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This module is one of a seriés of 100 performance-based
teacher education (PBTE) learning packages focusing upon
cific professional competencies of vocational teachers. The
c??J)etencies upon which these modules are based were iden-
tified and verified through research as being important to suc-
cessful vocational teaching at both the secondary and post-
secondary levels of instruction. The modules are suitable for
the preparation of teachers in all occupational areas.

Each module providés learning experiences that integrate
theory and application, each culminates with gnterion refer-
enced assessment of the teacher's performance of the spec-
ified competenc The materials are designed for use by indi
vidual or groups of teachers in training working under the
direction and with the assistance of teacher educators actingas
resource persons Resougge persons should be skilled in the
teacher competency beifg developed and should be thor-
oughly oriented to PBTE concepts and procedures in using
these materials.

The design ofthe matenals provides considerable flexibility fQr
planning and conducting performance-based preservice and
inservice teacher preparation pro&rams to meet a wide variety
of individual needs and interests. The materials are intended for
use by universities and colleges, state departments of educa-
tion, post-secondary institutions Jocal education agencies, and
others responsible for the professional development of voca-
tional teachers. Further information about the use of the mod-
ules in teacher educatloné)rograms is contained in three re-
lated documents. Student Guide to Using Performance-Based
Teacher Education’ Materials, Resource Person Guide to
Using Performance-Based Teacher Education Materials and
Guide Im Implementation of Performance-Based Teacher
Education. ‘

The PBTE curnculum packages are products of a sustained
research and development effort by The Center's Program for
Professional Development for Vécationai Education. Many in-
dividuals, institutions, and agencies participategwith The Cen-
ter and have made congtibutions to the systtmatic develop-
ment, testing, revision, and refinement of the9é very significant
trainipg matenals Over 40 teacher educators provided input in
developmenf of initial versions of the modules, ove# 2,000
teachers and 300 resource persons in 20 universities, colleges,
and post-secondary institutions used the_matérials and pro-
vided feedback to The Center for revision and refinement

.Special recognition for major individual roles.in the direction,

development, cobrdination of testing, revision, and refinement

of these materials is extended to the following program staff.

James B, Hamilton, Program Director, Robert E. Norton, As-
’ - :
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sociate Program Director, Glen E Fardig, Specialst, Lois Har-
nington. Program Assistant, and Karen Quinn, Program Assis-
tant. Recognition 1s also extended to Kristy Ross, Technical
Assistant; Joan Jones, Technical Assistant, and Jean Wisen-
baugh, Artist for their contributions to the final refinement of
the materials. Contributions made by fogmer program staff to-
ward developmental versions of these Materials are also ac-
knowledged. Calvin J Cotrell directed the vocatignal teacher
competency research studies upon which these modules are
based and also dtrected the curriculum development" effort
from 1971-1972. Curtis R. Finch provided leadership for the
program from 1972-1974. .

ppreciation is also extended to all those outside The Centet
(Consultants, field site coordinators, teacher educators,
teachers, and others) who contributed so generously in various
phases of the total effort. Early versions of the materials were
developed by The Center in.cooperation with the vocational
teacher education faculties at Oregon State University and at
the University of Missouri-Columpia. Preliminary testing of the
materials was conducted at Oregon State Unwversity, Temple
University, and University of Missouri-Columbia.

Following prehmlhary testlng, major revision of all matenals
was performed by Center Staff withthe assistance of numerous
consultants and visiting scholars from throughout the country.

Advanced testing of the materials was cagried out with assis-
tance of the vocational teacher educators and students of Cen-
tral Washington State College, Colorado State University, Ferris
State College, Michigan, Florida State University, Holland Col-
lege, PE 1, Canada, Oklahoma State University, Rutgers Uni-
versity, State University College at Buffalo, Temple University,
University of Arizona; University of Michigan-Flint; University of
Minnesota-Twin Cities; University of Nebraska-Lincoln: Univer-
sity of Northern Colorado, University of Pittsburgh, University |
of Tennessee, University of Vermont, and Utah State University.

The Center 1s grateful to the National institute of Education for
sponsorship of this PBTE curriculum development effort from
1972 through its completion. Appreciation 1s extended to the
Bureau of Occupattonal and Adult Education of the U.S. Office
of Education for their sorship of training and advanced
testing of the materials at™i0 sites under provisions of EPDA
Part F, Section 553. Recognition of funding support of the
advanced testing effort 1s also extended to Ferris State Coliege,
Holland College, Temple Unwersity, and the Uniersity of
Michigan-Fiint. N

Robert E. Taylor .
Executive Diréctor
T'he Ceriter for Vocational*Education
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THE CENTER "?5« VOCATIONAL EDUCATION
The Ohwo $1 Urpwwraty 1960 Kenery Moad « Comina Ohu 43210

increase the ability of diverge agencies, institutions. and
organizations to solve educational problems relating to
indwidual career planning, preparation, and
The Center fulfills sts mission by-
o Generating knowledge through research
& Developing educational profgrams and products.
. o Evaluating individual program needs and outcomes
o Installing educational programs and products
o Operating information systems and services
. Condwtinngadershnp development and training
programs.

The Center for Vocatlorg Education’s mission IS to

progression

AA
VIM '
AMERICAN ASSOCIATION

FOR VOCATIONAL
INSTRUCTIONAL MATERIALS

Engineering Center
Unwersity of Georgia
Athens, Georgia 30602

The Amencan Association f6r XOcauonal Instructional
Materials (AAVIM} is an interstatelorganization of univer-
sities, colleges and divisions of vdcational education de-
voted 1o the improvement of teaching through better in-
formation and teaching aids -




- .. INTRODUCTION -

T ST T J :

There is a lot more to operating a vocational tivities at your school or post-secondary institu-
education program than simply instructing stu-  tion. You will also have to have some skill in work-
dents. Vocational programs tend to be complex  ing with the commu nity as well as school adminis-
enterprises, involving consjderable amounts of tration on business matters. In addition, you will
other people’'s money. Not only the teacher, but  need some simple and basic skills in' keeping ac-
students, school administrators, customers, and  curate and complete records of your financial
members of the community have a stake in seeing  -transactions for school reporting purposes. .
the vocational program run efficiently, with good
management practices. In a sense, then, the voca-
tional jristructor must also be part business man-
ager, accountant, bookkeeper, public relations
person, and travel agent.

" None of these tasks is terribly difficult in itself,
but taken together, they are very important. To the
experienced and successful teacher, they may al- -
most seem like common sense, yet they should not
be caSually dismissed orignored. If you are able to
We are specifically concerpied here with those  keep yourfinancial house in order with a minimum
teacher responsibilities having to do with school  of time 4fd frustration, you will be better able to
funds, ‘equipment, and supplies. As a vocational  devote your energies to the primary function of the
teacher, you must be able to (1) operate your in-  good vocational teacher—effective instruction ., .
structional program within a specified budget, (2)° '
account for all monies recelved and spent in your
program, (3) initiate properly prepared requests
“for purchases of equipment and supplies, (4) pre-
pare requests for travel and reimbursement, and
(5) hapdle proposed gifts to your vocatiohal pro-
gram. g

This module is designed to provide you with
. general information and basic principles concern-
ing your responsibilities in handling and reporting
on financial matters. It also describes some gener-
. ally useful procedures and forms for your record-
keeping requirements. By applying this informa-
. tibn, you should be able to gain the skills you. need
In order to deal with all these responsibilities,  to efficiently prepare budgets, purchase requests,

) you are going to n&ed to be fully informed about  and reports. ’
the policies and pro¢edures governing these ac- ’ ' T : . .

i
L1 f l lt!
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Enabling Objectives:
.1.. After completing the required reading, demonstrate
knowledge of the steps and procedures involved in
managing your budgeting and reporting respon- &

2. G
tgachers handied their budgeting and reporting re-
sponsibilities, critique the performance of those
teachers (Learning Experience II). ,

S;?)lltles (Learning Experience I).

Prerequisites ) AN

To complete’this module, you must have competency in
projecting instructional resource needs. If you do not
already have this competency, meet with your resource
person to determine what method you will use to gain
this skill. One option is to complete the information and
practice activities in the foliowing module:

e Projectinstructional Resourﬂe, Needs, Module E-1

en case studies describing how hypothetical ,

- » e

Resources '

" Alist of the Qutside resources which supplement those

contained within the module follows. Check with your
resource person (1) to determine the availability and the
location of these resources, (2) to locate additional ref-
érences in your occupational specialty,.and (3) to get
assistance in séting up activities with peers or observa-
tions of skilled teachers, if necessary. Your resource
person may‘also be contacted if you have any difficulty
with directions, or 1n assessing your progress at any
time.

Learnlng Experience |
" Optional
AVvacational teacher experienced in preparing and.
handling vocatidonal budgets and reports with
whom you can consult.
Learning Experience ||
NoO outside resources

Learning Experience Ili
Required
An actual school situation.in which you can manage
your budgeting and reporting responsibilities.

A resource person tO assess your competency in
managing your budgeting and reporting sespon-
sibilities.

>

y ~ =
This module kovers performance efeent numbers 168170, 172-175,
177 trom Calvin J Cotrell gt al., Mddel Curricula for Vocational and
Techpical Teacher Educatio Repon‘ No. V (Columbus, OH: The Center
for Mocational Education, The Ol 10 State Unjversity. 1972) The 384
elgfments in this document form tHe research base for afl The Center's
TE module developmem
2
For information about the general organizatlon of each module, general_
procedures for their use, and termgnglogy which is common to alf 100
modutes, see About Using The @enter's PBTE Modutes on the ingide

' back cover-- | &
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* For information concerning (1) the need for the vocational teacher to be

Activity .
. ]

aware of, and involved in, the preparation and use of vocational budgets,
and (2) the procedures’the vocational teacher must Tollow TR | preparu f
- vocational budgets and reports, and in requisitioning budgeted monie

+ -read the followmg mformatlon sheet:

~

BUDGETING AND REPORTING RESPONSIEILITIES :

As a vocational teacher, you will definitely have
some degree of responsibifity for preparing voca-
tional budgets and reports for ydur instructional
program. Theamount and type of involvement that
teachers can expect will vary from state to state,
district to district, and school to school. In some
cases, you may have major (or sole) responsibility
(if, for example, you are a depaftment chairperson
or the only teacher in a department). In other
cases, you will be expected to provide your de-
partment head or schoo} administrator with input
in the form of budgetary information, or you may
have only minimal involvement. with the prepara-

'tiqn of budgets. In any event, you will need to—

o keep accurate and complete records of any
monies received and spent

e arrange for acquiring the supplies and
equipment needed for your instructional pro-
gram t B

e obtain approval and reimbursemgpt for pfo-
fessional travel R&\\}

e account for equipmentand supplles acquured
as gifts to your program v

Thé first step you need to take in this whole
budgetary process is so obvious and simple that
many teachers overlook it. Whether you are a

' R
. QL"/ Y

flrst-year teacher, or an experienced teachar start-
, ing a new- school year, you need to find out very

-

early exactly how muc¢h money you have in your
program budget, how much of this money is al-
ready committed, the conditions under which it
canbe used, and the procedures governlng its use.
You-can go to your department head, school ad-
ministrator, or business officer to’get this informa-

" tion. However,you may find that getting answers to

your questlons is not an easy task. These are busy
people who have many demands placed on them,
and they may not be able to provide answers which

‘are as complete and definite as you would like.

If you find you aren’t getting all the information.
you need to proceed with your responsibilities
confidently, you will need to be persistent. If you
need more information concerning the proce-

“dures—yoquI be expected to follow, you can talk

toan expen ficed vocational teacher or supervisor
who might ftave not only the information, but the

e to spend with you explaining what you need
to know. .. o

Following are some specific questidns you

.could.ask to get concrete information concerning

your budgetary constraints and responsibilities,
and theprocedures you will beexpected to follow.

. Wllllhavease‘tall tmentof funds thatis mine -

to work with, or will my department head con-

trol all funds and make decisions about how 7

much | can spehd?
o Are all faculty members in a department ex-

pected to work together to apportlon avail-

able funds?

e Doesthe central administration have abudget
against which | make requests for each
needed item?

o Is some combination of the above procedures’

used? ’ —_

¢ In making purchases of supplies and equip-
ment, who has the responsibility for approv-
ing my requests?

¢ How much say-so do | have in choosmg ven-
dors from whom to make purchases?

¢ Have most sugplles already been ordered, or
can | order as the need-arises?

. May | order from vendors directly, or must |
route all requisitionsthrough the purchasing
department?



. -
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e Has a specified amount of money been set
aside for travel expenses, and I1f so. how do/
get access to these funds?

~

e Does my department head keep all records,
and if so, what are my r‘esponSIblhtTes"ln pro-
,viding him/her with necessary information?

¢ How much lead time do | have in magmg any —e Dotkeepdupticates ofalt my transactions and

purchase or travel requests? N

e Aretherespecific forms | am expected to use
to make purchase and travel requests and to
keeg records throughout the year, or do | de-
velop my own record-keeping forms?

" Travel 8

then provide him/her with the information on
request or at specified reporting times during
the year?”

c

~

Provision for travel 1s oftén part of the school or
program budget. For example, there may be funds
to allow. teachers in the school to attend a
statewide convention or to allow a teacher from
your service area to attend a warkshop There
may aiso be funds in the budgsat to cover travel
costs incurred by the teacher who Is an advisor
of a student vocational organization Sometimes
schools allot funds to allow each teacher a spe-
cified amount of money which can be apphed to-
ward travel to a workshop or convention of his’her
choice.

Onceyou have dete%nned what provisions have
been made for travel, you will generally have to
follow three steps in order to gain access to these

. ‘funds. Step one involves completing a travel re-

' quest. Generally, local travel that is routine and
has recetved prior general approval does not re-
quire separate travel authorization. Special travel
within the state, and out-of-state trave!, however,
nearly alwaysrequirespecific authorization for the
proposed trip well in advance

Assuming that you know that funds are available
for travel, your neMtask is to determihe what pro-
cedures you ’ r
must follow
and what
form(s) you
must use in
requesting
this money.
For example,-
you will need
to know what.
the policy is P
concerning
when the re-
quest must '
be made. . Y
Usually you L. ‘ .

_will be required to submit such a request a spe-
< cified number of days in advance. primarily be-
cause it takes time for these forms to go through
the necessary institutional changpels. You will need
to determine what those channels are, who must

_'sign off " on your request, whether you must per-

sonally get each signature or whether, onge In-
itiated, 1t gets processed through channels rou-
tinely.

o
You also need to know-how much;information

* you must provide. This will usually bestructured by

the form you are to use. An example of such a form
1Is shown In Sample 1 Notice that the information
requested 1s.fairly brief and straightforward You
must know the account number against which the
expenses are to be charged, the estimated cost of
the trip per person, and what method of con-
veyance will be used Your choice of method of
transpartation may Qe affected by school system
regulations and transportation rates (e g .'mileage
rate paid for the lise of your personal automobile,

2whether a state-owned vehicle rmust be used, or
the cost of airlime fare to your proposed destina-
tion).

{t1s very important to know and follow the regu-
lations of your particular institution, or otherwise
you may find that you will not get fully repaid You
must provide information about where you are go-
ing, when, and why.The "why" section is probably
one of the most critical in getting approval. An
administrator is more likely to approve a trip if you
have carefully explained how this«tnp will contri-
bute to your professional develapment and/or in-
structional eftectiveness

If your'request for travel 1s approved, your next
step 1s to identify the procedures you must follow
in planning and taking your trip. First, you need to
planyour trip In detail toensurethat your expenses
-(travel, lodging, meals, conference fees, inciden-
tals) fall within the budget restrictions. In some
cases,  you apply for travel authorization far
enough In advance, you may be provided with
money to cover the anticipated expenses of the
trip. Usually, however, yoy are expected to pay the-
travel charges yourself, and you will be paid back
(“resmbursed") by the school after you return

./\ -







During the trip, you need !9 ‘make sure you
documént expenditures and obtain all required

' _receipts. -

-Some ac-
counting of-
ficers require
a printed re-
ceipt for any
expenditure *
over a stipu-
lated amount
(e.9., $2.00),
while others
are less strict’
&bout. this. N
Some states will now provide you with a fixed
amount for each'day you are away from home
(called "per diem"), and you can spend this
amount for food and lodging as required.

* The final step is to complete all forms fot reim-
bursement (unless the trip was prepaid or the
school was billed directly). The two keys to com-’
pleting these férms are accuracy and thorough-
ness. If you have spent money out of your own
pocket, it is probably.important to you to get all
your money back a% quickly as possible. However,

. if you fail to provide certain required receipts or

essential information, or fail to calculate accu-
rately, you may notreceive a full reimbursement, or
the reimbursement process may take a long time

Your school secreta?y\sor personnel in the busi-
ness office at your post-secondary institution may
be of great help to you in completing the forms
corréctly. An example-of & reimbursement formy

‘(called a “travel expense_voucher”) ts shown in -

Sample 2. Notice that it asks for the exact time. of
day when you left and arrived. This information

'+ canbeveryimportant. If thedistrict has aset figure
© they alloW yeu to spend ‘per diem (per day or 24-

hour period), then they must be able to compute

the exact number of hours you spent. On the »

sample form, space is provided for you to list each
individual expenseincurted in the following areas.

e Private Auto (Here you would (1) indicate the
" total number of miles traveled, e.g., 120 miles,
(2) multiply that figure by the amount of
money allowed per mile, e.g., 15¢ per mile,
and (3) indicate the totalamount, e.g., $18.00.)

¢ Highway and Bridge Tolls?

I

’ } o Meals (There are usually regulations govern-

ing the maximum amount per day for which
you will be reimbursed.) ®

the following.

o Tipg(Thére is usually amaximum percentage

allowed. In some cases, tips are not’reim-

bursed atall.)

¢ Room(Lodging. There are usually regulations
about the maximum amount that will be reim-
bursed.)

¢ Other(Here you wouldfirst use the back ofthe .

form to describe, any other expenditures you
made for which you can be reimbursed, the
date of the expenditure, And the amount -

spent. These "other" expenses would then be .

totalled and the total amount'recorded in the
“"Other" column.) . ‘

o Total (By adding together each itpm listed,
you will get a total figure.)

It is important to make sure that your figures ar
accurately recorded, yourcalculations are cqsréct,
all necessary receipts are attached, all costs
claimed were approved beforehand, the total
reimbursement requested falls within budget al-
lotments, and the form is routed through the
proper channels. If you follow all these steps, you
should have no trouble in obtaining approval®and
reimbursement for professional travel, and you will
also pave the way for future approval of your travel
requests < )

JIfthe purpose of your trip is to attend a workshop
or conference, you should take adequate notes so
you can report fully on your exp_e;ﬂ‘gn_g_e_g whenyou
return to your school. Often, you will be éxpected
to prepare a written report on your trip to docu-
ment its value, or to share your experiences by
making a formal presentation to other «staff. In
order to effectively communicate thesfindings of
your trip, you can follow an outline specified by
your school, or you can use an outline similar to
12
A. Name of Conference or Nature of Trip
B. Purposeof Cdnference [The purposes or ob-

jectives are usually published in the confer-
ence program.]
C. Dates and Location of Conference
D. Overview of Conference Program
_ 1. Types of Presentations’ ¢
2. Content of Presentations [Note the major
. - points covered by the presenters. If pos-
sible, attach pertinent presentations.] ~ *

E. Personal Plans for Using Competencies Ac-

quired at Conference [Indicate how you can
improve your vocational education program
asaresultof participating in the coriference.]

N
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Purchasing

As you begin the work of a new schooi year, you
7 will need to project your instructional resource
needs, to plan for the types and amount of mate-
rialsyou would need in the coming year in order to
achieye your course or program objectives As-
syming that it is the beginning of the school year
and you are ready to begin teaching, you should
review the projections you (or someone else) has
made concerning the equipment and supplies
‘needed, and then determineghow these projec-
tions fit within your allotted budget. Thatis, (1) how
much money do you have to work with, (2) how
much money has been allotted for different kinds
of purchases, and (3) how do you/go about using
these funds or making these purchases?

Your school wilt have some very definite policies

. and procedures for you to follow in making neces-
sary purchases (see Sample 3) In some cases, you
may be making a written request or “requisition”
(see Sample 4) to a purchasing officer in your
school, who will then dea! directly with suppliers,
or “vendors," jirfilling your order Frequently, you
will forward/yourrequestto your department head,
who mightithen compile a departmental requisi-
t ee Sample 5) and deal directly with the pur-
chasing ofticer or vendor n this event, you would
supply a detailed description of the item(s) you
need, indicating the quantity needed and the esti-
mated cos ther cases, you may be preparing a
rder which goes directly to a vendor
Sample 6) This purchase order would require
dditional kinds of information such as the agency

to be billed, the detrvery date'required. and how the
item 1s to be sHipped. etc oo

If you are¢’the one responsible for selecting the
vendors from whom you will order needed equip-
ment and supphles, you may be expected to locate

and evaluate these supphers on your own Or,
thére may be a hst of approved vendors fromwhich

. of course, but be sure to include information about

you would make your seiection as mentioned -

above. Expecialty in small towns or rural areas,
there 1s often an unstated tradition of purchasing
all school equipment and supplies from local
businesses. This may give you some problems if
the exact items you want are not available locally

Whether you are dealing with vendors directly,
or through your department head or purchasing
officer, you may have to provide detailed specifica-
tions for the itams you need, that 1S, precise de-
scriptions of the equipment or materials and con-
ditions of sale, so that you are assured of getting
the quality of item required and-have a basis for
determining whether the supplier has fulfillfed your

. needs.'These descriptions will vary tremendously,

-

= 1.
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type, size, color, quality, etc , as appropriate It is
always better to include mare information than 1s
necessary rather than to leave out an important
specification that could delay your order You
should also state where and when the shipment is
to be delivered, and how the order will be paid

There may be different policies for the purchas-
ing of major equipment versus other types of
supplies such as reference books, bulletin board
supphes, or duplication materials An audiovisual
item or a ref- a\ --
erence boak
may have to ~ ‘
be pur- )
chased
through
school Ii-
brary funds,

a general
school fund,
or your own
budget al-
lotment You .
may be able
to make cer-
tain kinds of
purchases at
any timedur-
ing the
school year,
and others only at specified times

|

The amount of time you have for requesting and
obtaining a needed item may vary depending on
the type of materal, its cost, and the circum-
stances of your request For example, there will no
doubt be a great deal of difference between what
you must do to requisition or purchase an item
which had prior approval as part of your projected
resource needs, and the steps involvedn filling an
unexpected need such as the repair or replace-
ment of a major piece of equipment which has
broken down. .

Some of the money you have available to you for
purchasing needed supplies may be coming in
from student fees or from work done for custom-
ers Again, the disposal of this money and the
condttions under which you can use 1t in purchas-
1ng instructional resources will vary depending on
your particular school situation

Expenditures forequipment (e g, machines that
are expected to last many years) or for rations
to the facility (e g, installing additional electrical

N




SAMPLE 3

A Camt T “v‘t

; Bequzsitions for suppuies and equipment for the first semester ot me néxtschoa} yegr afe
{0 theloffice of th Depértment amccupationa! Educatio‘_ by “F,riday,yarch 2. .

......

- eqmsmcn forms orvocaﬂona! supp!ies aré enctosed The ongmak pmk copy ssgned by
R u‘razimmistratorshoul basent fome. Please type or print. Send thegresn copyifyouwantto .

. jmqw 1 items have been deleted; this copy will be returned to you with gl chafiges indicated in *_
red. The white copy is yours. Order only the, supplies.and equi ment needed guring ihe panad o
t p“tember throughf eh ry of the coming schnol year w

Al warehouse suppiles are fo be ordered on green and white apscaniorm, signed by
our. adminfstrater and senfd B oce

¥ ~ .




SAMPLE 4

INSTRUCTORS’ ORDER BLANK -

AP ‘ FOR BUSINESS OFFICE ONLY

5,

;Clas;s:" : : Requisition No.

<. Submitted to Business e Account No.
on’ .

o i

DWM") " |'Quantity | Unit Cost | Total Cost

T~

SAMPLE ¢ g

DEPARTMENTAL PURCHASE REQUISITION

— %
Date Division

Account Number.

Bureau

Requested by.
Suggested Vendor - ‘Qrganization Code -
Delivery Date Requestedr _ Estimated Cost

Quantity and Description of kems to be Ordered

a

Approved By .-
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wiring) call for spetial procedures. This kind of
major expenditure (called “capital outlay™) will re-
quire detailéd planning and justification, and prior
administrative approval. Usually, the purchasing
process requires that the school secure several
estimates or bjds from interested vendors, with the
lowest bidder being given/the arder or contract.
The teacher may be :nvolved in writing-the speci-
fications and securing the bids.

Whatever your s¢hool's policies in purchasing
needed equipment and supplies, you will be ex-
pected to provide accurate and complete informa-
tion concerning your needs, and to keep careful
records of any financial transactions. Doing so will

.help to ensure that you will have what you need,
when you need it, to carry out your present and
future instructional responsibtlities.

Student Fees

We said earlier that some of the money available
for purchasing supplies may come from student
feds. Schools have manydifferent policies for issu-
ing or selling supplies to students Your school has
established policies for distributing and account-
ing for instructional supplies, and one of the first
things you should do indeveloping a procedure to
collect student fees is to become familiar with
those policies.

v

Sometimes, this.is a sensitive area that calls for
delicacy in handling. Some school systems are not
allowed to collect ‘fees” from students, but may

. sell labqratory supplies. It is essential thatyou de-
termine not only the policies of yourinstitution, but
also the accepted terminology for student funds

Whatever your school policy, it is important that
you, as a vocational teacher collecting students’
-fées, keep an accurate record of the daily transac-
* tions. You should be able to presentevidence as to

d3023n
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the amount of money collected and to balance the
amount collected with the supplies purchased or
money deposited to the school's accounts

Schools also have different critena for determin-
ing the amount of materials they furnish to stu-
dents. Some supply all materials fo students;
others require students to purchase some or all of
their own supplies. - ‘

The following are considerations which will help
you set up a system for the sale of materials
o Use simple procedures for acquiring, dis-
tributing, and selling materials to keep the
time required for record keeping at a mini-
mum. You don't want to spend the majority of
your time selling materials;.you have more
important instructional functions to perform.

Handle materials in.an organized, systematic;.
manner. You should have the supplies at-
ranged in away that willmakeit easy for§ouio
distribute them. The sale of materials will pro-
ceed a lot faster. if you make certain you have
everything you need before you begin,,

Inform students of the system for har;%.ng
money and supplies. If students are awa¥e of
_ your procedures, they will be able to cooper-
ate with you in handling the transactions as
quickly and smoothly as possible.

Issue receipts for student purchases. There
are several reasons for this: (1) parents of high
school students will know that any money
they give students for supplies is spent as
intended, (2) adult students will have a record
for their budgeting and tax purposes, (3) you
- as & teacher will have a record of the money
You COIM) your students will know
hat you are handling their money carefully.

~
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o Keep a complete and accurate record of all
materials and money exchanged so that you
can document your transactions for the ad-
ministration if necessary You should make
sure that the amount of money collected and
the amount of money recorded in your book
eorrespond If there is an error, be sure to
correct this error before closmg your ‘books
for that day. A

Keep .an up-to-date, running balance of the
account. You should be able to tell at a glance
the amount of supplies purchased, amount of
money collected, and quantity of supplies you
have on hand.

The “procedure which you use to dispense
supplies should be one which fits your own needs.
The four plans outlined below may be used indi-
vidually, or combined, depending on your particu-
lar situation and the policies of your school

All materials are sold from a central store.—A
centrally located storeroom, outside the voca-
tional instructional area, stocks all the materials
students require A clerk manages the store, distri-
butes supplies, and collects the money. This facili-
tates the sale of materials, especially if the store 1s
located near students’ work stations. The main
disadvantage of this plan is that students may
come to class without the needed supplies, or they
may have to leave during the class period to get
their supplies. This plan works well when there is
more than one vocational program to be served.

Materials are purchased by the school and
sold by the teacher.—The teacher furnishes spe-
cifications foritems to be purchased by the school
The materials are purchased and turned over to
theteacher. Supplies are keptin thelaboratory and
are sold to students by the teacher as they are
needed. The disadvantages are obvious. the
teacher can become tied down to distributing
suppliesinstead of teaching, and the teacher must
handle cash, The advantage is that the students

.

will be able to purchase needed 3uppI|es when -

they ~ome to class.

The school purchases materials which are dis-
pensed to students through supply cards.—Sup-
" plies are purchased in the same way 4s in Plan 2

Supply cards of varying values (e.g., $1.00, $5 00,
$10.00) are then sold to students by the office or
.school store To acquire supplies, students pre-
sent the card to the teacher who punches it for the

The teacher purchases and sells materials.—
In this plan, the teacher negotiates directly with
merchants in purchasing supplies and then sells
these supplies to the students. This places the
respansibility on the teacher to establish account-
ing procedures which will accurately report the
details of each transaction. Receipts must be on
file for all money spent, and records need to be
meticulous. Its disadvantages are obvious: it
places a heavy burden of responstbility on the
teacher and could encumber him/her with the
logistics involved. However, this dogs allow the
teacher to have complete control gver purchases
and to get the supplies he/she nequ at the right
time.

'y

Whatever plan you use, you should avoid ex-
tending credit to students for supplies. Once credit
is extended, the money may be difficult to collect,
your record$ may become confused, or you and
the student may forget the transaction. All of this
may create ill will between you and the students. Of
course, In a case in which a student genuinely
cannot afford to purchase supplies at this time,
your schooi will probably have provisions for han- |
dling this situation In high schools, the PTA or the
principal may have funds available for these pur-
poses. Post-secondary students may be able to get
help from social agencies or manpower training
programs.

Conducting and Recording Transactions

Collecting and accounting for money require
carefully worked out procedures Assume you will
be collecting $12.50 from your students for a draft-
ing kit that will be needed for their assignments. In
order to keep an accurate record of the money
collected and the number of kits left unsold, you
must establish a simple system for their sale.

It is necessary that you have everything you will
need to complete the transactions arranged in an
orderly manner. the kits, a cash box with change
{or a contairfer 1n which to place the money), a .
ball-point .pen; a receipt book, and an account
book fof reca ing total collections.

You may gsk a student to assist with the'transac-

- tions, oryou may handlethe transactions yourself.

amount of purchase The advantage of this sytem

. is that the teacher does not have to handle cash

»

¢
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Once you have made Certain that you received the
correct amount from the student, you will need to
make out a receipt. Stationers sell many different
kinds of receipt books, or your school may have
some available. Two of the most commonly used
forms are shown in Samples 7 and 8.

1o




SAMPLE 7 —

: |
No. 1 | Carver School

.

Date: May 5, 1978 ' No.1 Date. May 5, 1978

. \

Received From: | Recewved From: Keith Johnson

o

Kexth Johnson . Amount  $12 50

. I3

For: Drafting Kit . Twelve and 50/100 Dollars

S i s ik il out

Amount: $12 50 I For Drafing Kut

.
- .

]. Dinero .

| Cashier .
t -
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. Car\'/er Technical Center
401 North Union Avenue
N . Montgomery, AL 36101

Date: May S, 1978

Received From. Ketth Johnson $12 50

Twelve and 50/100 ----gyecrresrmicammsmmmammrmamomsns e e ne e Dollars

.

For: Drcftmé Kt { ; .

]. Dwnero
Cashier
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Aruitoxt provided by Eic:

ft the form in Sample 7 is used the receipt is
handed to Keith Johnson, and the stub remains
attached in the receipt’book If the formin Sample
8 1s used, you wilt find that each original receipt
can be torn out and a duplicate of this witt remain
inthe book Naturally, carbon paper 1s used to get
the duplicate The important point to remember 1s
that the teacher must have a record of every re-
ceipt issued

After you have i1ssued ali the receipts for the day,
you need to count the money to make sure the
amount n the cash box corresponds with the total
amount shown in your receipt book If the money
in the cash box balances with the total in the re-

SAMPLE 9

ceipt book you shouuld record the total amount
collected on a spevial form (see Sampie 9)

Once you have collected and recorded all
monies, these need to be properly handled fthere
1S a school treasurer, you should turn in all col-
lected money to that person and recewve a receipt
for your deposit You should always keep the
money you collected separate from your personal
money To avoid future headaches, you should not
loan yourself or anyone else any of the money
«ollected In addition, you should make it une of
ywurpolicies not to take the money home with you
Rather, make arrangements at the school for de-
positing this money in a safe place

N
d
s

fradnd
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Gifts |

.

.governing

Another aspect of your budgeting and reporting
responsibilities involves gifts of equipment and/or
money which may be made to your progran®
These gifts may be presented to you by members
of your advisory committee, businesspersons, or

is available, and you could investigate the
possibility of this item being donated to the school
Because such gifts may be valuable in improving
your vocational program, you need to be familiar
with the generally accepted procedures for recelv-
ing them.

interested citizens in the community. In other
/c.:;eﬁ you may become aware that a particular
it

Before ac-* /
cepting a
pung =

glft you - %
P

must know
the school Y o
system’s § “‘ > Od
rules and

regulations «

the accep- )
tance of do- ‘ ) / ,
nations. The - I /
schgel may /N
policies \ /!
which re-
strict members of the staff from accepting gifts, or
which place stipulations on the types of gifts which .
.may be accepted and/or the conditions under
which they may be accepted. If this information is’
not included in the institution’s faculty handbook
or official bulletins, you will need to check with
your principal or another administrator who is
likely to have this information.

X . ) .
If the school policy states that teachers may ac-

‘cept gifts for the school, let your principal know

what is taking place. It is a matter of courtesy to
inform him/herthata gift has begp offered to your
department and whether or not you intend 19 ac-
cept it. It is wise to do_this before the donation
actually takes place, so that the principal has the
opportunity to ask questions or suggest a change
of decision.

Not all gifts should be accepted; each shoyld be
considered based on its own merits and whether it
has value for your program. As you consider each

_ gift; ask yourself the following questions.

e Canyou useitinyour program? For example,

a commercial photography department may -

not need an automatic donut-making ma-
chine even though it's a very fine piece of
equipment. A photographic enlarger may be

’

L2

in working order, but be of a type no longer
used in the field.

e Is the machine in good working order or
would it cost you more to repair than it is
worth? The donor may simply want to clear
out his/her warehouse or contribute a ba-

. sically worthless piece of equipment in ordes
to claim a tax write-of#for his/her business.

e Are there strings attached to the gift? For ex-
ample,if you accept this piece of equipment,
will the businessperson expect you to pur-
chase your.equipment and supplies from
him/her in the future? Are there restrictions

, onhowthegiftmaybeusedﬁinyourprogram”

©

if someone gives a particularly valuable gift to

* the'school, it may be a good idea to give the event

3

19<4

publicity. This is one way of letting the donor know
that you appreciate the gift. The student newspa-
per, bulletin boards, community newspapers, and
other media might be used to tell the story of the
sthool's good fortune and the donor’s generosity.
An announcement may be made, or an award may
be presented to the donor, at a school function
such as a banquet, party, picnic, or assembly pro-
gram.

Yoy must, of course, use discretion in selecting
the approprlate method of showing your apprecia-
tion. For example, holding abanquet would notbe
.an appropriaté way of showing your appreciation
" for the receipt of a small amount of scrap lumber.
In that casd®a simple thank-you letter would
suffice.

"

If you decide to write to the donor thanking
him/her for the gift, this letter should include (1)
the name of the specific gift, (2) the date received,
(3) the purpose for which you intend to use the gift,
and (4) the estimated value of the gift.(see Sample
10)x.

\?% RS
@irer you%ccept,a gift, you should provide
the donof with an estimation of the value of the gift
for tax deducuon purposes. If you feel thatyou do |

“not havp the competence to judge the value of a

partiegifar item, you should have an outside expert
make an estimate of the.item’s worth. ‘

As thh all other transactions discussed thus far,
a record-should be kept of all gifts received and
their sources. A separate system may be estab-
lished for this purpose (see Sample 11), or you may *
record the gifts received in the regular mventory
system.

Handled correctly, gifts from various segrﬁents
of the community can be amostwelcgme addition
< - . .




to your vocational program. You will need to con-
sider each one carefully to make sure that it dges.
infact, further the €ducational goals of the pro-
gram, and that it is given without restrictive condi-
tions. \

If the gift is to be accepted, this should be done
’?

.

within the procedures and policies established by
the schqol,;and appropriate acknowledgement
should be made to the donor. If you cannot accept
the proffered gift, you should decline the offer with
due courtesy. In either case, your vocational.pro-
gram,will benefit from the continued good will of
the people of the community.

~




R

SAMPLE 10 o .

AT

THANKwYOU LETTER R

Foimay o
“‘wiz_;,

#one

<5, "J

o - .W".’,‘i‘“ F{‘»
S ?
o BLAIR COMMU TYSG
:N ey v“‘ 4 ;‘y T e

. .
Mi. Lester James
Sales Representative

IBM Corporation ‘ ) h
- 1501 Maine Street
"~ + Prattville, IL 60609

d T o
g - - T . - ATt '_\_._:x_::ig\*’;: ,\\%__:Ci <
De '-Mr. James: e CERPARIRC

. The IBM Selectric II Correcting Typewrifer Serid mbé"fnLS'ZS?S 1
that your company presented to the Coepera}ive Off ce«Educaﬁon (CGE
Program of Blair Community School i8 grec:tly a precxatéd;_ ‘“M“‘mdents a{

. as excited'as I am about the gift. Thlemachi ‘adds o
. program, RS

».
<

Prior to receiving it, students were. unthe to gain experience on this

particular type of .up-to-daté equipment. The typewriter wiil indeed be' an :

asse} to our program; and [ will bedemonstrqnng‘the ‘préper usseQ ccxre( &nd.. - S
outstanding features oi this fine ptece of equipmenh sy o S

Lol R v
~ ~

e

* For ygur own recoras, youmay be mteresf‘ed to knovathat the typewriti}ar i =
_ hasacurrent eslimated value of $450. 00 and ctppectrs tg be in goqd condition.

Again, the COE Program of Blair Communﬂy School thcmks pu“fqr

3¢
‘your generous gesture. 1 hope if" you are in this vicinfty, you will stqp by ford
L. v visit. )

L . SN\
. , \
- o L R N .
. - ,,.. & . R .
: { » : .
: R 5.
, . Harold G Ledger, Ccordinafor T
) v . M Cooperative Ofﬂce Educqtion‘* P
) « L. .- ) ~ - - - —
4
‘ -
9 2120
IC

Aruitoxt provided by Eic:
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ﬂepdrt Preparation and Budget Projections

v

If you have maintained an organized and com-
plete file of all necessary documents and data dur-
ing the year, then it becomes a relatively simple
task to complete the required reports and'to pro-
ject budyetary needs for the upcoming year

Because vocational education has state and
federal funding sources, vocational teachers are
required-to prepare reports for these agencies
which provide detailed information’ concerning
the number and types of students served, the

__money spent, the monies received, etc. These

agencies can then use this information to predict
trends, project future funding needs, identify
needed shifts in priorities, provide datq to funding
agencies as required by law, and supp%sthe public
with data which satisfies the pubfic's demand for
accountability and documents the' responsible
and efficient use: of funds spent™

By dommentlng past expendltures, you can
also project future budgetary needs For exampie,
if despite your careful planning for, and efficient
use of, consumable supplies, your secords and
reports show that you underestimated your needs
foraparticular item, then your projections fornext
year's budget should be adjusted accordingly.

The amount of responS|b|I|ty you will have for
completing reports and planmng budgets wili vary
according to the particular procedures followed in
your school. Consider Sample 12 This is the type.-
of budgetrequest thatyour chief school officer wiil
be required to prepare It s unlikely that you will
have a great deal to do with personnel, salaries,
and operating costs Howevér, items covering
travel, supplies, and minor and major equipment
needs which can dlrectly aftect the quality of ;uaur
instructional progrdm should be of concern to
you Therefore, you-need to keep agcurate records
s0 that you ¢an provide the necessary information
to the appropriate people for purposes of project-
ing a budget, thus ensuring that the final budget
reflects your instructional needs

Regardiess of your responsibilities in planning a
budget, of course, you should recognize the im-
portance to your own instructional planning of
monitoring your use ot—edunpment and supphes.
You should also know-the cost of items and‘?-
pairs, how well your projections matched |
use, and your projected and agtual travel ex-
penses.

£y

1 Togain skill in prepaning and using equipment and supply inventories

and repair records. you may wish to retfer to Module E-9, Manage the
Vocational Laboratory

- 4 °

Many of the documents you need to keep on file
have aiready been mentioned. When requisition-
ing ems, issuing equipment to, and collecting
fees from, students, making travel requests or re-
quests for travel reimbursemeént, and accepting
donations to your program, you need to keep a
dupiicate of all such transactions on file In addi-
tion, your files should contain the following types
of information T

_e student enroliment and termination figures,
and student fqollow-up data

e equipment inventories, including information
concerning the condition of the equipment

e . supply inventories
e service/repair records. .

e articles or data supporting occ ational
trends requiring new types of equipment .

¢ information concerning proposed weorkshops
and, or conventions which couid contribute to
your professional development

e notes on possible new sources of equipment
and supplies .

Vocational teachers who are thoroughly im-
mersed in their mission of presenting instruction
and working with students may tend to resent the
need to do financial accounting and to prepare
detailled reports It is, however, very necessary to
fulfill the requirements of school procedures if you
are to maintain the cooperatiop of the school staff
and gain th port of the inistration for the
things you as a feacher want to accomplish

Every vocational teacher will need to become
thoroughly familiar with local school procedureg
and forms, and be able to work with them until
their correct use is virtually second nature. Each
form and report will be complete, ali data and
records will be completely accurate. If this is done,
budgeting, purchasing, and record keeping will
become fairly routine and quickly accomplished
tasks rather than burdensome duties. Such atten-
tion to detail will make administrators pleased and
grateful, and will expedite the business proce-
dures that keep the vocational program running
smoothly In thelongrun, it will help to support the
success of the vocational instructional program

i
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- If you have specific questions related to your reading, or if you would like

Optional additional information about how to prepare and work within budgets or
Actlvlty how to effectively complete vocational reports, you may wish to arrange
' through your resource person to interview a&)catlonal teacher experi-

enced in _these areas. ( *

’\

,

(,*’
¢ The following items check your comprehension of the material in the
information sheet, Budgetlng and Reporting Responsibilities, pp. 6-28.
Each of the six items requires a short essay-type response. Please explain
fully, but briefly, and make sure you respond to all parts of each item.

SELF-CHECK N

1. Theinformation sheet in this module has concerned itself with the general procedures of budget:ng,

purchasing, and preparing reports. Why has this approach been used, and what should the teacher
' ‘do to acquire more detailed information about these matters?

34
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2. Travel expen%res are typically relatively minor budgetary items, yet schools insiston a highdegree
of completenese and accuracy in the teacher's completed reports Why 1s this so, and how can you be
sure: to provide the necessary mformatlon’)

o




3. What is the relationship between the teacher s need to project instructional resource needs for the
vocational program, and the task of preparing budgets and supply requisitions?

4
. ! /’
4 Whatare somenf the essential differencesbetween purchasing a small amount of supplies (say, four
dozen pencils) and purchasing a large piece of equipment (such as an X-ray machine) in terms of
procedures that will probably have to be followed?
% / ‘
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5. Handling student fees might seem to call for nothing more than simple common sense Why isthis so
....ornotso? ‘
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6. Under what circumstances might a gift to your pregram be a poor bargain? .
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Compare youf written responses on the Self-Check with the Model An-

Féedback swers given below Your responses need not exactly duplicate the model

responses; hoyever, you should have cgvered the same major points.

MODEL ANSWERS

1. The general principles and procedures of bud- .
geting, purchasing, and repdrting are widely
adhered to in all vocational programs. The
.specific application of these, however, varies
greatly among schools, districts, and even
states. Legal requirements, vocational funding
agency policies, principles of accounting, and
ethical standards are relatively uniform across
the country, and these dictate the kinds of rec-
ords the vocational teacher must keep Itis not

. possible to provide the teacher with informa-
tion or experience on procedures for any one
school system, so the téacher needs to be flexi-
ble and to learn on the job. Itis pointless for the
teacher to complain that “that jsn't the way we
did it in my last school "

post-secondary institutionjwill need to learn
what the business proceduses of the institution
are, who the persons are who will beinvolved in
some. way with the system, and what general
expectations apply to the teacher. Usually, it is
not difficult to learn all these things, but itdoes
take a good deal of directed effort onthe part of
the teacher. It is no good to simply say, "I just
can't handle figures and paperwork,” and ex-
pect that this will serve as an excuse.

An instructor entering a nfw high school or

To gain the-necessary information, you can (1)
read the institution’s admnistrative handbook
Or procedures manual, (2) read administrative
memorandums, (3) talk to, and ask questions
of, administrators, supervisor, school secretary
and/or treasurer, and other vocatignal teach-
ers, (47 collect all the forms and matenals used
for budgeting, purchasing, and reporting, and

. (5) write notes about the information collected
and prepare a file (?Sr files) on the topic for
future reference.

H]

"When a new procedure presents itself, the
teacher should go through the process care-
fully, verify the results with knowledgeable per-
sonnel, make any necessary changesor correc-
tions, and place a note in the file that may be
helpful when the same kind of budgeting or
reporfing situation arises again. By learning

ese-local procédures well, the teacher can

3,

>

concentrate on the contents of tHe budget or
report rather than be unduly caught up in the
mechanics of the processes.

. It may indeed seem a contradiction that so

much stress is placed on the completeness and
accuracy of travel requests and reports when
other, seemingly more important, phases of
school activities age taken care of in a flexible,
even casual, way. However, there are almost
always very speelﬂt and exacting rules and
regulations governing travel, and these mustbe
followed scrupulously.

Because school personnel are away from
"home base™ during the period of traveling,
routine supervision and observation do not ap-
ply, and expendifures are subject to careless-
ness, if not misuse. To counteract this, rigid
restrictions on travel expenditures and specific

reporting procedures are set up. These include

rules for mode of travel, maximum allowable
cost of lodging, and the maximum expenditure
for meals and tips, among othey things. In order
to be reimbursed, the traveler is required to
present receipts for airline tickets, highway
tolls, mote! or hotel rooms, restaurant service,
taxi service, and even parking charges.

In_order to be sure that the travel will be ap-
proved and the travelegg,s expenses will be fully
reimbursed, the teacher should (1) be fully in-
formed of school policies, procedures, restric-
tions, and regulations when planning for travel,
(2) obtain proper authorization before embark-
ing on any trip, (3) keep complete and accurate
records of expenditures during the travel
period (use of a-pocket notebook specially de-
signed for travel is very helpfuland’ convenlent)
(4) take notes on the professional putcomes of
travelexperiences, and (5) fill out the necessary *
travel reports and reigbursement forms care-
fully immediately upon return. Professional
travel opportunities can be very valuabte to the
teacher's growth and development; following
_the accepted p;ocedur‘es mlmmlzesﬁe com-
pllcatlons of the experience. ' *

Budgeting is really forecasting fu/g;r_e exXpendi-

4
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tures, and preparing requlisitions for supplies 18t
the task of acquiring materials for present,
needs. Neither of these teacher responsibilities
can be done in avacuum, but must grow out of
the planned instructional program.

Forecasting future expenditures for labggatory
supplies, tools, and instructio[al mateﬁgs has
to be based on the course of Study of the voc

tional program and the planned .series of sty-
dent learning activities in the classroom a
laboratory. The teacher estimates the supplies
required for each of the several activities, esti-
mates the number of students who will be en-
gaged in those activities, and calculates the

total amount of the vanious supply items re-
quired for the school year or other instructional

period.

Budgeting, then, is the task of taking the projec-
tions of needed resources {supplies, tools,
equipment, media, etc.) for the total instruc-
tional program and fitting this to to the amount
of funds available. Minor adjustments are usu-
ally no problem, but if the funds are clearly
inadequate to meet the ‘instructional needs,
something must be done Either the proposed
learning activities must yndergod major revision,
or the available funds must be increased sothat
effective instruction can take place.”

It1s clear that only by this process qf comparing
needs with resources can future difficulties be
anticipated and avoided. Preparing a budget
without havingymade a study of instructional
needs has httle kational basis, and planning in-
struction withouy a budget of financial re-
sources Is working with naive-haope, trust, and
unfounded optimism. -~

Likewise, purchasing supplies must be based
on the budget and on instructional-needs. The
budget provides the general framework for
purchasing, so that thesteacher knows that the
moneyisavailable and that the purchasing con-
forms to previously determined amounts for

each category or class of expenditure. s
By referring to the_projected instructional re-<

* sourge needs, the vocational teacher can make
purchages of sp§cific items and accurate
amounts, knowing' th ese will satisfy the’
needs of the planned learning activities. This
kind of planning and budgeting means that the
teacher knows that the supplies, tools, and
equipment will be there when they are needed,
and teaching and learning can proceed on
schedule.’ - -

. Both large and small purchases miust, of
course, be made by following -established local
school procedures. However, the teacher usu-

FYRCUERRY

ally has'a great deal more leeway in purchasing
routine supplies and small amounts thanin buy-
Ing expensive equipment. Small items (such as
the péncils) usually may be obtained by (1) a
direct purchase by the teacher from the.chosen
vengor, the bill belng paid by the teacher's
thternal school account, (2) routine requisition
and purchase order (3) request from the
school’s warehouse or stores. . :

Sometimes, though, it is actually difficult to
purchase very small and inexpknsive items be-
cause purchasing departments will notprocess
orders for less than a stipulated amount (usu-
ally $5 or $10). This means that the teacher will
have to wait until a minimum order can be made
up, or pay for the items out of his/her own
pocket (not a desirable practice). )

The purchase of major equipment or other capi-
tal outlay requires considerably greater plan-
ning and attention to proper procedures The
amounts of money involved are usually quite
large, and the purchase results in a permanent
addition to the vocational grogram-—so mis-
takes must be avoided.

Purchasing procedures for capital outlay are
tsually clear and rigid, and they generally fol-
low this order: (1) approval for the purchase
must be obtained from the school principal or
other authorized person, (2) the teacher writes
a detailed description (specifications) of the
item needed, (3) the specifications are submit-
teqg for bids by vendors (usually three bids re-
quired), (4) the lowest bidder is awarded the
purchase order, ahd (5) the teacher accepts
delivery of the item, v¥jfies thatitis correctand
in good condition, and signs_the inveice or de-

. livery ticket.
. Any school transaction involving money, par-

ticularly where students are concerned, calls
for carefully defined procedures and accurate
record keeping. You should be able to provide
evidence that the amdunt of money you collect
and the supplies purchased or money depos-
ited to the school's accounts balance. Your
school has policies'and regulations for issuing
or selling supplies and for collecting fees from

" students for supplies. It is esséntial that you

follow these procedures, rather than use your
“common sense” in devising and implementing
a system.

. -

. N
. A gift of equipment or money from a business

person.or other interested person in the com-
Mmunity carrmean a real improvement in your
vocational program.~But, this will only be so
if the gift (1) does in fact contribute to the
achievement of program goals and objectives

«
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(i.e., can be used in your program), and (2) 1S
properly given-and received.

It's unlikely that someonewould donate a piece
of equipment totally unrelated to your program

. What couid happen, however, i1s that a gift may

be in need of extensive repair, or may be so old

that it can be expected to break down in ashort

time. The gift might aiso be of a type which is no

longer used in the field, or about to become out

of date. Such gifts would not be very good bar-
- -

LR 4

o W

‘gains in terms of their potential for helping stu-

dents achieve program objectives.

in addition, if there are strings attached to the

gift, or restrictions on how it may beused, the
gift would not be worth the trouble. For ex-
ample, if adonor stipulates that a gift of money
1S to be used to help only maie students in the
program, or if he/she expects some favored
treatment in return, you would be ethically, and
probably legally, requirgd to turn it down.

,
vt

LEVEL OF PERFORMANCE: Your completed Self-Check shouid have covered the same major points as

the model responses. If you missed some points or have questions abo

any additional points you

made, review the materials in the information sheet, Budgeting and Reporting ReSpons:bllmes pp

6-28, or check with your resource person if necessary
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“The following Case Studies describe three different situations in whidh

Actimty

vocational teachers were involved with-budgeting and. or reporting re-
sponsibilities. Read each of the situations described, and:then explain in

writing (1) the strengths of the teacher s apfroach. (2) the weaknesses of
the teacher's approach, and (3) how the teacher shéuid have handled

his/her responsibriities

CASE STUDIES

Case Study 1 Helping to Prepare the
Budget

Mr. R E Porter, afirst-year vacational teacher, had
experienced a number of budgetary problems dur-
ing the year Consequently, he had requested that
an end-of-the-year department meeting be held to
clear up those proflems and to discuss the next
year's budget Mr Kapelimeister, the. department
. head, had agreed and had notified Mr Porter and
the other teacher in the department, Ms. Ann Ar-
bor, of the meeting At the time appointed, the
three teachers met in Mr Kapellmeister's office

Mr. Kapelimelster:

| want to thank you for taking time to attend this
meefihg The reason for this meeting, Ann, 1s
that R E_here has been having a couple-three
budget problems he waniad to tatk about. Plus, |
want to take a little time to discys$ the informa-
tion | asked you %o bring Okay, R‘E ? Now, what
exactly are you concerned about? | thought
when | explained the procedures and told you

the kind of maney we had to work with that you

were set for the year

Mr. Porter:

Well, | tholight so, too Based on the figure you
gave me, | was sure | had plenty of money to get
me through the year in good shape. | just about

- thpp@ézbhen one of my reqlusitions came back
in March marked "insufficient funds.” Accord-
ing to my calculations, there was still money in
the budget.

Mr. Kapelimelster:

| thought you understood that the figure | gave
you was for the whole department and that part
of that money was already allotted f0r,vanous
departmental costs.

Mr. Porter:

No! | thought it was first come, first served
based on need I'didn tknow I had tQ subtract a
certain amount and divide the balance mto
thirds.

Mr. Kapelimelster: )
Sorry about th%Anythmg else?

-

A\ d
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‘Mr. Porter:
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Mr. Porter:

. Absolutely The two new machines you bought
me for my lab just aren’t enough Those two are
down so much, I've got to have three new ones
next year If I'm going to keep operating

-

Mr. Kapelimelster:

That s too bad. Can you tell me the exact nature

. of the problem? Were they faulty to begin with ?

Were they overused? Weren't the repairs satis-
-

factory? How long did it take you to get\the
Mr. Porter: 1 ’

fixed?

I've had so much trouble with those babies |
don t even remember half of what happened,
when, or why. LooRyng back, all | know is that |
don't 1ike that repai service we called in—it
seemed to take forever to get se

spent hours readjusting my lesson pl

around those machines when they wer

was a bummer

Mr. Kapelimelster:

I'm really sorry, Iwasn't aware that was happe
ing Does™ that about cover 1t? s

-

*

Iwish itdid Remember thatworkshop|wentto?

Well, that was a really ternific exper’ience for
me—until | didn’t get all my money back

Mr. Kapelimelster:
What happened?

Mr. Porter:

" Who knows? | got approval in advance, | histed
all my expenses during the trip, and | filled out
the request for reimbursement fllly and accu-
rately. But, the check | got didn't cover 1t all

Mr. Kapelimelster:
That's very unusual Do you have any idea why
you didn’ tget full reimbursement? And, inciden-
tally, | have a vague recollection of your asking
me If you could present a report on that trip to
the staff Whatever happened to that?

41y
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Mr. Porter:

Isent that request to the office and | haven t seen
it sincé, so | have no 1dea what items didn’ t get
reimbursed or why. As far as my trip report 1s
concerned, | meant to get something in writing,
but| gotso busy, i1t just went by the board | may

+ try to write something up this summer—if | can

remember what happened after ali this time

One more thing, You know those videotapes |
told you aboutthat!wanted to rentto show tomy
classes? Well, | had to scratch that idea because
jcouldn’t get the king of playback unit needed to
show them. When | tned to put through a pur-
chase order, | got told our budgetdidn'taliow for
such purchaseﬁ That sure put a damper on a
great idea.

Mr. Kapeiimeister:

isee. I'lthave to check into that, | guess. If there's
nothing else, I'd like to discuss the information |
asked you to bring to the meeting Now, you
should have with you that form | gave you at the
beginning of the year with complete data as to
now many supplies you requisitiongd or pur-
chased, how much was dispensed, and your re-
maining inventory—which, | trust, wiil baiance?

Inaddition, t asked you to use thatdatato project
your resource needs for next year, and you
should have that list with you

Ms Arbor and Mr Porter hand Mr Kapellmeister
some papers Mr Porters supply and inventory
sheets are extremely detailed and accurate, and
they balance Below is a portion of hys list of proj-
ected needs

Projecteq Needs - R. E. Porter

(Items priorntized according to last year's con-
symption, use, adequacy)

3 memory typewriters

1 8-mm film projector

1 pocket-sized dictattng machine

1 transcriber for a pocket-sized dictating
machine

2 dozen tapes for a pocket-sized dictating
machine

39




Case Study 2: Collecting Student Fees

. Ms. Price always dreaded the beginning of the
school year because that's when she had to go
through the bother of collecting student fees
School policy required that she provide the office
with a list of needed supplies which they would
purchase for her, but then she had to collect the
fees from the students herself Last year's fee col-
lections had been chaotic, and she was deter-
mined that this year the process would run
smoothly. She decided to spend some time de-
veloping a system to guide the process

First, she designed sheets of receipts which she
could duplicate and cut up into individual receipts
so students could have proof of purchase Second,
she got a strong padded mailing envelope which
she could use to keep the-money in On the outside
of the envelope, she wrote each student's name so
she could check off the appropriate name as each
student paid.

The following day, she explained to students that
she would be collecting a fee of $4 75 from each
student on Wednesday She took time-te-exptain
why fees were necessary and what they would be
used for. She described carefully what students
would receive for their money She then requested
that any student who would have difficulty paying
the fees should soindicate by raising hls/her hand
No one did. .

Wednesday arrived, and Ms Price started class by
reexplaining the purpose of the fees. Unfortu-
nately, one student had been absent on Monday
and had notknown about the fees. Ms. Price asked
her to remember to bring the money in later in the
week. Then Ms. Price introduced a reading as-
signment that students were to complete that
period. That would keep them busy and productive
so the period would not be a total Waste.

She set up the materials—her regeipts, her en-
velope, and a red pencil—and called out the name

40
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of the firststudent on her class roster Thatstudent
had oniy a five-dollar bill, so Ms. Price took a quar-
ter from her own pocket to give him change. The
second student had the correct change, so Ms.
Price put the four singles and the five in her en-
velope and |eft the quarters on her desk for making
change Things went well for awhile after that.
After each student paid, she made change if
necessary, carefully put the bills in the envelope,
wrote out a receipt for the student, and checked off
the student's name on the mailing envelope hst
However, it was taking longer than she'd expected,
and time was running out In addition, when she
called on Jim Hood, Jim announced from his seat
that this was supposed to be free public educa-
tton, and he absolutely refused to pay any fees A
remark of that sort required immediate attention.
Ms Price asked Max McSweeney, a trusted stu-
dent and youth club treasurer, to finish the collec-
tion of fees, and took Jim out into the hall for a
heart-to-heart talk, which ended with Jim bemg
sent to the principal’s office

Ms Price arrived back 1n the classroom just as the
bell rang, but efficient Max had finished the job
Ms Price thanked him and dismissed the class In
checking the enveiope, Ms Price noticed that (1)
Max had not checked off any names, (2) Max had
used S0¢ of his own to make change, and (3) Clyde
had been short of cash and still owed a quarter Ms.
Price took two dolias om the envelope so she
could get change on th She put the
bills in her walletand carefully locked TR&envelopess:
of money in her file cabinet She then made a note
to ask the students to bring their receipts to class
on Friday so she could update her list, and then
she headed for the parkingiot. She was glad she d
taken time to systematize the process, it d gone a
lot better this year )




Case Study 3: Accepting Gifts

Mr. Biack, a vocational teacher for a cooperative
business and office education program, has just
~accepted a donation of an expensive typewriter

Ms. Hayes: N
Mr. Black, 1sn’t that the ICN memory typewriter
they advertise on TV —the one that stores co
SO you can use It later?

Mr. Black smiles broadly and nods.

Ms. Hayes:
Wow! You musthave paid apretty penny for that.

Mr Black:

Actually, it was loaned to me by a local office
supply company

Ms. Hayes:
- You mean you're renting 1t?

Mr. Black: ) -
No, not exactly. They kind of toid me to keep 1t as
iong as | needéd it. They're expecting to geta big
contract from us when we.build the new facility
next year. They just wnite things like this off theur
income tax. It's good business for them.

El

Ms. Hayes:
Did you check with the director about this?

. Mr. Biack:

. No. The sales representative from the company
*asked me to keep 1t under my hat because of all
the red tape involved. -

Ms. Hayes:
Yes, but won't someone wonder where i1t came
from when your students start using 1t? | mean, a
machine like that 1s hard to miss

Mr. Black:

To tell you the truth, I'm planning to keep 1t in my

Pt

bffice and use It to prepare my lessons, hand-
outs—stuff like that It s got so many great fea-
tures, 1t'll be a real help to me in my teaching.

Ms. Hayes:
Well, | guess thats okay then But how do you
keep track of thmgs you receive | ke this?

Mr Black grins.

Mr. Black:
In my head®i'm no fool So iong as these littie
transactions dont become common knowl-
edge, everybody benefits—me, my students, tbe
company, and the school

Ms. Hayes:
I've got to get going, but I'd love to see that littie .
wonder work before i ieave Do you mind”?

Mr. Black: |
Go ahead. | haven't tried it myself yet

Ms /-(yes sets a dial, types a short note, pushes
tIe “record"” button, the "recall” button, and then
the “auto” button to bring back what she has just
typed. Nothing happens She tries again, with the
same result. Nothing.

Ms. Hayesy N

Well, it's too bad you didn't try 1t out before you

sent your thank-you letter It seems they sentyou

a used lemon. Is that smoke coming out of
. there? /

Mr Black unplugs the machine and reaches for a
pitcher of water.
Mr. Biack:

They didn't get any thank-you letter from me,
and I'm thankful for that!

afty
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Compare your completed written critiques of the Case Studies with the
Model Cnitiques given below Your responses need not exactly duplicate

Feedback
points.

the model responses, however, you should have covered the same major

’

MODEL CRITIQUES

Case Study 1:

Mr. Porter's response to the problems he encoun-
tered all year was a good one—asklng for a meet-
ing with department staff to air concerns. and
clarify information for the following year Is an ex-
cellent way to resolve problems and avoid future
ones. However, it became apparent durnng the
meeting that there are serious problems with the
way this department handles the whole process of
budgeting and reporting

In the first place, no one was really adequately
prepared for the meeting Genera!l concerns were
identified, but little concrete data, and few expla-
nations or solutions were shared among the par-
ticipants. Ms. Arbor never gaverany input at all, nor
was she asked to. .

This lack of precision in clarifying and foilowing
budgetary procedures and responsibilities i1s re-
vealed throughout the discussion For example, it
is clear at the outset that Mr Kapellmeister failed to
thoroughly explain to Mr Porter how the depart-
ment's budget weuld be handled Although he
made a sincere effort to provide his staff with
necessary budget information, he didn't go far
enough. He didn't tell them that the money was to
be divided among the staff, how the funds were to
be divided, what funds were already cammitted, or
for what purposes these funds could be used.

Mr. Porter couid have avoided this problem If he
had asked Mr. Kapellmeister for more specific in-
formation at the time As department head, Mr
Kapeilmeister should have provided all needed in-
formation, but the alert vecational teacher would
know what questions’ to ask to get the needed
information.

Another concern Mr Porter brought up was his
difficulty with faulty equipment He knew enough
to identify and make knowp his equipment prob-
tems, but he had donelittle t determmesolutlons
He did not—
o identify whether the problem was in the
equipment, its use, or the poor service

o clarify why the service was slow
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o try to locate other service repair companies

o keep detailed records of the amount of down
time, dates servicé was requested and when
repairs were completed

¢ Inform hisdepartment head during the year of
what was happening

He did project the need for "three more such
machines based on his experiences, but this pro-
jection may well be unrealistic if it 1s just a service *
problem. Mr. Kapellmeister does try at this point to
getmoreinformation about the problem, but when
Mr. Porter fails to respond adequately, Mr. Kapell-
meister just lets it shde There 1s serious question
about how Mr. Kapelimeister will be able to turn
this kind of information Into budgetary decisions
for the following year. .

2’

Mr. Porter also made an excellent attempt to put
the money budgeted for travel to good use He
identified a'related workshop, tried to foilow cor-
rect procedures by filling out the appropnaté
forms, obtaining approval, and listing his expend-
tures. He attended the workshop as an enthusias-
tic and active participant. s,

‘We do not know why he was not reimbursed fully,

and neither does he He might have assuymed the
sky was the limit when actually there was a set
allotment (in the same way that he failed to clarify
how much of the total department budget was his
to work with). He might have been expected to
keep receipts, and failed to do so. Perhaps he did
not fili out the reimbursement request form cor-
rectly, although this can’t be determined because
he did not keep a duplicate for his own records

We do know that Mr Porter never bothered to
follow up on why he was not fully reimbursed (so
that he could avoid making the same mistake(s) in
procedure in the future). Furthermore, his work-
shop enthusiasm appdrently flagged before hegot,
around todocumenting his experiences in writing.
Evidently he took no notes with which he could .
remedy this deviation from procedure by complet-
ing a report at a later date.




Mr. Porter tried to use budget money for a very
worthwhile purchase (the nfeded videotape play-

»ack unit). Bu; again, whentherequest was turned
down, he den—Hry'io determine either (1) why 1t
was turned down, or (2) what other optnons he had
foracquiring such a unit He should have at some
point contacted Mr Kapellmeister to determine if

used for purchasinq audiovisual equipment and
aids (e.g., library fungs, media center funds, gen-
eral school operating funds, petty cash, etc ).
Perhaps it is school or department policy to bor-
row such equipment from another school in the
district rather than to purchase or rent 1t out of the
budget

- there was money in&;her budgets which could be

Fmally, Mr. Porter apparently had kept and com-
piled good, detailed records of s supplies and
equipment in stock, dispersed, and purchased He
knew what he needed for the following year, and
was thus able to provide Mr Kapelimeister with a

. list of needed resources to aid him in preparing

next year's budget Priontizing these- items could
also be helpful to Mr Kapellmeister in making
budgetary decisions . &

However, Mr. Porter did not provide any specifica-
tions for his projected needs. With no detailed
descriptions, it would be very difficult for Mr
Kapellimeister (or the purchasing officer) to know
just what to order (e.g., what kind of dictating
machine, other than 'pocket-sized,” is needed?)
In addition, he did not include essential informa-
tion su/b as the approximate costs of the items,
manufacturers of the items, etc. it may also have
been his responsibility to list suggested vendors

Overall, it 1s evident that Mr Porter’s files are Jack-
ing in information. He has not kept duphcates of
essential monetary transactions; thus, it will prob-
ably be very difficult for him to fill out or provide
input Into the district, state, or federal reports re-
quired for vocational education

Case Study 2: Yoy

Ms. Price started out with goad intentions She
was familiar with school policy concerning the re-
sponsibility for the collection of fees, and she rec-
ognized the need for developing a clear, simple
system for handling fee collections. She prepared
receipts to document the transactions. She care-
fully explained to the students the need for paying
fees. She provided the students with a task to ac-
complish so they would not have ta sit idle witile
fees were being collected Finally, she called stu-
dents to her desk one at a time in aiphabetical
order, This avoided the chaos that cangccur when
students are gathered around the de:}\?waiting
their turns impatiently and aliows a telcher to

»
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complete each step of the transaction in an or-
ganized, unrushed fashion

However, Ms Price's plans and procedures had
a number of weaknesses. Although she noted
school policies regarding her responsibilities for
collecting the fees, we have no indication that she
was aware of any school policies regarding keep-
ing a record of these transactions. Even if there are
no stated policies, her record-keeping system is
weak. She should have used a system of writing
receipts that would provide her with a duplicate
copy for her records. Receipts aren't just for giving
students proof of purchase, they should also pro-
vide the teacher with a record of each transaction.
in addition, receipts shouid be filled out.in ink so
the information 1s more permanent A simple
checkiist 1s not adequate, since it provides only
limited information, and it 1s far too easy to either
forget to check a-name or to check the wrong
name by mistake

While she took great care to explain why fees Were
being collected, she never reaily explainéd the
procedures to be used. Thus, when Max took over,
he had to improvise whgn giving out change, and
was unaware that he was supposed to check the
@gmes off. In addition, Ms Price did not cover the
bject of nonpayment very well. She creatéd a
situation in which students who were unable to
pay fees had to publicly identify themselves by
raising their hands. The fact that no one did does
not indicate that no one was in that position, only
that they may have been too embarrassed to admit
it. This may have been the cause of the subsequent
problem with Jim Hood A better procedure would
have been to request that students unwilling or
unable to pay fees stop by her office to distuss it
further and to explore the options available

Another problem was created by the fact that she
only mentioned fee collections once prior to the
collection day. She should have noted that one
student was 4bsent on that day and either spoken
to that student individually the following day or
reminded the whole class about fee collections
again. The latter would probably be preferable
since students tend to forget such things rather
easily.

. ‘
Ms. Price has a lot of loose ends left hanging She
has to get the full fee from the absent student, geta
quarter from Clyde, do something about Jim's fees
(or Jim), reimburse herself a quarter, reimburse
Max 50¢, and get two doliars worth of change She
i1as borrowed, extended credit, and mixed the fees
up with her own money This whole area could
have been simplified if she had used a cash box
rather than an envelope and either (1) started with
a smail bank ($5 00) of change drawn from petty
cash or her personal resources, or (2) started by

40
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calling on students with the correct change Start-
ing with a bank is the simplest, but there 1s a
chance of losing money. If students are encour-
aged early to bring the correct change, this can be
of dgreat help. -

Ms. Price never checked the amount of money

collected. Although the names werdh't checked off’

accurately, preventing her from knowing what she
should have, she should have taken a count of
exactly how much money she had in her posses-
sion. Pulling money in and out of an envelope and
leaving cHange on the desk had increased the
chances of errors. Furthermore, by the time she
asks students to bring in their receipts so she can
update her checklist and balance her monies, she
will probably find that some students will have lost
their receipts or thrown them away .

it's too bad, given the ime imitations and the exis-
tence of Max, the youth club treasurer, that Ms
Price did nbt plan for Max to be involved in the
whole process. It might have served to make the
system more efficient and time saving

Finally, she should not have left the money locked
In a file drawer 1n her room This Is a great deal of
money for which.to be responsible. By depositing
this with the appropriate school officer, she couid
have avoided this responsibility and ensured its
safekeeping

Case Study 3:

Mr. Black violated just about every reasonable rule
for accepting gifts to the school, and in general
behaved in a highty unethical manner We don't
know what the schooc! policy for accepting dona-
tions 1s at Mr Black's school, we do know that
under these circumstances, he should have dis-
cussed the ‘matter with the administration before
making any decision In any event, It s clear that
this particular gift should not have been accepted

In the first place, there were very definite strings
attached to this gift—conditions which put Mr.
Black and his school in an awkward, if not unethi-
cal (or even illegal), position. The company ex-
pects a favor in return, and Mr Black had no right

-~

to accept the gift under those conditions without
discussing the full nmphcatnons with his adminis-
trator

Secondly, even though the typewriter would have
beenavery useful gift for Mr Black's program and
would have helped to achieve course objectives,
those strings (and the company s insistence that
he keep the whole thing quiet) rendered the dona-
tion useless to the students and the program. Mr
Black s assertion that he can use the typewriter
for lesson preparation is really just a convenient
ratioralization Under the nght circumstances, his
students should have the opportunity to receive
training on this machine, since it is one that many
of them will no doubt be using on the job. The way
the gift has been donated and accepted, however,
has made this impossible

In the third place, the typewriter was-apparentiy
worthless to begin with It seems that the company
has donated a machine in need of (possibly) ex-
tensive repatr, and that the tax wnte-off for the
business may have been the primary motivation for
the donation, not the benefits to the school Mr
Black should certainly have checked the machine
before he considerca accepting it

There were several things that Mr. Black did notdo
in accepting the gift that he would be expected to
do if he had been correct in accepting the gift
Normally, a teacher would make arecord of the gift

.on a form designed for that purpose, making note

of the donor, the value of the gift, its condition, etc.
In addition, he/she wouid, If the gift were of con-
siderable value, publicly recognize the donor to
promote good pubilic relatigns between the school
and community. Of course, whatever the value of
the gift, it should be acknowledged in some ap-
propriate way Finally, he/she would provide the
donor, perhaps 1n a thank-you letter, with an esti-
mation of the value of the gift for tax deduction
purposes. Mr Black could not follow any of these
procedures, of course, because the typewriter was.
improperly given and accepted As a result, the
supposed "benefits” to himself, his students, and
the company went up in smoke

‘s

-

LEVEL OF PERFORMANCE: Your compieted crmque;s should have covered the same major points as
the model responses. If you missed some points or have questions about any additional points you
made, review the material in the information sheet, Budgeting and Reporting Responsibilities, pp 6-28,

or check with your resource person If necessary

Y
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TEACHER PERFORMANCE ASSESSMENT FORM

Manage Your Budgeting and Reporting Responsibilities (E-2) .

Name

{ Lo
Directions: indicate the level of the'teacher’s accomplishment by placing

an Xin tHe appropriate box under the LEVEL OF PERFORMANCE heading. ©oate -
. If, because of special circumstances, a performance component was not

applicable, or impossie’to execute, place an X in the N/A'box. Resource Person _

b

AN : ¢

Y

o _ A .
. LEVEL OF PERFORMANCE

~ -

T
@ A
. X & 9
S & &

In preparing to handle vocational budgets and reports, the
. teacher: '
1. determined what monies had been aliotted for:
a. travel ........ b

,

0 0000 0p00 ODOE-

c. equipment ....... e e e

[
b. supplies ........... .. ’ D
[
[

DOoOd

d.other .......... ... . ... ... S e

2. determlned theproceduresto befollow dmrequestmg
a travel ... e e e

c. equipment .............. e T

¥

[
‘ b. suprﬂies e D
[
[

d. othel: ....... A @ ................

. 3 famlllanzed himself/herself with ali forms to be used in
requisitioning:

a travel ............... 0 MLl e

b

~

O OOoon oogd

C. equUIPMENt ... ... T

Q‘DDD |
O 0000 O0O00 ood

. Other .ot e ‘

4. consulted established school policies and regulatiorTs
relative to accepting gifts ................. . ...

L]

3

5. consulted school regulations and policies re|ative to col- -
lecting student fees for supplies ."........ } ........... D . D D D

L. . : o
K 4'3'1 :




If travel was réquested, the teacher: _
6. followed estab is@ procedures .’

7. completed the travel T guest(s) accurately and com-
pletely ..... Foe . !

.

8. obtained all necessary receipts

9., completed all necessary reimbursement forms accu-
rately and completely

10. completed a travel report document'ing his/her experi-
BNCES . v ittt e e

11! kept, duplicates of all transactions on file

If suppltes and/or equipment were requested, the teacher:
. 12. followed established procedures

13. completed all requisition forms accurately and com-
pletely

' 14 “provided detailed specifications .......
E 2

15. kept within budget limits ........ .

7-6.‘ kept duplicates of all transactions on file

./ teacher: .
7. agcepted only gifts which: .
a. promoted the achievement of program goals and ¢
jectives ... S SO

“

If ‘gifts for the vocational program wegre accepted, the

b. werg-free of restrictive conditions

L
c. were in satisfactory or repairable condition

8. obtained administrative approval before acceptin

”

. acknowledged the gift, including;
a.\_providing a brief description’éthe donor

b. Stating how the gift would be used

€. giving an estimate of its value

.
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26.

27.
28.

/ FoS

*t

in compleﬂng@ﬂ:oytrlbutlng to the completion of ) reports
for tunding agencies, the teacher:

had available an organized and complete file of budget
transactions ’

followed established procedures

provided accurate and complete information . .......

Q- A .
~ s < o &
. & & & L&
If student-fees for supplies were collected, the teacher: I___l I___l
21. implemented a simple and easy-te-maintain system ...
*22. provided reéeipts tostudents ... .... .............. E] I___l
23. kept a record of all collections ..... FEREREERRRS e I:l U
24{. arranged for the deposit or safekeeping of all money '
collected .......... ...l e I___l I___l
25. established and maintained a'cash system for distribut- I___l I___l
ingsupplies ............ . il i

29. kept duplicates of agllhreports on file

in preparing (or contributingto the preparation of ):a budget,”

the teacher: I - D
30. used past records as a basis for projecting future needs

................ [

82. provided accurate ang complete data

31. provided all needed input
e

0000 oooo 0O o ogo-

10000 . gooo
00000 0000 0O 0 000

k. 33. followed all established procedures .....o.... ..... .-
._ensured that his/her program needs would be met- ... I___l I___l L__l
" _LEVEL OF PERFORMANCE:.All items must receive N/A, GOOD, or.EXCELLENT responseé. If any item .

receives a NONE, POOR, or FAIR response, the teacher and resource person shoufd meet to determine
what additional activities the teacher needs to\complete in order to reach competency in the weak
area(s). ‘ ) - .

®
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“ABOUT USING THE CENTER S PBTE B
'MODULES

Organization

Each module 1s designed to help you gain competency
in a particular skill area considered important to teach-
ing succes$’ A module is made up of aseries of learning
experiences, some providing background information,
some providing practice experiences, and others com-
bining these two functions. Completing these experi-
ences should enable you to achieve the terminal objec-
tive in the final learning experience The final experience
in each moddle always requires you to demonstrate the
skillin an actual schooi situation when you are an intem,
a student teacher, or an inservice teacher.

Procedures

Modules are designed to allow you to individualize your
teacher education program. You need to take only those
modules covering skills which you do not already pos-
. sess. Similarly, you need not complete any learnifg ex-
perience within a module if you already have the skill
needed to complete it. Therefore, before taking any
module, youshouid carefully review (1) the Introduction,
(2) the Objectives listed on p. 4, (3/4he Overviews pre-
ceding each learning experience, and (4) the Final Ex-
petience. After comparing your present rieeds and com-
petencies with the information you have read in these
sectigns, you should be ready to make one of the follow-
~ ing decisions: { )
e that you do not have the competencies indicated,
‘and should complete the entire module
that you are competent in one or more of the en-
abling objectives leading to the final learning ex-
perience, and thus can omit that (those) Iearmng
experience(s)
that you are already competent in this area, and
ready to complete the final learning experience in
order to “test out” s
that the module 1s Inappropniate to your need¥it
this time
When you are ready to take the fidal tearning experience
and have access to an actual school situation, make the
necessary arrangemenis with your resource person |If
you do not complete the final experience successfully,
meet with your resource person and arrange (1) to re-
peat the experience, or (2) complete (or review) previous
sections” of the module or other related activities
suggested by your resource person before attemptingto
repeat the final experience

Options for recycling are also available in each of the
learning experiences precedmg the final_éxpenence’
Any time you do rot meet the minimum level of perfor-
mance required to meet an objective, you and your re-
source person may meet to select activities ti:;p you

v

"

~

»

reach competency This could involve {1) compléting
parts of .the’ module’ previously skipped, (2)_rgpeating
activities, (3) reading supplementary resources or com-
pleting additionai activities suggesteq by the resource
person; (4) designing your own learning experience, or
(5) completing some other activity suggested‘by you or
your resource person

.
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Terminology .

Actual School Situation .refers to a situation In
which you are actually working with, and responsible
for, secondary or post-seconiifv vocational students in
a real school An intern, a student teacher, or an in- -
service teacherwould be functﬁmngm an actualschool
situatior’ [fyou do not have access to an actual school
situation when you are takingthe module, you can com-
plete the module up to the final learning experience You _ -
would then do the final learning experience later, 1.e.,
when you have access to an actual.school situation.

Alternate Activity or Feedback . .. refers to an item or = *
feedback device which may substitute for required
items which, due to special circumstances, you are un-

able to complete

Occupational Specialty refers to a specific area of
preparation within a vocational service area (e g, the
service area Trade and Industrial Education includes
occupational specialties such as automobile me-
chanics, welding, and electricity)

Optignal Actn»y or Feedback refers to an item
which 1s not required, but which 1s designed to supple-
ment and enrich the required items in alearning experi-
ence

Resource Person refers to the persen in charge of
your educational program, the professor, instructor,
administrator, supervisor, or cooperating, supervising:
classroom teacher who i1s guiiding you In taking this
mddule.

Student . refers to the persofm who 1s enrolled and
receiving instruction in a seCOndary or post-secondary
educational institution

Vocational Service Area referstoa ma;or vocational
field agricultural education, business and office educa-
tion, distributive ¥ducation, health occupations educa-
tion, home economics education, industrial arts edu-
cation; technicat education, or tradeand industrial edu-
cation

You or the Teacher
tng the module.

.refers to the person who 1S tak-

-~

Leveis of Performance fot Final Assessment -

N/A  The criterion was not met because 1t was not '
applicable to the situation

None. No attempt was made to meet t,he criterion,

although it was relevant
Poor  The teacher i1s unable, to perform this skill or

has only very limited ability to perform .

Fair . The teacher s unable tb perform tys skill inan

accepta%‘le manner, but has some ability to'Rerform 1t

Good. The teacher is able to perform thigAkilt in an

effective manner ) . |
Excellent .. Theteacherisableto perform thisskillina |
very eﬁectWe manner

—

3 B .

’



f '(Titles of The Center's - " ' f\'
Performance-Based Teacher Education Modules -

v

Category A: Program Plam'\lng. Dovolbpmpnt. and Evaluation

E-§5  Provide for Student Safety .
. ~1  Prepare for a Community Surve E-6 Provide for the First Aid Negds of Students A
2—2 comr?aauct a Community guwey Y ’ E-7 -Assist Students in Developing Self-Discipline
A-3  Report the Findings of a Community Survey E-8 Organize the Vocationa! Labpratory
A-4  Organize an ggcupational Advisory Committee ~ E-9  Manage the Vocational Labogatory .
A-5  Maintain an Occupational Advisory Committee Cat F: .
A-6  Dévelop Goals and Objectives egory F: Guidance

F-1  Gather Student Data Using Formai Data-Collection Techniques

A-7  Conduct an OCcupational Analysis F-2 .Gather Student Data Through Personal Contacts

A-8 Develop a Course of Study

a . F-3  Use Conferences to Help Meet Studeht Needs
:_?0 mg& l;oggj—:::tggol"l;ovarsr;si’tl:;ys . ' F-4  Provide Information on Educational and Career Opportunities
A-11 Evaluate Your Vocational Program F-5  Assist Students in Applying forEmployment or Further Education
Category B: Instructional Planning Category G: Schooﬁommur:ny Relations
B-1 Determine Needs and Interests of Students G-1 Depvr%lgfa?n&hool-cé'mmumty Relations Plan for You;Vocauonal
. {3
. &g m;gg gtsgletn;ﬁ:rsftc:\r]rg:::e Objectives $ G-2 Give Presentations to Promote Your Vocational Program

G-3 Develop Brochures to Promote Your Vocational Program
G-4 Prepare Displays to Promote Your Vocational Program
G-5 Prepare News Releasesand Articles Concerning Your Vocational

B-4 Develop a Lesson Plan
B-5  Select Student Instructionai Matenals
B-6  Prepare Teacher-Made Instructional Matenals

. Program
Category C: |MMI Execution T G-6  Arrange for Television and Radio Presentations Concerning Your
C-1  Direct Field Trips Vocational Program : .
C-2 Conduct Group Discussions, Panel Discussions, and - G-7 Conduct an Open House
Symposiums . G-8 Work with Members of the Community
_ C-3 Employ Brainstorming, Buzz Group, and Question Box G-9  Work with State and Local Educators .
N\ Techniques G-10 Obtam Feedback about Your Vocational Program
~~~Cz4 __ Direct Students In Instructing Othex, Students Cat . Student Oraaniza -
C-5" " Empjpy Simulation Techniques egory,H nt Vocational Organization '
C-§ Guidé Student Study - H-1  Develop a Personal Phlosophy Caqncerning Student Vocationa
C-7  Direct Student Laboratory Experience ._Organizations
) N > H-2  Establish a Student Vocational Organization
s &g gm:,ys tt:gegrtg];r::{\&zmgg Problem s°""“9 Techniques - H-3  Prepare Student Vocational Organization Members for
* C-10 Introduce a Lesson Leadership Roles
C-11 Summarize a Lesson . H-4  AssistStudent Vocational Organization Members in Developing
C-12 Employ Oral Questioning Techniques \ . and Financing a Yearly Program of Activities

%13 Employ Reinforcement Techniques «° H-5 Supervise ‘Acuvmes' of the Student Yocatnonal Organization
C-14 Prowvide Instruction for Slower and More Capable Learngg H-6  Guide Participation in Student Vocational 0'9“"'2’"".“ Contests

C-15 Present an lllustrated Talk Category I: Professionsl Role and Development
® C-16 Demonstrate a Maniputative Skill , . -1 Keep Up-to-Date Professionally ;

* £L-17  Demonstrate a Concept or Principle / * =2  Serve Your Teaching Profession ’
C-18  Individualize Instruction R -3 Develop an Active Pgrsonal Philosop¥ly of Education 3
C-19 Employ the Team Teaching Approach ) -4 Serve the School and Community

Use Subject Matter Experts to Present Information o -5  Obtain a Suitable Teaching Position
C-21, Prepare Bulletin Boards and Exhibits I-6  Provide Laboratory Experiences for Prospective Teachers
C-22 Present Information with Models, Real Objects, and Flannel I~7  Plan the Student Teaching Experience
Boards - =

C-23 Present Informatisp with Overhead and Opaque Materials -8 Suparvise Student T:Sbers ' )
C-24 Present Information with Filmstrips and Slides s Category J: Coordination of.€ooperative Education @
C-25 Present Information with Films J-1 Establish Guidelines for Your Cooperative Vocational Program
C-26 Present Information with Audio Recordings J-2  Manage the Attendance, Transfers, and Terminations of Co-Op
C-27 Present Information with Televised and Videotaped Materials Students .
C-28 Employ Programmed Instruction ‘ ~J-3  Enroll Students 1 Your Co-Op Program s
C-29 Present Information with the Chalkboard and Flip Chart J-4  Sacure Training Stations for Your Co-Op Program |

2 Category D: Instructional Evaluation J-5  Place Co-Op Students on the Job

',1 - , J-6  Develop the Training Ability of On-the-Job Instructors

D-1  Establish Student Performance Critena * “J-7  Coardinate On-the~Job Instruction
D-2  Assess Student Performance Knowledge " .J-8 Eyaluate Co-Op Students’ On-the-Job Performance
83 Assess g::"g::: gzgx::::_ SA:I’ltl:des J-96~ grepare for Students’ Related Instruction
D5 moete Student Grados J-1 uperviseé an Employer-Employee Appreciation Event |
D-8  Evaluate Your instructional Effectiveness . - RELATED PUBLICATIONS |
Category E: Instructional Management - . Staci?:!ti ﬁé"“‘ to Using Performanée-Based Teacher Education |
E-1  Project Instructional Resource Needs ) <Resource Person Guide to Using Performance-Based Teacher |
E-2  Manage Your Budgeting and Reporting Responsibilities Education Matenals : |
E-3  Arrange for Improvement of Your Vocational Facilities Guide to the Implementation of Performance-Based Teacher Education

E-4  Maintain a Filing System
s

4 For information/ regarding availablility and grlces of these rﬁaterlals contact—

. AAVIM .
erican Assoclation for Vocational instructional Materials

120 Engineering Center ¢ Athens, Georgia 30602 e (404) 542-2586 '
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