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This gnodule i1s one of a series of 100 performance-based
teacher educatton (PBTE) leagiing"packages foeusing upon
specific professional competéncies of vocational teachers The
compeétencies upon which these modules are Based were iden-
tified and~erified through research as being important to suc-
cessful vocational teaching at both the secondary and post-
secondary levels of instruction, The modules are surtable for
the preparation of teachers in all occupational areas.

,Each modute provides learning experiences that integrate
theory and application, each culminates with criterton refer-
enced assessment of the teacher's performance of thilyspec-
ified competency. 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. Resource persons should be skiiled in the

* wteacher competency being deveioped and shouid be thor-
oughly ornented to PBTE concepts and procedures in using .

these mateénais - -
The design of the materals provides considerable flexibility for

. planning and conducting performance-based preservice and

inservice teacher preparation programs to meet a wide variety

of individual needs and interests. The matenais are intended for*

use by universities and colleges, state departments of eduga-
tion, post-secondary institutions, locateducation agencies, and
Others responsible for the protessional development of voca-

r-tional teachers Further information about the use of the mod-
ules in teacher education programs is containeq 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 to Implementation of Performance-Based Teacher
Educatiaon. ¥

The PBTE,curriculum packages are products of a sustained
research and development effort by The Center's Program for
Professional Development for Vocational Education. Many in-
dwiduals, institutions, and agenctes participated with The Cen-
ter and have made contributions to the systematic develop-
ment, testing, revision, and refinement of these very significant
training materrals Qver 40 teacher educators provided input in
developmernt of initial versions of the modules, over 2,000
teachers and 300 resource persons in 20 universities, calleges,
and post-secondary instrtytions used the materials and pro-
wvided feedback to The Center for revision apd refinement.

Spectial recognition for major individual roles in the direction,

development. coordination of testing, revision, and refinement .

. of these materials 1s extended to the followmg program staff
James B. Hamilton, Program Director, Robert E Norton, As-

p ’ -

sociate Program Director, Glen E. Fardig, Specialist, Los Har-
rington, Ptogram Assistant; and Karen Quinn, Program Assis-
tant. Recognition 1s aiso” extended to Kristy Ross, Technical
Assistant; Joan Jones, Téchnical,Assistant, and Jean Wisen-
baugh, Artist for their contributions to the final refinement of
the materials. Contributions made by former program staff to-
ward developmental versions of these materals are al Q.ac- W
knowledged Calvin J. Cotreli diregted the vocational tea‘c%r
competency research studies upon which these modules are
based and also directed the curnculum development effort
from 1971-1972 Curtis R. Finch provided leadership for the
program from+1972-1974, ’

Appreciation is also extended to af those outside The Center

- (consultants, freld site coordinators, teacher educators,

teachers, and others) who contributed so generously in various
phasesgf the total effort. Early versions of the materials were
developed by The Center 1n cooperation with the vocational
teacher education facujties at @regon State University and at
the Univefsity of Missouri-Columbia Preliminary testing of the
materials was conducted at Oregon State University, Temple
Universny, and University of Missouri-Columba. .

Following preliminary testing, major revision of all materials
was performed by Center Staff with the assistance of numerous
consultants and visiting scholars from throughout the country

Advanced testing of the materials was carried ‘out with assis-
tance of the vocational teacher educators and students of Cen-
tral Washington State College, Colorado State Umversity, Fernis
State College, Michygan, Florida State University, Holland Col-
lege, P£ |, Canada; Oklahoma State University, Rutgers Uni-
versity ; State University College at Byffalo, Tempie University,
Umversityof 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 Wtah §tate University

The Center 1s gratefu(to the National institute of Education for
sponsorship of this PBTE curficuium development effort from
,1972 through its ‘completion Appreciation is extended to the
Bureau of Occupationat and Adult Education of the U S Office
of Education for their sponsorship of training and advanced
testing of the materials at 10 sites under provisions of EPDA
Part F, Section 553. Recagnition of funding suppdrt of the
advanced testing effort is also extended to Ferris State College,
Holland College, Temple University, and the University of
Michigan-Flint .

Robert E Taylor -
Executive Director
The Center for Vocational Education
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" THE CENTER FOR VOCATIONAL EDUCATION |

The Mo S1ate Unvew sty + 1960 Kenny Joad  Cospmtns Onio 43210
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The Center for Vocational Education’s mission is to
‘increase the ability of diverse agencies, institutions, and

rganizations to solve educational problems relating to

dwidual career planning, preparation, and progression
The Center fulfilis its mission by &

«Henerating Knowledge through researéh .
o Developing educational programs and products
e Evaluating individual program needs and outcomes
e Instatling educational programs'and products
¢ Operating information systems and services
Conducting leadership development and training
- ?
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INSTRUCTIONAL MATERIALS

Engineering Center
Unwersity of Georgia
Athens, Georgia 30602
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The American Association for Vocational instructional
Materiais (AAVIM) 1s an interstate organization of univer- *
sities, colleges and divisions of vocational educatign de-
voted to the improvement of teaching through bétter in-

N « programs ., formation and teaching acgs ! Y
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A community survey i1s designed to provide
comprehensive informaton concerning current
employment and future’ labor requirements by
speaific occupations It 1s also used to ascertain
training needs to fulfill these requirements The
information I1s gathered from a specific, predeter-
minkd area of the-community or city '

A well-conducted community survey can pro-
vide vocational educators with needed informa-
tion about occupational opportunities, training
needs, resources, trainung factiities, and yndivid ual
needs and goals. This information provides a solid
base for vocational curriculum revision.

»The quality of the information generated by the

community survey ‘will reflect the adequacy ofthe ’

INTRODUCTION . -

planning which went into the survey This module

®i1s designed to develop your skill In planning a’

ommunity survey which will yield theinforfvaion
needed for vocational education program plan-
ning in your community Two subsequent moduiles
(A-2 and A-3) carry the process through the next
steps of conducting the survey, and analyzing and
reporting the data collected.

This module 1s wnitten to give you the skills you
will need to direct the planning for a community
survey. However, )t is recognized that in manye -
school situatibns, you will not have sole responsi-
bty for planning the survey, but rather will be
sharing this re\sponsubm{y with others.

.




B

s ’

4

+ Objectives - N

.

situation, prepareYor a community survey. Your perfor-
Co mance will#e assessed by your resource person, using
: the Teacher Performance Assessment Form, pp. 69-71
- {Learning Experience. VI). '
, - Enabling Objectives: .

- 1.After completing the required reading, develop aplan
-, to obrain administrative approval for conducting a
. community survey (Learning' Experience’l)

2 After completing the required reading, develop a plan

10 organize a steering committee to assist with a
. gommunity survey (Learping Experience 1)

. 8 After completing the required reading. 1dentify the

geographieal‘area in which'to conduct a Commum’ty

. survey (Learning Experience II) ® )

4 After completing the required reading. write letters to
hypothetical people in local and state agencies, and
cntrque the performance of a teacher in a given case

- study in contacting a labor leader (Learning Exper:-
egce V) v !

§ After compieting ‘the required reading. develop a’

complete plan for conducting a communyty survey
* . using the background information given (Learning
' +* Experience V)

A — . contained withfin) the module foliows Check with your
resource per: (1) to determine the availability and the
location of these resources. {2)toloc ditional ref-

T erence$ in your occupational specualiy, anﬁ(s) to get

. . - )- s

‘ Terminal Objective: While working in, Ba-actual school

. ABOUT THIS MODULE . . .

a -

. assistance in setting up a_étlvmes with peers or observa- .

tions, of skilled teachers, If necessary Your resource
person may also be contacted if you have any difficuity
withdirections, or in assessing your progress at any time.
Learning Experience |
No outside resgurces .
Learning Experience Il ~
No outside resources %
Learning Experience lil
No outside resources .
Learning Experience IV g NN
Optional

University or state department personnel! experi-
enced In community surveys with whom you can

consult ’ !
Public employment office personnel with whom you
®  can consult R
Learning Experience V . _ R
Required

A resource person to evaluate yc)'u;-éompetency n
planning for conducting a community survey
Lea'}'ning Experience VI
Required ' - . ‘

An actual school situaton in which, as part of your
teaching duties, you can prepare for a community
survey N ‘

A resource person to assess your competency in
preparing for a community survey _

Q

ERIC

Aruitoxt provided by Eric

-

This modulé covers performance element numbers 1-12, 14, 15 from
Calvin § Cotrellet al . Mode! Curricula for Xocational and Technical

'. Teacher Education Rep8rt No V-(Columbus, OH The Center for Voca- *
wonal Education, The Ohio State University, 1972) The 384 elements in
this document form the research base for all The Center's PBTE module
development .

. . - r .

For information about the general organization of each module, general

procedurtes for their use, and terminology which s common to all 109Q .

modules, see About Using the Center's PBTE Modules on the inside back ‘
’ cover , ’ : 3 .

.

. 3 Y




Learning Experience |

OVERVIEW

’

¢ . N - N

° . L] " . . .
Enabling After completing the required reading, develop aplan to obtain administra-
Obijective tive approval for conducting a community survey.

N

- . t
You will be reading the information. sheet, Obtaining Administrative Ap-
proval for a Community Survey, pp. 6-8. . ) '
.\ N i
. - ' . ¥

.

-

You wil| be reéding the Case Situétion, pp. 9-11, and planning in writing
how you 'would justify a community sufvey to the administrator in that

« Situation. : '

¢

o . &

4

_ You will be evaluating your competency in planning to obtain administra-
Feedback tive approval for conducting a community survey by completing the Ad-
ministrative\ApprovaI Checklist, p. 13, ’ .

~
¢
[
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For information on the ‘questions you must be prepared to answer in

gainingadministrative-approval for a commurity survey, read the following

information sheet. ~

P

.

r

OBTAINING ADMINISTRATIVE

APPROVAL FOR A COMMUNITY SURVEY L

A community survey is a comprehensive study of
the'employment climate of a community, It 1s de-
signed to provide educators with information con-*

erming manpower needs and future labor re-
quirements by specific occupations. A thorough
community sutvey is of great importance to the
. development of a well-balanced and accountable
vocational program. ]

In many important matters concerning the ac-
tivities of school personnel, the advice and ap-
proval -of {he school administrator sheuld be -
sought Therefore, when you are making plans for

a community survey, you must keep in mind that~-

one of your first concerns will be.to present the
idea of a community survey to your administrator

/

/

~ o,

o
c°g;/;‘/ £~

% L \
£,

)
)

. h.' . 'j

ADMINISTRATION

. .4
The way in which y8u ‘approach your adminis-
trator will be crucial to whether he/she says “yes”
or “no” to the project.. Yours will be the “selling”
4ob. Therefore, the better prepared you are, the
more Iike]y you are to sucgceed.

Itis generally wise to make certain that you meet
with your administrator to discuss important busi-
ness at the'right time. You shoyld choose a time
‘When he/she is free to sit down and listen to what
you have to say—and when 'he/she is not too
preoccupied with pressing school problems.

It is equally Ymportant that this conversation
occurin the ri&ht place. This might be in his/her

t

=
.

office, at a restaurant during lunch, or in your
empty classroom or laboratory. The.place selected
should be, if possible, free of distractions so that

you may have the adminfstrator's total attention )

when you begin with a well-organized approach
to what you want to discuss. * |

The way you app?oach the topic of a Eommunity
survey can affect the administrator's attitude to-
ward it. Therefore, when preparing to meet with
your administrator, be ready to answer clearly ang
conciselythe following questions.

.o Whatis a community survey?
e What types of ihformation does the survey
© yleld? . , )
e Of what use is the information which the str-
vey yields?

*. How would the informatidn be 8ed.in your
/school? : o,

e How much will this survey cost, and what
school personnel will be involved?

* YWhat benefits to the school will the survey

roduce? . !

Itis of utmostim portance that you have answers
to these questions prepared before your meeting.
Otherwise, you may not make a glear, concise pre-
sentation, and your admiristrator will not have all
the facts he or she needs in order to make a knowl-
edgeable decision. This s not to’say that you
should have prepared a detailed overall plan for
the surveybefore the meeting. A final plan'should
be formulated only after you have your adminis-
trator's verbal or written approval. However, you
should have carefully thought about responses to
the previously- mentioned questions. Your re-
sponses should containthe following information.,

What is a community survey?—Your adminis-
trator may have little knowledge of whatis involved
if a community survey. It will be up to yéu'to give
him/her a complete concise definition of such a
survey. If your administrator understands what a
community survey is, hre or she will be better able
to make a decision concerning the advisability of
approving such a Rroject. ¢ 2

[

You should begin by explaining that a commu-

* nity survey is a means of collecting base data-ia a

’
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specific.geographical area of the community or
city. You should further explain that in such-gur-
veys questionnaires are generally used to identify
. such things as— ) . )
the current employment picture in certain oc-
cupations ‘ .
future employment'requirements in,specific,
occupations
existing vocational and/or training programs
in operation and the number of people en-
rolled in these'programs

trends in such areas as turnover, new occupa-
«tiqns which are gaining importance, the éf-
fects of technological change, and Job clas-
- sifications for whic¢h there are not enough
workers. )

What .types of information does the survey
yield?>—Questionnaires are carefully designed to
gather the information needed. Ina specific situg-
tion, types of information other than the ones pre-

,viously mentioned may be initially important.
When determining what information 1s to be

* gathered, itis essential to'have clearly in mind the
goals of the survey. That s, what isthe pu‘rpose(o‘F'

vyhat are the purposes) of taking the survey?

s

FIYNNOVAERND

Generally, community surveys are planned and
supervised in the community or City to provide a
sound basis for future program planning_Informa-
tion qbtained from a survey can help educators to
intelligently make decisions concerning—

o the need for revision of existing curriculum or

~ courses of study
G the possible need to eliminate somie courses
of study which no’longer appear tabe relevant
in. light of the findings of the survey

e the needto add new curriculumareas orvoca-A

- tional programs
After establishing the purpose(s) of the survey,

7

’

Jou need to idgntify appropriate sources of tnfor-
mation within the community or city which can
prowde the needed data For example—

o Employers or businesses within the area In
which the survey is to be taken can often pro-
vide information such as—

e competencies needed b{/ workers
.« their busingss’ projected expansion needs
e number of employees in different occlpa;
tional categories and at different sKill levels
¢ turnover of employees ’
Local or area educational-programs and/or
_instituttons could provide such information
as— .
e objectives and descriptions of courses and
trarning programs
o available staff and facilities - )

_Follow-up of graduates could yield such in
formation as—

e entry employment by
, ~ categories

employment of former students a nufber
of years later ’ .

e success of former studenfs on the Job -
» job satisfaction -~ ° ..

occupational ’

-

v

Of what use is the information which the survey
yields?—At this point, your administrator will
want to know why this information is needed. Your

“answer might include the following points: Voca-

tional education prepares youth and adults for the
world of work. The world of work is dynamic and
constantly changing. Therefore, in order for the
vocational programs in your school to adequately
prepare students for entry,into today's world of
work, these programs must reflect the needs of
businesses in the community.

.

_One way to find out what these needs are IS t0
identify sources which can provide the necessary
information and get the information. The most log-
ical way to obtain the information is through the
use of a community survey.

How would the information be. used in your
school?—Those who would benefit from a com-
munity survey would be the students now enrolled
in vocationat programs in your school and’ stu-

“dents who will be enrolled in future vocatiohal

programs. These students will be better prepared
for careers in their chosen occupations because
the vocational programs will be relevant and will
reflect the world of work as it actuallyis = >~

Specifically, the data from the surveys would be
used in planning for revision of vocafional cur-
riculum, for deleting outdated parts of the cur-
riculum, and forestablishing new courses of study. '

In other words, surveys can result in the implemen-
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tation of a more meaningful vocational program in
the school. . .

How much will this survey cost and what sch$
pergonnel will be involved?—To your admunis-
trator, this may be the key question. You must be
able to give him/her your éstimate of the amount of
time and money which-will be involved in the
community survey. You must be able to provide
enough concrete information to get his/her ap*
proval

contact the state department of education in your’
gtate. It would have records of community survey$
that have been takén in, your area. From .these
records, you can identify the names of schools-and
vocational educators who have been invoived in
similar projects, as well as reports which would
detail budgeting information.

The board of education in your community may
have records of community surveys that have’been
taken in your ‘communny. These records could

provide you with information on costs and num-
ber of personnel involved -Vocational-technical
teacher educators in your'state may also be able to
help you They could provide resodrce materials
for planning, including budgeting information.

. !rfformatlon gathered from these sources should

give you the needed information to come up with

an estimate of the approximat%amount of hours.

and money needed to conduct your community

N

Therefore, you need to identify the @sib!e' '
sources of this information. You might wish to *

survey. Since - o

costs of sur- ____ AL
veys vary so jl,é;:: ”%,
widely from A Skt

one commu- = 4"",4/“(('//?"
nityto ° - < -
another, no

suggested

. f;g\u res can

be given
hefe. Once
your ad-

" ministrator ’ oo

gives you approval (oral or written) to proceed-with
planning your community survey, you can more
accurately budget for the entire project.

What benefits to the school will the survey pro-_
duce?—In addition to the benefits which the stu-
dents will derive from better planned, organized.
and operated vocational programs, your adminis-
trator will be interested in the following benefits.

e This will be an opportunity for the school to
earn the goodwill of the entire communty. It .
will be an opportunity to show that the school
is concerned with all segments of the com-
munity in which 1t is locafed. It can be-an

- excellent-public relations and publicity tool.

The survey will serve to gain strong support
from the business and industrial commiunity
for the school. These people will have the
opportunity te see that the school is in-
terested In their peeds and Is attempting to
meet their continuing requirement for'compe-
tent employees through relevant vocational

_ ___programs.. _ . -
e Parents can see that the school is seeking to
provide programs to help their children reach
their career goals.

School personnel (teachers and gﬁrdance

~ counselors) will have the opportunity to go
out into the community to help gather survey
information In doing so, they will learn much
ggout the buslnesg needs of the area,fhis
ould be very helpful as they attempt to pre-

. Parestudentsfor their careers. It may increase
their knowledge of the area and give them a

. better basis for implementing the career edu- . -

ation concept in the school.
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The‘followmg’base Situation provides background information for you to

Activity

use‘in preparing a plari for presenting the need for a community survey to
your administrator Read the situation, and then prepare a written plan for

presenting the need for a community survey to your administrator.

.
+

»

e

la]

CASE SITUATION

You are a vocational teachér at Central High
Sphool in the commdnity ¢f Smithville. You have
made an appointrhent with your admjnjstrator, Mr.
Gleason, to distuss the possiblhtyo/f‘:.'aommumtf/
survey. The administrator tells you that he will be
happy to discuss it with you, but can give you only
15-20 minutes of his time at the mo3t .

Smithwville 4s”a community of 40,000 people.
There are approximately 500 business establish-
ments of all types 1n the community. A'majonty of
them are located in the main business district
which is nofth of the high school-and i1n the indus-
trial area located south of the high school (See the
map on the following page).

Central High School serves the efitire commu-
nity There are 1500 students enrolled in the, high
school (grades 9-12) and 100 fatulty members.
There are four guidance counselors in tt\’e school.
There are presently four vocational prégrams in

N

the school (agriculture, distributive education,
home economics education; and trade and indus-
tnal education), each enrolling 40 students Each
of these programs has one full-time instrugtor.

From information you recewved from the State

.Board of Education, you learned that Knoxuille

High School in Knoxville, a community of approx-
imately the same population, conducted a com-
munity survey lgst year. The number of faculty

“ members, students; counselors, and vocational

programs in Knoxville 1s almost identical to Central
High School's. . ,

Budget data from the Knoxville survey indicates
that the tgtal cost of taking the survey was $452 50
(See bunf;et onp 11) Students, faculty members,
and guidance counselors worked approximately
100 hours in actually taking the survéy and compil-
ing the resuits.




., N ’ - -
v . v -
N »
-
&
A »
N ‘ s . 7
- . . ¢ . v
LY , ® ~°
[y N ) . N -
v ) N T
. ~ N Y ) ! l" .
. : ; . . SEVIER COUNTY
~ : -
| ‘ ) ‘ . R . — cu Oohin T Sume GreR Qe  Smmm  cmwee e emme - e e

° : 7 ‘ s '
, s W Robert £ Lee
. N . / . v High School .

\

- o~ .
.
« . / . - . » .

/ ) - - -t
* ° » . .
.
/ , - + ‘ ’

, Rivervigw - . '
4 ' “High School Matn Basiness District
’ . a "N )
» ’ .
\ ‘ . e - . ot
v P ~
N - . B central High School .
: ’ . PS '

3 R . P . . ( ‘'

. . SMITHVILLE

Industrial Area *

< .

. Scale 316" - 1 mite .- \ Large Industrial Firms ////l -

.( . o ’ ) 4}, -

e

Q \ . 10 . . . . . o
ERIC . —_— '




SURVEY BUDGET  {

School System: ‘v

SUrveil Area: Kr. xv..
' : Duration of Suley:

[ S - -
— . - . - -y
| Personnel ' e e,
A Vocational Teacher (no cost) . ’ N

. B. Interviewers—Volunteers (no cost)
C Secretary——Volunteersmo cost)
il ‘Travel )
A Interviewers (750 miles « 15¢c mile} -,
"W Supplies
-+ A Paper (10 reams « $500 ream)
B Misc supphes

Y Servnces

A’ Printing of mstruments and 500 copies of final report (done by Board of

Education—no charge—except cost of supphes) ‘ , .,
B Typewrter (use school typewrniters)
-C Publicity—Ads. ratio TV and newspaper {(free pubhc serwces) K
D Tabulating data—Volunteers . . . >

—

»

vV Communication -
A Telephone (25 long-distance calls at $2 00 each) s
. B Postage (500-—13c stamps) C L '
VI Special Expenses - . )
A Consultant (to réview instruments)—Volunteers : .
8 Dinner for steering commitiee .~ <

.

- P

.

B
~L

?

Rnd
Feedback . Checklist p 13 1o evafuate your work -

.. 5000
. . 5000

7500

.- . 0000
- 0000 -
© 0000

;50 00
65 00

- 7~

N 0000
50 00

TOTAL 545250

After you have developed, you! plan ‘use the Administrative Approval ’

-a
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ADMINISTRATIVE APPROVAL CHECKLIST

. # .
Directions; Place an X in the NO,"ARTIAL. or EULL box to jndicate that ™
each »of the following performance components was not acco plished, -

: .partially accomplished, or fully accomplished. If, because of special cir- o -
- cumstances, a performance componentwas not applicable, orimpossible

to execute, place an X in the N/A box Resource Person
0 ; = — = — &.":q"&:,"‘;f
LEVEL OF PERFORMANCE =
. - . .
. " ’
. ) 3 "
s’ ’ & >
Ng 3
. N
7-

Your written pian inciudes:
" 1. a description of the need and purpose of the community survey .
& - “

2. the types of Information a survey yieids

¢ ! -
3. the ways in‘'which the information yielded by a survey can be used by
’tt;eschool ..... e e e e e -

0 00

Oooo On-

> 4 the.benefits to the school of taking & survey
5. an explanation of the Bw\sonnel to be nvoived .

6. an estimation of the cost nvolved . . . . . B ooy e

0 gooo 00
0 0oog oo
0 000

2

7. justification for the expenditure of time and \nlgney necessary to
condugt a survey . . ..o e e e e
\ . ) -

~

LEVEL OF PERFORMANCE: Ailitems must receive FULL, orN/A re'spbnses. If any item receives aNO, or ~
PARTIAL response, review the materialin the information sheet, Obtaining Administrative Approvaifora
Community Survey, pp. 6-8,.revise your plan accqrdingly, or check with your resource person if

necessary. SN

@ - ’ - -
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Learning Experience IL
. : ‘ OVERVIEW )
‘ v % - . = n
. ‘ . e i
Enabling After completing the réquired reading, develop a plan to organize a;stéer.:
Objective ing committee to, assist with a community survey. ~ * -
3 N B .‘ \
. ' < ‘

Activity

[REY

You will be reading the information sheet, Forming a Steering Committee,
pp. 16-18.. .

v - IS

}2: "} ‘;", . N .

2 ' \a
You will be reading the Case Situation, pp. 18-19, and developing aplan to
organ‘ize a %gering committee-to. assist with a community survey.

.

N -

AN

'
AN
2

v . :'1_:‘ L
“ ’ Y .

You will be evaluating your competency in planning to ofganize a steering

committee. by completing the S\teering\Committee Checklist, p. 21.

® ES

Feedback




. knowledge of the

- would be happy to

>

- ~ -
-~ . . - » " .
s f ,
] -’9‘ /
Activity ‘ - . . . .
,For information on the role of the steering committee in conducting a
community survey, and on the procedures to usein organizing the commit-
P tee, read the following information sheet: ,

v

- .

;\)0 -
LW

FORMING A STEERING COMMITTEE

Once you have o&té;ned«{your administrator
approval to conduct a community survey, you will

» heed assistance In developing the best possible

plan for‘the sur- *
vey. There are

. people in your
community who . -
have much

-

community, its
citizens, and their °
needs. Many of
thHese people

give their time and
effort to help with
a communiy sur-
vey. The most ef-
fective way to

make use of the .
help they are will- '
ingtogiveistoor- 2
,ganize a steering committee.

Committee Members

A’ steering committee 1s a group of people
selected to help plan and carry outa specific activ-
ity, in this case, a community survey. The members
of thre committee are selected to help implement
the community survey by providing specific ipfor-
mation about the community, the citizens of the
community, and vocational needs of the area. They
can also provide insight into problems that might
be encountered in conducting the survey and
methods of dealing with respondents.

.

Steering committee members should represent
a broad spectrum of the community When plan-
ning the selection of committee members, you
should consider including representatives from
business (e g, personnel directors, managers,
civic or professional organization members), labor
(e.g., labor leaders, union members, former stu-

dents now working in business or industry), and’

education. In addition, you should include parents
of students enrolled in the school or tnstitution. In
order to more accurately represent the.community
and ifs needs, the finaj selection of the steering

"

committee should include both malesand females

.

?
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and members of minority groups. Total member-
Ip should probably not exceed nine members.

S MENTATWR ST T
\ “i T ESTEERNG commmrER . -

ce you have identified the people you would
hke to have serve on the committee, you should

submit a tentative list of prospective commuttee

members.to the school's administrator. This per-

son has final approval of committee membership
. and will make the official appointment.

~

. . . (
Planning for the First Meeting

As the school representative on the steering
commiftee, you will serve as the liaisqn between
the school and thé committee. You will be respon-
sible for organizing the committee, informing
members of the purposes of the committee and
their roles as members; and recording and report-
Ing its activities. You may secve as interim chair-

person for the first meetings until a layperson is’

elected. Thereafter, you may serve as secretary.

When plannjng your first meeting with your
steering committee, you will need to be prepared
to present a complete orientation to the sutvey.

. You will need to be thoroughly prepared to gjve

committee members the background information
they need to help guide the gurvey. iThis will in-
clude information on the need for the community
survey and the specific use to be made of the data
collected, community characteristics (i.e.,cengus
data and economic factors), and the specific re-
sponsibilities of the steering committee.

In addition, you will need to be prepared to thor-

S I T

-
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oughly acquaint the- group with fthe vocational e You may.wish to provide coffee, tea, and/or
progeam in your school. Committee members will soft drinks. -

3

need this information to understand thoroughly e Check the room arrangement Besurethereis
theexisting program and to explainthe program to an adequdte number of chairs ’ .
others when they are in the process of contacting « Make certan the roomi enyronment (heat, *

- employers to gather data. Members will need an light, and ventilation) 1s comfortable Ventila-

‘understariding of— A tion 1s particularly important if you have
o the type of work for which students are pre- members who do notsmoke or are irntated by
pared occgpationaHy by job titles smoke. - .
e enrolimept in secondary, post-secondary, : - ,
and/or adult programs by age and sex The First Meeting
. the nature of the cooperative work experience . , s
training program and the number of enrolléés. The direction that 1s provided during the first

needing placement for cooperative WX' /.meetmg‘of the steering committee witl determine
perience annually . . S\ how successful the committee will be. Members

_will need to walk out of the meeting with a om-
plete understanding of the purpose of asurvey gnd
of a steering commuttee. They will need to know
their responsibiliies and be prepared 10 bégin to
undertake them. ‘ .

, e any ‘special education and placement situa-
tions of your enrollees relating to minority
groups, disadvantaged, handicapped, &(c

o the grengths and weaknesses of existing

trafing facihties and equipment
' . , Committee members should be made aware that
You may find 1% beneficial to ask people With  the ourposes of the survey will be to—

. special expertise in these areas to assist you in
preparing for, and presenting information durning. ¢ cgn;gct buwsr:gzzsecsoi:\deotr;?\lé?et;lez:?%E)y:jneg_
this first. orientation meeting For example. you persons P
veloped In vocational programs

might ask a representative from the state bureau of e

. vocational education to make a presentation on o determine the number of employment oppor-
how comrunity survey data carrqenefit the schoo! tunities existing 1n the firms which offer po-
and community You might ask an administrator tential employment opportunities for voca-
from 90ur school to present background informa- tional graduates and placement opportupities
tion on the totalvocational program An official of for students In cooperatwe work experfence
the ‘county government might be willing {o share ~  training ' .
community census data with the comrhuttee mem- o gatherdatawhich can resultin more effective
bers. , < program planning relating to— -

You will have major responsibility for making the - e modifying existing or proposed training
arrangements for the first meeting of the steenng . program-gs needed .
committee. Unless other provisions are made, ar- o providing BQre Tealistic guidance and
ranging for the meetings will remain your respon- \ -, counseling information about placement
sibility throughout the duration of the committee * “‘opportunities on short- and long-term
You should make the following arrangements bases E D

¢ Provide ample notice of the timeand place of determining the degree of business and

the meeting; generally, one week's notice 1S industry support . :
- sufficient. using data obtainéd as a basis for recom-

The day before the meeting, contact commit- mendations of new technical develop-.

tee members and again remind -them of the * ments and trends which bear upén cur-

* time and place of the meéting. If applicable, . » nculum changes .

mention parking facilities and/or other ar- - providing students with work experience
rangements. o ) in the real situation_of the occupation for

Reserve an attractive and conventent confer- * which they are preparfig« -
ence room with a large table as soon as the ' providing accurate océbpatlon'zﬂ. informa-
_date and time of the-meeting are decided. tion for faculty and students

e Provide name cards and have those in.atten- establishing a closer liaison and working
dance fill out theiwpames when seated at the relationship between the school and Qusi-
conference table. ;. v nesses and industrial firms .

e Provide ash trays for those members who determining educational, occupational,
smoke, scratch pads. pengils, paper, and wa- and job requirements to guide -school

. training programs .

13
17




You might consider developing a checklist cov-
ering.group and/or individual responsibilities At
some point during the meeting, discussion ques-
tionsshould be asked to-obtain informal reactions
from committee members on \ ‘2 total community
situation, what types of information would be help-
ful in reaching the objectives of the survey, and
sources for obtaining this information. This dis-
cussion could lead you to assigning committee
miembers the responsibility for gathering the fol-
lowing information before the next meeting

"

o community reactions to the proposed survey
e suggestions from' the groups they represent
regarding ways jn which the gathering of In-
formation might be facilitated :
¢

e suggestions as to any special help they might
. Pprovide to the community survey effort

During the first meeting, members may want an

tdea of how long their services will be needed. You *

should explain-that the length of time a steering
committee operates depends upon its purpose. In
this case, 1ts purpose is to help you plan your
community survey, provide knowledge of the
community, its citizens, its employers, and .the
functions of its businesses. When the committee
has served its purpose, it will be dissolved at the

‘appropriate time. Your administrator will send

each member an official letter of appreciation-and
formally dissolve the commiittee.

r
*.4

-~

The following Case Situation asks you to assume that you have made
, preliminary plans to organize a steering commiftee to assist with a com- -

munity survey Read the situation, and then

yse the Steering Committee

Checklist, p.21, as aguide to help you (1) revise your preliminary selection

of commfttee members, and (2) plan a more detailed program for the first

meeting of the steenng committee b

s

' CASE SITUATION

Assume that you have made preliminary plans
for organizing your steering committee. From the
list of names provided by the chamber of com-
merce (see following page), you selected thg fol-

Mr. Jim Foster

iowing.
Mr. Joseph King ’

Mr Glenn Greene .
Mr. William ‘'Simonton
Mr. Allen James

You have made tentative plans for the first meet-
Ing of the steering committee. You have included
the following in the program’for this meeting:

Introductions 7

Orientation to the Community Survey
Question-and-Answer Session
Adjournment

When you submit this information to your ad-
ministrator, yoy find thgt he does not like your
selection of committee members or the agenda fO{

the first committee meeting. )

3

-

-
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. Mr. Jim Foster. ' N .
Vice-President 6f Second National Bank
Member, Chamber of Commarce

. -

. Mr: William-Simonton

Owner, Simonton Meating and Air .
Conditioning Co. - '

Member, Sheet Metal Workers Union

. Ms. Lucy Ashton .

Jr. College Home Economics Instructor

Mermber, American Vocational Association

Membgr, American Association of University
Women

_ Ms. Deborah Moore
Owner, Moore's Hardware
Member, NAACP

. Ms. Jan Wilson o/
Realtor ‘
Member, Board of Realtors

. Mr. Aiphonség Smith

Truck Driver s .

Parent of student in vocatjonal education .
program )

Member, Teamsters Union 7

7. Mr. Glenn Greene .

Owner, John Deere Tractor Sales

e

»

CHAMB'ER OF COMMERCE SUGGESTIONS—
.PROSPECTIVE COMMITTEE MEMBERS

8. Ms. Jo Jones

10.

11.

12.

13.

14

. Ms. Mary Taylor

Registered Nurse
Member of several civic organizations

Homemaker T
Vice-President, PTA )
Parent of student in vocational program

N

Mr. Peter Stringer
Retired_Building Contractor
Member, NAACP

Ms. Alice Greenwood ' .
Personnel Director, Sears '
Member, NAACP

Mr. Joseph King
Department Manager, Sears
Graduate of Central High vocational program

Ms. Jane éennett
Homemaker:
Garden Club President *

Mr. Allen James : .
Asseémbly.Line Worker. Chrysler Qorporation
Merpber, Amvets
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> > ‘ ’
After you have revised your selection of members and planned a program

Feedback for the first meeting of the steering committee, use the Steering Committee<
Checklist, p. 21, to evaluate yopr work. '

v

«

1
.

Aruitoxt provided by Eic:




STEERING COMMITI'EE CHECKLIST -

-~ -

Directions: Place an X in the NO PARTIAL, %EULL box to indicate that :j‘“"
each of the following performance compon was not accomphshed -
partlally*accomphshed or fully a?)comphshed if, bétause of special cir- .Dawe

cumstances,a performance component was not applicable, or impossible  ° N /
to execute, place aﬁ X in the N/A box. ) s Resource Person
7 * . ¢ >
- U A S,

' - LEVEL OF PERFORMANCE

X

L . . ' IS
. ‘ ‘ )

A

\

'7.,;7/

<

%

’ N
The plan specifues or includes: .
1 the Qrgamzatnonal structure of the steermg commtttee ..... s e

o

3

0 oondn O oo

E 3. information on the role and function of the steering committee.with
+  respect to planning activities of the survey e

A

e\v
2. an explanatlon of the purposes of a community.survey .. .ea ., D

4 Information on the school and community to be presented te the
committee ........... e e DT

5. quéstions to be agked of the committee .. ... _ - R .. )

6. orienting the steering committee to the school's present program

OoOooOso

7. information on the specific use to be made of the data collected D

.

DDDE}E_J,,D 00w

» ¥
8. informing the committee of specific tasks-to be performed :.... D

L 4

9. prowdmg opportumttes for the commuttee to orgamze their eﬁor& B
to assist in conducting the survey . C e e

O
U

.

10. prepanng members to assume a Ieadershtp role in a55|stmg the
* total survey staff ...... ... .. el e e D EL B D

’

12. repreSentatlon of a cross section of the community on ‘the commit-
O . El E] El D

13. not more than nine people 'on the committee ... D ‘!—_1 D D

~

LEVEL OF PERFORMANCE All items must recelveLULL of N/Atesponses. If an’yttem receives aNO, or
" PARTIAL response, review the material in the information sheet, Forming-a Steeringz\Committee,”pp
16~18, revise your plan accordmgly or check with your resou‘Fce person If necessary. \

.

-
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Learning Experience Ili

OVERVIEW.

—gr

ES I

+

_Enabling
Objective

+Aftet con"tpleting the required reading, identify the geograbhical area in
which to conduct a community survey. .

i N ‘e
N . ‘Q’A e

»

You will be reading the infaymation sheet, Ic_ientif:ying Boundaries for a .
Community Survey, p. 24. ‘ . .

You will be reading the Case Situation, pp. 25—2{6. and identifying and
explaining in writing the boundaries for a com/rr’lunity survey in the area
/ L

described. A— -

' rd

/
T . ‘ ‘
. . You will be evaluating your claﬁpetency in identifying the ~geographical
Feedback area in which to conduct a community survey by comparing your com-
: _pleted response with the Model Answer, pp. 27-28.

“n
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*»

. 8

~

Activity

» . .

3

i

.
- .

) For information‘on the factors to be considered in determining the bound-
-, aries for a community survey, read the following information sheet

v N

IDENTIFYING BOUNDARIES. -

There are no hard-and-fast standards.for iden-

tifying bougdanes for a community survey. How-
ever, there“are relevant factors.(which may vary

" FOR A COMMUNITY SURVEY ° . S

from community to community)-that you should .
consider in identifying the geographic area of the _
J__ LT

survey

Cmsndenng the following fattors should help

you to establish the geographic Iimits of your.

community survey

o Nature andsize of the community.—Is the
community mainly a ‘bedroom community?
Do the people work in a neighbering town or
city? If g large number of the people actually
work 1n another town, or city, the geographic
boundaries should include these neighboring
towns or cities ,

¢ Neighboring school districts and their pro-

- grams.—Knowledyé of what surrounding
schoel distncts are providing in the way of
vocational programs Is an important inpuf in
determining boundaries for a community sur-
vey.

o Previdus surveys.—Consideration should be
given to any previous surveys that have been
made n surgounding areas or in the commu-
nity under consideration.

e Population density.—The size‘of the popula-

tion in relationship to total area must be con-
sidered in identifying geographic boundartes.

., Anareaof low populatfi density (e g , a rural

.~ - marea) would probably require the geographic,
— /

-~ area to he-larger in order to include enough
firms to survey.

e Ethnic or minority_groups.—In some com-

munities, specific ethnic groups may make up—,

the-major work force in some occupatiohs In
this case, efforts should be made to include
their places of employment in the area to be
surveyed. -

o Sizes of firms and their distance from
school.—Consideration should be given %o
* including firms that employ highly specialized
workers or a large number of small firms em-
ploying workers in certain .occupations. In
additior). firms located outside daily driving
range (over 40 miles) probably would not be
considered in a survey.

.
PR

?
>

* Resources.—In the final analysis, attention
-must be*given to the time, finances, and
human resources*available for the survey. Of
course, the first consideration should be the
other faCtors which delimit the boundaries:
but the area may have to be further requced
because of lack, of resources. .

For surveys in large cities, it 1s likely tha’only a
sample_of- bmployers within the city would be:.
selected for,a survey. By using a telephone direc-
tory to select the employers, and by pinpointing
them on a map, the g'eographkc areacan be some-
what delimited. .

For small communitiés, a survey would include
all employers in the various occupations. (n-addi-

tion. if the survey area includes a county, you may -’

be able to obtain the Iatest census data.to help you
determine the geographical area‘of the survey.,

When considering the area to be included in

“your community survey, you need to keep all the

above mentjoned factors in mind. When making

the final decision cdncerning boundaries, you

should—
o identify the factors that may enlarge or delimit,
your survey area T

o select the most pertinent factors in keeping
with the purpose and objectives of your sur-
vey .

o use theselected factors to delimit thg area of
your survey and plot these on a city or state
map . . . ’3

o further delimit the area hased on dvailable
resources =

-~

a

L 24 25 .
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The following Case Situatipn provides information for you to use 4n iden-

tifying the boundaries for

- -
t

situation described and ther identify, on the map provided, those bound-
+ anes. Then explain in writing why you_@adeq on those boundanes ._

»
y

h .

a community survey in Smithville Read the

4

-

\ (4

" . CASE SITUATION

Nature and Size of the Community

. Almost all the epfployed citizens who live In
Smithville work 1n Smithville. A very smal percen-
tage (approximately 2%} work in Franklin, a com;

_munity of 10,000 wHich 1s in an adjoining county,
" Sevier, and aboGt 22 miles from Smithville.

’ y - .
’f’ZNeighboring School Districts and Their Programs

&

3 There are two other high sghaols in_the coufty
where Smithville is located Each of them offers
agriculture, home economics, business and office
education, and trade and industnal educatign

Previous Surveys )
., There have been nQ previous community sur-

veys made in Smithville or adjdining counties

Population Density A .

There are approximatety 40,000 residents of’

Smithville. There are approximately 20:000 resi-

: %ents who live in the county outside the Smithville
ity limits® '

Ethnié or Minority Groups

—

Efhnic groups make up approximately 25% of
. the population of Srithvilie and about 14% of the

work forCe. ~

- i
-
3 ‘

~
»

* . volunteetg to help, provided they are not working

C. & . -
*Size of Firms and Their Distance from School

Most of the.industrial businesses ot Smithville
are located ih the south part of town, approxi-
mately five miles from the school The main busi-
ness distrct 1S approximately one mile away from
Central High, ' te

. There are two large industrial f'irrhhocated 2
* miles from the city limits (to the south). They ate
approximately 7'2 miles from the school.

-
\

-
-

.Resburces = | -

Your admmnstraﬁor, Mr Gleason, has said that
you may involve'school personnel in your commu-
mity survey. His concern is that you do not take up .
so, much of their time.that 1t interferes with their

_School dutiés. He is agreeable to using student®

on the sufvey during schookhours. He thinks that
he might be able to provide up to $450.00 from the
school fund for the project Based on conversa~
tions with 'various people in the community, you
feel that you can probabl‘)7 get an ample supply of ~
volunteer belp from interested citizeng of the
community_ . .

. >
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the same major points.

L

Compare your completed written response to the Case Situation with the
Model Answer given below..You should have identified the same bound-
aries as those on the map on p. 28.
exactly duplicate the model response; however, you shoutd have covered

Your written explanation need not

\’\

MODEL ANSWER  *~

The boundaries for the communiti} s[n:vey will
include the entiré city, but will exclude the other

ko4

_ two high schools in the county, and fhe neighbor-

ing community of Frankiin. Aiso to be in¢luded are
the two large industrial firms located two miles
south of the city limits. These firms are within daily
driving'range and probably employ a large number
of workers,

Inciuding the entire Smithville area 1n the survey
is entirely.realistic in this situation The school

AN
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administrator has given approval for the involve-

_ment of school personnel and studentsdn the proj-

Co

ect. He has also indicated that he will probably be
able to provide funds to cover most of the costs of
the survey. Also, indications are good that you will
have as much volunteer help as needed from in-
terested citizens. Since most of the citizens of
Smithville w%ﬂkin Sthithville (i.e., it is nota "bed-
room community”),thereis noneed to include the
neighboring county of Frankiin in the survey.

¢
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LEVEL-OF PERFORMANCE: Your boundaries should have matched those in the Model Answer; your
explanation should have covered the same ajor points. If you identified different boundaries, missed
Some points, or have questions about ar)ra’dditlonal points you made, review the matenal in ‘the
information sheet, Identifying Boundaries for a Community Survey, p. 24, or check with your resource
person if necessary. T )
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- Learning Experience IV

‘ v . OVERVIEW

After completing the required reading, write letters to hypothetical people
in local and state agencies; and critique the performance of ateacherina
» given case study in‘contacting a labor leader. ‘

‘,Enabhng
Objective

\
L] - . -
. * ] Ry

You will be reading the information sheet, Qbtaining’ Information-and
Assistance from Local and State Agencies, pp. 31-34. . ‘ .
J v - ) <
You will be writing letters to state and/or local agencis designed-to solicit
information and assistance for conducting a community survey. : .

»
3

kS

.
&

€

oty

You will 3e evaluatingyour -letters, using the Checkilist for the State De-
partmentfor University Letter, p. 35, the Checklist for the Chamber of -
Commierce Letter, p-37, and the ChecKilist for the U.S. Employment Service :

AN

RS,

RO

L4
1

4 L

bR 4
.

BN

You will be reading the Case Study, p. 41, and writing a critique of the
performance of the teacher described. :

You will be evaluéting your cbm'pefgncy in critiquing the teacher’s perfor-
mance jn contacting a labor leader by comparing you r‘completed critique
with the Model Critique, p. 43. |

¢ ; 5
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Activity

v’

’

You may wish to consult with a person from the state department or from a
univer‘sity who has been involved in community surveys. (
. ) E

-

\ .

Optional You may wish to consult with a repfgseht'ativefro’ﬁthe public emplbyment

office in your community concerning assistance in conducting a commu-*
nity survey. N - '

. .
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Activity ‘

information sheet ' 3

. Y

For information pertaining to the data and assistance available from local
and state agencies in conducting a community survey, read the following

-~

LOCAL AND STATE AGENCIES

In b’ianning and conducting a survey, itis impor-
tant that you involve many agencies and rake
effective use of the information- and assistance

ready been collected can be found in most com-
munities, and this data shguid be used Chambers
of com- . - ﬁgu
merce, man-
ufacturing )
and business ¢
assoeiations,
profegsional
ssociations,
state and
. university
personnel,
« laborunions,

' and the US.
Employment
. Service are,
. good .
sources of . ,
manpower data. Public utilities make important
studies and projections. .

+

Census data are avajlable from county and other
governmental agencies. The U.S. Departments of
Labor and Commerce conduct many general and

-

_ studies at the state level These agencies will read-
_ily supply their findings to resporisible users.

" Whers conducting a community survey, you
should contact these agencies and others to seek
out any avallable data which®will increase the ac-
curacy of yoftfindings. The following Is a discus-
sion 6f the types of information which ‘each of
these sources might provide, and suggestions for
‘methods of obtaining information from them. '

L .

State -Departments and Universities
' v

Many state departments of vocational gducation
have personnel who assist local school systems’in
conducting surveys. Universities in many states
also prowvide similar services In many instances,
state department and university personnel work
cooperatively to plan and conduct surveys for local
schoo! s%stems. ‘ ‘ ’

OBTAINING INFORMATION AND ASSISTANCE FROM

they can provide. Manpower data which has al-" -
’ o informatfon on state manpower data

special studies. Many statés conduct’ similar

‘ t

State departments .or universities may be ‘ex-

pected to provide— )
¢ information on guidelines and techniques for
planning and conducting a survey

survey instruments =~

training for survey staff - ‘

computer sérvices for analyzing survey data
consultant services for interpreting survey re-
sults

In addition, many state departments, through
their own staff or by contract to a university, are
developing management information systems.
These systems can provide computer printouts on
vocational pupil/personnel information and rman-*
power needs for arly area of astate Theseinforma-

’

ton systems are presently under development, but. *
* some states already have the capabilities of provid-
Ing some information N ‘ :

~

£ &
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. If you are conducting a community survey, you
“will usually find 'state and university personnel will-
ing to help as ruch as their' time permits. These
persons can assist by advising, counséllng, open-
» Ing channels of communication, etc When asking
for their assistance, however, you should carefully
determine how their services may best be utilized
without unduly imposing upon their ime

In setting up and conducting-a discussion ses-
sion with a state or university contact per you
may find the following suggestions helpfu

~
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Prepare for the interview in advance by think-
ing through the points you want to discuss.

Inform the contact person briefly of the need
for, and purpose of, the survey.

e Ask for information on survey techmques

e Ask for assistance in adapting these tech-\
nigues to the community's specific'needs.
Requestadvrcéirm}nizmgthefqrmatonhe

survey form and determining the specificdata
to be collected. ‘

Inquire about services which mrght\be avail-
able through the contact person or his/her
staff.

e “Take notes during the interview.

e Explore the possibility of getting financial as-
sistance from sources such as the research
coordinating unit of the state department.

e Request assistance in injerpretidg future re-
search results .

¢ Expressappreciation forthe assistance given

Local Chambeér of Commerce

The local chamber of commerce mam,tarns-
specific information on all ingustries and busi-
nesses in a community. Thes idformation may in-
clude the number of employees at each industry
or business, average wages paid to each, worker
turnover ‘rates by company, andscommunity cen-
Ssus data In addition, the chamber i1s constantly*
striving to attract new industry to a community.
Chambers of commerce may al$o assist in pub-
hcizing the survey and its findings. :

Local chamBers of commerce have always
“shown interest 1n providing information for com-
munity surveys. In consulting with representatives
ofa chamber you, should keep these gurdelrnes in

mind. N
e Explore informal dlscussrons on expected

business and mduwtrral expansrons n- the
‘community. /n

o Request alist ofempl’oyers In ;h/geographr-
cal area of the survey.

" o Explore the possibility that the chamber pro-
vide volunteers to assist in conducting the
survey. < .

e Solicit assistance in contacting employers
with regard to collecting information. .

o} Determine whether the chamber will help pub-
licize the community survey and the results of «
the survey.

e Request time on the program of a regular
meeting to explain the need for, and purpose
of, the s y.

-

[

Local Office'of the U.S. Employment
Service.

The U.S. Employment Service is a division of the
Department of Labor. This service ggs:sts statgsn
establishing and maintaining a system of over
2,300 local public employment offices in the states
and territories. The federal-state employment ser-
vice provides employers and workers with job de-
velopment, placement, and related supportive ser-
vices.

The local offlce of the US, Employment Service
can provide you with assistance in the form of
statistical reports on local and state émployment
needs and trengs. In addition, personnel at the
local office.are aware of any manpower surveys

hich have 'been completed or are being con-
%ected inthe area. The local office can also assist
inestablishing contacts at the state level to acquire
any specific information you may need.

Infarmal insights into the economic situation of
tocal industries afid businesses can be obtained
from local office personnel If proper rapport 1s
established with these pérsonnel, many bits of in-
formation regarding the business community can
be obtained.

Your local public employment offrce ISin a posi-
tion to assist you by provndmg statistical reports
covering local and state employment needs and

‘trend®. The local office can also help you establish,

~

ERPLOYMENT
. OFF‘CE S

A 2 T
cofitacts at the state level, and in some insfances, it -
cah*assist with the actual survey. If you are plan-
nmghto conduct a community survey, you should
be sure to use the services this agency can pro-
vide To do this effectively, you should follow cer-
tain procedures. . .

e Secure an appointment with the;manager of
the local office and inform hrm/her of theWheed
for, and purpose of, the survey.

] Request' statistical reports of manpower
needs and trends at the local, state, and na-
tional levels.

33
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e Request pertinent resource materials on job

* openings for student use. * , )

e Request hig/her assistance in establishing
channels of communication with the state
office.

sults of your proposed Survey in the hght
¢ manpower needs and Yrends.

e Ask to be placed on a mailing list to receive
reports on manpower needs and trends.

o Discuss other sérvices available throdgh the
local office. !

o. Arrangé for future contacts with the Office.

¢ Request assistance in interpreting future\g‘-\

Rep'resent'atives of Labor¥

Representatives af local labor or a/nizations can °
provide information and assistance such as the
following. |, oo ' ]

. names‘{pf local firms where their membersare

employed

e numbers of their members participating n

apprehticeship prograres  °

e employment opportynities In firms where

their members are employed .

o asdlstance in contacting employers

Obtaining nformation and assistance from
labor representatives may require some diplo-
macy., Labor representatives have responsibility
for 'looking out for the interests of their own or-?
ganizatron and membership. Therefore, they may
be very reluctant to discuss or to sharéinformation

- unless they are copvinced that it will be used for a

good purpose ', : . §

.

- Even though labor organizatlonsrr_\a\}/ often
been suspicious’of vocational edutation training
programs, every effort should be made to obfain
assistance from labor4égdlers:>These peopleshave
their-finget on the pylse of employment oppor-
tunities and trends in=ike local firms where their
members work. They should be represented on
your steering committee. and you should seek
their assistance in obtaining data. .

in order to obtain their cooperation in conduct-
ing a sufyey, you will need to understand therr
point of view and help them understand your own

The following suggestions may be hejpful in deal-

ing with Igbor representatives.

e When requesting information, such asa list of -
firms where uniory members work, or informa-
tion on,apprenticeship training programs, do
not tell the representative what he/she s to do

-

< e

/

o34 o

for you. Acquaint him/her with the need for,
and purpose of, the survey, and let him/her
suggest ways in which he/she would like to

\ help. ‘

- o* Be*sure he/she understands that the survey
results will be published and made avaiiable
far his/her use, as well as thrat of employers
and teachers. For example, if the results indi-
cate that 25 new carpenters are needed each
yeardin the community, and his/her appren-
ticeship program frains only 10 each year, the
survey would provide a justfication for en-
larging the apprenticeship program, the voca-

+  tional tpaining program, or both.

o Point out the advantages of cooperation, 1n-
stead of competitron, between the labor or-
ganization and the vocational prograrh Em-
phasize that the informatian you hope to ob-

»tain from the survey will help you coordinate

.. your own program better with his/hers

oo

’
Forexample, ydu might explain that students
who receive training under controlled cond-
tions, such as those 1n the vocational labora-
tory, are often better qualified apprentices.
.Discuss possible equivalency credit which
your students may recewve for their vocational
training* should they decide to enter an ap-
prenticeship prqgram.

e Keep your purpose in conducting the survey

at the focus of the conversation, and point out
that the objective of having a well-balanced,

. well-tramed,,ratigqally-controlled labor sup-
ply will benefit the labor organization. as well
as the total pommunity. ‘

o Legve the relationship open, passibly by invit-
i the representative to tour.your vpcational
facility, or by schedyling another meeting to
discuss mutual concerns.

o Maintain good rapport throughout the meet-
ing. Do not try to argue if you are unable to get
your point across. . :

Other Agencies

.The planner of a survey should be aware that
there may exist other agencies which can provide
assistance and Iinformation Some states are di-
vided inte economic development districts Each
district may have a staff of economic and man-
power planners who could provide inyaluable n-
formation for a local survey Inaddition, state gov-

_ernments may have an agency which s responsi-
ble for attracting riew industry to the state This
agency may have data which could be very bene-
ficial’ to the planner.of a community survey

4
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. Write a'letter to a hypothetical person in each of the following state ang
local agencies. In these Igtters, solicit information and assistance for con-
ducting a community survey. .

1. State Department of Vocational Education, or Vbcational Teacher

N Educator, State University . .

s ——

2. Chamber of Commerce '
3 U.S. Employment Service ol )

Activity

Your letter to each of these agencies should explain concigely the pur-
poses of the community survey you are about to conduct, a shoulp.;as‘”k
for assistance and for the specific types of information whick each ,* n
provide. When composing your letters, assume that you are a vocatfonal
teacher at Central High School in Smithville, and that neither you, nor any
- of the staff assisting you, have previous experience in conducting a com-
munity survey. Use‘your imagination to fill in any details, and amplify as

necessary. S . .
: 2 ¢, -

{

v
v

After you have written your letters, use the Checklist for the State Depart-

Feedback ‘ment or University Letter, p. 35, the Checklist'for the Chamber of Com-

: tmerce Letter, p. 37, and the Checklist for the®U.S. Employment, Service
Letter, p. 39, to evaluate your work. : y

- ’

>

-
- i ‘
. - .

o

- v . N a
ey

o \ . ‘




- . ’

CHECKLlST FOR THE ST/ATE DEPARTMENT OR _— :
' UNIVERSlTY LETTER '

v ‘ ‘ . J Y 3 : -
: < ) Name - N
. N} » b o .
N ¢ . . - b ' . ) Date ~ o
Directlons Place an X in the YES or NO column to mdrcate Whether each
item*was acco mphshed successfully or nof. ; _ Resource Person
‘t s R P
) ¢ Yes No
s
Your letter: : ’ e '. D
1. mforms‘the contact person briefly about the survey and its purpose ...... A L
‘2. asks for information 6n survey techmques AU ol e Vo D D
‘s ' ' : l
3. asks for assistance in adapting these techmques to the commumty S specmc needs ' D '
4. requests.advice in organizing the format of the survey form ...t D
5. requests advice in determining the’specific data\to be collected ....... ...... ... D D
. . s . ' ~
6. asks about services provided by the contact person or his/her staff ... . .. ........ D D
7. solicits assrstance m interpreting the flndlngs of the survey PP D A
8. expresses appre&@tron for the assistance to t;e;gaven R Q/. . D
. ; P .
v ‘
N S | .

LEVEL OF PERFORMANCE: All applicable items must receive YES responses if any |tem receives aNO- .
response, review the material in the information sheet, Obtamrng Information and Assistance from Local ’
and State Agencies, pp. 31-34, study the letter shown in Sample 1 which follows, revise’ your letter
accordingly, or check wnth your resource person if necessar'y ‘.

3
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SAMPLE 1

—

v

STATE DEPARTMENT LETTER

-

s

Cen‘trc:l High’School

110 Hunter Aven;e/Smxthvxlle, Oregon 97223

202 State Street, Suite 206
Caputal City, Oregon 9722

Dear Colleagues:
Thee vocational stafff at Central High School is planning a survey of local
employers to determine Whether Central’s vogational program 1s adequately
serving thecommunity Sdecifically, we are triing to colléct information which will
enable us todecide whethpr new vocational programs are needed at Central and to
revise existing programs fto better meet the needs of sfudents and the business—
community. ' -
P
This 1s my, first experience in. working with @ community sugvey, and the first
"experience for those at Central High who are assisting me. We greatly need your
expertise in helping to make this project a success. Will you please provide me with
information about the servites which you or your staff can provide for us?__
Since we are about to develop the\detculed plan for the entire survey
proceduré, I would be most grateful fot any information your office could provide
concerning — .
¢ survey techmques and how these might be adapted t6 meet Smithville's
specifi¢ needs
¢ the development of forms to be used in the survey and in reporting survey
findings .

¢ what specific data should be collectedin the survey —_—
! will be grateful for any assistance you can provide.

. ‘ ’
. Sincerely, . '

/

c®




(}\ECKLIST FOR THE CHAMBER OF COMMERCE LETTE‘R

- '

Name
\ ,

. . .
Directions: Place an X i the YES or NO column to indicate whether each
item was accomplished suCcessfully or not ) Resource Person

Your letter:
1. adequatply informs the chamber'of the need for, and purpose of, the 5ur‘%y

2. requests lists of employerg within the community

3. solicits information on expected business and industnial éxpansion in the community

L J
4. indicates your willingness to appear at a champer meeting to inform members of the‘
proposed survey . - .f ¥ -

k/ v
5. solicits the assistance of the chamber in publicizing th& survey . . . . . D D

13

’vaL OF PERFORMANCE: All applicable items must receive YES responses. if any item receives aNO"
response, review the material inthe \nformation sheet, Obtaining Information and Assistance from Local
» and State Agencies, ppt 31-34, study the letter shown in Sample 2 which follows, revise yourletter
adcordingly, or check with your resource person if necessary. * . —
¥ - )




SAMPLE2 - | ‘ -

CHAMBER OF COMMERCE LETTER =~ . -

“ . ‘

Central High School - .

7
—— ) : 110 Hunter Avenue/Smnhvxlle,"Oregon 97223 *
T —— A
) . ) \
. . A ) -~ -
+  The Chamber of Commerce* . .
- 90! Grant Street T 0
’ . : Smithville, Oregon 97223 W .. .

Dear Chamber Members:

L P

The vocationateducation staff at Central High Schoolis planning a survey of -
local employers to determine whether Central's vocational program 1s adequately
serving the communty. Specifically, we are trying to collect information which will
enable usto decide whether new vocational programs are needed at Central and to e

revise existing programs to better meet the needs of students and the communuty.

<

v —_— Iam vs;rltlng to request your assistance 1n contacting employers in Smithville
proper and 1n the greater metropolitan area. Could you provide us & st of present
and prospective employers 1n the survey area? . . , . . e
As you know,_we were very fortunate to have advance potice that Midland =
Electranics, Inc. would be relocating in Smithwille. Thanks to a few of your v
S ‘ concerned members, we were able to double our electronics program last year and
. produce many qualfied technicians for Midland. Naturally, we would appreciate f?

your advice concefiiing any.new demand for computer personnel. v

e Weare goingtobecarrying news stories abaut the survey in the Gazette and
), on WUSA-TV. You'll be hearing a lot about it soon. We arg eager to get your
membersinterested in the survey and to requesttheir helpincollecting information,
In addition, we willneed helpgetting the message acrosstothe community ence the
survey results areyn. I wonder if you could schedule about 10- 15,minutes on, your .
nextchamber meeting agenda to aliow meto describe the survey to your members? .
L.would be very willing to speak before your group or discuss the survey with you,
individually at your convernience. *

. ' 7 We would gppreciate whatgver assistance you can dtfer us. .
] . ' . .
. . Cordially, ) . ~
- - . < . '
L)
. g 4
- s

38
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HECKLIST FOR THE U.S. EMPLOYMENT SERVICE LETTER

.

- x
. .
2 - v

’ e o
Name . - Y]
¥ ' ) . . e . .
»~ 8 P ° Date .
. N : ‘
Dirgctions: Place an X in the YES or NO column to indicate whether each R
item was accomplished successfully or not CL ,  Resource Person » v
- — Y — y -
. —— — X -

<
[+
]
z
o

“Your letter: — ) - o
1. informs the representative of the local affice of the neeq for, and purpose of, the survey . ked” .

4

.‘

kel
"ooo opooon

-

2. asks what services and infermation are available from the local office ............ ..

. M 17
ap | pee

¥
BX

3. requests sfatistucaj reports a manpower neeltds and trends .. [ )

&

> v
“

R
3

_ 4. requestspertingnt resource rdaterials on job openings for studentuse ..............
4

5. req'uests ass‘ygtance in estabhshlﬁg channels of communication with the state office L

4

6. requests assistance In interpreting f'uture results of the proposed survey

7. arrdnges for you to be placed on the maifing list to récewe future manpower studies and
reports .. .e....- e e e cee

« .

8. discusses other services available through the locaweffice . ..... .. Cee e e

OO0 O

-

9. arranges for future contacts with the office SRERERE

® - . -

- 1 " 7

' {
LEVEL OF PERFORMANCE: All applicable items must receive YES responses. If any item receives a NO
. response, review the matenal in the information sheet, Obtaining. Information and Absistapce from
Local and State Agencies, pp. 31-34, gfudy the letter shown in Sample 3 which follows, revise your letter
_ascordingly, or check with your resourgs person if necessary ’ - .

’
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- ‘EMPLOYMENT SERVICE LETTER

Al E

. SAMPLE 3

- Central High School |

. 110 Hunter Avenue/Smithwille, Oregon '97223

7

Director \ ) . >
*U.S. Employmeht Service .o
. 1960 Smithville Drive,

Smithville, Oregon 97223 :

/
Dear Sir or Maddm: . ' . )
) Y -

The vocational education staff at Central High School 1splanning a survey of
local employers to determine whether Central's vocational program is adequately
serving the community. Spec fically, we are trying to collﬁgt:ifnformation which will
enable usto decrde whether new vocatxona?_programs are needed at Central and to
IQvise existing programs to better meet the needs of students and the business
community. “ . .

. I am writing to request your assistance in implementing this survey. First, |
- . need to know specifically what services and information are available through your
office and through the' state office in Capital City. Will you provide me with the
name of a person in the State office who could help me with this survey?
-~ I also need any stc\tgcal reports of manpower needs and trends which you

mighthave for the Smithv®®areq or for other areasin the state. If you have current

information on ]ob\o.pemngs in the Smithville areq, these would be most useful to
me. ‘. ’

5
N ° . . ¢ o, N

- : Please put my name on your mailing list to receive any studies of manpower
needs 1n this part of the state. Mr. Joe Smith, another vocational instructor at
Smithville High, would also-appreciate being put on your mailing list. |,

I will contact you by phone within the next two weeks toarrange a'meeting
with you. I sincerely hope that you- will be able to help me with planning the
community survey and later with interpreting the information provided by th

' survey. : . .

I look forward to meeting you.

Sincerely,

Q - T,

ERIC _ '

Aruitoxt provided by Eic:
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The following Case Stu:jy describes how Tom Arnold,a vocational teacher,
went at‘out contacting and meetingwith a labor leader to get assistance in
conducling a community survéy Read the situation described and then
explain (1) the strengths of the teacher's approach, (2) the weaknesses of
the teacher's approach, and (3) how the teacher should have treated his

responsibilities

-

CASE STUDY _

Tom Arnold, a vocational teacher at Knox Area
Vocational School, was onduhcit?g a community
survey in Knoxville. Wherrte=Was down at the
chamber of commerce office to get a list of em-
ployers in.the community, Mr. Brown suggested
that he talk to someone at the local kabor organiza-
tion to ask if they had any information on the em-
ployment situation in Knoxville Acco\ra'mg to Mr
Brown, the labor organization kept a pretty exten-
sive file of itsown on training ‘needs 1n the commu-
nity.

Tom made an appointment with Mr Hardin, the
local labor representative, in hopes of getting to
look at some of the! ords. "t would really be a
help If they'd clue e in on therr own predictions
about employment needs It sure would save a lot
of time.”

Tom thought awhile about the interview and 1m- ;

agined a couple of good beginnings But, he de-
cided not to worry about it Vil just get nervous 1fl
think too much about 1t,» he decided

He felt bretty confident and happy as Mr Ha;dm
greeted him with, "Hello, Tom. what can | do for
you?" '

N

Tom sat down and fumbled through his brief
case until he finally found a brochure describing
the vocational program “I'm conducting a survey
for Knox Area Vocational School, and 1 thought
you mightbe interested in whatwe'retryingtodo ™

Mr. Hardin replied. “A survey? Whatkind of sur-
vey? Another one of those vocationai education
projects?”

“Well, yes, that'sright,I'm a vocational teacher,”
answered Tom. "YgU see, there.may be a good
reasonto change the program we offer or to offera

‘different program, but we don't have an§thing to

go on untess we get some real information from

employers in the community about what,kind of>

job openings they're going to be having and what
tFends they see in the future ™

“What does thathave to dowith me?” Mr Hardin-

-askeM, as he.began to get a little more interested

“I'm%hot an employer.” ' .

41
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“Yes,4 realize that, Mr Hardin, but as you know,
the labor organization ts really close to the em-
ployment needs of the community. We need both
sides of the picture—employers and labor I'd ap-
préciate any information you have on what types of
workers you need right now and in the future, and
what types of training you'd like us to offer stu-
dents.”

. Well. it s really none of my business, Mr Arnold,
since they are your training programs, Besides, we
have our own training programs. We'd Justas soon
take someone fresh out of high school with a gen-
eral education and train them night.”

Tom got a httie offended by that answer and
couldn t help asking, "What do youmean by right?
We d like to train people while they're 1n school so
that, whether they graduate or not, they'll still be
able to get a good job ” . '

Mr Hardin was getting a little annoyed, too "t
seems to me that you people want to give aperson
a hittle bit of training 1n a bunch of different skills
and then let him or'her work for someone untit he
or she learns something. You'll defeat your own
purpose by flooding the market with half-quahfied
people. If this 1s true, why-skould | help you do
that?” .

By this time, Tom saw that he was getting
nowhere by arguing with Mr Hardin Tom rephed, ,
“All 1 want is a hist of places’'where your people are
employed, the type of training you give them, fu-
ture job needs you know about, and -

At this point Mr Hardin stood Yip and walked
around his desk to open the door for Tom “This
meeting has taken fonger than | intended, Mr Ar-
nold, and | have another appointment Let methink
about your request fora few days However, | hon-
estly don't think we can supply you wnh)that in-
formation " * '

Tom left Mr_Hardin's office a ittle disappointed
that things had turried out the way they did "Oh,
well.” he'said to himself, "1 didn't think he'd be any
help. | guess we may just have to get along without
his support

4.0
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Compare your cdmpleted written critique of the Case Study with the Model
Critique given below: Your response need not'exactly duplicate the model

t response; however, you should have covered the same major points.

- . 3

o

MODEL CRITIQUE *

Unfortunately, Mr. Arnold was not very wéll pre-
‘pared for this meeting. One of the few things he did
fightwas to callin advance to arrange the meeting
with Mr. Hardin.- e ¥

TheXey to Mr. Arnold’s inability to estapligh and
maipfain rapport with Mr. Hardin 1s found in the
last paragraph when he gaid, “Oh, well, | didn't
think he'd be anhy help. ! guess we may just have to
get along without his support.” Mr. Arnold walked
into the meeting with this negative attitude and
communicated it to Mr. Hardin, making 1t Impos-
sible for the two men to talk effectively -

. Mr. Arnold was not well organized. He fumbled
in his brief case for infofmation to give Mr Hardin
. and became flustered He made the mistake of
arguing and being vely bfunt. :

\Y

“Mr. Arnold could have been given a complete
cdpy of the_rationale for the community survey
which could have.included a section on the
benefits to labor in cooperating in the study. The
results of the study could have prevented a dupli-
cation of effort on the part of labor in collecting
similar information.

.If Mr. Arnold had been more tactful and better .
prepared, and had had a positive attitude, his
charices would have improved 100percent Had he
l6ft the rationale for the community survey for Mr
Hardin to study and askéd him to consider ways In
which his organization might provide expertise to
the project, he would have had a reason tocall him
back after he had a chahce to look it over. As it
turned.out, his chances of discussing the survey
with Mr. Arnold again are practically nonexistent

$

LEVEL OF PERFORMANCE: Your completed critique of the Case Study should have covered the same

major points as the model response. If you missed s
points you madg, review the matenal tn the inform

ome paints, or have questions aboutany additidnal
ation sheet, Obtaining Information and Assistance

from Local and State Agencies, pp. 31-34 or check with your resource person ifsnecessary

7~ ]

¢ »
¢

You may wish to arrange through your resource person to meet with a

. university faculty member or & person with the state department whe has

Qptional

'

he/she was Involved in

.’\ |

been involved In a community Survey. During this meeting, you could
discuss ways In which you can Involve state or’university personnel in a
community survey.-Ask the person to explain his/herrolé in the survey

s

1

You may wish.to arrange threugh your resource person to meet with a ’
representative from the public employment office in your community.
During thjs meeting, you cowld discuss the services fis/her agency can

providen terms df conducting a community survey, B
. ~' ¢ N . v

Optional
Activity

i
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Foranexplanation of the three main steps in the development of a detailed ¢ - ¥

plan for ‘conducting a community survey, read the following information
sheet: :
. a

Actnhty

X

= . - e
DEVELOPING A COMPLETE PLAN FOR CONDUCTING A
COMMUNITY SURVEY o | .

The development ofa détalled.plgn for conduct-
inga community surveymvolYes three main steps:

1. adapting extsting corpmunity survey mate- .
rials to local needs

\;/32/ recruiting the survey staff
~—3. developing a plan of activities for the survey

staff to follow in conducting a community

survey .
Let's look at each of these steps in detaul
. ! '

’

\

»
.

.~ Adapting Existing Community _ s
'+ Survey Materials to Local.Needs . o o

2 N

You Will not need to develgp from scratch the low a logical sequence, and each individual ques-
instrument you will yse to obtain data. A great tion should contain only one majoridea A simple,
variety of these instruments, for vocational educa-  brief, straightforward instrument which ts atmed at
tioningeneraland for specificoccupational areas,  the desired objectives should he your goal.

" already exist. They may be acquired from voca- . e .
tional.education personnel (ocally, at upiversities, ingo:jnedbias;c items v.vhli:h‘you Z‘”“ p:?bably want
and in state departments. : . uded In a survey instrument are

I Employment situations for vocational graduates

A Employmentsituation of the firm

Some state departments require the use of one
particular instrument. These instruments are also
available In resource materials tn the library. In - 1 Number of total workers :
your search through the library's index files to lo- 2 Number of workérg by job title (for purposes of
cate these resources, look under such subject consistency, it may e advisable to use the-

* headings as. Surveys, Social Surveys, Education Dictionary of Occdpational Titles, or DOT) y
Surveys, Community, Occupational Information, 3 Number of full- and part-time workers by age
Manpower Forecasting. You should locate several , and sex b
instruments which fit your survey objectives (i.e., 4 Number of annual replacements needed”

+ 1o determine program needs and local occupa- 5 Methods and sources of recruitrhent for job
tionat opportunmes/ for your vocational area). ) openings .
*  Anyinstrument you consider using should meet 6 Anticipated employment needs in the next five
" 7 certain genéral cryteria An instrument should be , years

reasonably short arid easy to fill out. A good rule to
follow is that an instrument sAguld (1) be no more
than five or six pages, and (2) take no lon§er than
one half hour to complete. Questiohs should fol-

B Employment opportunities for your vocational
teaching-area by job title

1 Number of employees 'preéehtly needed ac-

.

- . ' ,. 47 ‘
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cording to: age; sex, part-ime, full-ime, or
seasonal

2. Average annual number, of new entrants ac-
cording to age, sex, part-time, full-time. or
seasonal '

. Projected -annual, number of new entrants
needed In the next five years accordingto age.
sex; part-time, full-ime, or seasonal ’

4 Reasons for shortages of qualified candidates
for employment 1n this area within the local
community i

5. Starting and maximum wages
8. Working hours per week *
¢ 7 Unwon réstrnotlgns

8. Requirements for employment

a. Type of competency (minimum level, pre-
ferred. level)

b Type of experience (minimum jevel. pre-
ferred Ieven\

¢ Type of education (r\fnlmmum level. pre-
ferred level)

d ‘Type of trairfing (m|ﬁ|mum level, preferred
level)

9 Chances for advancement .

10. Necessary experience, education, training. or

- competencies which the employer perceives
are oot being adeguately covered by the
school(s) at present

- 11 _New and emerging related occypations an-
ticipated I1n the next five years

fl..Placem.ent oppOstunities for cooperative work ex-
perence ¢ ‘
A. in-plant training opportunities
1 Number of student trainees that employer will
accept - ~ .
Hours perday on the job avallablg for trainees
Days per week on the job for trainees
Estimated beginning hourly wage
Specific job 'tities for trainee placements
. 6 Formal on-the-job traifing programs offered
B8 Trainee requirements ' ’
1 Minimum age accepted .
) .Wpes of competencies J;
Minimum and preferred level of competency
Types of course work completed ¢ v

_ Minimum and preferred levél of course work
completed

T)Lpe of education comp'ieted
Minimum and preferred level of education
completed .

w

v

SRS
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‘ additional

‘
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3
Adaptatlioh"bf Information .

_1n &rder to determine how to adapt the informa-
tion 1n these instruments tg, fit local needs, you
need to consider the followinkg questions Informa-
tion obtained from these questions willhelpyouto
adapt your model instruments into a single survey
form which fits your local situation.

What kinds of data do you want to obtain?—
The goals and objectives which you have previ-
ously set up for the survey will determine the types
of questions you will need to ask.

What are your
would not want to set up a corpputer-processed
questionnaire in a district with a small survey
budget add no district computet facilites. If you
have a low budget and small staff for the survey,
you woulj not wish to use a queshonnaire which
would ervail an \nmense amount of hand pro-
cessing. Your budget will also determine whether
you can conduct the survey by telephone, person-
al interview, hand-delivered questionnaires, or
mail-out questionnaires This will, in turn, deter-
mine the type of questionnaire instrument you will
need to ule. ) ‘

What geographical area did you choose in

which to ¢conduct the survey?—The size of your
~ geographgca‘l area and type (urban, suburban,

rural) of area it 1s will affect the types of questions
which willineed to be asked~ ..

e

What déa you already know aRjout the area in
which you“ will conduct the survey?—You should
have consulted the local chamber*of commerce
and the Iocl,al qffice of the U.S Employment Service
to 1dentify jocal employers and obtain information
on manpower trends and needs. Questions which
ask for information which already is available and
up ta.date|should not be used.

What ‘can your sfeering committee do to
helq?—Thﬁls commuttee was chosen to represent a
broad spec¢trum of the community, including par-
ents, and persons from labor, busingss, educatiort,
and mrnoriéy groups. Given the model instruments
you have selected, they should be able to us€their
familianity With the local situation to indicate toyou
héw well tHese instruments fit the local needs and
qondltions.tThey would bé able to point otit ques-
tions which are irrelevant 6r need”revising, and
uestions which. need to be asked

4
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budget constraints?—You
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Recru.iting the Survey Staff

o

——

A competent survey staff is vital to the success of
g community survey. Theréfo_re, the recruitment of
the survey staff' is extremely important.

w

The school's guidance and counseling staff
-should be encouraged to be a part of the survey
$taff and should play a major roie in.conducting
the survey. Their participation in a survey can give
them deeper insights into community employment
and placement situations. Thereby, they willbeina
better position to provide accurate occupational

service to the students they counsel. In turn, guid- _

ance personnel wili be providing you with informa-
tion on student interests . which will be a helpful
input_into the information compiled during the
survey :

Othervocational teachers in the school can (and
should) ‘assume major Tesponsibilites in the
community survey effort Their programs and stu-
dents will profit frorp the information contained in
the survey, just as yours will.

Academieteachers will find this involvement will
greatly add to their professional outlook and un-
derstanding of the real world of work. Their teach-
ing should be enriched by the knowledge they
gain.ln addition, the involvement of teachers and

* guidance personnel can—

e develop continuing leadership and compe-

tency In the school system to conduct future
surveys . . .
"o strengthen the working relationship among

the vocational, academic, and guidance per-
Sonnel .

e widen teachers’ acquaintance with the busi-
ness and industrial community

e provide teachers an opportunity forincreased
communication with vocational as well as
academic stidents

e heighten teachers’ understanding of the rgle

of the vocational program in relation to the
business and industrial community

e provide guidance personpel with factual oc- .
cupational information

hY

You will probably wish to hokl a teachers’ meet-
ing to_recruit faculty and guidance personnel to
assistyou in the survey During the teachers’ meet-
ing, you should inform them about the purpose of,
Qnd procedures to be used in, conducting the sur-
vey and the proposed tsmetaﬁe for1its completion,
You should also exptain the need for their assis-
tange in conducting the survey and urge them to
pagticipate. The teacherswgnight also, be able to
provide-you with the names of students who would
be capable of assisting'with data gathering. Before
the meeting adjourns, you should ask them to In-
form ather community groups with whom they are
in contact about the survey :

As soon as possible after the teacher's meeting,
you should contact individually those teachers and
guidance personnel, suggested by the adminis-
trator, who could be released to participate You
will need to obtain their commitment to assist in
the survey while the importance of the community
survey s still fresh 1n their minds

Recruiting Students and Rirecting Their
Involvement "

The complexity of,gatheriny data for the com-
munity survey from local employers will vary from
community to community. For example, in small or
medium-sized communities itis probably relatively
easy to contact local employers, However, inlarge
urban areas, contacting employers may require,
more time and personnel as well as more sophisti-
cation orr the part of the interviewers

X

\ o\
e

k]

i‘_} %)\




»

r

The vogational teacher or director of the survey,
alorrg with the’ steering committee, will need to
determine early in the preplanning phases the ex-

_tent to which students may be involved in data
gathering. Regardless of the mannér in which they
are involved, the key to their successful participa-*
tion will be to thoroughly acquaint them with the
work they are to do..Students at the secondary
school level may be given certain imited respon-
sibilities when carefully selected and trained for
the task at hand ( ,

You will need to tell teachers, guidance person-
nel, and administrative staff the number of stu-
dents who can be used profitably inthe survey Ask
these people to provide you with the names of
students capable of assisting you 1n the commu-
nity survey. Specify the respo Asibilities you plan to
assign to them. After ideniftying the names and
select the students to agsist, acquaint them
thoroughly with the following €
the purpose of the survey
the survey form, its contents, terminology.
meaning of items, responses needed, etc
the purpose and procedure to be used th data’
collection, personal interviews, etc
the duties and responsibilities which the stu-
dents will be given®(e.g , imited data gather-
ing, addressing letters, sorting forms, typing
direction sheets)
interview technigues (may be lgayned through
supervised, role-play) s;{g

- »

With the assistance of the steering committee,
you can agpsign students to prédetermined groups
headed by mini-tean ains to help with the
surv or exampjé, you mught wish te ssigh the

older students to‘handfé data- e:|2 tasks, or
those with typing expegﬁt e clprical tasks
@sksyom €

3
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care to be given the completed survey forms and
with whom. to depasit thegh upon completion.

You may wish tb considd¢ carefully some of the
followsqg sugdestions when' involving secondary
students ir{ data gathering 1f it s decided not to
give students the full responsibility of contacting
employers and completing the entire survey form
and data gathering, ghe following responsibiirties
may be appropriate

Assign a student to work with a teacher, a guid-
ance person, or a member of the steering commit-
e the student the responsibility to appear at

the office @f the employer or the employer's per-
sonnel office (for larger firms) one haif hour before
the arrival of the principal ‘interviewer. Have the
student complete the background data (demo-
graphic information, etc) on the firm and, thus,
save the interviewer time in completing the ssrvey
properly (This step may also be done concur-

Have_the student join the 5uper|or{\\o whom
he.she is assigned and, in the role of an o@erﬂ
follow through the datd gathering process the
employer After having gbne through this exper:-
ence several imes, itis probable that he/she could
assume a larger role or the full responsibility of
completing the survey fofm under certain condr-
.t:png . ‘ ,

v ’

For exam;gfe, determine, which students may
have been employed with any of the firms to be
contacted. Or. determine which students have a
relationshipwith the firm through family connec-
tions or as immediate friends of the family In these
situations, employers may be less reluctantto pro-
vide information to the younger, less experenced
tudent interviewers .

After the »sstudent “returns from the data-’

Regardiess of the type AssiqQn. be sure
all oral instructions are supplem th written%?athefi?‘g |’r(1tery|aw% hlave the colmtpleted Slgvey
directions regarding the survey ta collec- | forms;ghegked care ully for completeness and ac-

tion. interview techmques, etc

" Yoy should also inform thelttdents on how to
meet emergency situations Forexample, students
should know who to call if an employer asks for
infogmation which they can't supply. and what
protedures to follow In obtaintng supplies if they
should runshort of survey forms ;typing paper. etc.

Thezl should be acquainted with the kinds of
Y  dNa they will be collecting and informed of the
-1

-
4

- curacy. |f questions ansé concerning data col-
~glegted orpany item of the survey form, confer with
1he student, for alanfication If the data stll needs
ﬁarmcamn, 1t woultd be desirable for you or
another faculty member td contact the employer's
office to sesk’ clanfication Jt is further recom-
.mended,»trkat/,appo'mtm‘ent with employers be
madge by thessuryey director or some member of
the faculty ” .
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Developing a Plan of Activities

>

Good, clear, th"orough planning is a prerequisite

. to success for any endeavor. Before you €an pro-

ceed in conducting thi’s'survéy, you will need to
develop a complete list of the activities which need
to be completed You will also need tg establish a
timetable for the major activities. These serve as

* guidelines to the persons involved, enabling them

to keep on task and on schedule

In order to obtain reliable results from the sur-
vey, it is necéssary that those persons.who are

, collecting the data be consistent In their approach

and in their expldnations to employers Therefore,
written information needs to be developed which
will clearly spell out to the survey staff what their
exact respofsibilities are, how to use the survey
instrument, proc,edu\res for handling the acfual
Survey progess, and the survey goals and objec-
tives. '

-N' _ )
List of Surveéy Activities .

The list of activities which you develop should
include all the general events which will‘have to
occur from the time you receive administrative ap-
proval for the survey to the completion of the proj-
ect. These events will, of course, vary accordmg to
your survey objectives and your local conditions.
The following activities are typically included in
such a list ’

e Draw up a working agreement between the

school and the survey team after first obtain-
Ing the school administrator's appro&al to

» Conduct the survey. \

e Organize a ger‘wecal’survey committee, drawn
from the tofal survey team, to act as mini-team
captains!

o Acquaint all priembers of the survey team as to
their dupes/Z:w responsibilities.

e Acquaint the3urvey team with the information

/\and datato be Secured from the employers for

entry on the survey form Réview the survey
form with them.

ar

{

) Extendg;!ngtlvitles

-

e Acquaint the survey team with—
e personal interview techniqués and proce- «
dures - |
e the Dictionary of Occupational Titles to as- } .
sist employers to properly idetify job titles -~
of employees to match DOT classification,
whete possible .
e Acquaint the survey team with the use to be
made of the findings or results of the survey.
e Inform team members of the procedure for
securing appointments with the employers.

o -Determine the numberof employers to su rvey.

e Pinpoint se employers on a map of the
community within the identified area.

e Divide the gepgraphic area as equally as pos-

" sible on the basis of number of employers to
survey. Assi a mini-team to survey each
areaand allo%g\e eacha nearequal number of
employers ’

e Appoint a team captain for each minor geo-
graphic area. X

e Set a proposed timetable for completion of

. the survey agreeable to the survey team.

~ Agree upon a starting date for all members of

+the team to survey two or moreaemployers.,

e Hold a meeting of the survey team im-
mediately following the completion of the ini-
tial surveys to iron Gut any problems arising.

‘e Hold periodig-tieetings of the tear captains
to give dirgction andensure that the agreed
timetable is being met by the mini-team mem-
bers under their supervision, P -

e Involve other vocational staff members in the
survey effort to develop ongoing leadership
and competence in community survey tech-
niques. - ~7

o_Establish budgetary controls for expenses in-

eav‘olved in conducting the survey with the

* school admirfistrator.

e Allow time for rescheduling of appointments
which are cancelled due to emergencies

e Involve the team captains apd the vocatienal
faculty in summarizing the information ?’r'\d
data. +

. Devlseaplanfordlsseminatingthefmdnpgso:
results to administration, faculty, and public,
with the aid of your steering committee an
survey team captains ‘

e Arrange for the school administrator to send

Yletters of appreciation to all members and
employers cooperatimg ifh the survey.

-

e Arrange to acquaint other vocational staff .

4 PR




‘members with the information or data
gathered that may be of use to¥them in therr

_specific teaching field. 4
* o Submit the findings or results to the school
administration for review, discussion, and ap-

_ proval. PR

e Evolverplans to implement your program de-
‘velopment based on the findings or resufts of
_ the survey.

4

Timetable ) _ -

: Once yod have determined:the required ac-
tivities, the specfic events can be placed withinthe
framework of & timetable Some of the things a
timetable for the survey should include are—

e a proposed date for the complefion of the
survey © . )

e astarting date for all team members to make

» an initial survey. of at least two employers

e a meeting after the inttial survey to iron out
problems ‘

e meetings {o be held at reguiar intervals

e time' for rescheduling of appointments that
were cancelled

Survey Team Responsibilities

Based on your survey objectwves, local condi-

- .
fairly simple process to determine the boundaries
of your survey team's responsibilities.

A survey team should be respon5|b|efor secur-
Ing appointments with the employers to be.inter-
viewed, and, then, interviewing the employer
During the interview, they need to—
use the survey form properly
secure the information needed
record responses at the time they are ‘made.
account for all non-responses Iin detail .
.recg‘(dﬁs\lgﬂificant events that otcur during
the interview ’ v
Following the saterview, they need to check the
survey forms for completeness, readability, and
legibility before turning them in at the time desig-
nated on the timetable. ’

O..l..

" Survey Team Guide for Conducting the
Survey ‘

The survey team must be provided with an in-
forfation guide or sheet which spells out the pur-,
pose and use of the survey, team members’ re-.’
sponsibilities, and any other specific directions
necessary for team members to conduct the actual
survey consistentiy and competently. Sample 4isa
direction sheetprepared for survey team members
to use as a guide in conducting a survey Interview,

tions, and your plan of activities, 1t should be a

s

a
*

E

Bou Nﬁg@i(.%puwo ARY-BO0 NDARN: %\0'

. c
: N °
J M d;‘r,’ ¥
“ AR IN ;
.4 3 \ k i €
o : SBIUTES!
. "RESPONSIBILITIES,  *
ANCOR ANV - AEPANOCR, - RIQNN0S * <~
A . - .
: .o -f.'
’ / /h, :
| ; X
] ﬂ ﬁ. ~ !ﬁ
P "\ h R 'u. /. 9 I -
il . s . ] . .
. ’/ - f' o JL' | :
: 52




.

-*

. SAMPLE 4 ‘ ’

'DIRECTIONS FOR A SURVEY INTERVIEW '

Making Appointménts

- Qbtain an interview.—You must attempt to ob-
. tain an interview at the first call. ¥ this does ,not
happen, make definite ‘arrangements to obtain a

1’

intervie‘i/y at.some time in the immediate future.

Occasionally, the respondent may -attempt to
avoid making an appointment with you. If this is

the survey and its importange.: Try to arouse inter-
est in the responde:ft‘.‘,However, do not tell the
respondent that the interview is for his/her benefit.
It may have just the opposite effect.

. /a'pparent. you shouid guieldy-statethe-purpose of

fyou make an initial contact by telephone or in

- person, withoutaprior appointment, very often the

respondent will be too busy to djpcuss the survey

with you. If this happens, try to arrange a date and
time for another contact.

Yo should always show up punctually fér_the
. " "appointment. It makes a good impression on the
- respondent and shows that you are courteous ahd

commitment for the discussion of.a convenient* ™

. must be taken into account.

N : N
Some respondents are sﬁspicious. Unless
given a satisfactory answer, respondents may

. thipk of an underlying ulterior motive and re-
fuse to cooperate. ;

e Explain that the interview is confidential. Do
not dwell on this point. An bveremphasis may
make some respondents self-conséious or
suspicious. .

)

Administrative Procew?jures

. To a great degrge the success of the interview is
dependent upon the ability of thg interviewer to
create a friendly atmosphere, one of trust and
confidence when the respondent is first con-
tacted. There is no one best way of establishing
‘rapport. People aredifferent, and these differences

o,

The in}érviewe’imust make the respondentfteel,
that the ipterview is open and frank.—You must
show no sign of approval or disapproval of a re-

that yoeaconsider his/her time to be valuable. ___spondent’s answer. A respondent may alteran an-

ontact potential respondent in advance.—
first impressiori made on the respondent is
veryimportant.1t caninfluence how he or she feels
about the interviewer and the survey. Whether the
initial contaot is made by telephone gr-letter, the

+ respondent should be made to feel that the inter-

viewer ig doing an important job;"and that the re-
spondent is an important glement in that job. Itis

swer if he or she feels that it was not correct or not
what you wanted to hear. Therefore, you should
not react either negatively or positively to a re-
sponse. Rather, you should react only to the re- “ .,

spon:j:t’s honesty and cooperation. . ¢

" Theifiterviewer must make the respondentfeel
he strvey is important.—People are mgarg _re-.
ponsive if they know.that what they are being

most important that-an atmosphere of profes- -asked to participate in is important. Do not make

sionaligm he established. The following elements
. of the Initlal contact should be considered.

¢ e Irtroduce. yourself and state the purpose of
the contact. is-thi

helps to dispel suspicion. . .
e Explain who is conducting the survey. Indi-
cate that the organization you represent is
1 reliable.’ . .

e Explain the subjectand purpose of the survey. *

State this in broad. terms to avoid any implica-
tions of a highly involved or complicatéEf)rQ-
cess. it may be best not to reveal,the actual

E » purpose of the survey. Sueh knowledge might

result in a lack of cooperation or a prejudiced
wesponsé to.the survey. A general-purpose
statement and an emphasis_that ideas are
. wanted, is sufficient. . ° ;

e Explain how the respopdent was ch@én.

Notontyisthiscourtesus but it-

the‘mist‘ake of saying the surveyis of importance to
the respondent. This is not always true. Simply
state the purpose of the survey, and to whom it is ’
important. -

T F\"e interviewer must maﬁe the respondentfeel
that his/her answers are important—When re-
spondents are chosen by chance, they often findit -
difficult fo see why their answers are important.
Tell them that a random selection, if actually maide,
is one way of helping to ensure an unbiased cross
section of the population being researched. If thé
respondent was selected by other means, this .
should be explained.

" The interviewer’s appearance must be profes:
sional.—An interviewer's physital appearance js
psobably the first impression to be made on the

~respondent. You should be sure that you are well

grooted and dressed in' appropriate attire.)

E

* 4
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The intjérview should be condugted in a quiet
place.—~Survey interviews genérally take a half
hour ormore They should be corducted ina quiet
place so youjcan have the respondent s full atten-
tion Requesting a quiet location may aliso help to
reinforce the importance of the survey

.-Employers usealty find it more convenient if in-
terviews are condlcted in their places of business

However, depending upon the type of business the
employer 1s engaged in, and whether he orshe has
aprivate office. you may have to conduct the intet-
view amidst noise and interruptions” Therefore.
you might consider asking the respondent if he or
she would-like to meet with yol over lunch. in his
or her home, or in some other quieter place |f the
employer i1s having unexpected problems or major
interruptions at the ime of the interview it may be
best to end the interview after making an appoint-
ment for another time -

rd
]

The Questionnaire " 5

The guestiennaire i1s the basic”tool by whith
information 1s collected Therefore. its proper e
is important. and you should observe the following
guitelines

The -questions must be asked p;ecisely as
specified.—The major reason for using a pre-
pared questionnaire s so thét, no matter whoasks
5r answers the questions the results should be
comparable If you feel that the respondent s un-
comfortable with a word or question or he she IS
unconifortable with a question, you may feel in-
tiined to reword 1t Rewording must be avoidled. If
there ar@ such questions, you must practice asking
them until they feel natural to you '

Questiens must be asked the order pre-
sented on the questionnaire.—The sequence on
the questionnaire may have been structured to
provide a con.tmufty betwesn questions and to
facilitiate the interviewer s task Anothersequence
may be designed to obtain certain information or
establish an atmosphere A departure ffom the es-

_ tablished sequence could result in.unwanted cir-

cumstances . o
Every question must be asked.—The only ex-
ception to this guideline 1s wh¥n a contingent
question 1s built into the questionnairé These are
clanfication questions asked when a particular an-
swer has beeq\gnven to a preceding question

. When-a questibn is not understood or is misin-
terpreted, it must be repeated, in the same
words: not pagaphrased.—Singe questions are
normally pretested. they seldom are misun-

rderstood Questions mnsunderstc\)od or misinter- ¥

preted should not bé " explained . If atter several
attempts of repeating the questiori as written. It1s

- -

»
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Al

[y

stll not understood, mark the question and pro- .

ceed to the next When this occars, report them so
that appropriate corrections can be made In the
question .

Questions which respondents hesitate or re-
fuse to answer initially must be handled tacttully
in order hot to destroy rapport.—When you pre-
pare 10 aska question you believe to be sensitive,
do not indicate this to the respondent The ques-
tion should be asked in a natural matter-of-fact
manner If the respondent hesitates. ke she should
be reminded of the configential naturé of the an-
swers Excessive pressure should not be applied,

for answers so‘obtained are not Worth the loss of

rapport Atthe end of the interview. it sometimes
possible’to return to a question sknpged

The questionnaire must be used informally and
with ease.—Questionnaires are scientific instru-
ments and should be used with precision Be-
spondents should not. however. be given the un-

comfortable impression that they are being tested ,

or investigated Do not make, the respondent feel
self-conscious Use the questionnave in an easy-
oing manner This can be achieved through re-
Peated practice before gotng+nto the field for in-
terviews . - "

Rapport must be maintained throughout 'the
interview.—When’rapport is threaténed. for a va-
riety of reasons, you sfiould take time out tggees-
tabligh or strengthef rapport_No f‘eady-mé@%les
are available Yor these situations, but taking the
respondent s mind off the survey foramoment can
beghelpful Make sure there 1s a smooth return to
th

questionnaire Remind the respondent that

his her honest answers are |mportant——,theré' are
no rnght or wrong résponses All gesponses arg
conflderltlal * Lo

- P

Close the interview on a positive note.—Thank
the respondent for his"her participatipn 1n the sur-
.vey Leave him her with the feeling that the inter-
view has been a pleasant and interesting experi-
ence The interviewer will partly determine the re-
ception he she or others will get on ‘subsequeqt
surveys ) ’

Recording Responses -
] « -
¢ Responses must be recorded at the time they
are made
e A respondent s own words must be recorded
o~ Non-responses must beraccounted for in de-
tail
e All Interview probes (stimull to elicit a re-
sponse) must be recorded In p@;e‘ntheses
« Significant events occurning during the inter-
view must be recorded




-

-
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»
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o Becorded responses must be clearly legible. *  ‘checked for campleteness, readability, angd
s Before turnglg in a questionnaire, it must be

. legibility. )

Vd

The following Case Situation provides some background information fo['
you to usein developing a complete plan for a community survey in the city
of Smithville. The purpose of the community survey is to gather data to be

used in updating and expandin
gram (Additional background info

entral High School's Vocational pro-
ation on Smithville is available in the

Case Situations in Learning Experienceg | and 1l.) Read the situator
descnbed, and then develop a complete plan for conducting the commu-

nity survey, including—

e adapting existing survey instruments to local needs
o dentifying how you will recruit the survey staff ‘
e develdping a plan-of activities for survey staff to followin conducting a

community survey

4 N »
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CASE SITUATION

You have contacted the state department of
education and asked for help in planning the’
community survey The materials_you received
from them included four Instruments which have
been used for community surveys in various areas
of the state (see Samples 5-8)

Your principal has given his 'O.K." for using
school personnel and students in conducting the
survey. He has decided, however, not to ask them
personally to help In the survey. He feels that it I1s
entirely your responsibility to enhst their assis-
tance. - .

You have recetved/; the vocational teacher '
education departmeht a planning calendar for
conducting a community survey (see Sample 9).
There was a note that came with itfrom the teacher
educator indicating that he did not sider it a
very good one, but it was the only one he had. He
stated that some very important points had bgen
omitted He also indicated that the dates sug-
gested might not bé the most approf¥iate, con-
sidering the busiest times of the school calendar
year.




« SAMPLE 5 ‘ \
- - R ‘ _‘ )
COMMUNITY SURVEY.FORM . . » :
. _— . Employer-Questionnaire L
v 1}& oW ‘ - < .
NAME OF BUSINESS ‘ ' _
- Number of workers ‘ - L . .
> . Number of Workers \ SR Employee Information ,
JOB DESCRIPTIQN S Full-Time: | Part-Time
» R « . ’ N j - 4 .
~ -, - y * - '
- : ~ / -~
. : . pd , .
e M— x - Vd :
,: 1. Does your‘Srm provide training fon/' the employees listed above? ’ Y s
2 Haye you within the last wo years experienced difficulty in obtaining capable employees? - ~ )
{ . SN . . . .

. ?‘_T_A___ . e "

3.. Do you plan to expand yQur business by increasing your staff? __
4. What is your average number of annual replacements?
5. What is your anticipated émployme;nt need for the next five years? .-
6. What possible job openings will you have for vocational graduates? ’

-

What levels of training will you require? - y
7. What are the types and amounts of.ed ucational preparation you require of future employees? . i
“Academic : - : ' 2
Vocational — . ) ‘ R
8. Whatare some new or emerging occupations thatyou foresée in your businesg in the next five 5
years? - : . . P>
9."Would your business cooperate with a local school in providing on-the-job training for stu- 7
dents? Yes No i N _ : - 3
¢ If yes, how many students will you accept? ___=. ° f . Rl
How many hours per day per siydent? ) . s ’
How many days per week per.student? T
Name some specific training areas yoy would provide. —
- - - . -
®
* j , i
s 4 - .
N
L
ol .
: 90 .
/ 55 ; ,

e
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. . . Summary Form ' ’

. NUMBER OF BUSINESSES INTERVIEWED ___;_ . .
- Employee ifformation - ,

PRESENT #

| JOB DESCRIPTION OF EMPLOYEES

" - -
> .

EST. #

< TRAINING LEVEL NEXT 5 YEARS

s . "

\ah
L/

»

NUMBER OF FIRMS WILLING TQ TAKE STUDENT TRAINEES
"TOTAL NUMBER OF TRAINEES ACCEPTED

AVERAGE NUMBER OF HOURS PER {JAY PER STUDENT
AVERAGE NUMBER OF DAYS PER W

K PER STUDENT __ ' )
SPECIFIC JOB TITLES FOR TRAINEES : . .
ESTIMATED HOURBLY WAGE

» NEW AND EMERGING OCGUPATIONS IN THE NEXT FIVE YEARS

,
£

0

»
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SAMPLE6 -

~

COMMUNITY SURVEY FORM )

. - ' @ B :ame - ~ | | :
‘Business _ - L —5 '
s oo e —

.

A NOTE: ALL:ITEMS PERT. IN TO SMITHVILLE ONLY; AND ALL ANSWERS WILL BE KEPT '
SEEIE WCTLY CONFIDENTIAL. ANY ANSWERS OR COMMENTS MADE WILL NOT PLACE -
\ ARY OBLIGATION JON YOUR BUSINESS. THIS IS FOR GENERAL INFORMATION ONLY.

* 1. TOTAL NUMBER OF EMPLOYEES

*
. J

a. Number of full-time employees (35 hours/week or ?ore) ) L
b. Number of parttime employees (less than 35 hours/week) '
2 SEASONAL EMPLOYEES (Christmas, tourism, etc.) ) YES NO:
. If “yes” please indicate in the spaces provided the number(s) . )
' employed in each appropriate time period (i.e., 12 Jan.-March) -
- A ~ ——dJan-March . —-Sept.-Nov.
' — April-May ——_Christmas e
r —June-Augusgt Season
. ‘ FROM_— TO " NO
_ ' ) FROM_—— TO_ ‘NO
3. ESTIMATED TOTAL EMPLOYMENT IN (not including seasonal employees) ° .
’ S 1976 .
_ 1977 _ __ _* ;
- ' . 1979 : .

4. TOTAL NUMBER OF NEW EMPLOYEES HIRED IN THE LAST CALENDAR YEAR (1975) d
a. Number of néw employees that filled newly created positions’ .
b. Number of new employees that filled vacated positions - =
c. Numnber of new employees without prior experience i

5. TOTAL NUMBER OF EMPLOYEES CHANGED TO NEW JOBS OR POSITIONS WITHIN YOUR
ORGANIZATION DURING THE CALENDAR YEAR 1975 ‘ : .

6. WHEN YOU HAVE A JOB OPENING(S), WHICH OF THE FOLLOWING L o, o
SOURCES DO YOU USE TO HIRE WORKERS? (Mark the spaces o ' , o
which are most appropriate for each item,) Often -Sometimes ~ Never .
a. State Employment Service ....... e — '
b. Private Employment Agencies ..... ey AU S

- C. Advertising and WantAds ... U
d. Friends and Relatives ................ T y
e. Direct-Company'Application (walk-ins) ............... —_
f. -School Cooperative Programs (DE, COE, etc.) ........ — .
g. Other (Please describe — . ) J —_—

7. WOULD HIGH SCHOOL COOPERATIVE VOCATIONAL PRGQ-
GRAMS BE ATTRACTIVE TO YOU IN OBTAINING ADDIT{ONAL :
QUALIFIED EMPLOYEES? ................. e oo YES NO___=* -
a. If above answer is "no,” please identify changes/additions

T needed to make high-school-trained personnel an attractive, '°

source of qualified employees ....... e .

RRREER




. t. .
. WOULD YOU CONSIDER PERMITTING A ‘QUALIFIED SENIOR

HIGH STUDENT TO ENTER YOUR PLACE OF BUSINESS OR

AREA QF ACTIVITY AS A VOLUNTEER WORKER IN ORDER TO
GET THE EXPERIENCE IN AN OCCUPATION? ........7......

. WOULD YOU BE WILLING TO HAVE YOURSELF OR AN EM-,

PLOYEE VISIT A CLASS(ES)IN A PUBLIC SCHOOL TO EXPLAIN
YOUR OCCUPATION?

. ARE THERE AREAS OF TRAINING. EXPERIENCES NOT CUR-

RENTLY IN THE PROGRAM THAT YOU FEEL THE ‘PUBLIC.

SCHOOLS SHOULD PROVIDE?

-

a. If answer is “yes,” please explain

. HOW MANY STUDENT$ WHO ARE ENROLLED IN HIGH
SCHOOL COOPERATIVE VOCATIONAL PROGRAMS DO YOU
HAVE WORKING IN YOUR BUSINESS? :

YES_____




Iformation about Business Operation

A. OCCUPATIONS IN B. NO. PRESENTLY . : T -
- -* YOUR FIRM" » EMPLOYED"® C. JOB OPENING INFORMATION - D. TRAINING
. v * ~ - -
- ' CURRENT JOB ANTICIPATED
’ Number ) OPENINGS JOB OPENINGS
- . ..
4 Job Tities I3 No of those jobs n LCheck majogsource or type of traiing
’ .. N Total number of persons your firm that are Job openings | where employees acquired skills needed )
Please list earch different occupation in presently employed n, unoccupied or ready .1 expected in the for each (ob listed in column A "
your firm oragency Add desgriptve each occupation hsted to filt immed:atety next 12 months
words, classes, or grades thafwlt olanty *for which emv | Trade
the nature of the jobs, v ‘ ployees will be ~ OJTor | Tech-
- . TOTAL TOTAL : actwvely sought High | Appren-{ mcal Jr
. Schoot { ticeship | Schoot | College | Coltege Other-
. 4 P o _ [ Y D
gﬁMPlfC!erk-Typist 3 1 2 - X
1 - * ¥
N |
kel [J Y, - — .
. T
Y Ab & ')
B Cd
1
. . . . , - 4 «
. .
£ nd LY
. ! .
' '-» o
N LY _—_ EY I 'R ) L hd 4
N « » . ) * ' - ]
4 " ° )
. -~ . 2 Y 4 .
. S - N - — v,
' ‘ od f ’ . -
Pl Y . *
a . ’ N ~
- O . . .
- [ ™ s a
. v ,
Y v > -~ 19
’ - 7
~
Y . - .

"PLEASE REFER TO MORE DETAILED INSTRUCTIONS ON BACK 0_!5 THIS PAGE AS NEEDED.
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cof.ﬁMN‘ A—-’nOécupatlons in Yd_ur Firm

Beginning with the first blank line in Column A, list
each different job in your firm or agency on a
-separate line. If you have more than one employee..
in an identical specific job, use a single line. For
- example, if you have three Clerk-Typists working
" for you, the job title “Clerk-Typist” would be en- -
tered on a single line as one of the types of jobs
thaljou have in your firm. (See example on line "
one of survey).

If you are not sure what to cdll a particular job, or if
a job:includes many different duties, please add
descriptive words that will help clarify the nature of .
the job. If you need more space, write on another
sheet &f paper. ~ ..

M ¢

CO].UMN B—Number Presently Employed

After all the different occupations are listed, go to
Column B. Listthe total number of people you have
employed in each different type of job. For ex-
ample, if you have,three CIerk-Typlsts the number
3 would be marked in the “TOTAL" column.

COLUMN C—Job Opening Informatlon

Column C is entitled “Job O'pen.ng Inforr’natlon -
In this column#under "Current’Job Opénings" list
tHe total number of job openings, if 2y, that you,
have whieh are immediately available and for
which ypu are actively trying to find-workers from

» 2 ( \/\Q’

Gl

) Directions for Completing “Information’ about O
cee T . Business Operation” -

. +
M .

. outside your firm. Fdr example, if you have been

looking for another Clerk-Typist to fill a job that is
currently open, you would mark a "I" in the “"TO-
TAL"” column on the line which you had filled in
"Clerk-Typist.” If you have no openings, make a
0" ¢

In the column “Anticipated Job Openings,”
number of 1ob opemngs (other than current. job
openings) that ‘you anticipate in the next 12
months for each occupation that you have listed.

NOTE: If you have a current job opening, or antici-
pateajob opening upinthe next 12 months for an _
, occupation that is different from any of the occu-
pat|ons thatyou presently have i your firm, listits
job title in the > appropriate job opemng informa-
tion.

»

COLUMN D—Training _ * * -

In this column, check the major source or type of
"training where employees acquired (or, if itis a new
job that will be opening up, where they should
acqulre) sRlIIs needed for each job listed in Col-*

*
“O " indicates “on-the-;ob trammg " If an em-
ployee only needs some college training but not
a degree, pleage indicate the number of years

‘ needed In the

‘ .
agr

listthe ¢

E 2

{

-~
4
1,
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k-
AMPLE 7 .
COMMUNITY-SURVEY FORM
Confidential Information Concerning Local Business Fifms - T
5,
Name- of Business - _ - -
Address _ Telephone -
Type of Business : . .
Name of Person Completmg Questtonnalre (Optional)
Title (Optlonal) - v .
Interviewer . Date_x
Total No of Employees ___ No. of Gjerical and Office Employees " No. of Craftsper-
sons’ No. of"Salespersons ——_ Other
Prolected Employment Needs: No. of em ployees nqedfd 6 mos.fromnow____~_1 year from now -
"2 years fromnow o .
Does your business have a training program for begmnmg workers?
’ YeS‘ - No’ - _ ¢
P . ' - } )
Type of Trammg Program . . ‘ _ el - 2 -

Mandatory Educatlon Requirements for New Employfes , _ ,

o ‘ ‘ ¢

Desirable Educatlon Requirements for New Employees

.

Please fist schoof training programs which emQoner'feeIs would % ontribute to the success of the
business and its preseat employees. (Examples: safety practices, asic-electricity, blueprint read-
ing, supervtsor-management training, food servnce salesmanship, secretarial office practice,
office education, office machines, etc.) . .

\

% “ s
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T N . - o . -
: , . ] |
~ . - , 1
COMMUNITY SURVEY FORM . 3 . -
v ) - * .. "
NAME OF BUSINESS : TYPE OF BUSINESS .
. KIND OF TRAINING THAT COULD BE PROMOTION o
ESTIMATED TRENDS IN REQUIREMENTS FOR EMPLOYMENT
J NUMBER | Ave ANNUAL |  EMPLOY MENTR GIVENTO EMPLOYED PERSONS | POSSBILIES |
OF NUMBER NEW |  MENT EDUCATIONAL LEVEL SPECIAL | EXPER FOR IMPROVEMENT IN PREPARATION .

JOB DESCRIPTION EMPLOYEES}] ENTRANTS { UP| DOWN MINIMUM] DESIRED » | TRAINING | (YRS] | IN PRESENT POSITION | FOR PROMOTION | TO WHAT JOB?

» 3

PAFulToxt Provided by ERIC
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- SAMPLE 9 LT e I
~ . N - ) . _ v — } ’
/ - . ‘ i N .
SURVEY TIMETABLE IR )
: ; ; — - *
. PR land . - TN . ~ ’ *
'_ B . ': ‘ < ,%' . = s
Target Dates for Community Survey . : S ' - ,
‘Sept. 29 - Orientation meeting with principal N - -
' Obtaitt oral dnd written approval forsurvey . T _
Oct. 16. . Orientation session for stee;ing.cqh\'mittee . T T
-’ C . g
Nov. 10 _Final plan'for community. survey completed a o . :
’ « ' - * . . g i
Dec.2 = Begm data-gathering activities = r
Dec. 17 Compléte data-gathering acfivities ) A oo .
l‘ . ' Py P4 t o ;
Jan.3 Begin analysis of dita . . . ) . .
3 . ) . . - .oc
Feb.10  Complete final report , SR b .
T e : . .
" ) B s ¢ " B . y t - . g
After you have developéd your complete plan for conducting the commu-
Feedback nity survey, arrange to have yoar resource person review and evaluate your
plan Give him/her the Checklist for Planning a Community Survey, pp
\ 65-66, to Use in evaluating your work .
o ¢ ’
v\ ;
° \ 4
.. ) - %
) ~ o . . = .
3 “’ .
A%
- ’ ’ )
- - » . Ll
: 64~ ‘
’ iy ‘ 63 /
' v
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. CHECKLIST FOR PLANNING A COMMUNITY SURVEY N

-»
Qirections: Place’an X in the NO, PARTIAL, gr FULL box to indicate that ™ . - .
each of the following performance components was not accomplished, : B :
partially accomplished, or fully accomplished. If, because of special Cir- Date . . v

cumstances, a performance component was not applicable, or impossible
to execute, place an X in the N/A box. .

Resource Person .

s 2 “
-
s ) . , LEVEL OF PERFORMANCE - o
- . LN e . N .’
e - v—( £
- Ny
‘ . L T @
~ * ‘ \ !
In planning, the teacher: . . oo ' . )
_ 1. adapted existing survey instruments to me t the needs of thecom- < s 7
munity ..... A e\ . D E] D
( . R _
2. devised instruments that wouid provide all the desired data in an D
organized, concise manner .. . ... .o e co D D D R
3. developed a-plan of activities for the sﬁrve); staff to foliow in con- K *
ducting a community survey, including plans for. . ’ .
a. acquainting all members of the survey team with their duties and 1 -- | -
responsibilities ...,.. @& . ... . ... e e e D L__‘ D D
b. acquainting the survey team with the information and data to be . A S S (
secured from employers .... .. e e e e e D DD [:] R

" 4 identified ways of approaching school personnel concerning their D D D
participation in the community survey ., . - o
. organized information to explain to schoc%‘sdnrﬂ the benefits D D D

they could derive from participation

e '
6. identified Information to be used n explaining to school personnel
, the need for their pa‘rticip‘atlo/i PP D D D

-

. The plan included full explanations of how the teacher wouid: - 4i n
7. obtain commitments from school personnel to participate .... ",

9. provide those in attendance with an overview of the present voca-’
tional program . ... e e Ce C e .

h .

11. explain the survey forms. .. . .o ie o oeeeeens

]
]
]
(]
8. introduce all pa}rtlcu;é?i'ts at meetings of survey personnel ... . D . D D Q ' .
[ Bl
]
CJ
]

10. explain the purpose of, and the use to be made of, the survey - D i

12. explain the defined geographic area with which the survey will be

made\ .. - - .o s
9 M - ‘ A ‘ . . .
Q \\ | 66 - . ‘ o
ERIC -85 . -
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- 13. explan the organjzational structure of teams, subareas, and coor- : ’
\ dination techniques . ... . . . D D D D .
T 7 1% identify persons and groups who are to assist with daMnm[j . D D D .
- * 15. explain the timetable f0r data gathering and its completion” ., ... D D D D(
16. assign specific rés<30nsubi||t|es to .efch participant . D D D D ’
[t . . - - 8
N ’ > S - . P . X
w—=—-~ -LEVEL OF PERFORMANCE? All tems must receive FULL, o1 N, A responses If anyitem receives aNO, or
¥ PARTIAL response, the teacher and resource person should meétto determine what additional actwttes~
< . Ihe teacher needs to complete tn order to reach competency 1n the weak area(s) . -
- - s I .
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Learning Experience VI -

FINAL EXPERIENCE

)

-

< ~

. .- o

i

Terminal While working in an actual school situation,” prepare.for a community
Objective survey. . v . G . o ~

B ‘ B

‘At atime when 'con'nmu nity survey data is necegsary for program degyelo.pf
meént arrd evaluation, prepare or assist in preparing for a community
survey: This will include—. - . . : )

" o Obtaining the approval of your administrator for conducting the com-
munity survey N . N -
organizing a steering committee to assist with the.survey

¢ identifying the geographical area in which to conduct the survey

soliciting information and assistance fromYocal and state aggncies in
planning the survey ,

developing survey instruments to be Used
e recruiting the survey staff R

o developing a plan of activities for survey staff to foliow in conducting -
the community survéy “
. .

-

»

°

OTE: Due to the nature of this experience, you will need to have access to
an actual school situation over an extended period of ime (e.g., fourto six |
weeks)* P “

- . .
As you c'o:mplete each of the above activities,document your actions (in
writing, on tape,t{]rough a log) for assessment purgoses.
’ ° “’ . Y

- N

Arrange in advance to have ybur resource ;Séré'On review your docume nta-
tion ‘and observe an instance in which steering committee meebers are
being prepared to assume theigrajgs. ot
< » b
Your total competency will bg assessed by your resource person, using the
Teacher Performance }Assessment Form, pp. 69—41’-1—
o
|

-

. » - |
Based upon the crite ia\;pemfiedsin this assessment 1nstrument. your

resource pgrson will det mine whether you are compe

ent’in preparing
for a cdmmunity survey. . . e p,g

)

‘.
“Fora dehnﬂ@ actupl school s?tYauon see the inside back cover
+ rd
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TEACHER PERFORMANCE ASSESSMENT FORM ~ * -
Prepare for.a Community Survey (A-1)

4

r~< & »

. Name
Directions: Indicate thé level of the' teacher's aceomplishment by placing o
an X inthe appropriate box under the LEVEL QF PERFORMANCE heading  baw )
if, because of special circumstances, a performance compondntivas not N
applicable, or impossible to exeeute, place an X in the N/A box Resource Person

I)EVEL OF PERFORMANCE

2
A
O,,e

-
0

in obtaining administrative approval to conduct the survey,

the teacher: - i

. 1. presented admirystrators with all necessary information
in a concise manner .

b

2. justified the need for, and use of. a survey

~

3. justified the expenditire of time and money necessary to
conduct the survey ’

s -t
Ip organizing the steering committee to assist with the sur-
vey, the teacher: !

4. identified the role and function of committee members

5. presented information on the school and community to
the committee .

6.-onented the steering committee to the schools present
programs . )

7. reviewed witf the commuttee their sole and function

8. obtained specific information about the approachrto use
In surveying the community ~ -

-

0 OQo o0 0o

9. prepared members fo assume a leadership role in assist-
. Ing the total survey staff . . ’

10;:2ﬁ1tléged.?oth n?ales.and females on th'e wm D D D D D ’
¢

11 included a cross section of the community on the com- s
. . mittee, including ‘the specific groups to be represented D D D D D D + e
12. included nine (approximately) people on the committee D D D D D D o )

™ {n determining the geographical region for the survey, the

teacher identified: - -
» 13. resources available to' help with the survey .. D D D D D D

. ‘ e . “ 7” ' -~
o , ‘ .69




.

” 14, nature and size of the community ...

, 15 size of businesses and their distance fom school

R “ |

N

16 an‘appropnate geographic region . .- . o

When working with the chamber of commerce, the teacher:
17 informed the chamber of co rce of the need for. and
-purpose of, the survey

18\‘requested Ifs,ts,of employers wuthun the comm’unuty

a

19 solicited information dri expected business and mdus- ¢
trial expansion in the communrty

publicizifgethe survey

‘ 4
20 sohcrted’rge assistance of the chamber o£commerce in
#

¥ ..

! L
When working with the state department of education
and/or university personnel, the teacher: ,
21 "|nformed the contact Jperson about the survey N

22. requested |nformat|on aBout survey techniques and ser-
vices available from the state department ...... ... ..

When workrng with the.local omce of the U.S. employment

seivice, the teacher:

23. informed the local office of the need fot and purpose of,
the survey . . v

-24. determined the services and mformatron avaMab)e from
the Iocal office ? . .

25, requested statistiCat” reportsz of _manpower needs and
trends . . o y S

26 requested pertnnent resource materials on JOb open:ngs
, for student use - AN c

o
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When develofing instrumenys to be usedin conducting the
survey, the teacher:
. 27. developed and/or adapted existing surveyinstrumentsto
Tneet the needs of the schoof and community 2
28. devised instruments that woulé‘prowde.all the desired
data in an organized, concise fmanner .
When tecruiting and working with survey staft, the teacher:
29. explained to, school personnel the need for thgy partici-
pation .. T ' ™~

30. explained to school peysonnel' the benefits they could

derive from participation . ’

. . . ,

31. obtained commitments from school personnel to par-
ticipate

. 32. acquainted the survey team vs;|th, specific préceQures to
be followed in cohducting the survey .
- S '
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LEVEL OF PERFORMANCE: All items must receive N/A, GOOD. or EXCELLENT responses If any item
receives a NONE, POOR, or FAIR response, the teacher and resource persorrshould meet to deterrmne
what additional activities the teacher needs to complete in order.to'reach’ competency in the weak .

area(s)-
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