire set Of activities takes place in the education and

'recreation settings.

. _ .

in the 114wine setting, competencies of the mabage of home,finaiices
. .,

are.pFimarilyadthinistrative.\rdi example,,plAning ahead and setting
. .

i , -. , . .., , . .

thOnetary:goars involves' the administration ofideasthd things:
._,

, . .. ,

k-. '7,J
;,

S
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1 Task D: Locating Assessment Materials

-

:No further work has been dohe on this_ task since the February
, .

c ,

1975 Technical Report, CAEL, another project/receiving support from
1,-

the Fynd, bas.developed an extensive set of materials for the asses-

. . ) .
.

sent of a wide variety
.

of learning experiences. These materials are

included in the bibliography of assessment Materials foundin Appendix-E.

The CAEL'project focuses On providing coliellivith the'techniques

andtools for evaluating and assessing experientiil learning. In contrast,

r-

'w materials being developed in this project,,re concentrating on helping

the Andividual woman describe, the skills and competencies which she has

. 'acquired as a volunteer anaor.a homemaker; additional materials help,

colleges and volunteer agencies in responding to these women. Once the

woman has learned to articulate her competencies, she is then prepared to

use the CAEL materials or any other approach whichlthe college may Tequire.

(

st



Tasla E: Contacting Colle ges

The contact with the colleges, like that with-the volunteer groups,

haa bean fi On-going activity throughouOrthis project.

With the assistance of fund project monitors, a number of colleges

were selected to serve as members of Ow project's Advisory Boafd. The'

colleges are: San Jose City College, Mills College, University of

Minnesota, Beret College, Winona State C ollege:Northeastern University,

Jabitson College of Tufts University, the State Untyersity of New York
.

at Old Westbury, Adelphi University, Salem (N.C.)/College, and Mercer

Univeraity inAtlanta. Visits were made to"each of these institutions

during the peiod from December,1974 to.February 1975. (Site visit

reports are in Appendix F.) Representatives from most of these in-

stitutions attended the March c ference. All have had a part id

reviewing thecompetency

*
Additton#1, contacts have been made with-several other colleges

Ind these institutions have also been asked to ass1ist in'the evaluation
ONO.

of the compet4cies. Appendix F is a list of these colleges.

The University of Colorado.offers a volunteer management certifi-
--

cation prove*. A site visit (see Appendix,G) was made to Boulder

to inyestigatifthis program and to meet with the progra m coordinator

and a faculty *ember.

14
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,Task F: Developing Iseement Materiels'
N

'
9

In conjunction, with the Council of National Organizations smd other
,

1
It .

.

Yu:neer consultants; the project has developed i set of coipetency

descriptions,for 13 volunteer rod Mete roles include Administrator/

Manager, Financial Manager Pepionnel Manager, Trainer, Advocate/Change,

Agent;-Public Relations/
a'

icator, Problem Surveyor, Researcher, Fund

Raiser, Counselor, Youth Grou Leader, Group Leader for a Youth Serving

Organizatikifi,And MUseucCstarf Assistant (Docent).` The use of theite
.0' /

competency descriptiops, called °I Can" lists, will be described in the

workbooks which are under development.

A separate set Of 6 competency descriptions

roles was also deVeloped. Thesetoles ineiude:

for variouS'bomemaker

Manager of Home Finances,

Home Nutritionist, Home Child Caretaker; Home Decorator and Maintainer,..

Home Clothing and Textile Specialist, and Home Horticulturist. I

Thelii Can" lists are i tended to help people articulate the kind's

of'skills which,they have acq ired either as a volunieer erwin-the home.

For example, if an individual

A--
project, s/he has probably a

as been a fund raiser for an agency or

. .

uired and/or demonstrated some of the

comp tencies described un4erkTund Raiser. This list is not meant to bea
.

complete listing of the competencies which are-involved-in being a,fulid.,
, >,- .

,

raiser nor does the list imply that a fund raiser .acquires all of theee'-
. v

skills. The primary function of.the lihts is tosbe-a resource-which
:

acts as the basis 4or a skills analysis. .It may be uiilizedlby'an

individual seeking credit and by colleges tb assess people seeking credit

.for work conducted in thesiverious positions

15
r
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a

In addition, these lists will aid agencies in specifying goals,

assess ing training needs and evalltating performance. Such support will

bothNmotivate volunteer service and increase agency efficiency.

A copy of the "I Can" Competency list is found in Appendix A and

outlines for the workbooks appear in Appendix I,

I

r'

40,
a

..---41114/
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.

1 Imaluation of Materials

, -

Before any materials beyond the'taxonoiy were actually developed,

it seemed advisable to convene representatives from colleges and volupteer

gro s to discuss with them our perceptiori of the needs in implementing

acc editation oft domestic and volunteer experience.

ce tering on the problemh of such accredliation was

A conference

held At Educational

Testing Service on March 17 and 18, 1975. Appendix .B contains the

minutes of this confer9nce.

As a consequence of the discussions held during this conference, the
A

project staff pl'anfied to develop three workbooks: (1); for women who wish

to explore the possibility of obtaining college'credit for their Volunteer

anddomestic experience, (2) Ar c011egesawishing to evaluate the com-

petencies:whichriromen'have acquired from such experience, and (3) for

volunteer agencies to did them ieprovididg-guldance to their workers' in
. -

. obtaining,duch credit. pt yeas decided that the firs. two workbook would
. v.

be developed by the project staffwhile the third would be prepared* LI

i'cooperatiOn with the'CoUncil. of Nationarbrganizitions. Outlines of

p

the first two workbook's were developed and c6culated tobkhe Advisory

Beard Colleges foi''evaluation., An outlinh for the agency workbook : '

I J .---

wag Oho AvelOped and reyiewed'by agency representatives. 'Copies of the
- , .

--...
..,,..

outlines, Orbluativn sheets and covering memo are in Appendi* I,
A.

As a, conSeqince"ofthe input from the conference and-from the

V

evaluations, it'became-apparent that a list'of competencies would have to
.

*.

be ark Integral part of each workbook. These competency Mats have been

developed <see f)receding'section). The 1,00.unteer competencies were,in-
, * ,

formglly eval tad'through,a series ofk visits to vol Iiteer agencies.

Copiei of the repprte of-theeeVisits are in Appendix J.
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. Task H: Formal Evaluation of

,

Materials

/
-1

The formal evaluation is still in process. It 'includes review

s ,
1

of t "r Ca1.4' flats by experts in the appropriate subject matEer
I

-C-, .
41111R*

c . ' T r
-ik /

area, by theAdvisOry Board 'Colleges, by the Council of Natidaal Organizations,
--, -

. - ,
e.

. . .

by additional' colleges and' Volunteer, groups,, an by a. sample :of Voluntitis

and homemakers. 4 Appendix K As a copy of the evaluation fOrat;e, gasultAnt

. e . .
e

. help .frOm trained hoMe -ecv noMJs t s was considere# esp_ ecial- ly .important

. - . ' ,4 :),,,,,
4° o -'' . . o , o

in evaluetidg the Homemaker .sectliods of. i'he compefehcy, Ilse: ,,

't -
, .., .,

.

The ,C:sul its are al'sq

in their l'und-sOnsored project

Ito job skills tfirOugh Ehe, 'deyel

POrtfollos..
, .

V
,

- syy

c
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Appendix A

''I CAN" COMfETENCY LISTS
,

1'

, .

CONTENTS

VOLUNTEER = SECTION I

Administrator /Manage

Financial Manager

Personnel Manager/

Trainer/

1,

e

Page e.

I

-

3

5

7

'AdvocatelChange Agent 9
a

Public Relations/Communicator 11

Problem Surveyor 13
A

Researcher. 14

Fund Raiser.

Counselor 20

Youth Group Leader 23

Group Leader for a Youth .Serving Organization 26

Museum Staff 'Assistant ()DOCENT) 27

ss

HOMEMAKER 77. SECTION II

Manager of Home Finances
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Home Child Care-Taker

Home Decorator and Maintainer

Home Clothing and Textile Specialist

Home Horticulturist

; . .

21

.

29'

31

34

.38
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1

ADMINISTATOR4MANAGER

The Administratori/Manager in a Volunteer setting is concerned with

the development and/or implementation of program(s) involving paid

and/or volunteer staff. This involves ,the utilization of people, material,.

money and time. There are two types of Administratar/Managers: those

concerned with the total functioning of an organization, and those

concerned with the functioning of a particular project within the program.4

110In carrying out my responsibility as an AdministratOr/Manager '

hevelop long-range goals and objectives that,foster organizational

growth and continuity.

- Develop specific goals and plans for a specific project.

Identify the'method of evaluating effectiveness in meeting the

goals and objectives.

Identify the resources in personnel, money, materials, time, and

authority needed to, accomplish the established objectives.

4
Establish priorities based on the importance of each objective to

goal attainment and on tlit.resources available.

Idedtify'nel0 and opportunities for volunteer sernce.J.
cif

Enlist the support of the goVerning body and staff in the
/-

utsilization of volunteers.

'Interpret &le organization and its systems for the delivery of-

services to the public and to'people in need of assistance (see

Public Relations).

Work creatively within the strucutre of relationships and the

setting of the organization, i.e., local agency to national office,

etc.

Be aware of the effects of changidg,..ioeconomic conditions,
*

cultural patterns, and knowledge about the helpidg professions and

their effects upon volunteer resources and services.

Organize the programAr project into its component parts and determine

the sequente'in'which these activities need to be performed.

Develop and utilize floW charts,'PERT charts, and other visual

materials to describe the program's or project's work flow.

4

..



Determine the need for and devdlop alternative plans to meet .

emergencies. .
.

Delegate res risibility and establish accountability methods to
-

determine if these responsibilitieahave heen met.

Describe and use techniques which will elicit new ideas and

proposals. '

Solicit and make constructive use of negative and positive feedback.

Manage effectively in high' pressure situations.

Describe and use techniques for orisis management.

Describe and use methods of conflict resolutioU.

Establisft effective communications throughout the organization,

Cdordinate'the execution of simultaneous projects

- Establish mechanisms for Coordination.

- Determine when coordination is needed.

Serve as a spokesperson.for the organizat(ion (see Public Relations).,

Meet accountability demands of othersphy preparing reports which

include:

1. 'Evaluation of success in meeting objectives.

2. Records of financial status.

3. Data-on time and personnel utilization.

, Prepare Wriften.summaries of project and organizationel'aceomplishment-
.4r

(see Public Relations).

This list is not a complete description of the' skills which an

Administrator/Manager may have acquired. The space below is provided for

you to list some of the othqr competencies which you'have acquired:

6

I 4
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FINANCIAL MANAGER

4

'4

Managing finances involves allocating and monitoring the use of

personnel, time and,resources so ,as to exercise control of -money and

resources for an organization,liogram or activity.

4 Ai a financial manager, I can:

- t Plan and prepare budgets using.-

- fund budgeting

- program budgeting .

other budgeting techniques (specify) .

Present,the rationale and justification for 4 budget.
(

Understand and 'interpret a budget

Prepare budget projections based on historical analysis and cost

trends.

Prepare cost estimates from data about the utilization of personnel,

time, and materials.

Establish procedures to monitor income and expenditukes.

Establish procedures (incentives, etc.) which encourage fiscal

responsibility.

Monitor income and expenses so as to exercise fiscal control or,

when necessary, adjust existing budgets.

Demonstrate a knowledge of baiic bookkeeping techniques.

Demonstrate a knowledge of basic accounting procedures.

Apply appropriate accounting and /or bookkeeping techn&ques in

maintaining financial records.

Establish and maintain fiscal records and procedures which will

meet external audit and/or accountability requirements:

Plan an investment program in keeping with organizational needs

Sand objeCtives.-

- Deponstrate a knowiedge'vf.various types of investments and the

advantages and/or,disadvantages of each: Stocks, Bonds,

Money Market Investments . nd Other.

N

0
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.

Apply the ":total, rernrn" cdncept to investment return when appropriate.

Monitor an investmentprogram and'evaluate,its ffectivendis In

relation to:

- organizatiOnal needs

- other investment programs

- economic and market indicators.

Establish work flow and work loading procedures.
,

Wheacincome and cash flow analyses indicate.that it is appropriate,

plan and ekecute appropriate short-term investments.

Conduct salary administration.and performance revicwa for' paid

workers.

Establish and maintain quality control proCedures for,' ndividuals

and"products.

'4
4

4

TFain others in financial management procedures (see Trainpr for
.0

*elated skIlls).

Determine-prices-on the basis of cost and overhead factors when a'

product or serviceis sold.

Discuss the social'implications of, investment decisions (how company

policies can affec he environment, minorities, women, eta.) and

decide. if an invest ent is appropriate to the philOsophy,of my

organization.

Know how,to obtain information about both the economic condition

and the activities of a company before making an. investment

decision and/or voting proxialrj

This list is not a complete description of the skills which a financial

manager may'have acquired. The space below is'provided fOr you to ligt.

some of thg other competencies whith you have acquired:

AP
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PERSONNEL MANAGER

°
-

.p..
f.

1111:
.. -

. ---:.i'k-. % .
, .

.Personnel management involves allOcating and mbnitoring the utilizati-dh
of human tesovrees within an norganizationy program, or activity. G-

W ,

As a human resources manager, I can:
'.. . .

Determine the number -and typeofindividuale and the amount of time-
.i

---.

r
. .

needed'to accomplish a gip task or"activity 1.4 .".
-I.

- ''Prepare a staffing plan and Present the ratonale for' it *

- Prepare staffing need projectionglion the -basis of historical data
And analysis .' '

. -

. ,

.Prepare staffing neediprojections on the basis of problem survey data
(See Problem Surveyor)

.

- Articulate. the philosophy of theorganization/agencY

- Explain the relationship between a particular job and orgenizateonalk

agency /p'rdgram mission (See Trainet)

- Prepare cost estimates for the use of personnel and their time
(See Financial Manager)

- Determine the cost/effectiveness of alternative plans. for personnel

allocation *

- Select and/or recruit individuals for a variety off jobs

- Preare job descriptions

- Prepdre advertisements .to recruit volunteer and/or paid personnel'

(See Public Relations)
, ,

- Demonstrate. an understanding of the needs and motives which lead people

.. to take part in, volunteer work

- Arrange for and/or conduct the organizational socialization of personnel '

(See Tiaifisr) .

.

'4

- Arrange foT and monitor the j;:;) training*of personnel (See Trainer)
. . .

..

%

-.- Demonsv,te a knowleddof the psychological principles which govern

:. people's behavior in Work situations A
. 1

A 7

w%Z Establiskisand maintain procedures to monitor work quality and quantity.

.

..
-114.Moloitor the quality and quantity of work 'per:lim

.

ed by individuals 4..

ale/or tee groups -' .- ,
.

. .

-"t

wr .

I to organizational standards,
ie-

.

- . ,

,

.

- 'Develop an.8 use techniques which

.. paid and volunteer workers ' . -

- Demonitrhte tilt; *phi I ity to usu apprriprlate teehniqueuto solve

iderpersonal peoblvms . .
0..

'. ...

# ,

Cou N604. with volunteer' and/orpaid,workers whoirenalo pprforming up

minimize cohfl/c,te between

.

'40'
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Use psychic or other rewards to keep volunteer workers involved and
productive

Help volunteers see the relevance of their organization/agency
experience to their long-range career goals and/or personal develdpmeno

Develop hd maintain a_system of evaluative records of job performance

Help supervisors deal with personnel problems

Maintain rime.* salary records for paid workers

- 'Conduct salary administration and performance reviews for paid workers

(See Financial Madager),
1

Conduct performance reviews for volunteer workers.
4

= Randle'out-placements andterminations,

Train others in personhel management (See vainer)

ial,This list not a complete description of the skills which a personnel

manager may have acquired. The space beloW is provided for you to list

spme of the other competencies which you have acquired:
/

,e. .

1

r

- r

4?

4
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Training involves teaching othtrs spec fic jobs, skills, and/or tasks.
It involves the'teaching and/or o nizational socialization of other
workers. 1

TRAINER

In sly work as a trainer, I can:

- Articulate the philosophy of the organization/agency

- Explain the relationship between a particular job and organizational/
agency/program mission

Demonstrate my knowledge 4learning theotieS

-
)
Demonstrate my knowledge of teaching methods and materials

- Identify training needs (See also Problem Surveyor)

- Make a kraining"plan which includes:

Learning obje ctives

Teaching design

- Teaching Method

- Budget for training costs

,ScBedule and site considerations

, - .Materials, both written and audio ,visual

- Evakuation techniques

Determine the-cost/effectivenes of.various-tieing approaches

Determine the suitability of'va ous training approaches for

individuals with 'different backgrounds and experiences
e

Develop written materials for use in training

Develop audie1iismal materials for use in training

-6'"Develop training manuals for other,frainers to use

Administer a trainineprogram,- including:
.

Selecting and recruiting training personnel
. .

Selecting-training methods and materials whiCh are hod/

-. appropriate to the group and cat/effective

- Setting training goals

Conducting the training of those who will train others

Monitoring the progress of those being trailed



8

us

- Monitoring"the progress of thaseVE:fir4 the training

Modifying training programs and techniques if the goals of
the pragra!A are.not beinS achieved

valuatins theeffectiveness of the training program

nitorin, and evaluating the job performance of those who
were,trained

Develop and maintain aJibrary of training materials,

Train others to, do specific job(s) or task(s)
(Specify

- Make an effective:oral presentation

Demonstrate knowledge and use, of group interaction techniques

KnoWhow and whea to4 ute different role-playing techniques in training

Help those I train seethe releVance of their training experience
to their long-range'career,goals and/or personal development

Prepare and evaluate reports on training programs

Eva)aae the training programs of4othera

This list is not a complire description of the skills which a trainer

may have acquired. The space below is provided for you to list some

of the other competenCies1Which you have acquired:

) 0

4.

r--
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ADVOCATE/CHANGE AGENT)

L.- -Advocacy is an actiVIkon.behalf of an individual, a ,.g.xoup, or'an

issue.which is designed to fMprove conditions, programs, arlipervibes:--
..

In oarrying out my work as an advocate/change agent, I can:

Identify areas where change is needed see Program Surveyor for

related skills). 4 ,

S'eject methods and data which will document the need for bhange

Researcher andand Programsurveyor for related skills).

.Define
Nk
and"delfmit the basic issues in a problem area.

Demonstrate knowledge of the basic concepts relevant to anlisaus in

fields such as:

- legal rights (civil and criminals)

'-,housing and community planning

,- education

- environment.

- welfare and social services.

Describe 'the public policy issues relevant to a problem.

Demonstrate knowledge of the trocestes of ch4ge

"- theoretical mode(s)
4"

- real-live examples.

,Discribe methods which can be used to bring a bout change including:

- lobbying --

- political campaigns

v/- public relations.

Identify die relevant constituencied 'cinderned,witha:prbblem (both

'pro and con) and describe their position in relation to the problem.

Identi( significant individuals and groups (such as community

leaders, government officials, and legislators) whocan, help to

-implement changein a specific problem area.

Build good working relationships with those who will be affected.

by proposed changes.,

identify potential allies and select techniques-which will enlist.

their support.

30
.

Or
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_10' .
1. ,* ,. '

i 0 4

/ - 4/Identify opposition groups and seal% techniques which will best
.,

.
.-----.....

.

. 1 . count their plans and arguments. ,

114.

4

#

4

41

.

'Demonstrate' understanding of the legislapive process and how it

can be used to iftplemeni changt..

ti Demonstrate khmoledge.of the laws and customs'applying to lobbying,

1:1!7tommu hication skills to persuade others .(sae ghblic Relations
s

for related skills).
,

.

Identify 'potential sources'e fihanclarsupport (see Fund Raiser
, ,

and .Researcher for related skii140,.--

Obtain fit racial support for a cause or prograk

.. _ .

nd Raiser
._ .

and Researcher for relatOd skills).
. 1

-: Build good working relationships with legislators and government
.

officials (local; state or fedeal).

Monitor' legislative bodied,. 'public institptions" and agencies'
. # .0

actions ,relevant to the probleM:: r
. ,

- Draft model legislatiOh.
I A 4 .

Plan and organize coalition building.

Conduct.negotiations,with an awareness of the necessity of

compromise. r
" Nab

Present arguments and evidence to support a position (see Public

Relations and kesearcher'fbr'reLited

Keep others inforied about progress using:
:

- verbal comiunication

- written communication (see Public Relations for related sklale).
.0% . .

.

Train others to-develop advocate /change agent skills (see Trainer

for related skint) .

c."
Develop techniques to maintain change".

4This.list is not a complete descript on of the skills which an Advocate/

,list

Agent may have acquired. T e space.;below is provided for you to

list some orthesdther competencies which you. have acquired:

114

31
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UBLIC RELATIONS /COMMUNICATOR

public relations is a method of increasing.knowlede and-understanding

of an-organization and/or its program; it is concerned with disseminating

. information to individuals and kroLips outside of the volunteer organization

or agency and with processing information from outside-the organizatioin.

In carrying out my work in public relations, I can:

ConceptUalize cOmmunicatio s an4 public relations program which

interpret the goals of the ganization.

- Plan and dgvelop a public rel tions program.
.

- Ldentify target audiences.

- .Determine the communications,technique(s) appropriate to each

audience.

Gather information by:

- conducting interviews

- confirming Tacti

4

- identifying trends:

- locating background data 4

(see Researcher for other releVant activities)

- Identify representatives'ofother organizations and of local, state

and federal governmentto receive information about organizational

activities.

-. Establish an interchange w)th #ppropriate representatives from:

- members of the tar -get group-
. N

- volunteer coordinating. agencies *6.4

- ,priVate and civic organizations

- foundations

- local governme4

- state government

- federal government

(see -17upd Raiser andAdvocate /Change Agent for other.relevant.activities)

'- Write:

- news stories

- lecture stories

-.fact-sheets for'editorial background

- reports

7 speeches 0 . .

4
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* - scripts for radio/television
. . 4

9 - other materials describing the oiganization and its program
.... .,

for the public
At,

. ,

, .1

(see volunteervolunteer recruiter and trainer for internal. publications)
. 0 *

-.Develop audio-visual,. and/or films

I

- use audio and /or video - tape equipment.

um, photograptd.a. equipmentr"
- direct act* sleeking, and filming

(see also sections on writing and visual materials)

,- Develop visual materials

- Photograph events for nits media or other publications

- Design and prepaie art work

- Design aisplays,and/or posters

- Coordinate development of materials for production

- Edit publications

- Edit films and /oil tapes

- Design layouts

Work with printers, publishers, producers

- Work with mass media (press, radio,, television)

- Selec optimum outlets for placement of material and identify contacts.

- Adapt and edit materials to mass' media standard's

4

- Condu,ct press conferences

..-,Maintain good relations to facilitate placement Of material

-'Speak publicly

- Telivet speiches

- Deliver promotions(a nouncements)
iri

- Engage in panel diettu sions arr49'or debatets

- Give interviews

- Conduct or moderate interviews, panel discussions, debates

(see Fund Raiser and volunteer Trainer for other related activities) '

- Publicize and protote organizational materials

- Plan distribution of publications and other materials

This list is not a complete aeecription of the skills_which a public relations/

communicator volunteer may have acquiied. The space below id provided for you
. .

to list some of the other competencies which you have acquired:

r
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PROBLEM SUPVEYOR

'Its

Sarv,eyirig a problem area-is the process of assessing current status and/or needs

in order to identify areas and types of future activity. the procfss of problem

'surveying is closely relatedto that of researching and'tYpicalli precedes that of

,program develOpmen't. (The problem surveyor usually collects original data; for

more information on utilization of data collected by others, see Researcher.)

In carrying out my work as a problem surveyor, I can:

- Develop plan(s) for investigating the problem area

- Identify and obtain information about

- the target 'populations eifecte4 by,the problem

- the sources of power which can facilitate or block the implementation

of change (See Change Agent/Advocate for related. activities)

-the existing 'programs, resources, and other factors -which impact on

t

the problem
'

l

- Assess the impact of the preceding factors on thq problerirarea by various

data collection techniques such as interviewing, surveying, public discussions,

etc. ,See, Researcher for related activities) ,

yCompile a list of specific needs or problems within-th problem area.

- Pti tize those 'reds and problems which are most important and practical-to

- Define potential actions in terms of cost-effectiveness

-Des the problem areq(s) for purposes of program-development by,

- summarizing data for ease in interpretation

-kdeping record of Contacts andfresources

-Describe the nature of organizational and community structures as they'

.relate-to the problem area and its potential solutions.,,,/

Thts list is not a complete description of the skills which-a problem surveyor

volunteer may have acquired. p cTheisia e below is provided for ypu to list some of

the other r competencies which you have acquired:

a
P.

Alt
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RESEARCHER, ,

Research is a systematic means of inveiillgating. a topic or problem. It

involves generating Verifiable data which will sup3ort program planning and

dairelopment and/or the implementation pf change.'

In 'carrying out my,work as a researcher; I man:

Seol.ect problem area(s) relevant to orgdhizational needs.
r

- Limit the research focus by:

- Conceptualizing issues

- defining variabilt

pperationalizing measures,.

- identify the unit of analysis

- generating hypothesei.-

- Collect background information ,

- Locate information sources such as: .

- writterftaterials

- ditalpanks

- interviews

- surveys1
o

- Summarize past experience w th problem

- Evaluate the utility of pas efforts.

-.Design research

lliopt research design

- Select sampling techniques

- Select survey techniques

- Develop practicalplans oridentifyIng;

- needs

time

costs

-.ipersonnel

= Manage proposal development

- Locate potential sources of funding

- Write proposal to include

Background

6- Design

- Time andcost estimates

- Expected outcomes

- Utility of research to organezation and to the

larger society

"/

3J

ti

.D
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V
. ,

'- Meet with finding agencies to, promote the proposal

- Adapt proposal to meet requirements of funding source

Obtain data

- Foster cooperation wiih communip groups and /o' relevant institutions
. .

and agencies to gain their support for the research

- Recruit and train data collectors,

- Select Appropriate. data collecting instruments

/ . Design and validate new data collecting instruments

- Obtain informed consent 'of Varticipants

- Obtain data from existing ?information banks

- Use appropriate sampling and stirvey techniques

- Monitor data collect for quality control

Prodess data

- Develop coding procedures

- Train coders

- Supervise coders for quality control

Select and implement other data reduction procedures

'Develop computer programs appropriate for the research design

- Analyze and Summarize data by using

- Averages or other measures of central tendency

- Measures of dispersion or deviation

- Measures describing relations (correlations)

Other techniques of bivariate or multivariate analysis

- Tables or other means of categorical aggregation

- Graphs and charts

- 'tests of sitni cance

Experimental effects analysis

- Non-experimental causal analysis

k - Make infei4nces from data

'

- Make conclusions and recommendations from data

- Form plaie planning recommendations

- Make recommendations for-further study

- DeVeldp policy recommendations

- Write research report(s)

Disseminate research tesults to appropriate groups

01.

1.1
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This list is not a complete description of, the skills Mhich a researcher
#

may. have acquired. The space below'is provided for'you to list some of the
I

other competencies which you have acquired:

41
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FUND RAISER

Fund raising is the developi?ent of a system of financial support for an
organization, program, oractivity.

In my work°as 4 fund raiser, I can:

, - Adsess needs so as to determine 1zhat financial support is required

(See Problem Survey* for related skillS)

4

Plan a fund raising activity, including:

- Identifying objectives And specific goals

- Identify potential sources of funds from:

- , Government (local, state, feller 1)

- Foundations

4 - Individuals

- Selecting methods and strategies appropriate both to
avganizational image and potential funding sources

- Estimate requireMents for people, materials, and time

- Estimate cost'of a fund -raising effort

Demonstrate knowledge and understanding of the code ,of ethics

regarding fundraising .

- DemodStrate knowledge and understanding of tax laws and other

regulations which affect fundraising

,Utilize the,toont of fund raising, by:

- Demonstrating knowledge of resources such as foundation
Jr

directories, directories of government programs, etc..

- Demonstrating a,knowledge of financial ianageinent

(See Financial Manager)

- Demonstrate knowledge of proposal preparation skills
(See Researcher for related skills)

- Demonstrate knowledge of techniques in preparing promotional

materials (iee Public Relations for related skills)

- Demonstrate an understanding of the motivations and needs

involved in contributing to a group, organization, or ptogram

and methods to build on these

- Administer a fund raising program, nclUding:
;.

- Selecting or recruiting staff and workers

- Training others in fund raising techniques (See Trainer'

,for related ski116)

DelerminemitOntegy a

- Determine target. gro'q

38
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- Asking-work assignments and monitoring progress

- Setting and communicating goal

- Coordinating multi-faceted efforts',

- Assessing, and report '1ng on progress

Modifying plans to meet phalcging circumstances

Raise funds by selling a product.on service, including:- V , -\

Selecting products Or services to sell which are appropriate
to organization/agency image

- Selecting a clientele or target population

Research cost/benefit factors for alternative prodFts,
services, and delivery systetas (See Financial Manager)

- Planning and monitoring product or service delivery

- Selecting and recruiting sales personnel

- Training sales personnel

- Selecting sites, territories and/or locations for sales on the

basis of clientele, cost, etc.

- Determining if sales permita, leases, etc. will,be needed

and obtaining them.
r p

- Planning and implementing methods to monitor personnel,;'
money*, and materials (See Financial Manager)

- Planning andAmplementing publicity for the-product or.
qv

service (See Public Relations) -

1

Maintaining r or s which will help others planning
siallar sales rograms in tile future. .

- Raising funds by staging special event, cludfk

- Selecting the type of event which will be approptiate to
organizational/agency image

- beciding if the event should be taige1ed to a specific

clientele or to'the general. public

- Determining the cost/beilltits o alf6rnatAte types of events

- Planning and implementing publicity (See Public RelaZions)

- Organizing aplan for staging the event

- Selecting and.recruiting individuals to work 9n various

types of tasks and activities

a

,39

s;
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- Traihing staff and participant (See Trainer)

* . - Obtaining and organizing materials ° -. L

-',.Detefning if kermits and permission .will be needed and
'obtaining them 4PW4°, 4c

' .4isbom,alot 41/

4
Selecting sites and'locations'fOithe event on the basis of
factors such as target,po.p4ation, cost, etc.

, .

- ,Monitoring the work of staff
.. ,

iv

- Ke ng records that will be pf use to others pl6ning similar

Si) 1 events' : '-: , : ..
--st

.-
,

,

, Raise funds from government, corporations, and/or "foundations'by: '

-. Researching Vela]. interests Viipotential funding sources (See Researchef
. 4 , 't ,
Preparing iliroposar '

4 /
. 4\"'

- Contacting a9topriate' fun,cling sourc . P.

- Promoting a prtposalprolect or special need

- Preparing reports which demonstrate organizations pr. agency
-

atcountability'to the funding agency' :_, . ..

y

RaisJunds from th4 pUblic 1 u campaiedncluding: , 10

e a
nning cainpaigp theme and organizational strategy

i i'''

.
Recruiting workers fiedifferent levels of responsibility ,,

And' different kinds-of tasks

- ,`training and motivating workers (See Trainer)'
I

i., '- Prepare materials to-be use* in the.limaign (See Public Relations)A '

... .
nitoring the piogress of the campaignJI

.

. .. ..

...-.,

,- :Bevis nOtaffinvaud strategy to deal witty- emergencies or s

withtinadectuate public xespon
,

-_treparing.reports
which 1,411 e of assistance to

, Other's planning §imillr campaigns inthe future -..

.4 t V. ;10
I ....04..

l S
.

S / ( r 1.

list is not a Complete descriptioit of the skills which a'fund raiser

may lie .4celhired. The space below is provided for you to7liit some of
,

il

.

the Othe coTpk4encles.whiCh you have' liquired:
'

/ 4,,
*

.

1.._. .ili 411.,
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4 COUNSELOR

, .

) Counselors advise other people who are seeking help and assistance
with a problem. Typically para-professional counselors are screened and
trained prior to beginning work and they work under the suPervisiod of
a professional. Type's of counseling responsibilities range frpm intake _ -

screening or referral to career guidance to short or long term intensive

p

.
', individual or group therapy.

,

.1
. ,

_ .

In riyA:lork as a cAnselori I can:

41

..111

Describe the psychoip
And techniques are 64

ical thdbries on which different Counseling approaches
ed -

- .Describe the 1 ws whl pertain' to para,Piofd%sional counseling ,

- Describe the- gal and ethical problems .related to confidentiality-

. - Describe in depth 4rticular,counselin,g%approach and show how it can
bt applied t6 various example situations = .. a

0
DesCribe.techniques ofsest-adminiatiatio inxerpretation.of a
paiticular'test used In counseling and c ceftttinga

Demodstfade 4Stening skills by: It
x

1

pescribing'the qualities which. make,an effective listener and

, 'proyiding.examples '- , .

. -, . .

DescrigApProache,i4or determining if I have lard what the _
client wanted me to hear

,

- -Ddscribing-ipproaches for expandingror liql#ing the focus ,of the

discussion and the rationale fgr either r .

-
,

- Describe my short and long range objectives as a listener and
describe how these objectiVes influence my llsyning_approach .

-;Describing technivesi.for giving listening feellik to the client
. Q- Demonstrate skills used'in referral by: ..r(p ,

- .DeecribiAg the_ limitations ordy dounseling, skills' , ,

Y . *

p -"Describing my skills as a listener (as abqie)'
to

/ . . .

- Describing my skills in crisis situations (as below),

. - Delcribing-methods of building referral resources
. .

D 0,. conitderations

- D cribing approaches,for
for sbmeoneAlse

- Describing special skit

and mtthods of using

responding" to pebple

.

used in phone,referra

- Describing aaproaches JeSponding to
or

people s

for. themselves

r ,

resources effectively

seeking assistance

counseling
,

eking assistance

. . ,

DesdrAftag methods of clarifying and focu ing On the'referral needs .
I

- Describing approacheS fosipmaking the referrals and the rationale

'for each
. ,

.., .

.

'- DpsLbe the special skills needed for, fie ParXicultygreferiai ;

situations in whi I work

,

r.

11.
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,

Demonstrate skills re ated to client "in-take" or entrance interviewing,

Screening or placeme 6y: .

.

- Describing what
.

kind of information is helpful to the kind 6?

-counseling-done at the agency with which I. have worked and why
.

, Describing methods of'obtaining this information in both simple

and difficult, cases
.

,
.

- Des6ribing methods of building client confidence in the agency

- 'Describiqg methods for determining the urgency of the. client's
r .. concerns} .

.

- Use the skills ofcrisis-interventian, listening, and referral

when appropriate ..\.

it

- .Describing:techniques for keeping the interview wiihinthe structure

of the in-tak.e interview'
.

. 4
.. .

.

-Demonstrate the skills needed in situations of crisis intervention by:

- Describing techniques for identifying isis situations

.--
Describing techniques for pro-active dealing with the people

/.., 'surroundi the isie ua ocSitti .

....

'surrounding cr

d
ft

- Describing .reillbnseq...sa kin n s of, crisis iktcations have
, .

_ 'I

handled or know how 1pp handle /

"a

- _Describing' my legAlimitations in handling crisis. situations

(dealing with minors, medical restrictions,:confidentiality la4s, etc.)

-4 I.

,

it - Describing,the factors to consider and prioritize in handling a

crisis situation

- bescribinvhe special skills needed for the particular crisis

situations inwhich I 'have worked (rescue squad, crisis telephone

.
.
. '

service and/or-center; poison center, drug center, flood and

disaster center, rape counseling center, etc.)

J
4' - Desciibing techniques firr dealing with4people who are complicating

,
the crisissituat' n rather than aiding it %

.

,

- _Demonstrate skills related to career or life -fanning guidance by: _

-

,

Descrt4ing methods of aptitude and interest assessment. ,

. - Describing methods bf'value clarification

- Deicribing approaches used to help a ,client expand consideration

Of ptions and clarify options and alternatives

- Describing possible approaches to decision making and tationale'for each

- Describing methods orgupport with decision implementation and PtIllow up

Ras:crib:1'1g characteristic:4 of situations Which ,need to be ref:Wed

because they are beyond mypresent skills

- Describe redburoeg available ta assist the client with the valious
,

PAKts Of the process (assessing interests, determining alternatives,

decision making, implementing, etc.)
r.

. 1

...

.

f

..' . 42
- , It .. .
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- Demonstrate skills used as support for professional counseling by:

-1 Describing a paiticular exercise or technique and it's
appropriateness for use in professional counseling (grqup or individual)

- Describe i suPport responsibilitiWind cspabilities in the

.
. cueseling situatiOn , ,,I''"`

Da6ibing the concerns of the particular settilu in whichl worked
A44 my, role in .that setting

e .

- Demonstrate skills used jin intensiyV individual or group counseling or
therapysltuations by:

,

__---,--Describing my Objectives in counseling and-tow I apply thtm .

(both long and short term)
. , '

..

- Describing the techniques Luseand their rationale.

_ - Descri bing the theoreticlt or conceptual basis nil. the techniques"I use
s'

- Describe the cues I use to assess the state emotional, physical, ett.)

.ofthe client,. .,

:=

- Describe. the cues I usetodetermifte wherco seek additional
professional help,or/services

. ,

- Describing the tues I use to determine the effectiveness of Counseling

r //-!".:DiStingui.Ohing betweet the aoropriatenese aria techniques of

grOup rand individual counseling ,.
e .

0
,

- Describing the-particular concerns Of the.,gsguriseling setting(s) where
I have worked (alcohol problem center,, church family counseling, etc.)

and how they ,affected my ,Counselirig.experience
,

- Describe techpiques used-t4 help he c ent have closure or

integratiod at till end of,the.tbunsel
s

Demonstrate the skilleparticuiar to do-leadinA: leaVnglroup
counseling workshops''Or on-going thyrapy%setiOns

- Describing the ccinCerns, articulsAo ieading,'Or co-leading a'

,counseling group,

- Describing particular.te hniques or. exercises. used to accomplish
such possible goals is group solidarity, group conflict resolutions,
self disclosure:within the group, etc.,,

ft

- Describe. cues which help me to understand the group propeSses

and interaction .1"
-

P.
\

This list itenot a co description of the skills which a.,cqunselor

may have acquired. The space below is provided for you to list some of

tp.other competencies which you have acquired: ftp

1111t4

'
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YOUTH GROUP LEADER

A youth group leader devises and.implements programs which help.young
people develop and learn.

In "carrying out my work as a youth group leader, :Van:

Articulate-the philosophy of the .oiganization or sponsoring group

Describe how the components of the 'Program relate to organizational
philosophy'

v
.

"- Demonstrate a'knowledge of child growth and developpent
.1*

- Demoustate a knowledge of theories of learning

- Demonstrate a knowftge of teaching methods and-materials
(Specify,areas ,

4
Select activities which will help children learn,. desiredskills

-amthEnnntinntimw---

Determine the coAt/effeCtiveness of alternative program components

- Plan a youth group program, including:

- Defining prograN objectives

- Involving group members in program planning

- - Selecting activities which will most efficiently lead to

meeting the program objectives' 4

- Selecting activities which are most' appropriate for the age,

background, and experience of grout members

- Preparing program materials

- Der mining the budget for the progr

- .Deciding-on methods to evaluate the program

Administer a youth program, including:'

- Selecting and/or recruiting others for various responsibilities

- Training other adults as leaders'or assistants (See Trainer)

- Training-youth group members for leadership. roles within 'the

organization

- Working with adult members,04the superviiingloard or agency

- Determining the effectiveness of various program compOnents'ln

meeting organizational goals
.

- Assessing tYle effectivetess of,ottiei leaders

- Organizing committees to carry out tasks

- Keeping records of indiviipel and gfoup progress

Ketpingbudget and financial records

44
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4!
- Coordinating activities of various groups,

.Securing finanCial resource's (See Fund Raiser)

- 'Direct e?youth, group, including:

- Organizing ind.conduoting

Teaching

- 'games

crafts

music

- dance'

- interpersonal skills

democratic processes

meetings

V

-laramatics,

- healeh and safety

art

- outdoor/camping skills

religion

conservation

- homemaking .

- citizenship

other, (Specify . )

r
_.- Demonstraang a knowledge and use

specific to the organization's program

of techniOes and equipment

- Abiding by the organization's standards

Providing guidance and counseling
appropriate (SeelCounseling)

to young people as

- Using audio-visual equipment ,

9. .
.

.

- Demonstrating a knowledge of children's games

Storytelling, including demonst'ating a knowledge'of

children's literature

Demon4trating a knowledge of safe procedures for children's

activities

7 'Demonstrating the ability to use appropriate

deal with interpersdhal conflicts

techniques' to

- Describing how youth groups serve as socialiiing agents

.

.45
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/

This list is not d complete description of the skilli which a youth

group leader may havp.acquired. The space belowis provided for you to

list some of the other competencies which you have acquired:

4

I

46
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/GROUP LEADER FOR A YOUTH SERVING ORGANIZATION

)

Leading groups of young people for a youth serving organization means'
helping young Aollp grow and develop withivnorganizational structure.

In carrying out my responsibility as a group leader for a youth serving
organization, I caheiv.

Plan and coordinate activities

Slture resources, human and physical

Provide counseling services for young people, where applicable

Organize Co.. ttees tocairy out tasks

Keep recordS of individual and group progress

Prepare budgets and keep finincial°recerds

Organize and conduct, meeting

- Understand and deal with conflict

0- teach games, crafts, songs, dances, interpersonal skills:
socialiiation, democratic process

Use audio-visual equipment

Abi& by organization's standards for minors

Use proper safety precautions

Know and use techniclues end equipment specific to the program

I

This list is not a complete description of the skills which a group

leader for a youth serving organizatioh,may have acquip4d. The spac#,

below is provided for you to list some of tpe other competencies which

you. have"acquirdd:

11
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--,1 MUSEUM STAFF ASSISTANT (DOCENTL-

.1 4

Staf assistants (docents) investigate, describe and discuss museum exhibiti
with groupg of individuals to facilitate a better understa ing whit

is being seen. Docents may work in a t galleries or- eons; isto cal

buildings, museums, reconstructions; o - parks; in scien7.or natural

history museums; in zoos; or in parks.

As a staff assistant (docent), I can:

48 4

- Plan and prepare a lecture-tour forchildren and/or adults

- Translate information and facts to a level of ondercauding appropriate
to the background and experience of the audience

- /Deliver a lecture-tour without notes but following a suggested outline-

- Modify, the information given in a lecture -tour to suit children of

various ages -

- -.Develop and use techniques whicharouse curiosity and provoke discussion

during the lecture-tour

- Demonstrate a knowledge ofillaFd the ability toust-a library and other

reference. resources

- "Read the nature" of a group- during the first 10 minutes of a lecture -

tour and modify the remainder of the lectuie-tour as appropriate . .*

Know the criteria on which to judge a work of art

- Plan a lecture -tour to meet specified educational objectives

- Know.the criteria on which to judge other lecturers '

- Speak in public with confidence

- Understand and can use group dynamics

- Understand and can' explaid the policies of the oiginization or institution

- 'Demonstrate my knowledge of:

'*- Art` history

- Art techniques

- United State history

World history

- State and/or local history

- Plants ,

.4
- Animals

- Science'

- Other areas (Spe6fy

48

8'
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- Describe methods of,investigaticin (see Researcher)*

- Prepare museum support materials (see Public Relations)

- Demonstrate my knowledge of teaching methods acid materials

- Develop written materials for use in lecture-tours

-- Use audio-visual materials in conjunction with lecturetoufs

- Demonstiate-craft techniques .

- Take pat in "living history" depictions /demonstrations

Axplain the reason and purposes for museums, zoos, etc.

- Know how to care for living plants and/or animals which are'p r of
'the collection

t:

Know how to care for and maintain the,msterials and equipment in
the collection

- Develop and maintain a library of materials relevant to my lecture-tour
specialty

- Train others to woxk as staff assistants (See Trainer)

- Work with members'of the professional staff and/or with members of
the supervlsing board

111fr

This list' is not aikomplete description of the skills which a museum

staff assistant mayhave acquired. The Space below is provided for you

to list some of the other. competencies which you have acquired:

k

The project staff wish to thank Lois Raasch of dke ArE Institute of Chicago-
, and JoAnn Ludwig of the Chicago, Lincoln Park Zoo,.for their helpful lists

of skills for staff assistants which have been incorporated in these
materials.

45
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MANAGER OrHOME FINANCES

4E(

-

I

I

The manager of home finanCes is concerned with the responsible
allocation and monitoring of finances related.to home and/or -family

management.

As a manager of home finances, I can:
-

- \Xlan ahead and, set monetary goals

- Budget existing funds

- -Maintain fpmily financial 'records
i

Demonstrate knowledge of the fundamentals of investment by explaining

which investments were made or considered and/why

- Demonstrate kndigledge of the rationale fdr various kinds and amounts
of insurance by indicating which policies were obtained or considered

and why. (Uealth, Life, Tenant, Auto, etc.) 4

IP

- Demonstr4te my skills as a consumer or monitor of consumption by

- Buying and using various products in the commercial market

- Knowing the advantages and disadvantages of va rious kitcbpn

utensils available for cooking, serving, and storing fool%

- : Knowing about different cleaning products and tools --

how to do the)job most effectively' nd easily

- Knowing about various patent medicines and sundry items --
when they are needed, how to idetermine which brand is the

.most effective. and economical, and how much to use of-them
. ,

- Selecting good schools and k#owing about the comrpunity

\.

,-
resou ces which are available -

- Select fn and purchasing clothing which will be appropriate

and'durable
,

.

Det mining which repairs are most appropriately and cost
effesOvely 'done by a professional /

- Demonstrce my knowledge of laws which can effect Iamily finances by:

ribing laws related to finances and,uch circumstances
as depth, divorce, child support, etc. - , k

ribing bankruptcy laws and procedures

- Describing home/business laiis and procedures

Prepiring and defending income tax returns in ordtr to

maximize savings

- Describing social services legally available from the government- '

or service agencies and the process of obtaining them. .

- -Demonstrate my knowledge of real estate by:

- Discussing thee(dis)advantages,of (long and short range) buyidg,

renting, condominium owning, etc.

Evaluating a neighborhood's appropriateness to family needs

50
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When selecting a house or apartm nt,/know how to evaluate
.

structure, plumbing, wiring, sew e, etc.

6

In evaluating-a real estate p e by:

Describing hoW to' obtain-information on taxes,. loans,
zoning, forecasted real estate charges, etc.

/
- Discussing the relative impottance of these factiors,

,

This list is not a complete description of,the skills which a 'manager

of time finances may haye acquired...The apace below la progded, for'

you to list some of the other competencies which you have acquired: -

ti

4
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HOME, NUTRITIONIST

A home nutritionist is concerned with the responsible need assess-
:.

meet, planning, management and.deliverp of the nutritional aspects

of the home.

As a home nutritionist,"I can:'

- Demonstrate an understanding of the basic elements of nutrition by:

- Assessing the nutritional needs of the people and/or animals for

whom-1 am responsible nutritionally.
.

Describing the variations of nutritional needs relative to age,

etercise,'present,condition,(overweight, allersge,i'underweight),

,metaboliSm, etc.

- Describing alternative sources for meeting various nutritional
o

requirements (vitamins, milk substitutes, etc.).

-, Describing symptoms of various nutritional deficiencies or

excesses and their remedies(i.e., weak-fingernails -*gelatin;

poor night vision - lack of - vitamin A; tiredness resulting in '

anemia - resulting from insufficient iron)-

- Desc g theNpmelcations of the restricted diets of which

I am iliar.

- 'Describingothe uses to the body of various kinds of food or

properties of food groups (carbohydrates, fats, etc.).

- Demonstrate skills related to nutritional planning and cost

effectiveness by:

- Describing the relevant resources available to me or potentially

available to me, i.e., available time (mine and others'),

/1 abilities, sappliei (freezer, refrigerator, oven, mixers,

utensils, storagespace, ett.)aal money andhow they in-

flue:lee mTability to be effective.

- Describing methods of,dealing with a sudden reduction or

absence of any one or more of the above resources.

)r- - Describing ways of obtaining help from social servicibagevies

if my resources are limited, or suddenly redkicei or changed'

by. emergency.

- Describing long !kid shqrt range effects and goals as they

relate to available resources.

0.
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V

- Describing the advantages and disadvantages of _buying in bulk

or in-smaller quantities. - 1 ,

e

--Describing the various methods of storing and preservinieods

and their advantages' anti disadvantages. -It-

- Describing the various methods of obtaining food.and their

advanlages and disadvantages (growing ones own, co -ops, farmers

markets, specialty stores, large chain grocery stores),

'41 Irs Describing the advantages and disadvantages of sej.ecting foods-

at at various stages of the preparation process (i.e., "raw" form,
10,

semi-prepared, prepared, etc.).

- Describing positive,anenegative effect's of special diets with

'which I am familiar. .

41

- Dembnstrate skills associated with food preparation and storage by:

- Describing the methods I-have used to store various kinds of
4

food (canning, freezing, etc.).

Describing the techniques I use In the preparation of unusual'

foods oods difficult to perfect "(gourmet, foreign, exotic, etc.).

Descriring-the-particulat aspe4ts which need to be considered in
p* e onprepar ing meals for various numbers of people, for people

,

restrict ed diets, for'people of different ages, or forany'oiez
J---

/0
situation in which particular Conditions are involved. yr

.

,','
6.'

- Describing the unique properties of various food product's, i.e.,

- p ry;Leavening agents,.reseaLAves, etc.
A

- Describing the safety precautions -and methods of dealing with -

emergencies which may occur during food preparation.

- Describing the characteristics of a well planned and prepared meal.

Describing methods of determining the meaning and corrective ,

procedures for various cooking conditions or vobleA.

- -Describing the proper procedures for usihs various food preparation
r

appliances, utensils, etc.

- Describing the meaning of terms used id,cookbdoks.

- Describing the characteristics df measuremantindconverting

quantities frObne measurement system to another.,

S
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- Demonstrate skfTis'ifi meetin
.._ 0

Describing* .

:^4icti7might -tie copsi
'Describ ng soIrdes

while'traveling or

Demonit:rat knowledge

symptoms and remedies.
..

/

nu t x t lanai needy outside the, home Nby :

s and disadvantages 'of food spurges

red while' trveling.

f fooa,*othei than

camping (dehydrated"

d . -

ogr food-poisoning by

-a. .

in restiarents,lommuse

foods, wild foods, etc.).
6

discussing its causes-,

:""

. ,Deminetrate:my knowledge of'laws
4c4

t

4. OP

content and

4

T

nut-t itionist

lis some

.4

Al

related to nutrition -including

laws, health and, cleanliness laws,-etd.c.

not. g2c4iete desCription of the Ants which a home
vow r
may hffe acquired.-Whenkpace beim; is irovided for you

o tare other cotAetencigs which'you'heve acquired:

- ti

o

.

411,
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HOME CHILD CARE -T

'. .
-I. , e .

. , ;6145

. The home child care-takir is responsible for providing,Ifor.the ,

, ' .N
.

,of
... physica1,3emotton4, intellectull and'moral needs :a childot ifferent-

. .

awstages-of develoRtient. In providing this care, the home Oi care- .

taker must assess the child's needs, identify the appropriate care andv,,.
.

i.- ., e.tmplement suCh"care-wichin the financial, spa6Aal and tempordl limita-
....1--

tions at the particular setting
within whish'the,child-resides: *'' ..

. '' , ' 0 ' .
Ar

.... ,
. .. , l'' /- . . , /As child care-taker, I caw, .

Identify.the nutrAPional ndeds,of a child (see 'Home Nutritionist),
rtcluding: - 11 , ' . ,

.

1, .a - Selecting among alternate, litplid,dietslor an idtant (*.Mother's'
4' , . A i V,. milk,. animal milk formulae, vegetable milk formulae). 4

.

- Determining when to add solia'foods toa child's diet,' including
,

consulting ZitilimediLI1 and Aramedicalpersonnel'regarding.. "
, .

.- 7 \nutritional nee+ ..

1 -. . . ,,, -, ste. ,- Devising ways of helpiftg the-older chiljd'deal with the,limipations
_

.iis of a special diet when is necessary*,- . .
lih.,

44

.- /den ifying acid provide a,!safe stimulating envIvonm for ,a child,I , .,

- .Providing_safe beddinf 'for an infant.'

- Providing' stimulating play environiAnt aPproOtiateforlOte-
school child.

11

A- Teaching school age children hoc* to identify safe play areas.
.

,

.

., - PurchaSing or makiwmaterials to*develop a child's intellectual

.

4

and physical growth.
.

,
Teaching the child

interests.
Mdfilffective use of

- Consulting docto
°4t .

munizations, et .

,Imtainik emergency medical services Whennedessary.

- ;"Determilling- ex,Kntofipubtic medical facilities and
."deciding to it is appropriate rwyse them. b '1-

games and act*ities approprilate to-her/his'age

medical services for the child, including:

regarding preventative medicitlt,..miti:
4-'

I

I N;

S

"

I 0
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Identify and select appropriate: educational environments, including:

Cboosing apprppriate dayccarefacilities when needeci.

Choosing appropriate pre-school facilities When needed.

.

.

- Consultng with teachers regarding the child's educational
..

, development:
t

.
- . .

,..

- Identify and provide appropriate Clothing for a child at different

.

,

stages of'developu*Lt: (see Home Clothing sr Textile Spe cialist),

t inclbding: .

1

f w

- Identifying appropriate .clothing for different seasons.
A

. ,

A- fdentifyinvand providing app riate clot*rig wheriimoving to
.

*
* ..

diffecendifferent, Climate4 ,
-- '

. 4
- ,-Identifying other factors tQ

nsider in clothing selection

,'(growth rate, fabric durtbitity,'em). 10

ee
I

I

, -

r.

;

- :Identify resources'In the, .community which can be used to augment,

sehoor and pre-school activities, including:.

#
;-- - playground facilities

. ,

- art) craft, workshops

-,- dance and music programs,
.

' . * - sports wograms 1.

-. yoLth groups (religiodAh'scouting, etc.) a ,'L..;,,
.

- Identify resources in the community wich may be utilized to improve
a

.
:4thetiving cojditions for- the child; incrNriingss,

. *--
Cortsumer 'services (such as, dTiFer servicelkur(said 'service, counsel-

,

)
.

r
ing programp, etc.).

. .- ,ublicservices.(stich as fiDC,i.*dicaid, food stamps):
____,_. ,

-' Direct benefit to the child (such as:, diaper _BerviA, medicaid,

,4,
.:

. , .1
".:food stamps,.Big Brother, etc:). .

-: Indirect benefit td the child .(such eling services,
,.

.-

4

4* Parents-without-Partners, etc,).

-01

7 Recognize and treatichildhOod diseases, including:

0
Identifying such diseases and describing their symptoms:

r,
iN

r

8. 56
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V

.
- Determining.whai itididiatR remedy is needed'.

_
Determining whethdr to consult with a doctor.

,

Desctibijig.books with are helpful V esoircesin dealing with childhood
diseases. ',

- Describing 4nergency procedures for various conditions.
. .

Identify etotiopal. disturbances or 4earnig difficulties a child
...

which needs professional treatment or added attention and obtain

appropriate consultative advice.

0
- Provide'legal, and oethical guid-gh or a child, appropriate

ice` to the'childi age, including: S
op

%

- Familiariiing a child with laws which May:gffect her/him.

- Familiarizing,.a child with odes. of moral conduct. heemed.:,
.

1

appropriate bY the parent.
.,:.. )1....

y
/

r Devising wayi of helping a child to take iaponsibilit for

.t

his /her behaViT
,

- Devising ways of helping a child to recognize'the consequoces'

of.alternative.beh'Aviors.

- 'Devising Ways'of"helping a child to recognize the patterns of

behavior, appearenCv, etc., which are accepted by society

and to dssigt.the Child in determining personal responses
N' 0

to these patterns (respect for elders, etiquette; 'social'

amenities, itplicit dress codes,-etc.). .

- Detdrmi4pg and des&ibing means of incorporating the interpersonal

qualities which I value into the relationship which I .have
.

. 4! ...,
1 .

with a child. AI
,

. . .

- Devising ways of helping a child to express his/her emotions.' ,

in AFCeptable ways. .
..,

'- Describing my approach to punishment` ind reinforceaeqof a !,

_child's behavior and discuss the basts'for this approach.

S./

I

Demonstrate my understandinglittche special needs of u child
4 le

4o.

with a,phYstical or emotional handicap, of a gifted child, of a

child in a single parent home, of a child of a highly transient

family, etc., including:

1

I



.

- phys. al needs

emotivnal needs

- educatlbnal needs

I

D4moirate my understanding of the special needs of a child who .hai

a sudden change in gig or her environment, such asdeathw9f a_close
,

friend or dition of a new familyember (infant or aged),

37

C

74*

. .

divorce of pafrents, etc.

Describe ways I develop to meet the above special needs.,
-

r A.

This list-1S. not a.complete'description of the skills which a home child

may have acquirdd.. The space below is 90;vided for you to
Air

list.som of the other competwicies which'yourtave acquired:

4

,16

m111

C-

Vk

A

V

f

J
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'HOME DECORATOR AND MAINTAINER

C .
1 .. .

, A'hoMe decorator and maintainer plans and executes,hote 'decorating
... -

7 4
idea§ dncris responsible for the.'proper care of the tome.

.

As a home Apomrator and Maintainer,,I can: ..,

'-, Demonstrate my knowledge of the textile aspects of the home (see
. »

,Home Clothing and-Textile'Specialist). , 1 ..i,

» ';
.

v!.

,.

-

DemonArate my kadwledge of the, properties of wood, including:

- listing the similarities and differences between various kinds"

"of wood

selecting different kinds and qualities of wood for dIfferen

purposes

-. identifying difAere1713 pwoods .

. , 4,

- refinishing different woods

, . .-
.

, ..-. . . _.

Demohstrate my knowledge and skills in'carpentry, including:

promer use.and maintenance of tools.used'in 6arpehtry
'

-I - designing_ carpentry projects

- executing carpentry projects, ).

repai g wood products

.

Demonstrate my knowledge And skills in ,home maintenance and v

,

systems 'in

correcting

repair', including: =",
preventing problems in the plumbing, electrical and -heating

systemi in the home.

- diagnosing problems in th lumbing, 'elictrical and heating,.

the home.'

problenis in 'the electriCal and heating 7,,

- " : 7 ' '. ,

managing the overall,maintenik e of the,home,includint, :

systems in'the'home.,,

assessitii what needs to be one.

determining the costs and time involved.inCluging"the con-

sequences of postponing the Object.

prioritize tasks.

- determi4 which tasks I can do:

select people to mak other repairs .

. a .
explain in legal recourse IR repairs are made poorlyor improperly.

- , explain my legal recourse if the owner of the-dwelling I refit

fails to keep the buildin4 adequately maintained,

. .

,

, '

r.
1..

e o,
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Demonstrate my knowledge ,of cr=s,tive home decorating, including:

- Analyzing the'physical elements to be Considered in aecbrating
. 1 .4 I .

a room (telling. height, windows; electric socket. placement, etc.).
.

c- Analyzing the non-physical .elements to be onsideted in home.

deCdraiing (use by children; agea;' or handicapped; cleaning and
.

preservation of decor, flexibility, etc.).

Analyzing -the resources currently available (existfng furniture.
-carpetint accessories, etc.).

- Determin ng possible changes or additions and the,consequentes

of each.

-
flt

- describing the effects.of colors in home decorating (wall color

contrasingicomplementary coins, etc.).

Describing ways that colors, design mirrors, etc. ca\ be_ used

to alter rbOm appearance.

:- Selecting products w ec :the above Considerations.

- 'Research products or materials o which I aril Unfamiliar.

-e
1.

Manage yard and den care (see Home Horticulturist).

a

- M'ain'tain,-, diagnose problems, and repairmiotorized equipment (fawn
. .

' - . e

mower, automobile, etc.), or electric applicances (blender, toaster,

,lamps,,etc.). .

.., ., ,

- Prevent conditions which increase the potential for fire.or other

hazardous situations (worn wiring, spilled flammable liquids,
.... r

. crowded atairs,etc.). r _11,

A

- Prepare my family to handle various emergencies which pay occur

(tornado, fire, hurricane,etc.).

This list isnot a complete destription of'the skills which a home

decorator and maintainer may have acquired. The space below is provided

for you to listsomeof the other.comivtencies which you have acquired:

V
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HOME CPTHINGAND TEXTILE SPEtIALIST-

A home cAothing and textile sObeialist is responsible for planning,

providing, and cars 'for wearing. apparel (fabric, fue, j,ewelry, etc.)
7

and textile products found in the hOme (curtail slipcovers, wall hang

ngs, etc.).

.

As:a home ciothifig-and-textile specialist, I can:

oat
Demonstrate knowledge of the, properties of va4ous kinds of-fabrics

and materials used in the home or for wearing_ apparel by describing:
. _

- Care and mafttenance properties (cleaning, wear,, vulnerability to

stains or heat, etc.)

- Piiabj.lity and structure

Differences in method of production

- Relative costs
4

- Terms used to describe -these materials or their properties
0

7 Analyze the weartig appar 1 needs of people Oking into considetfation

such factors
f
as age, figure, size, budget, kind and level of activities,

fashion, and individual differences and interests.

Demonstrates Skills used. in producing clothing or home textile

products by: 4

- Using patterns, 'according to acceptee'stihdaeds, to.Mak clothing

or other home textile producys. Ak

- Making alt ations'of patterns of merging two or more patterns

to-make cl thing or other home textile products.

- Creating my own patterns from which to make clothing Or other

home textile products. 0 ,

,

Describing proper use and maintenance of tools and equipment

used.in textile construction (sewing machine, loom, etc.).

- DeScribing the process I use to create, design, and implement

a textile related idea.

- Using a variety Of, different techniques in my specialty (em-

broidering, leather work, tailoring, spinning, weaving, macrame,

knitting, ciOCheting, upholstering, etc.).

6

1
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f .i.
4 .

\ ,
- Showing bow different fiber' produce different 'effects.

- Describing ways of determining the kind of results which occur

when different techniques, colors and materials are combined.
,

- Demonstrate skills and,knowledge related to paintenance of wearing

apparel and home textile products including:

- Desc.ribing prowercleaningor preserving procedures.

- Describing procedures for altering, mending, and/or remodeling.'

,67, Describing storage considerations.

L ist and explain terms used in my specialty area warp, skein, bias,

flat fell seam, etc.).

,
- Discuss the history of, my specialty and describe how methods.and

materials have changed.

- Identify the technique, period, and origiri of various textile and/

or clothing samples.

y
.., :

,This list is not a Complve des ript

my
ionsof the skills which a homei

clothing and textile specialist m have acquired. The space below is
.

provided for you to of the other competencies which you

have acquired:

4 ,

4

f\

I
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_11011E HORTICULT4RIST

A home horticUlturist Is concerned with t h e practical aspects of .

grolOing (procuring, planting, maintenance, etc.) of trees, fruits,

"vegetables, 'lowers, and ornamental plants.

As a home horticulturist, I can:

Demonstrate my knowledge of the environmental.influences which

effect -plant growth by:
,

- Describing the properties of variouT kinds of soli]. including:

= how. to test the soil

- how to change soil properties . 4 0

- the kind of plants which need or provide various soil properties

- how to improve soil drainage or preyent erosion

- how to get assistance with soil problems

how to mix fertilizers appi2Opriately.

- how to prepare compost or alter the soil properties organically

- how to prepare soil prior to planting.

- how to maintain soil after the growing season - if outdoors

- an explanation of any toolg frequently used in.soil work

- Describing methods of providing an optimum.em4ronment for the

various kinds of (plants I grow (moisture in the air, lighting,

temperature, etc.).

Describing methods of protecting plants from the adverse effects of

environmental infthences. which I can't alter.

- Demonstrate my knowledge of the,bielogical functioning of plants by:

- Naming all the parts of various kinds of plants and the funiction

they serve for the plant. .

- Describing'escribing rhe process by which A plant gets its nourishMent.

- Describing kha process of regeneration for various kinds of plapxs.

- Describing the classiffication system used in ordering plants into

roups.

0 / .

Demonstrate my knowledge of planting and transplanting procedures by:

- Describing 'the considerations and techniques involved with .

transporting and transplanting, a plant, ttee,-erc., and the,

special care to be taken following transplanting.

E3
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M. r

- - Describing the quglities of a' plant to be considered prior to

purchasing or, transplanting.

- Describing the growing season of various plants and how to

determine when and where to plant seeds or seedlings.

- ,*Describing hbw I select between varieties of plants or seeds

available to me. '

- Demohstrate planting techniques.

- Selecting containers appropriate for various types of

ornamental and/or indoor plants.

- Demonstrate my knowledge of hazards effecting plants and how to

remedy them by:

- Describing the differences between,animals and insects which

are harmful to the plants I grow and ,those whicb\directly, or

` indirectly help the plants I grow (bees and cross pollination,

lady bugs which eat, aphids_ which eat leaves, etc.).

- Describing methods of detecting and diagnosing plant damage.

- Describing-the organic o inorganic methods of preventing damage

to plants from insects.

- Describing the various method's of weed control.

Describing the 'methods which I use to prevent plant damage

due to animals. '

- Describing the cost effectiveness aspects of the various methods

described above.

- Describing the ,resources available to me to obtain assistance

, with these kinds of problems.

- Describing and explaining any tools or materials used in pest

orieeed control."

- Demonstrate my knowledge of plant maintenance by:

- Describing how I arrange my resources to allow fds optimum

plant maintenance.

Describing the cues which I use to diagnose a need for a change in
,.,-

maintenance procedures and how I proceed to test my diagnosis.

- Describing the care that various plants need for optimum growth.

- Describing the co4Aery to be considered in harvesting.

1 64
I
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, .

- Demonstrate my knowledge of a particular method or part of a.

methocilof growing or caring for plants (organic gardening,
- .#

creatding hybrids, etc.).

/4- 'Demonstrate my indepth knOwled10 ore particular kina of plant-
._

And its care.

Demonstrate knowledge of harvesting vegetables, fruits, and flowers.

- Demonstrate my knowledge-of the proper care for plant proddcts

-(frOwers once they have been cut; vegetables once they's been

harvested).

- Demonstrate knowledge, and techniques of plant pruning:

- facilitating growth and/or flowering

seasonally

- after transplanting

foi ornamental effects

This list is not.a,completedescription of the skills which a home

411
horticulturist may have acquired. The space below is provided for

you to list some of the other competenctg.kwhich,you have acquired:

AL
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Appendix B

(

(

MINUTES: Conference on Accrediting the Competencies Acquired by Women from
Their Domestic and Volunteer Work Experience

Monday - March 17'

EVENING SESSION

March 13-18, 1975
. -

.

Guest Speakers: John Valle', Director, College-Level Placement &
Equivalency Program, CAEL Assembly,Activities.
Tom Donlon

Participants: Sister-Margaret Burke, Barat College
Mary Jo Clark, Educational Testing Service
Anita Cleveland, Mercer' University in Atlanta,
Pauline Connell, Winona State College
Ruth Ekstrom, Education Testing Service
Guadalupe Hernandez-GUtie rez fan Jose City College -

Abigail Harris,. Education Testing Service

Judith Homer, Salem Colle
Mailaine LoCkheed, Educa oval Testidg Service
Marilyn Wiener, Northeaste University

John Valley,_- Historical Framework of Assessing Non-Traditional Learning

In 1974, Educational Testing Service and a group of American colleges
and universities received funding frjn the Carnegie Corporation of New York for
the establishment of a system called Cooperative Assesstient of Experiential
Learning (CAEL). The three main components of the project, consisted of: .

1) surveying and development of, assessment methods that.
are appropriate for experiential-learning,

2),validation of these methods; --mod

3) optimum utilization of the outcomes of the project

The organization vegicles proposed to accompliah these tasks were a small
task force of institutions working actively with Eddcational Testing Service-
and a much larger consortium of institutions (CAEL Assembly) through which
to'ery out new methods an disseminate project information.

Altar review of avails e literature and an Inventory of existing programs,
four priority work areas were established:

1) a sessment techniques for interpersonal skills,.

2) p tfolio 'development,
...

3) means of assessment of work experience, and

4) rise of expert judgedent in assessment

66



In addition, twenty university site projects were funded - through CAEL
'to investigate particular aspects of assessing non-traditional learning. .

Specific expected products were defined and are being evaluated.
4'

In May the CAEL Assembly will meet in New Orleans'to review the work*
done in the four:priority areas and to continue working in these areas through
the use of Developmental Task' Workshops.

1

Tom- Donlon Sample Focus: Interpersonal Skills Appraisal sir
$

Skills

00

Tom Donlon picked up where John Valley left off by focusing on one of th
four priority areas defined by CAEL: assessment of interpersonal skills. 'N
The Task FOrce to deal with this area 'began by attempting to define competent,
levels in.interpereonl skills. This was eyentuallyaccomplished by using4h,
the categories defined by the DiCtionary of bccurational'Titles as a startala
point from.which to devise eleven skill clusters.

The Task Force thpn concentrated' on a compendium of assessment techniques
and how each technique could be used in appraisal of interpersonal skills.
The techniques discussed were:

411 4

1. checklist of elements of the experience

2. autobiographical statement

3. letters of recommendation

4. interview

.5. expert judgment ratings

6. topical essay

7. tests

8. simulations

9. grou iscussions (leaderless)
A

10. work samples

11. content analysis (e.g minutes of an'organization)

. .

Discussion followed on the appropriateness of using these various techniques.
A concern which emerged and became the focus for discussionyas the process
of linking the experience to a particular course or academic area.

417'
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.

Prdblems4n,AccrediftNittompeteqciei'Acquirad
`.b .. women Their'Zomestic Yolunteer Work Experience*

Ar

ry ,

ler Month, 18, 1975a 91%

Conference Participants

Lyan'Brooks, Adele4Universitys.
iWnifre4 iBrown,New York Cty Mayoes Voluntary Adtion Center

Sister Margaret Buike, karat College
Mary. Jo Clark, Educational Testing Service..
Anita Cleveland Mercer University'in AtlaAta
PaairieCoanell, Winoni State COI:lege :

Ruth Ekstrom,Educational Testing Service
GUadaluie gernaidei-Gutierrez, San Jose City college
Abigail Harris, Educational Testing Service
Judith Homer, saiemike
Marlaine Lockheed,. Edu oval Testing Service
Joan Mansfield, Association.offrJunior Leagues
John McGarragny, New York State Education Department-
Egzabeth Olson,American_National Red -Cross
Caro). StoeL, Fund foi. e Improv'ementeePostsecondary
Marilyn Wiener,' Northeatern Uniyeraity

Dias Sion: A FrAmeworl. for Conceptualizing Domistic and Volunt.*er

'Competencies: A Three Qimnskorral Taxonomy

-Joe t-

e

- .
...----

V

9:30 a.m.

f1.

0,

,a
Educaiion

C .

4 -

v. 40 4.

istsan introduction to this

were asked to indicdie the

ce of.regard "to the rile

volunteer work.". sclt

discassioirthe cpllege, representatives

potion of theit respectfye schools in

Okills atquired by women ta.domestio and

ssibn followed..tawitich Northeastern,'W nona
-

:State Collegi, and Aaelphi UniVeisity representatives xesponded.
, A-- ...

. . , ,

thatitheir schotls would. grant credit for tertaifi experiences.. 'The
.

. - t..)

necessity,of, thor-u ocumentation Of theNor trience by the
-

...oi

..-
es. .r

0
- - ..

women requesting credit Although iirat College dabs,.
.

4

t ndt4yet grant $redit foi waik.experience,.Sister Margaret. Burke
e

Suggested thatskills acquired. and certaitexperienCes would provide.

. 11..fgrtile basclo r indllendent study cgurses. In this type of course,

. ,

the woman would be given the qpportunity tq build.updn skills acquire4
t;

n exploring an area of her interest.

I

. , .

. a lif .

.* Thise notes were piepared by Mary Ellen Caro, an undergraduate intern from
it-

the College of St. Elizabeth, as part-of her-field etperience in, sociology

at Educational Testing ServiceUnder the sponsorship of Dr. Lockheed and

Dr. Ekstrom. '
a
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s

° 2 -

a

.

In reepontat6.1 iscusston, the representativei,fromthe

yarioua vOlunteer-groups ex essed'the neeeto make the

if r
volunteer' awa of, het. eXPe ees fhe oiganizatien

as being:

4110'

Mo point,

mprovemerq. .

.

from this the three dimensional t

I
onohy of'the

p

or. . ,

competencies acquired igomen.from" domestic and volunteer

a learning experience and, 2) Na part of oommdnity

Fork was presented. The following 'dimensions were listed:.

1) setting of the activity,. 2) the function of the activity,

and 3) the medium of the activity. Or sizing these dimensions
40%,

'into a caical,figure displaying ten institutional settings.

fr
and pos sible three functions, adminis4Ition,'socializetion, and

e

. service that mey be performed within these settingd, the college.
...-- .

representatives were awed to 'indicate which of settings, types
-

".,
.

... *
.

of^fugctions; and medium of the unctions they viewed as potential*
,... .

areas, roi college credit. 'The ten,institutanal ettingsidentified
.

4

are as faUdws: things, people, idea s, health,.education, justice,

4:4. citizenship, recreation, social welfare, civic and. eommuRity action,

-religion, politics, and home.- Although there appeared to.be some
,,

A

qt , .r
.confusion on the part of college participants `about . Are1ation -

At .

- r ,..

. .

- -
V

I.
between setting and its' particulparticular function, s

.

reas o poteneial .

credit were listed,

The-eiltasisuggested-by the v4ious college representatives are as
od

follows:

'1) redeation
2) social service .

3) civic community
4) political
5) health.

6) religion
7) communication

n

r

.

- #

t
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The problem of granting credit in an area which there is not a
,

- 3 -

1,14 the area of health, Sr, Margaret Burke, Beret Collegamentioned

the number of school nurses returning to college in iesponse,to
. r

state legisla0106 requiring'a bachelor degree. The lexperience of
,*these nurses could be viewed as potential ar..paL for college credit.

tepartment present;such as health, was raised. The suggestion was

Made that evaluators'from these departments in other colleges and
4,

.''universities be used to evaluateexperiences.
r-

4.,4

ASUMMARY, the initial discugsion of competencies acquired by women

e

10:15 a.m.

in domestic and volunteer experiences suggested that the college

replgentatives certainly View certain experiences as'patential.

credit but there exist certain college concerns regarding the
-

grdnting of credit.
.

in the conference.

These concerns werdiscussed further later

Some Cuire'nt Approaches
1) Adelphi-Lynn Brooks,
State7Pauline Connell

Accrediting Women's Prior Learning:'
2) Northeastern-Marilyn Wiener, andlpWinona

4

At eRis point, three current
\'

approaches to accrediting experience

were discussed. They will be sUmmapted briefly.

1) Adelphi University
4.

ticreditationopffwamen's prior learning.is given
.......

-
,

1)Alleraprning: experience gained ihnon-strUctUred. course such
r,

-

in two areas --

as.

volunteer,work, or 2) noncqllege courses - saructure courseS given

r
through In- service training or 'i Institutional, settings involving

01#14.itiqnand academic standards. `

This accreditation is carried Out. through a program, ABLE, it

opetation at Adelphi called ,Universivy-Oollege. At present, eight
F 4

hUndred students-are part'ot University,C,ilege whiehhas

requirements an&classes. This cone; functions
6

46"

its

separatelyeparately from

N.%
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, I

Adelphi ilniifersity, although upon completion of a program leading,

to theiachelor's degree through Udiversity College, aatudertt

receives tie Adelphi University diploma.
, w .

The student enrolls, throuih the University_ College, for a'
I ,

e 4 -

fotalof six credit's, but attends only class period of three

f'

hours Per week. The remaindex;of the,credita are applied to
'1
44, .

.

.

independent work on .the'RINs-of.the student. Thus, teaching

time ,amounts to'three hours, while the' student pays .for sit

it

;tours. The.finartekal benefit of programs auCgas.these to a

74.

.1

university are essential to their existepCe. 'Innovative pro-
. S '

t
. . ....-

,

Eedures such,as' this alleviate? further financiarburden.of the
.. 0'

. or
-- °school,. whileueIF-nabling tfiestudentto A independent work.'

1 , , . ,
,

. . .

There are, caveatsaveats associated*th accrediting life' &,

. CI-
, ,

I

.:learniftvinn college cbursesof4he University Collage. °,,, %
.

Credit received through-life learning or non-collegecourses-ms'y .

,

ntt be accepted by other departments. Also, if giaduateor

medibalticheolpt Adelphi is a future goal of the student, the

general raquirements of the University must be met. , Lynu

'Brooks cited two examples of students accepted to law and medical

school that have cOmplited their undergraduate work through the
. -

ABLE program, andalso met4`general requirements of the laiger

University. '`.44'N

, . t

At Adelphi Univdrsity, the process' of obtaining -crdit is a
*

syste one, involving paid evaluatkOn\lind requiring thorough
. .

.
. 15( I

documentation by the student. To receive non-college course credit,. - . . ,

. -. .docuniswillon of experiende 1s necessary. :'A portfolio of Mils
vb.

i
,. , ,

. ,

material is sent to an evaluator fr an;approVriate-4departroent, or,
. ,

.

to' an quts1de evaluator if the area is Aotdoverqdkby instruction
""lir '

.. ,,, 41, .
,

at Adelphi. The evaluator is paid $25 per evaivativa , There is .'

. . s

71
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no ,charge to the,iqudent for the evaluation, and theirls no limit

of the number of credits accepted.

To obtain:credit for life-learning, tiliestudent registers for

a workshop (fee required). in which slie is taught to 'categorize

if" her experience_ into specific areas. 'At the end of,the workshop,
-

the student presents.a portfolio foi evaluitioi, indicating the
, t

nuMbe'r of credits' desired. ,Tbere'is an appeal option available

to the student if she disagrees, with the number of credits
4

.

rece!yed. A limit of thirty Credtts-canlbe granted for life-

learning. Lynn Brooks stressed tbZ role of counseling in aiding

fhe:student to maximize her prior.learning experience;
.

o '-

,2) Northeastern University .

. : .
. . , . ..

Non-college.exper.tenye is granted,credit to those students

wpcipating'in'programs leading to the'badhelor's degree in liberal

arts through the Univ4rsity,College. Alimit of sixteen hours can
. .

be credited: Univ ecpity. College grants the e

--m .-...
,s . ,

,

p The.student must petition the-chairman.of the relat ed departments
..,

...

. ,

.

for credit. The final decision for credit is Left to the chairman
. ,-,

. . ,.- -
., ,.; .-

and consularits. 'Only matriculated students with forty' earned credits

ate permitted petition for credit;

. ,
... a . .

.

3) Winona State College A74
.,. .

t
, - A .3, ,-

Utilizing, state.funds, Winona State maintains'an EkLernal

same ,degree as the larger

.1

W'
, 4 * r

experienie.and, 2) informal'experjence. Students patticipating

Studidd Program recbgnizing credit.gained 1),.1.1fe-work

in this program, are required to fulfill general requirements, and

doing so, receive thy' same degree as those students dot 'pariici-
,

patini in the-program. 0 e



Through offices loOated,I;oth,on and oft campus; a stu4ent

petitioning for,' credit may submit her application and portfolio.

_Included in the pottfolio must be documentation of the'experience

k . 14 IP 'Tr'S
(

,4 1and a biogragOical sketch of 'the aRplicant._ Instructors' ,. 4
. .

,4_

1, ;t

.

..

1

.
evaluate -the .-he portfolio at cost Creditocan.be earned in the -

following three divisions:
.

1) structured courses'

2) general subject areat e.g.,' law enforcement'

3)- general tlective category

IN SUMMARY, colleges, and universitces currently accrediting women's

prior learning stressed: 1) the responsibility of student ih
4

*
.

preparing a thorough portfolip'of her'experience, ad,, 2) the need

*

of competeni counseling maximizing the eXperience".of the Kaden.

a

4111' :
11:30 a.m. Some Current Approaches to Training and Evaluating Volunteerst.

.1) Winifred ET-own, 2) Joan Mansfield, 3) Betty Olson, and 4) John
McGarraghy

1 Moving from the perpPeitive.of the utiversity representatives, /r

volunteer representatives were,asked to describe their Ippibaches in
4.

. ,

training and evaluating volunteers. Jban Mansfield, representing

...

the Association of Junior Leagues, discussed their aim of establishing
.

.

.

national standtrds. In oriedting the volunteer worker to her ,

.experience, training and service to the community were stressed.
\_, ., _'-. . .

i
. .

AOrrent concerns of the JuniorLeaguei involve the developmtntof
4,,)

.4

e

' %structured training for'their volunteers through Institutes am/
1 -4.

,
,

-
- courpes.

, ,

-

.
. A

ir
Betty Olson, representing t'he American Red" Crose, described

elA in-seritice training available to voluriteers of,t the RellCross., Ife-
:1-

N . i . . /

- service training is highly structured,' in the Red CrOss. :Their
'

, .

i

. 'IV) .

' :' I ti
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.cUrrent concern, asking the individaul.volunteer to identify

specific learnjng goals and:to develop a thorough portfolio of her--

etperiendi. 4

Widifted Brown, of the New York City Mayor's VoluntAry Action

Center, focused attention on the need to develdp a list of competenciesA
acquired by women in volunteer and domestic wdork.

'Representing the.New York State Education Department, John

NtGarraghy presented an example of an evaluallik of competencies of -

.7"mor

a-volunteer experience performed, by the Office of tioncollegiate

Sponsored Instruction. This office serves toevaluate structured

.7 ttainiag exArience in texas of college credit, While it is utilized
, 116PV .

fonstly.by,businesses, this evaluation can be extended'to volunteer

\-4ationer- Credit reqpmendation,"11 made-on/y in equating

.Progr which have specific objectives and mechanigmg for

y'
evaluating thy p ogram.

At thip port =sion ended as the conference recessed for
.

luhch.

1:15-p.m. College Concerns Regarding the crediting of Prior Learning
. 1 .

0 '

A

Dr. LoCkheed presenbedfthe following college concerns regirding
fr.. ,

crediiihgand asked the - representatives, to respond:.'
. ,,

I: f
P

v..-
1) The condern for maintaining academic excellence and $0,.',

institutiodai st4ndardA-

2) The economic disiricentive forwacdrediting prior learning

3) Faculty desire to'maIntain'contrel over curriculum

4) Fear that accrediting women's nonipork competencies will

suit in a perception that theirdegree is inferior to\o

men's degrees._

a

/
e
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5) The concern that this practice will encourage more

8

nontradittonal students to return to college and
411..

thus 44,14ker the quality undergraduate experience

6) Difficulty in establishing uniform evaluation standards

7) Opinions, of state and regional accrediting associations

8)* Lack of volunteer training, supervision and evaluation

9) The concern that theory is as important as actual experience

.10) The concern over efeicient administrative functioning

("nitty-gritty")

In response tc this list of concerns, tie college and university

representatives were in consensus that the economic concl5ns of

colleges and universities were the strongest. The point that

crediting of women's prior learning must prove to be beneficial

.16

to.the schoolysststressed. If accrediting leads to increased

enrollments, a college will be more apt to favor some ,form of

accrediting program.

In terms of specific concerns, Guadalupe Hernagdez-Gutierrez of
-

San,Jose Cityltollege pointed out the problem faced by a junior.
.

college' in granting credit for prior learning. The 'student receiving

credit for prior learning who.intends to complete her degree at a
4M a

four -year. college will fade a possible difficulty in transferring

these credits. It would be
4
necessary for the junior college

participating in' accreditation

Pauline Connell, Wifiona S

that are placed on 4student t

to work with a tour-year college:

ta'College, described the expectations .

aking an equivaleficy test.' 1.t hJs .'

been felt that.the student should pass the-test with an "A" in order

to receive credit, whereas the student taking a structured course

receives credit in passing with marks that could Hive been lower.

.

a
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At Adelphf, there is an ecnnonic_concern that by

certain experiences' there will be a dubseguent, loss

courses, since their
4181

accrediting replaces these courses. Lynn

accrediting

of students in

Brooks raised an important condiderationr-Are the students which

receive credit for prior learning students already enrolled in the

college or.are these students men or women who would never come

po college if this program"did not exist?

Sr. Margaret Burke of Barat College focused on the role of the

small college and its con&rn in accrediting prior learning. In

--7
a small college, experimentation with a program such as this is

impodWibl. .There is not the same dOmire of flexibility as is

available to a dniversity having an enrollment of ten thousand

1.
students and commensurate faculty.

One of the greatest concerns involved in accrediting prior

learning involves the following decisions

1) The college must decide if the accrediting program is

to be,a perpherial part of the larger .ollege

community; or if it will be

2) A program integrated with the college community

Marilyn Wier of Northeastern Univer.sity pointed out the enroll-

ment,incentive frwight about by an accrediting program. Judith

Homer exprellsed a conceits that the potential student be assured that
. -

.
her education would not be inferior to that of-the student in the

traditional program. -

.8*
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IN SUMMARY, it is clearly evident from the responses of,,the college

representative'>that economic considerations and academic standards

of excellence ranivhigh among the greatest concerns of colleges in

accepting accrediting programs. If these concerns were adequately

met, the college representative would welcome a proa for accredi-

,

tation of women's prior learning.

Some Possible Approaches tothe Accrediting of Women's Life Experience
Competencies

Ai '

The final discussion of this conference foiused 'onipossible

approaches to accrediting women':s life experiente competencies.
.111

The conference participants werg.presented with a sample report

Of a volunteer worker who applied to California State University
As.

for credit for her prior experiences. After reading the sample
4

`portfolio, the college representatives were asked to indicate

whether credit could concievably be given for the experiences

contained in th' report. In working for the volunteer agency,

this volunteer professional demonstrated skill and achievement

in organization, administration, research, training, and communi-

cation.in developing a Call For Action program at broadcasting

station KABL.

In response to this portfolio, all collegiate representatives

currently involved with accrediting prograls agreed that credit for

. this experiencee'could be given; although further documentation would

be required. Specific approaches, are as follows:

Northeastern. Stressing the relation ofthis experience to actual

subject rather than competency, Marilyn Wiener estimated a possible

16 credits fdr this vcperience with the following potential breakdown.

w.)

I



2 credits - Social organization
4 credits - Public Relations
4 credits.- area of drugs, alcohol

.Further documentation was seen as necessary for complete evaluation.

,

Winona State: Pauline Connell viewed the porfolio in light of

actual course requirements and estimated'a potential twelve'

credits for this,work experience.

:)Bart College: Although no accreditation program exists, .

Margaret Burke could see a potential six.credits for this work

.

experience. Four credits could be given in the Area of urban

studies, while two credits could be given for 4 practicum.

-Adelphi University: Lynn Brook4<ed thAt this OortfOlio was

a good beginning; but further clarification would be necessary.

Mercer_University: Anita Cleveland estimated a potential twenty

1credits in quarter hours for these experience . The area in

which credit would be received Would be independent study

within the corresponding department.

1The actual results of this student's petition were as follows:

i. ten hours credit in the area of General Studies cointingent on the

portfolio and a subsequent paper.

Focusing, on the volunteeripoup representatives, Dr. Lockheed

asked the participants to indicate if their organization could"'

proIfl; s imilar portfolios forotheir members. The varibus

volunteer representatives e ressed thd lack of-a definite outline

explaining how to write a- .port and-what include.

In preparing an outline for a volunteer agenty, the following

requirements for developing a portfolio were

1. Clear definition of the field 00 activity, good outline .

2. Speciffcity-lif skills and methodology

'h 3. Presentation of product or results

LD
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.

In addition .to utilizing a cOmpreheative outline, the necessity

of contacting the right person at the college was stressed: It

was emphasized that a'college contact person such as Adult Education
1

(
.

Director must be viewed as anyadvocate of the potential student. .,

IN CONCLUSION, the conference focused on the problems in accredi g

the competencies acquired by women f om their domestic and volunteer

work experience by examining the p spectives of the colleges and

universities and volunteer organizttions. The concerns of colleges

in accrediting prior learning Were expldred in light of economics,

academic standards, and other factoria. In discussing the role of

-the volunteer organization in helping the volunteer, formulate

documentation of her experiences, it became apparent that theke,is*--

a need for the development of outlines for use in training volunteers

to organize their experience for potential credit evaluation.

1

0.
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.Appendix C 4

t, luillftliography of References Related to VOlu;iteerism

ACTION-and the Bureau of thp genius. Survey of volunteer work -- current

populati'on' survey, Washington, D.C.: U.S. Government Printing Office,.

0.974.
- 0

ACTION -- High School Student Volunteeri. Wosilington, D.C.: U.S. Govern-

ment Printing Office, 1972. (#5600-0005)

S

r
l'.

, ACTION -- National Student Volunteer Program. _Planning by Objectives

.
'A-Manual for People whO Work with Student Volunteer Programs.

Or Washington, D.C.,: ACTION Pamphlet, 197,, 4000.15..

,

'American National- Red Crone. Annual Report, certification information,
program descriptions and trainingilmaterials.' Washington, D.C.:

A4tican National Red Cross, 1973-74:
, .

American Volunteer Manpower/Automation Research Mongraph,,No. 10. -,, -

, Washington., D.C.: U.S. Department of Labor/Manpo*er Administration,

\At 1.969..

. . - .

Anderson, R.M., and Jensen, M.A. In-basket ARr volunteer bureau director.

Preiented for the AsSociatilon of'Volunteer Bureaus Annual Workshop,

1970. ,

Arffa,.M.S. Training coordinators'of volunteer serviceaat Northeastern

University. Volunteer Administration, 1970, 4(3), 1-8.
r 4 . .

,Art
.,

Institute of Chicago. Training, and elkluatiom informationon the

'Junior Museum Staff Assistant Ptogiam. Chicago: Art Institute of

Chica1b1974.'' \.. .. . .
.

I
. .

-Association of Junior'Leagues'Of America, Ine. Ttaining, program, and
,--

.planning materials. New Ark: AbilsiationOf Junior Leagues -of .

America, 1971-74. .,

- . .6. .

,.

Beier, E.G., and Zautra, A.J. Theevalua*ion of the effectiveness of--
.,

. volunteers and probation officers'it misdemeanant services. Submitted
-

to Focus for pliblicdtion. _

. :

...

e f$ 4

o

, , Call for ActiOn. Cog dtudy,"Newsletteri: and.' gram information.

Wishington,.D.Ci: Call for-Action*, 197344. v.

Chambers,O.C. (Ed.), ABC's: A Handbook for Educational Volunteers.

Washingtonl' D.C.: Washington Technical Instituter,1972:.
- *

,,
Corson, J.W. ,Volunteers in the parks. National Parks and Conservation

0, .
Magazine, 1974, 48(4)23 -24..

Council off National Organizations.for Adult Education. Probing Volunteer-

. Staff Relationshi s Manual and Kit. New York: Association Press,

1963. -
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.Curtis, J. Voluntary association joining: A cross-national comparativenote. American Sociological Review, 1971,,36, 872-880.
=AO

.

David, A. A Guide, to Volunteer Services.' New York: Cornerstone Library
Publications, 1970.

-

,
..

.

Eberly, D.J.. Gaffney, M., and McKee, R. Service-Learning: A Background
0

t

Paper, Bibliography, and Resource Guide. Washington, DEC.: ACTION,1974. (ACTION Pamphlet 3530.1)

-*Fenn, D. -Executives as community*volunteers. Harvard Business Review,
1971,.14, 4-191

Focus: Volunteers. ,Education Funding Revd, 1974, 4(2f.

Food and Nutrition Service, 10. Department of Agriculture. Food Stamp -

Handbook forVolunteers. Washington, b:t.: U.S. Government
. Printing Office, 1973.

. 4 4

General Federation o f Women's ClOb: Sea hining Sea Series.
_

Witshington, D.C.: GenerVederation of WOmen's'Clubs, 1974.

- Girl Scouts IA the United States A America: Program descriptions, training
materials, and job descriptions. Ntig York: Cirr.Scouti of America,
1974.

Grosser, C.1 Henry, .E.; acid Kelly, J.G. ,(ids., NA-professionals in
,the,Human Services. San Francisco: Joasey7Bass, fnc., 1269. _.

./
. ' 4N. -

Guides for implementation Ofregulations relating*, the training and
.effective use of subprofessional staff as community sexiioe aides:
and of*volupteers. Volunteer Aministration, 1969, 3(2), 30-39.

. .

. --.,.Houde, M.J.;/The Organization Volunteer. Bridgeport, Conn.: General
tFeder ion of Womens Clubs% 1972. . - --. .

)

-104cobson, A.R. Training and curriculum for a 'new career' -- vokunteer
'administration. Volunteer Administration, 1971,.5(2), 16 -22.

,Jorgensen, J.D. Training the court volunteer: -One model. Volunteer
Administration, 1969, 3(3), 10-29'.

NatkinpS., Zimmerman, V., and Rosenthal, J. Development of a volunteer
.therapist after-care program. Paper presented at the American
Psychological Association annual meeting, 1974.

Kitauiller, W.M., and Ottinger, R. Citizen Action: Vital force for
Change. Washington,D.C.: Center for a Voluntary Society, 14,1. ,
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Kraus, E.A. Profabsionals and volufiteers: A rold comparison. Voluntedr .

.9

)

IV
Mministration, 1967',. 1(1), 10-17.

.

.

l

4

L'ague of Wien Voters of the United 'states, Program information and

-suggestioniand training, materials.
Washington; D.C. 'League 7

A. of *meg Voters of the. United States, 19)1-74. ,

, .

.

LgoorsH. WOWen, Wore, and Voiunteiring. Boiton: Ileacon,iress, 1974.

."

I , *0 - 41- \.-
4 4,

-

. Mandel, R. Political woman,: Public role and personal challonge's,,'

**Catnegie'Quarterly, 22(3), 1974-1-5.
,

.

)

ro

Milyaukee County: Welfare Rights Organization,* Welfare Mothers Speak .Out.

'New YorI Nortpnband Co., Inc-,'1472,..
,

'- e
National Center for Voluntary Action Program. Descriptions, porfolios,

v.
,

training miterials,and othercenter publications
Washington, D.C.:

National.Center for
VoluntaryNA4tion, 1970 -75.`

k .
,

.

.

.
.

1" National SchoottVolunteer program.* Description of
'activities and

--,
training tips. Taos Angeles: National School Volunteer Program.

*OOP
''

Inc.,nc., 1974.
'
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.

N4ylot, 'qH. 'VoluiteereiTodaY:
Finding, Training o

and Workingwith ghem.

New York: Associated'Iess, 1967.
f
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r Neal; A.R. 'Performance evaluation of volunteers. Volunteer Administration,
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Smith, D.H. Future trendi in resfarch on voluntary action. Inter-

) Tuitional Associations, August-Septembei, 1972, 397-399.

D.H. Types of volunteers and volunteerism. Volunteer Admini-

stration, 1971, 6(3), 1=10. -

'

Stenzel,A.K., andpFeeney,h.M. Volunteer Tralnifg and 'Development.'

New York: Seabury Press, Inc., 1968.

4
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:lb Synergist -- The JOUrnal of ACTION's National Student Volunteer Program,

4 -

0AL 1974, 3(2).

Theodore, A., Integrating the volunteer iole into the college curriculum !

. 0- An experiment.. Volunteer Administration,-1970,. 4(4), 14-18.

4
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Tringo, J. Research needs in volunteer activity: Volunteer Admiraderhtion,

1967, 1(2), 7-13.
A

t

Unite Hospital Fund. Program descriptions and training materials. ,

Teti York: United Hospital And of New irk, 1974..
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Uftiversity Year for Action. Summary rents, campus contact listings,'

program highliets, backpiound information, guidelines, and an

evaluation of the programs.. Aashington, D.C.:. ACTION: 1971-74.
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Voluntarism andAmerica's Future: Conference'Report,-February, 1972:

WashingtOn, D.C..: Center for a Voluntary Society, 197,2.
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VolunteerAdministration, 1971, 5(1), 12-14.

Wiser; B. The use of volunteers in courts in North-Caroline: A survey.,

' Volunteer training project sponsored by the Dephitment of Sociology '.

and Anthropology 4nd the Urban Affairs and gOmmunity,§ervices Center,

North Carolina State University, ,ind.a giant from Title I of.the
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4

e .
,

* . % 1 . . ' ",

. ifomen.t s,Oppoitunities Center. Tescriptions'Of activities, methods of ,

assessment, and program highlights. Irvine, Ca.: University

I

of California Extension, \
-,..

Mocking:11th Volunteers. Washington, D. .: Adult Education Association ..

.
of the United tats of Amerioa,,,1 56. ,

1 . i

I

i

5.

.

a.
.-=



I!

e

1

# I

Additional References Rejiiewed Since the COmplation of Task A

DeRose, A. an4 Rozan, D. Volunteel. Program CMHC--A Blueprint. Lansing,
MI: St. Lawrence Hospital, 1975.

Hochstadt, N. J. Patient perception in 'a community mental hehlth setting:

t'
Professionals vs. Payaprofessionals. Paper presentee at the American
Psychologlbal Association Annual Meeting, 1975.

Oakly, A. The Soc.ology ofHougework. New York: Bandon House, 1974.

Williams, P. F.; A Philosophi *al Approach for Volunteers. Wathington,
D. C.: U.S. Office of Education, 1974.

YWCA and Professional Institute of the American Managpment Association.
Administrative Volunteers Management Training Manual. NewYork: American
4anagement Association, 1975.
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Appendix D

List of voluntee
agencies contacted siAcev'the February 1975

Progress Report:

NatkOnal Mcimep; PoliticalC#u'cUs

Lincoln Park:oologic Society.

Voluntary Action-Centers
- Eugene, Oregon;.Salt Lake City- Utah;VA

Bouldier, Colorado; Lansing, Michigan
- ,

/,
* .St. Lawrence Hos.1, Community Mental Health Center.

Right to Read :

WoMen's Information Center - Pueblo, Colorado

National Association of. Bank Women
-

National Council of Jewish Women
, .,

Women's Opportunity Center - Irvine, California

44.artnars. Incorporat ed - Boulder, Colorado

Butler Hospitol - 'Providence, Rhode Island
-e

American Askfclaion of University -Women

r

.

NationalIsformation enter on Volunteerism .-

-AlliSned for Volunteerism '1Note: The proj. ect-has- d member on the.-
,

.

..*

4- Alliance's Task Force on Educatign
,1...

Ameridari Society of Directdrs of Volunteer Service'4 ,

..."
'4a'.. ,

The' Women's7Institut?
.. _

..
.

..
il.

.Fretilla (California) .CPmmunity
Coundil 7..rChild Care Needs Committee

..

Literacy Volunteers i-A New York 'State
I .

Sdicial Service Board of North Dakota
.

. ,. 0
Caligernid Hospital Association_

Al4 a

West Central ieoigia Regfonal Hospital'..

.440tLehlipe of Womer(Voters - Idahl
. * 4

.

.
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h
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Bibliography of References ReViewed for Usejin Assesseient
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Vroolcs, L. A.:Issue1J in the:de

for specific objectiVes, 1968

Testing Service, Princeton, N erseY.

Crooks..f. 'A. and Slivinski, L. W. Comparison of in-basketteet score;

.prOfiles of fOur managerial...groups. -Studies in ersonnei Psychology,

1972, 4(1), 19-30.

t
At and Validation of in-basket exercises
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College Site VisltS:a AdviAiyikoard Colleges
,

,

.
7,

December 2,- 1974 - San Jose City College: Dr. Thomas Gonzales, Dean of-
. 4

Instruction: General and Transfe Education..

San Jose City College is a large urban junior. college, with an enrollment

.

of sore than 15,000 students ndllt faculty of over 250 full-time instructors .

%

the college offers both a t nal Associate of Arts degree and courses of

.

credit which transfer to*thestate college.system. The college,Zeeplvei,
.

.its funding from the lOcal public school district on an average daily attendance

. t

basis. .

.

. ETS met with he Dean of Instruction: general and transfer education,

as well as,Wi ihd directaii of several ta-Ograma-iii-Ohded

women's reentry.into4tigher-education..

Dr.. Gonzales had only recently .been appointed 'o his position, and was

. newly arrived fibm'CLorado. He expressed interest ip the area of cOlapepeney
,

based education but felt that thefe was faculty\nasistence to its imple

(----\
ttmentation, as it was' e ,as a threat to job secift-ity ind as difficult to

.

. ,
.

4
....) achieve. Credit for prior earning is not easily acquired. frAlthOugh a

. .

, - 0. '

student may "challenge Erclaim and talt4 a test to be,,exempted From further
%. . ,

..Attendance; this practice 14' npt encouraged. . A studelt.may challenge a cltisa, .

t : -. .

. X.

only after,successfully completing A2 units:
,

t

r

or
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ETS met with representatives from the Women's U.-glary Program, the

Women in Transition program and.the Retireale-Entry progiam, to discuas the

problems involVed in accrediting the competencies aequiredjrom prior exOri-

ence in general. Questionnaires were. distributed to be filled out by some

students; about six students were contacted directly.'

It was reported that both the WREP and the W1T programs, attracted

students, with over 450 applications received for the 450 places availa!le

in the WREp.), z-- -

Other Contacts:

1) Guadalupe' Hernandez-Gutierrez, Director,yomen's Re-Entry Program,
- .2) Gloria Bramin, Assistant Director, Women's Re-Entry Progfam,

3) Jean Grabiec,' Director, Women in Transition programr,

4) Joan Retired'Reentri'program.

°

01

r
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December 5, 1974 - Mills College: Dr. Roussel Sargent, Dean of the Faculty.

Mills College is a small private liberal arts college for women-with a

. dtudeit enrollment of over 1,000 and a full-time faculty of over 100 in- .

structors. The college offers both undergraduate. and graduate degrees, and

financed largely from, tuition and endowment. .

ETS met with Dr.' Sargent and Dr. Robert Wert, the president of the

college, to discuss'issues of accrediting the competencies women acquire

f;pom domestic and volunteer work. Both educators expressed concern over the

growing number of older women on the Mills' campus (over 15% of the under-
411

graduates are returning students) aniwere reluctant to engage in arty

activity which brought more older women on the campus without further study

of theadaequencesof such action.

While there exist mechanisms at the college to accredit prior learning,

,.'

such as the CLEP, students are not encouraged to obtain credit in thr. way.

A meeting with a number of leturni women students revealed that the students

Xfelt that little they had learned eviously had much relevance'to th

college courses. The School is not at a

education, apdtthe students concurred.

; ba aompleted by the women students.
1

Other Contacts:

II

A

Jo
A

.

terested in competenty,based

ionn4ires were distributed to

1) Chtis Schoonover, Director, Career and Life Planning Center.

'2) Lee"Mirmow, Educational Policy Committee

3) Beth O'Neill, Dean.of.Admissions

4) Allen Wendt, Professor of Engl,ish

5) Edna Mit-Nell, P,t:ofess9r of Child Deirelopment'

It

1
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December 9, 1974 - University of Minnesota: Dr. A. J. Una, Acting AssOciate

41
Vice President of Atademic Administration. ,

'university of Minnesota is a large public undergraduate and graduate

institution with over 50,000 students enrolled. The coi e receives i s

funding from the state 'land from students' tuition; tuition covers a roximately

'
25% of the cost of instruction.

ETS met with Di. A. J. Linck, Acting Associate Vicel)reSident for Academic

Administration and Dr. S. M. Clark, Actiing Assistant Vice President forAca-

'demic Administration, to discuss the general issue of accrediting the-compe-

tencies acquired from prior experience. In this regardtthe CLEF is used

and encourageeand other prpgrams in the college are supportive of accrediting

'prior learning. ETS met with the director of admissions, the directorof

the continuing education And extension counseling service, the director of
log

, 1.

the -cdfica for special learning opportunities',.and the director, of uni-

veraity without walls. Oestionnaires were left with the!director of ihe'

continuing education-anciextension counseling service to be filled- out tly

her, students. In, general, there are nue4110 Mechanisms for acquiring credit
A.s

.

4
,fir prior learning at'ithe University.

.44;,-4

Othee.Contacts: /4.. ?

1) Jim Preus, Director bf
\,}

2) Vera M. Schletzer, Direct t of Continuing Education Ad Extension
Counseling 1 ''

3) Donald Myrvik, Director, Office foi Speoial Learning Oppbrtunities

a. 4) Jeff Johnson, University Without 'Walls

a

.

a
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December 10, 1974 - Winona State College: Pauline Connell,*kdvieor Coord ior

External Studies:Program.

Winona State_College is a public four-year institution offering both

terminal two- and four-year degrees, ad.well as some graduate degrees. Of

the total enrollment, 400 students are*in external studies.' The school is

limanced on a state matching tuition basis with no reimbursement made for

accrediting prior 'learning.

1.
The process for, accrediting prior learning involves initial counseling

)with an advisor who helps the student p epare a vita and portfolio of his or

% . 4
her accomplishments. This portfolio is reviewed by the advisor and recommen-,

datiOn$ for gerieral or spetifit course credit is made. The recommendations
s

are reviewedby a team'of faculty (liberal arts, social sciences, physical --
44

sciences)rand are either approved as recommended or is modified; specific

instru ors ma,,, be recluesteld, to verify a student's claim of competence. ,Some

voluntee work done by women has been accredited:.

I
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December 12, 1974 - Barat College: Sr. Margaret Burke, President.

Barat-'College is a small, liberal arts college fpr women; ithas

historical tiesvith the Catholic Church, although it is now independent froM

religious affiliation. Approximately 800 students_are,enrolled, with 260

imp
being older women returning to school. The students are from upper income

homes. The college receives funds from the sate but is modtly'financeid

through tuition.

ETS met with the director Of continuing education andthe academic

dean. They indicated that the large percentage of older women students

were causing some tension in the school, especially lnaofavas the older

students were tore career oriented and were more serious about their schooling.

They were not knterested in receiving credit for their prior experience, but

rather were attending college. in ordex to acquire new information and training.

Twenty such older women students -were interviewed and given-quetionnaires
7

to complete. Most of the'women were not interested receiving credit jor,

,
prior learning. .

.,

Other Contacts:

1

1) Sf. Meaguerite Cleary, Director' of Continuing Education

2) Don Hollenhorit, Academic Dean

.),Nancy Alessi, ProfessAllof Child Development

St
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January 16, 1975 - Northeastern University: 'Kenneth Ballou, Dean of Universit

. Avv- -

College. 4

. .

:

,

_a 'Northeastern is a large urban private univerLty enrolling over 22,000

_ . '4W't
. .-,%

students. University College,, the segment of the University which providee

'...A" J ,

Rart-time day and'evehins programs for mature adults,Aas an enrollment Of
4

v0.1 .. ,

approximately 12,000 students and a faculty of approximately 800. Tt.s;°`

.

port on of Norlilestern offers' both associate andtbachelors degrees as well

as a number. of professional certificaticAprograms. The institution

financed primarily from tuttions and endowment. 76

bean lallou stated that approximately 560 women are enrolled In

. * , e, ,

University College. There appear to be two distinct groups of women students:

(1) working women who take classes Olimarily
t
in the evening, and .(2) sub

- -

housewives who are usually enrolled in the Adult Day programs Among this

'latter groug,'Dean Ballou has n ced a recent change in. motivation. Whereas.

formerly most of these suburban women wanted to complete their;_cellege education

for status reasons, they are now much more career oriented.,

Northeastern piovides credit for prior experience under certain controls.

'The CLEP examinations arnithe main avenue,for such credit./ tudents may
.

currently challenge fOr clitit'in nor -CLEF areas, within the liberal arts qnly.
,

Plans are no being developed for a newprogramIto 'evaluate prior experkence

in law enforcement. Silkdents may

-- nos- collegiate experience (NCE) p
.

student, may apply for NCE credits
_ _

vv.

-

receive ut to 16 quarter hours credit for

lus additional credits for CLEP. The"

after having completed 40 goner hours.

"

or

.
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Students applyirfg for these credits arelencouraged, insofar as possible, to

A '

yel!!!theirexperiences to existing courses. The evaluation of, the4experience
. . z

is in the Hands 'of the relevant departs it akdd may ihclUde written examinationi,

oral'discUssions, papers, portfolios, oiN-iptervieW: No charge is made)or the
A

_evalvation:/ Approlimately 25 to 30 i'oomen-have challenged for credit based on
1,

volunteer experiefiCe in ththree years the DICE program has been in effect.
.

L -

MarilynWeiner, Coordinator; of Adult Programs arranged'forETS to meet
, .

with a group of about 30 mature women stuants At Northeastern's Anril.dgton

.

campus to discuss the problems of evaluating prior learning from domestic

and volunteer experienCe. Questionnaires were completed by abotithalf of

the' students.

14. Weiner is proposing to FIPSE a project to develop career competence

'curricular portfolios which will be based in part on the ETS taxonomy.

Other Contacts:

, 1) Dean Ballou;

2) Harold Naidils, Director of AdrOssions;
.

3)-William Edgett, Director of Admisbions; and

4) Marilyn Weiner, Coordinator Of Adult,Day.Programs.

4
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January 17, 1975 - Jackson /Tufts: Nancy M burn,, Dead.

Tufts is a medium-sid, semiurban, private university composed of four

, undergraduate colleges, including Jackson College for *men, and four graduate

schools. There are about 3400,studerits and 395 fatuity members. Yinancing.

is primarily from tuition and endowment.

A continuing education program, in existence since-1970, is "designed
AP

to 'meet the need for greater academic flexibility in the education of older
...-

women.0 45 women are enrolled in the continuing education program which also

cooperates with the WINNERS project. .Although the catalogue states that

women with field..or work experience are encouraged to petition for academic
*

credit, Dean Milburn staW that credit for prior expeiience does not

normally provide full course credit but exempts the student from certain

phases of specifically related courses and also can make it possible for, her

to' carry an additional course (at no 'extra cost if she is.a full-time student). 0

4. Validationof external experience is done by a small group of faculty

and administratOrs with the group selected to be appropriate to the experience.
.

Additiondl activity by the student, such as'writing a paper or makintran oral

)
presentation, as well as presenting background material is required of all

. students to docuient.the experience.- About half'of the students in the

continuing education program ask for credit fweither previous or doncurrent

field experience.
-

97
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4 . r . Appendix G'
. .1

Coll4e Site Visit: Volunteer Management Certification Program

\ . .
.

.

'..., . -

September 22,1975 - Volunteer Management tertification Program, Bureau
.

Jr
of Conferences 64 Institutes, Academy 217, 970 Aurora Avenue, University

a
o Colorado, Boulder, Colorado: Gwen Ritter, on campus coordinator;

#
Marlerie Wilson, faculty.

. The Volunteer Management Certification Program is desighedrfor'people

who are involved-or intend to be involved in the management of volunteers

t%.as a profession. The program is composed of seven required uhiversity
.

y.

coUrsesoland two electives. The required courses consist of four in-,

dependent study (correspondence) courses, two intensive seminar workshops,

and an independent field problem.

The four required independent study courses akeHostltned below: /

1. Vol: Ed. 10-3c (quarter hours).
c Overview of Volunteer Administration.

.
This course provides.an in troduction to the many facets of

voluhteer program administration. The problems and responsibilities

faced by a director are cousidered in a practical, straightforward

manner. --Course topics include'such areas as Line Staff Support;

Recruiting and Screening Volunteers; Funding, Budgeting, and Cost
i

Analysis;.and Communication and Public Rel(ons in Volunteer

Programs.

Course texts include!

Scheier, I. ..0(lidelines and Stadards for the Use of Volunteers in
-

Correctional Programs (National Technicalinformation Service, 19727.

Schejer, I. Orienting Staff'to Volunteers: A Guidebook (The National

Information Center on Volunteerism, Frontier Series, 1972).

2. Vol. Ed. 11-3c (quarter hours). Orientationand Training of Volunteers

for Human Service.

. .

This course- tovides a framework for planning, designing,
.

.-e'
,.

w
r
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executing, and evaluating a training prograM for volunteeri.

Each students is req uired as.part Of the'course to prepare a

written training'model for a volunteer program.

. Co4se texts inclUde:

Jorillneen, J. D. and Scheier, I. H.- Volunteer Training for Courts

and Corrections (Scarecrow Press,- 1973)f
r

Levin, Parisien, and Thustz. Handbook on Volunteers in Army

Community Service (HumanRepources Rasearch Organization, 1969).

Scrhdler-Rainman and Lippit. The Volunteer Community (Learning

. ,

lipsources Corporation, 1971).

3. Vol. Ed. 12-3 (quarter hours). Effect'ive" Management of Yolunteer

Programs

This course examines the vast changes that are occurring in the

field of volunteerism and the -implications of-these Chengeloppon the

skills and training of the,manager of volunteer programme' Topics which .
I

are included are Role of Manager; MotiVation; Organizational Climate;,

Creative JohDesign; Igterviewing and,Placing Volunteer'e; and Reward

and Recognition.

Cpurse texts include:

. Agylor; H. Volunteers Today--Finding, Training and Workin, with

Then (Dryden AssoCiates, 1973).

4. VOL Ed. 13-3c (quarter hours). 'Environmental andSocial Pla ingt.

This course will focus on qualitative and quantitative tichn4ques

for'environmental social Planning. The conceptual framework will deal

with expeOmentation ai a' method of planning and evaluating social

Oogrime with particular emphaTsis on volunteer program accountability.

The processes of planning and policiyformulation will be examined
,

qw.
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from governmental and private'sector perspectives. All stu e

will prepare- one -to three -year plans for their oigailizationsi

for critique by'the insttuctional staff.
./ .1

The intensive seminar workshops conceptrAte on, skill building

4

4

in,volunteer management., The first level workshdp includes such

topic areas as: group dynamics, transactional anAlysie, 'volunteer

job design, minority involvement, MBO techniques, leadership skill

development, motivationaltechniques, etc. The advanced level
..

. ,
1

workshop has a more focused agenda and addresses'ihefollowing

topics.:

Ethics of Voluntary Action
4

Problem Solving/Decision Making

Voluntary Action and BuSiness and Government

Writing Proposals and Professional PaperA

Board/Staff/Volunteer Relations and Feedback Sykem

Efforts are currently being made to incorporate this certification

progrdkcipto a Master level program in Applied Sociology or Urban

,Affairs at the University of Colorado.

Educational Testing Service met with Ms. Gwen Ritter, the on campus .

coordinator of this program. . Ms. Ritter shared with ETS soup of'the

Particular problems which she encountered in the development of this

Xogram.

The college's concerns centered primarily on maintaining academic

"control and quatty .41,1ot-finding a place for the prograd'within the

university structure. ,Basically, related programs (Sociology; Business,

/ etc.): were hesitant to absorb the volunteei management program because

0 r
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its quality was untested, but without this university sanction or control,.

its quality would$be that,much more difficult'to test. The'result was a

compromise: the certification program would include some traditional

college classes and would be evaluated for indlusiOn with degree status in

the university structure as'it progressed.

The concerns of'the perspective voluntedr managers were more manage-

able: Because the tajority of the pe41e interested in the program were 4

i

currently employed, they wanted fIexibilityi.in scheduling, pace, and

location. For the most pact, the program is designed with filese concerns

in mdnd.' All but the two intensive seminars can,be correspondence courses

',and the independent study classes need not,follow the "semester" schedule.
4

A student can take as ldng -as one year to complete a course.

Ms. Ritter expressed cpncern about the level of credit which volunteers

Would receive. She suggested thaetdirect service volunteers be urged to

apptoacetommunity colleges. She also suggested that people who have a

college degree and who have managed volunteers, seek credit, towards

Master's, level degree,

Lastly, Ms. Ritter agreed to keep ETS informed as to the developments

of the certification. program.

ETS also met with Marlene Wilson,'q faculty member in the'dertifi

tion program. Ms'. Wilson emphasized' the need for volypteers to relate.

, .

the'books they've read and workshops they've attended to.their volunteer

ekperiences. Thfa,,"grounding" she perceives as the necessary link for
.

'accreditation. (For4iditional comments from Marlene Wilson, see the

'Volunteer and Inforlation Center of Boulder County site visit notes.)

4
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Colfleses assisting in the evaluation of the 41 Can" Competency Lists

Appendix H

-

1(in adds ion to Advisory Board Colleges):

o

4
YHCA Community College in Chicago

fr

g

Allierno College

Staten Island Community College

Vassar College

Wells 'College

Pace College

St. Peter's College (New Jersey)

Garlandunior College

Marymount,Manhattan College.

Unthrsity of Colorado

Washington University

University orWisconsin (Parkside),

Brooklyn College

Fordham UniversAy

Orange Coast College

State College at Westfield

Kean College of New Jersey

Boston tidflieisity

*Mtkliood COmmUnity College

Duke-University

Temple University

Case Western Reserve University

.Edmonds Community College
4°1

1 rvl

4

I

I



Cypress College

Uuivzsityt California,
1

San Diego

College of the Redwoods

Spelman College

William,Smith College

Wheelock College

The College of Saint Rose

J .

'University 'of ialifornia, Irvine

City University of New York

Yale University

Kalamazoo Valley Community College

Villa Maria Cpllege

Los Angeles Valley Cqlrege

Thomas A. Edison College

Northeastern University

Rosemont. College

Harvard University

university of Rochester
3

North Carolina State University

Steven's Institute of Technology
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DRAFT OUTLINE
$ ,

HANDBOdK FOR COLLEGE 4
'cDNINISTRATORS, COUNSELORS,.AN12._FACULTY:'

AbACCREDITING THE COMPETENCIES ACQUIRED Bt
lr WOMEN FROM DOMESTIC AND VOLUNTEER WOIK

I. Introduction

,

A. tAn explanationof the purpose of this book:,

B.

. 1. The'need for this type of accreditation
2. The ETS./FIPSE project

a. The purpose
b. The history

How to use this handbook:

1. DesCriptive materials in sections II thru VII.

2. Programnad'ematerials insection

II: Description of domestic and yollinteer competencies
4

A. Examples of representative activities

1.. Doiestic'
2. Volunteer-

0

B. Conceptualizing competency areas using the tajkonomy

1. Settings:
2. FunCtions:
3. Mediums:

,Relevancv of competencies to post-secondary education

,i

1. The.problem of theory vs. experience
2. Genetal education ,

3. Departments and/or clierses

4. Careet-related skills.
'4"

.
.

.

Obtgining information aboUt the prior experience oftilt prospective student

1
A. hom the prospective student

1. By interview
From student dotwnentation
a: Portfolios
b.).Wtitten description's
c. sChecklistia
d. Work samples .

405
e t
4

a

4



3. By examinhtiod
a.. CLEP44.

b.s.COPA ,

c. 'Challenge exams

B. From the volunteer association

2

-

1. Training course descriptions sndfor materials'
2'. Job descriaaad
3. Evaluations of volunteer

a. 'from training program
b., from volunteer supervisor

C. From other source? e .

A

1. Personal recommendations
'2. Evaluation of Nalunteer

a. by client
b, by job supervisor
c, by professional associate

IV. Evaluating the information

A. Faculty evaluations .

1. informal assessment
a. Interview or oral: quiz
b. Po'ftfolio review

ca

. .

2. Formal, institutional based assessment A
a. Tests :4 '

4,

1

.' 1. Essay examinations
0 ii, Objective tests 4' sr

: 2

-iii. testa
'

,

b. Pagprsor Es ays1

Simu*ations

.Standardized testing progxame

1. CLEP
'2. COPA
3. Licensing or certification examinations

C. Accrediting by ,others

11 ACE/NY State Regents Program
2. Child Development Consortium
3., Other certification programs

V.-Awarding Credits

A. To meet over -all institutional goals
, B. To meet specific competency requirements

general education ,credit

106 _Js
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k

, .
. . . ,

..

,
t'

,) .
,

t

1.' For dieciAine, aretiat ' .
E: ForapidifiC'attraescredit !" t, ,.

F., Fot'Advancea, credit,(!f'hdependent'study) after some introductory

. Peollirseworki ; . .

G. foritdman4d-piegetetit 7 ..
. U. Fdr,eourateitM060n without ciedit

.
A ,

T.: For exemption ftom certain degree requirements, e.g.,. distribution 1 ,

r
.

. '
. . ,

..,

VI. Financial Issues

A. In institutions which aie,finanted mainly by Altign
, .

,. ..:
.

.

'1. -Student pays tuition equivalent for'credits awarded 1'
2. *Studeutpays,pary.al tuition for credits awarded, - 0
3.. Student pays,for coatof evaluation only
4. -Student does not pay lor credits awarded

.

a. Without mppili0 course requirements .

b. With minimum,courit 'requirements
.

i. Prior tkawaidigs credit -

ii. Concurrent to awarding. credit - .

-110 # I,

In institutions Which receive incone both from tuition and also
from public funds

1. Student pay tuition equivalent for-creditp.awilided

a. State matches . -,

i. At sane rate
'ii. At different rate

\--411. State does 16pt, match

. . ,

.
. .

...

...1--'
2. Student pays part al tuition for credits a warded

a. State matches
1. At same ra e
ii. At different rate

b. State doed'notmatch . .

Ac 4

. 3. Student pays tr cost of evaluation for credits awarded.'

a. State pays for credits awarded
i. Ame rate aeinatching tuition

4 ' ii. fferent rate -
.

.
,

b. Sta e does not .pay for 'credit ' ' ".
- ,

. .

'4. Student does not pay for creditp awarded
. a. ,Stat pays Tor credits awarded

i. Same fate as 'atching tuition

./ 46"' ii. Different rate
'A b. State does not pay for credit

4 4

gr.
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4'

Iv tuition -free institutions sponsored by public'tiinds,
.

1. TollesereOgiVes funds for credits awardea.
1.". At full rate

ii. At different rate

2. College receives no funds fot credits awarded

3. College receives fUnds:for evaluation costs only

P .

D. ,Recommended strategies for vex

- .

VII.' Examples of Domestic and VolOnteer
Credit

0

11,

nstituti4ua and circumstances

, =

ExperieAce-Which Have Heen*warded 'college'

WI. Programmed Instruction lor,the Use:of Worksheets

A. Obtaining information from the prospective student
. H, Obtaining information from the volupteer association

C. Obtaining information from other sources

I

it

108
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DRAFT OUTLINE

HANDBOOK FOR WOMEN:
ACCREDITING TI COMPETENCIES ACQUIRED BY
WOMEN FROM DOMESTIC AND VOLUNTEER WORK

'I. Introduction ). ,/

A. Amexplanation of the pi1rpose of this book

1, The need for. this type of accreditation
2. The ETS /FIPSE pioject

a. The purpose
b. The history

B. How to use this handbook

'1. Descriptive materials is sections 1,thru'VIII
2. Programmed materials in section XI

II. Description of domestieand volunteer competencies.

A. Examples of.representatgre activities .

1. Domestic
2. Volunteer

C

B. Conceptualizing competency areas using, the taxonomy

1. Settings:'
2: Functions:
3. Mediums:

,

,C. Relevance
I
of competendies to postsecondary education

'1. the problem of theory vs. experience
2. General education v

...,

"3. Departments and/or courses
4. Career-related skills

III. Information colleges may wish to have

4 A. A'description of what, you have done

1. Interview
2. Written

B. Differentiating between activities and competency,

1. 'Activities -.Volunteer Taxonomy
a. Setting

. b. Function
Jtedium

2. ; Competencies

a. General education
b.'.Subject matter (discipline),
'cis Course related skills ,

d. Advdncekcredit
e. Other

. t

109'

,

a

4

+ft



a

2

4

umentationof your competencies

. Personal documentation
a. portfolio?'

b."'Writ ten descriptions.
c. Checklists,, r.
A. Work sample*.

2. Evidence from others
( a.: Personal recommendationd
b. Evidence from volunteer or community groups

i. Trainiing course descriptions and/or materials
Job discriptionsl

iii. Evaluation from volunteer trainers and/or.superviuis
3. By Examination

a. CLEF
b. COPA
c. Challenge exams

.

IV. How C011egee mayyuse tht information you provide

A. Informal-review

.1. Interviews or oral quiz
;"0: Portfolio review by fltulty and/or adminisfrato6

.B. Formal review

1.. InstitutiorNbaSed
Tests: essay, objeltive, performance

b. Papers or essays
c. Simulations"

me, 2. Cross - institution

a. Standardit tests
1., Is. (Licensing ceitifiption exams

-c. External *editing agenciesa

V. /Types of tredit you may;receive

A. To meet over -all inilitutionel goals
B. To meet specific competency requirements
C. For general edudati, credit
D. discipline cr

-For fbedific course dredit .

For advanted credit (independent study) after some introductory course work
G. For advanted.placement
H. For course exemption without credit
J. For exemption fiom certain degree requirements

(

VI. What deists and benefits you may expect

A. Cost's

Evaluationacosts
'2. Partial tuition costs
3.. Full tuition costs

110
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4-5

A

Benefits
1. :Shorted ine.to degte

4

3,,

2.- Advanced 'placement .. .

3. MbFe flexiO1e course load
4. leduced comes ,

N
V1.I. ,That are vomt, liiffliultOGyou may encoUnterl
,0 - . -

.

A,. InatitutiAg s vary is their willingness to accredit prior learning
B. pepaitments withina college may vary in theit willingness to 'accept

- .

prior , learning .

C. Prior lea ring credits may not always be transferable
D. Unpaid w6rk (d Mesticcpnd volunteer) is not always seen as

relevant to co lege courses as is paid work T

VIII. Examples of domestic and volunteer experience which have
college credit,

i
XI. Programmed ,inseiuction for the use of worksheets'

A. Presenting information about your experience
B. Orgagizing information obtained from others
C. Finding theright college and college-officigl for

.

most appropriate
accreditation '.

,

been awarded

*

111
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DRAFT OUTLINE

HANDBOOK FOR .VOLUNTEER AGENCIES AND COORDINATORS:
ACCREDITING THE COMPETENCIES ACQUIRED BY PEOPLE FROM'VOLUNTEER WORK

Prefq(ce

CP

.4

I. IntroductiOn

A An explanation of the purpose of this bodk

1. The deed fdr this kind.of accieditatidn.

2. The PTPSE/ETS,Project and its relationstlip,toCNO

a.* The purpose

lb b. Thy history

B. How to use this handbook

paiti: For the agency

2. Part 21 Fo the individual
40_

3. ,Part 3: Additional resources-

Part 1: For, the Agency

Relevance to the agency, of the,accreditation process...

A. Rationale for-agency involvement

tE
1. Variations in scope of involvement. 4,

2. Benefits of involvement

r

,Agency relationship to individual volunteers and co1leggs
(mutual respontibilities and rewards)

III. Relating "I Can's" to agency activities

A. .-Writing job descriptions'

,

B. Evaluating jofr'performance

C. Defining training goals
.fr

D. Evaluating training effectiveness

/ 1 1

/

0
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4

IV. Agency support individual volunteers may wish to have

tf

A. On the job

4 r

.

1. 'Contextural framework of th0.r job and its part
in tfle total structure and goals ofthe organi- .1

nation

2. Witten job and project descriptions

3. Witten evaluation41 (performance an d project)

4. Training materials and ourse outlines

5. yolunteer advancemen and career planning

6. References and back-Up materials for additional
information

I
B. During accreditation process

1. ASSOtance with portfolio preparation
10

-2. *Support dniiiiroachIng colleges
°

y. ormatiOn.colleges may wish to have
4 ,aP

ao
A. Agcy materials

4

Training caurses ,° *

1",

a. Course outlines and .goals

' b. Course materials

ft,

c. Background resource! or references

a.

4. Peisonnel descriptions

e. *Evaluation materiars

02. -Orientation or on-the-job tr aining

a. gaining materials and written matter

'b.. Description of Rutp6ses

c.* Activities used.for training

1.

e

.11

ti

1
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4.

3. Job descriptions:-

4

A 4. Program or project'descriptions
. '.

. I. Agency record's
,

...

I. . ,. ,

A ' 10 r

,. 1:
.
Training attendan4e'recorAs

. .

2.,' Program records anrevaluations
.. . . _

'

,

- ,

: 3. Volunteer par0.cipion o sreE ia'
e - .

4% Kteponse of clientele information
.. .. "

/ .

',. e 4 1 ,. .,
C TildiAdual 3cpeitence recbids, .!

1. Tiainini profiles and recordei. .

.,' .
. > . .

.
as

.
i

2. ,Evaluations 'and recommendations regarding performance.
.

/3r
.
Verification n' f PaIticipatIon ,

'

I

i

, .4.,
-.311..*-. Agenty ielakonshiV xo colleges'

.
k A. 0 a

, 4. /

/ A. ,contact.iiig, if; .e.i4 colleges,

4'
-,

. ,
' s , .. ,

B. Credit for volun.,,teel training prfpgrams
...

. ,

C. Resouftes-aVaFlabille thrOugh the colleges' .a, , .
.. . . .. ..

VII. 'SuggpSfed'pethods for,t,ransmttIng.eccredltafton information to

volonfee4, .'
.

'

% -4. , . fp .

Part'2:% For the individual ' '. .

. ,

VIII. -74,Incroductionito labeling aillsand aecreditation procedures

A. .Purpose a'.th4s.Informatlba .

.

D; Ho w to ,use information ,

tt I Can " lists a4d'informat,ion .describing theipurPOse- .

. X. Using "I Can" lists effectively

.A. boctimen eat ion

B. Portfolio developmsnt

d/
40.

ti
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." ..

Presentation.to colleges

. 6

e

Part' 3:t Additional resources
0

XII. Case studies ,

,

6

A. Of individuals

4

B. Of a sample. college
.

`AssessMent resources - bibliography

XIV. Useful record. keeping 'forms, portfelifo aPvtlopment aids, etc.

41
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,EVALUATION SHEET

4' ,I

.4*

.
.

College/Volunteer Group:
-

.

Reviewee
_

s.Name: : .
.

:

Check one. Administrator. Counselor Student
,

Vplunteer

.1. Does this outline include topics which are of major concern to women seeking
academic credit for prior experience?

Yes °- - No

' .
.

.

2. Are theie additional topics which should be included? Yes

4 If yes, what are they? (Please list or write on the outline)
.

0

No

-

3; Do'you think a wcrkbdoik"besed od thii; outline would be useful to women in
determiniag if they hid acquired academically creditable competencies from
tionestit and, volunteer eipetiences?c

I. . ,Yes No
..'. . 4. '

4. How could itjwmade more useful? (Write your comments heie or on the outline)

..,t

5. Yolyou think.awOrkbook based onthis outline Would hell; women to.develop:an
appropriate presentation of their,coipetencies?

- ,
- Yes- No . .

.

ae.
. _

.
6. Now could it be made mere useful? (Writeyour comments here or on the outline)

)
.

. _ .

-'41504
,

c4.

I
.

_

7: Additional comments:

Thank you for your help& Please return this sheet and the outline in the enclosedenvelope to: Ruth Ekstrom end Marlaine LOgkhee4L,Educatiena). Testing Service,
Pttnceton, New Jersey 08540



a-

Institution:

Baviewer's-name:

EVALUATION SHEET
/

;1.

41

Position or title:4

Check one:- Administrator Counselor' Faculty

1. Does this outline include topics of major concern to your institution?

Yes :No

_2. Are there,additional topics which should be included? Yes' No

If yes, what are they? (Please list or write on the outline)

3. Do you-think a workbook based on,this outline would be useful to you in
evaluating for possible credit the domestic and volunteer experience of women?

Yes No

4. How could it be made more useful? (Write your comments here or on the outline.)

5. *Additional-comnents4
V

Thahkyou for your help. Please return this sheet and tl3e
envelope to: Ruth Ekstrom and Marlaine Lookheed,

Educational Testing.Setvice
'" Princeton, ew Jersey ' D8540

117
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Me 'randum for: Advisory,Board Colleges - ETS /FIPSE Project

Adelphi University
Beret College
JackaOatollege - Tufts University
Malcolm-King Harlem Community College
Mercer University in Atlanta
Mills College
Northeastern Univer:lr
Salem College
San Jose, City College
S.U.N.Y. - Old Westbury
University okannesota
Winona State College

cc: AlisoA Bernstein
Carol Stoel

Subject: Development of a workbook to assist
collegesjin- evaluating the competencies
acquiredby women from domestic and
volunteer work

4

Date: March 31, -1975
-6

rom: Ruth EksttomW)i...
Marlaine Lockheed

Enclosed isia draft odtline for a workbook which colleges.could use in revietEing
for possible academic credit the domestic and volunteer experiences of mature women
who are applyiniffor admission or are currently enrolled. We would appreciate your
reactions to the/ outline.

1

While we r ize that the outline m4y not be compilte-ii self-explanatory, we
would like to aw if it includes topicsVhich are of major cdncern at yourA.nstitution.
We would especially appreciate your briaging to our-atte5ttion any serious omissions.
A copy, of our 01xonomy of volunteer and domestic experiences is included as-background,
information, i I

If possible, we would like to receive your comments by April 18. We are
enclosing three outlines, evaluation sheets and return envelopes. We would appreciate
the reactions Of one administrator, one counselOr and one faculty membevat your
institutiOn. t'.

.1

Thank yourfor your assistance..
I

$1.

RE:ML:bb
. I

Enclosures: cit.:dines - 3 .

tsxonony - 3
elinluation sheets.- 3

return enveloped - 3

. .

I

AP
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July-28-29, 1975 - Social'Services Technician Con*unity Program,_ Albuquerque

New Mexico: Ms. Janet Knight.

ETS met with Ms. Janet Knight, La Mesa Medical Ciskter, 70000cut1er,

N.W., Albuquerque, Ne0Mexico, a psychiatric social worker, who designed

the program, The program is offered through the community college, but

is not university accredited. The purpose of the program is to give the

students skills in understanding psydological and sociological problems,

.

'suchsuch as 14lentifying the kinds of infatuation students should elicit frOm

clients, identiTng their pwn biases and prejudices, and ideptifying social

services available in the community.

A total of four courses are offered in the program; each runs for six

weeks, and two are offered each semester. Complete course information

was not available for all courses. One course outline was presented as

follows:

Social Concerns and Social Action .

Week 1-- Background material on social patterns and on strategies

for bringingabout change. Concepts taught: perspective

of the sociologist, definitions as a ba;ic.step, social

problems and social issues, .social,pdlicy and politics,

power,,countervailinglorces, vested interest groups, strategy

and tactics; conflict or cooperative models, social change.
, A

.Week 2-- Poverty: understanding tOe nature of the economic iystem,

defining the problem, strategies for change: Concepts

'taught: proveAy as a govegnmental concern, the great

depressidn, marxism, defining the problem of poverty,

welfare programs, cash vs. services as an issue, economic

r

development strategies, capitalism, guaranteed annual income, -

activist strategies of change.

120

.
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Week 3--The health delivery sistems'as an instituiion requiring /

.
4

change:. proposed models,
4

professionalism, ptos and cogs, .

- 7

community baihd alternitiyes.
4

, 0

_44

Week 4--Racism and dOcriminatibm: the maltillg"pot as a model fpr
. . 4
democratic, societies, pluralism, the unmeltables? formulating

.

'''.

social policy in a pluralistic society, cooptatiod as a
1 wod a,

snare.,

Week 5--Social planning: juvenile delinquency as an example of .

social problem,' relationship to theories and the design gf
0'

prograis--reView and summary.

Social Services Technician Community Program uses the
"I\

following:text

books:

BTestek The Case Work Relationship.

Stroup--Social work: Introduction to the Field.

Perelman--SOcial Work and-Case Work, Problem Solving.

Graduates of the program. frequently obtain volunteer and occasionally

obtain paid. positions in the various social service agencies in Albuquerque.

The particularly interesting aspect Ofthis program Is that therl hag

been institutional resisnie-to accredit the courses. The direCtor of '

contlauing-education.at Albuquerque Community College, for example, has

refused,to grant community college credit for,the courses, although the

courses -ere-taught by members of the community college faculty.

Other reference: .;Dean Elsa Gay, Director - COntinuiniEducatiow"and,

Oommunity,Service, Albuquerque Community College.

121
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July 30, 1975 - American Red Cross, 5006 Copper NE,. Albuquerque, New Mexico:

Mb. Marjorie Brown. ,\
.

-1

_

gli Oas,referied tq Ms. Brown by Al. Knight of the Social Services
al

4

.. ,,./
0jechntaian, Community Program. %.

0, .

Ms: Brown directed the military
.

.

,

Ix

applications /counselitg financia l

assidtanciprogram of thekd',Cross inAlbuquerque. Z haetW6yearS of
.,

business colleee an1146,rted working for theAked Cross as `a vdlahteer in a
. .

,..11--- ...

hospital, moving on to thAffield director's office end then to providing

service to military families. In the course of her work experience,

she worked in 7 volunteer and three paid jobs. All of these were fulipme.

q1N

In'her present occdpatiOn?-she sees about 100 cases per menth,and controls
aP;

a budget to make small grants to help Military families in emergencies.

In filling'out the Volunteer questig'nnaire, she noted that she hail

worked in health, citizenship and social welfare .prganizations. She also
. ., .

. 4 ,____;

noted she had peiformed primarily administrftive vies, but had performed
e '

%..- direct servide.in the area of counseling, financial assistance, resc40

work'and 'emergency work'$ppnected with the Red Cross program for thee

military. the would be willing to evaluate appopriate "I Can" lists.

I'

-

1.

4.

1 0
.
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August 20, 1975 -.National Women's Political Caucus: Rita George,.Co-

ordinator of'the San Francisco Chapter.

The National Women's Political Caucus is'involved primarilylvith

.training women in political Skills, such as lobbying,' organizing`, cam-,,

paigningt and strategizing. Volutfteers acquire these skills experien-
,

tially, y assisting with die.campaigns of candidates-who support

women's interests, by becpming candidates themselves, or by educating'

other People with regard to political concerns.

ETS discussed with Rita George the activities of the San Francisco

Chapter and the applicability of the workbooks-tothevolunteettin the

chapter.

Na.'George stated that the major emphSsi of thp chapterlin election

years'is putting up candidates for election to public Offices, nnd

brganizing and running their campaigns: This includes fund raising

. -

aotivities (casino night, selling and promotion of tardpaign,materials,,

etc.),, researching issues, analyzing voter concerns, strategizing and

compromising on issues, public speakiiig,,krqing and preparing,pramo- .

0'
tional materials, warkiniyith others community groups to get support,

,
And many other activities. It also necessitates mobilizing other

.

-

people to become volunteers and then coordinating the activities well

enough that' these new volunteers continue to stay involved.
.I

In non--election years, lobbying is the focus. Volunteers re-

4
search issues, analyze alternative courses of action, and then lobby

for the chosen alternative(s). Speaking publicly, piepariv speeches

or media uesentitions, and writing or talking with legislatures are

the most used methods of lobbying. ,

410
. _
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Another way in which volunteeref in'the Sin Francisco Chapter

kills is through selecting a topic, investigating it,'and then

organiiing workshops,to educates other women in this topic area. Work-s

shopsihave been given in paigning, public relations, demography,

and getting to 'know city hall.

MA. George was excited.but skeptical about the prospe4,of obtaining

academic credit for the skills acquired by volunteers in the Nitional"

Women's Political,Caucus. She stated that San Francisco membetphip in-

cluded people °Celli-ages and education level (high schbol through Ph.D).

It was her feeling that many would seek credit if it seemed attainable.'

Her skepticism came not from a doubt about the skills.acquired.and their

credit worth,--but/inetead from her perception of the (un)willingness of

colleges to accept women's acquisition of political skills.
,,

She suggested thatawe deal with this problem in the workbook for

individuals as well as the workbook for colleges. Satessed-concern
. .

.

that women seeking credit have as,many-tools as possible for dealing_ with the

I

colleges The "I Canu'l is are only a i'good stait. She also suggested

tJat :the agency -workbpok te written so as to be applicable for both highly'

organized and loosely organizedgroups.

rr v
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Chris Ekkebus and. Lelah Conrad, Directors.

, . .

The Voluntary Action Genter (VAC) in Lane County, as with most other
,..,

. ,

VAT's across the country, is a volunteer referial agency. The VAC repre-

.

sentatives talk with local, organizations or agencies to determine the need

Septemer.8; 1975 - Voluntary,Action Center of Lane County, Eugene
1

Oregon:.

for.volun'teers. They assist the organizations with determining exactly what

'the volunteer would be expected to do and what training or qualifications

this wOubd.require.

Concurrently, the VAC representatives recruit volunteers through media

4
and-local .tervice organizations. They interview the volunteers and refer

them to a volunteer position which seems appropriate. When resources allow,

the VAC follows up to insure that the volunteer/agency relationship is
9

proceeding satisfactorily.

The skills squired by volunteers working for the VAC include inter-
,

viewing, job analyzing, skill assessment, record' keeping, public speaking and

advertising. Paid staff typically cobrdinate and train VAC volunteers.

ti

Both Chris Ekkebus and Lelah Conrad reviewed the available "I Cast" lists

and the proposed outlines lor the workbooks. We discussed in length the role/11/1t
an agency could and/or would tak1110 assisting a volunteer with skill assessment

and accreditation. A concern of theirs Was the question of who should be

Tesponsibler-the agency where the volunkteer worXor the referral agency?-

They both feltthat the,agency or project where the volunteer works

should be responsible because -the profess!onals or 'staff in the agency are

best quipped to define and label the skills involved and to evaluate the

volunteer, on these skills. Unfortunately, they also felt that it wou1d be

unre4istic to expect that the agency would invest that much energy in the

P
volunteer.
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Consequently, they felt that the referral agency should 'try to fill

- 4

this gap if resurces allow. The.added'boogt that accroditatiOn would give

)

to' their reqruitmentiOkocess,would prObably make the 'additional effort .

I?
worthwhile,°Their recouuendation was that the workbook to agencies include

a format and the necessary-accompanying ihformationfora staff member

,

in a referral agency A give small workshops to interested volunteers. They

particularly liked the idea of -including:in the agency workbook a seffv.

explanatory packet.whjch could be given to the individual volunteer,

Other suggestions which they had regarding e workbooks were to -

use the words "community involvement" or "citize participation" ingtead

of volunteerism or voluntary adtAi* to deal'with assessment of pribt:

0
learning as well as present, to give special attention to the concerns

of high school and senior citizen volunteers, andlto:make the workbooks

as simple to understand and follow as possible.

f

dr.

a:

c.
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September 9; 1975 - Coordinator of'Volunteer Services, Eugene, Oregon:
.

. i . ; '
'Joni ,Mogstad. ,

.
, \, .

. .

As Coordinator of Volunteer Services ;. Joni Mogstad'is a government

.

: employee. She is responsible for recrultteat and pilicement %of volunteers
--,,,

.s, , r +
, .

tft social Service agencies and is involved'with training paid staff to
4

. k , . 40

effectively supervise voluOteers. -/When' an ageney,needs volunteers, they

. ., . .
.

contact Ms.. Mogstad and she helps them develop,jobldescriptions including
1

'detailed qualifications :: She chen'assists them, with.filling these positiOns.

The voluriteers she works with are primarily direct service volunteers,

such as people who provide transpoftation to elderly or' handicapped,

keceptignitts, etc: She exprested concern that we not vndefrate these jobs

by emphasizing only higher level positions. She did, however, recognize

.

that the direct service positions were less likely to involve creditable

n discussing further'fhe distinction between creditable and non-

cr /table activi.ties, it was determined thaCcertaiii combinations Of direct

service activities mighi4be-sufficient to be- creditable. For example, if
11"

a son has beet a receptiopisttin -take interviewer at a ntNeber of

1
different agenCies in different.coimunities, the individual may be able

to explain not only interviewing techniques but also community social
"-

service structures. This background, if "packaged" well could be worth

credit in an area such as social work.

'Ms. Mogstad hoped that ETS would make an effort to assist indiViduals

with, determining ways of making their dirpet/service volunteerism more'

r

Creditable. She-particuiary suggested that more "I Can" lists deal with

direct' service. 4
The other suggestion which she had'was that the workbooks shouldn't be

too long or at least they should be clearly partitioned.



-.
September 15, 1975 - Community Services Council,' Salt Lake City, Utah:

Elaine Smart, Coordinator ofthe Co entity Services Council and Director
A.-

ofthe Salt LakeaCity Voluntary Action Centeir
. ti

l..!

ETS met first with Elaine Smart and then with the Adi.Fory Committee,

. . ,

of the Community Service Council. The advisory committee includes repre-
-

7*

'sentatives from various fields in the vblunOtry-sector (education, criminal

justice, hobpital and'health, women.es groups, senior citizens, etc.). Its

purpose is to coordinate and stimulate volunteer activitfes in Salt Lake'

, City. Some of- the projects on which they are currently working include

a'70+ in High School Day, a Vol eers in the Criminal Justice SysteM

Program, a program patterned after the qt. LOuis Women's Crusade; and a

volunteer prograth dealing wit/ the V,A. hosOitals.

As with most Voluntary Action Centers, the Salt Lake City VAC provides

primarily a referral service for recruitment andiplacement Of volunteers.

It also serves as a resource center for agencies or individuals who are

looking for new ideas or creative techni4ues for approaching a project

or improving a program.

After reviewing the purpose and progress of our project, the advisory

committee speculated that the workbook for agencies would be particularly':

.
helpful to-them. They were just beginning to develop job des criptions and

evaluation materials and they would be interested in linking these tools

to the accreditation materials. Also, they expressed concern that the agency

workbook not be too specifically oriented toward highly structured agencies.

One committee member" uggested that we contact thellational Center for

Volunteerism for assistance with our project. -the stated that we should
4

obtain a copy of the minutes of the Invitational Conference on Volunteer

Management thgi was held Center in J /July of 1975. One of

4
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4

I

activitiesof the conference had been to begin work on the developmtnt .

'

of a two year,cureiculum in volunteer management*

Sulart, in particular, was very enth4slastfc about the project.,

'She was not only excited about its value to the VAC and the Council, but

she also had a letrong persiinal interest. She was unable to complete

m -

her collei4e4eiriii-when 'she was younger due tfamilY circumstances and

she feels that a bachelor's degree would be useful to her now. *she

achieved her present status by climbing from dirett service volunteerism to
4

an administrative volunteer position, and now finally to a full time,

paid position. She stated that she would be anxious. to test our

materials.

1r.

\12;9
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September 17, 1975 Right -to lestd,'316 B Street; Rock Springs,Wyoming

82901: Carlin Good, Direor:
1

The Right to Bead Program is designed to provide adults, (age 16 and

over) with 'opportunities to learn to read, write, do basic arithmetic,

and survive in a n English speaking culture. Most of the clientele need .

to-leern English as a second language but as "important, they often,,

have immediate more practical concerns. typically, they've moved to Rock
1' 4

Springs because,of its fast growinneed for unskilled labor. They

lack knowledge of U.S. money and labor standards, ability to read simple

street'signs, store labels, menus,r bus schedules. They often need

medical information and/or attention for tneiselves or their familitmsr
t

driver's licenses, school information,-etc.''

The Right to Read volunteers must be flexible;patient and empathic;
\

They must Ise able to assess the needs ankinterests of their students and

then translate this information,into "lesson plan s" which are meaningful,

to the learners.

Regular, on-going training sdisions are designed to assist the

volunteers with this process. Included in the sessions-are instruction

,

in preparing creative lefsson plans, techniques /for teaching reading'and

speaking skills, hints for rewarding progrods, and opportunities fOr

sharing ideas and problems. The volunteers are also eXpected to familiarize

. themselves withavailible adult education materials, locate community

resources to assist themselves or their students, plan group a iiivities

which provide practice and sharing experience for the students, record
,

the progress Of their students, and"contrfbUte articles tq the monthly

"light to Rgad newsletter.

e . 13Q
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R.Ti met withsMs. Carlin'Good the directoriof the Rock Springs

r

Right to Read program and,with WilmotMcFadden the director oethe

Rack Springs Public Library and an active Right to Readvoluntder. ,When

ask o assist..ETS with the identification of'sk1114 which the volunteers

acquire, both women ptithe emphasis on huailap relations skills and pee-
,

sonal growth and development; was their perception thatthe

volunteers gain skills in communications, teaching,- counseling,'problem

solving, and develop greater self canfidence.and awareness.' f'hey learn

how to assess the learners needs and interests, work with the learner

in the context of these needs and interests and then to evaluate their
11

own effectiveness a ,pd the learners piogrebs.

Mn. Good andOs: McFadden were both interested in.helping,review

the ETS materials. They also-decided that they would *contact M. Don

Guilliamo-of Western Wyoming Community College to determine if interested

voluntcould receive independenr study credit for pheir work.

.1
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Septemb(4 22, 1975 - Volunteer and.Information Center of Boulder County,
J .

.

Boulder,1Colarado: Marlene, Wilson, Past Director.
e

The Volunteer and Information Center of Boulder,County is a carefully

11'

structurd, volunteer referral and information sevice.. Its all volunteer

A!!

staff islorganized into eleveetaskiforces which are the basis of the

, organizaition. -Eacktast force has a defined goal and its chairperson

1

and assistant chairperson defined job descriptions. As director,

.

Ms. Wil#ion's job was one of management and subtle direction rather than

requiring that she be all things to all people.

'Ma. Wilson was particularly interested in the ETS workbook for

agencies. She suggested that the agency is a necessary target for

enlisting support for accreditation of volunteer skills. It was her feeling

that the workbook should include a rationale for agency participation and

profeSsionalization. The "I Cans" could be the basis.for an agenv/structure

which includes defined job descriptions. This structure would allow

volunteers, to proceed without constant supervision, would provide a yardstick

to eValgate program efficiencys.and would provide an 41ternate form

I

2
/

of IIotivarrion and recognition.
1.1

. Wilson has recently resigned from her position as Director of the

center in order to concentrate on completing the book she is writing, serving'

$ai a faculty member in the University of Colorado, Volunteer Management

Certification Prpgram, and serving as a consultant to volunteer agencies.
,

132
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Saptamber 26,.1975 - Association of Junior Leagues: Ann Miller, Provisional

Chairpersoh; Junior League of Kansas'City, Missouri.

Ann Millerhas developed and is carrying out a training-orientation

course for approximately 90 women. The course hai htasically two parts:.

1) in 'League orientation, personal awareness, and basic management skills

(00); and 2) community educatiOn.4'The only feedback /evaluation is designed

to evaluate the course as a whale rather than the development of the partici-
a

Al -
pants.

'ETS met with Ms. Miller. She described ip'detail the training program she

has prepared. She particularly was interested in methods of making the pro-
w

r=4. ,

gram more creditable.'

After further discussion, ETS'suggested she 1) contact,local colleges to ,

determine their willingness to evaluate the program and its effectiveness' and

2) develop a means of evaluating the individual learning which'takes place

rather than just evaluating thrcouise. Upon reviewing the "I Can's. lists,

Ms. Miller awed that they would be a helpful tool in developing training'-'

obrectives and evaluation guidelines for the program she developed plus,

other programa of the Junior League.

The workbooks on the other hand have limited value,temany Junior

League members. Most members have already_earned a BacUelors degree.

Ms. Miller suggested falead that one service the League could provide to

volynteersin other agent' bs is to sponsor a workshop and Movide people

and money to train peopleto assess their skills and present them in a

portfolio. This would be an important incentive for people to volunteer

- and it would be a means of helping the League voluntgers to acquire training

and assessment skills. One additional suggestion sfe made is to include

in the workbooks information on preparing resumes as well as portfolios.

This would'be of use to the League volunteers.
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Since-the time of the interview, Ms. Miller has contacted a local

community college and has begun coordinattng with an administrator of the

college to open the course,to any-one who is interested and to provide a

means of obtaining credit for those people who are interested. -

---

)

11

I
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September 30, 1975 - Lincoln Parkloological Society, 2045, N. Lincoln

--"-r°
. .

Park, Chicago, Illinois 606144,0'JOann S.Indwig, President, Docent

Committee.

The Lincoln Park Zoological Society sponsors a volunteer plegram

which supports the zoo in such activities'aS baby animal-care, zoo premise.

, -

tours, off premise lectures, an imal behavior research,,zoO concessions:vete:
4410'

The volunteers receive training particular to the kind f work which they t

will be doing.

STS discussed with Joann Ludwig the training and activities of

the zoo docents. Each perspective docent is expecttd tosuccessfally

complete an extensive training program whieh'invOlves regular class

attbndance, prepardtion by the new docents of specialized lectures and .

visual aids, and a written exam. Once training is completed the docents cad .

r give lectures in such areas as rare and endangered species, mammals,

reptiles, hoof stock (ungulate's), primates, zeo'philosopbies, baby ankmals

and can explain and demonstrate animal handling prOrdures*for the ap-

4 ma The docents are also prepared to handle va rious

audiences ( t grade and older, handicap*, etc.), give ship media
d' 1401

presentationsi. and research special zed arel'a.

AccOrding to Ms. Ludwig, the jority of the skills which a docent

41`..

acquires.can iteclass fipd into two broad,-..areas:

411

4 ,f
knowledge and exp iencel)of animal .backgtound behavior, and care

A elL.,

and

ability'to communicate this information effectively to nthers.

The first area is easy enough to-document. A meanscof assessment

of knowledge is readily available in the written exam and the prepared:

specialized repofts of the, docents.

ASP'
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The second area, ability to comionicate this intimation Sffectkveli

to others is somewhat more difficulk to document. Part of the apftity is

42.11 evaluating the-particular nature of the audience and adapting the
.."-1, of .

, .presentatiOri to the situation* Other necessary,abilities are handjing
,,.,

i -

.I 4 leterms,,flexibility in timingand style;7jetc. .!
,
..* -3---,-

'

.
crises_situations or unusual occurrences, explaining complicatedAlfues in

4 Ms. Ludwig was partioularly interested in knowing how the zoo

,volunteers could receive some recognition' for the skills they acquire.
. r

. Many of

bu; they: lac

*
volunteers are older and.enthusiastit Abo4ut learning more *

*

irecttoh. e.

ETS suggestedthe Zoological Society locate interested contact

- people at local. colleges regarding'possible,credit for the docent training
1,1 *

/
.

'program and eS a-PosSt ce
.

for Volunteers who wish to Oft: elder Q ,

.9

.returning to school.,
.

. 4'

Na. Ludwig is)00Fecielly interested in reviewing the "I.dSn" list

.
.4'

.

for Docents.

A

S.

c

*

a

*a ,
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October'2, 1975 - St. Lawrena Hospital,'Commmnity Mental Health Center, ,

. .

Lansing, Michigan: Anne DeRose, Coordinator of Volunteer'Services.

The VolUnteer program of the Communqy Mental Health Program is

a ilodel grogram. Job descriptions, volunted career lEdders, training

,
or,

manuals and rograma and cargful divition.of labor make the ongoing
.. , J

work of the ppxoximately 200'adtive volunteers in the various positions

,° --. ,i
,

xuniOth relative smoothness. :The program which started only three ?,

,
,1

.

years ag rovides the following services tp the Lansing and E. Lansing ,,,

Community: ,suppbteservices for St. Law-ren-ce ;Hospital in-patient out-? ,
. a N # ' . , ..

,patient, and emergency' care, co y demrcare facilities, drug;treat -
-

mensupporttservAces, commupity.h th educational projects intuding,. .

.
,.

hospital library services for the staff and patientsart,and ,dance

4

o , A

Miteeistprograma;and many shOrt term projeois. An outgrowth-Of this

programois a manual by Ma. DeRose endolis. Dorothy Roian entitled- '1

.

,

.

fi
. r

,

Volunteer Program CMHC--A
A.

Slueprini (1473). ,In,this manual the activilfiem ..

_ .. i
, .

'end skills of the CMHC service v
/

olunteersjare clearlx.described. .

. The ETerePAsentative was given a taal0Of the CMH4F facilities and -I
\

I

thelopportunity to discuss the pr oject with a'number o 'ihe volunteers..(,. 41
, I

The volunteers, Rarticularly the-fullattme, volunteers', -were -extremely
.

..... . t ,

. enthusiastiC about .the prospect,of receiving credit Tor .tteir skills.;
lit

iirow AfteNthe tour, ETS..andiNs. DeRose concentrated-on reviewing and.
--

. .-
.:

revising the "4 Can" lists which deaf with sdmjnistrative ana_socializing
. 't

. skills.. Each Av4 able lift was carefillfy

and ease of unde ending.

'It 1 ;,

exithined 'for tomp4reheneivervess'

DeRose looks forward to the completion.oltile lists. ",She
,

.

SL

anticipates that they will be particularly usefUl to the CMHC as guidelines

A
/ for jdb/descriptions training,needi

*-

. . ,137 .
4. . . 0

6

1

.



App-4-ndix K

. . valuation Form for "I Cd" COmpetency Lipts

ire

Position
e ,

Institution/Organization and Address,

1. "I Can" competency area being rated: Volunteer - Section I

Homemaker - Section II
Which part?

2. Th is list of Competencies! is: _EXCELLENT - needs few changes
GOOD - needs some changes
POOR - needs many changes

p,

4. These competencies shltd be removed from e list:

v
Completely inappropriate for this topic

3. The following additional competencies should be added to this list:

.

5r. What other changes ,(rewriting, reorganizing, etc.) do you.riconmend?

6. Would you like more evaluation forma? YES NO If YES, how many?

7. Comments?:

JP

'Return!to:Abigiiii1 Harris

Educational Studies Division
Educatiorial Testing Service
Princeton, New Jersey 08540

. .


