
4.

DOCUMENT RESUME
, i--

.. .

ED 149 152 08 tE 014 533

Professioal Teacher Education Modules Series.
'Conduct a Community Survey, Module A-2 of Category
1--Program Planning, Levelopmente.and EvaluatiOn.

INSTITUTION Ohio State Univve Columbus: National Center for
ReSearch in Vocational EddCation. .

PONS AGENCY National Inst. of -Education (DREW) , Washington,

TITLE.

D.C.
DATE! 78

NOTE 47p.; For related docu#ents see CE 01532, CE 011.
534, CE 014 295-3554 CE' 014 358 prLNulelat guide), CE
014 588 (resource Verson's guide), CE 014 532-539,
and CE 014 589-591

AV4ILABLE FRO$ American Association for VOcational Instructional
Materials (AAVIM) , 120 Engineering Center, University
of Georgia,. Athens, Georgia 30602 ($2.50)

EDgS PRICE MF-$0.83 HC-$2.06 Plus Postage.
DESCRIPTORS *Adiin3. *tration4 *Community Surveys; Curriculum

Guides; *Data C011ecticn ;. Field Ihterviews;
IndividualD'zed Curriculum; Interviews; Learning
ActiVities;xleaxning Experience; Learninrodules;
Letters (Correspondence); Manpower Needs* Mass Media.;
erformance Based "Teacher Education; Post Secondary
ucation; Program Planning; *Publicize; Public

elations; Secondary-EduCation; *Teaching Skills;
Vocational Educatipil ., -

ABSTRACT r ; t:
This second in.a selakaW eleven learning modules' on

program pla ning,,Aevelopment, and 6Walpoticn is designed to develop
secondary nd postsecondary vocational teachers' skills in conducting,
a c muni y survey, which will field informatipn needed for vocational
educa program planning to meet community latcr requirements:
Introductory sections relate the competencies dealt with here to
'others in the prtgram and li bot the enabling objectives for the

aiA_
three J.eacning experiences d : the resources requited. Materials in
the,le4rning experiences inc e equiTed readings (e.g., phblicizing
a surrey)), case studies to critique, model critiques, sample forms
and leftdrs for publicity, .and the teacher performance, assessment
form for use in evaluation of. the °terminal objective.-(The modules on
pcogram planning, Aevdlopient, and evaluation are part of a larger
series of 100 field - tested. performance -leased teacher education (PBTE)
se14-contained learning ,packages for use in preservice or inservice
traUning of teachera in 'all occupational areas. Materials are (

designed for use by teachers, eithet on an individual or group basis,
working underthe,direction of ,one or mcre resource
persons /instructors.) ,(SH)

'**************************************4********************************
* , Reproductions supplied by EDRS are the best that can be made **

* from the original document. 4 *
**4****************************************4-********i*****************

, .



MODULE

A-2 Conduct a
Community Survey

L.

A

MODULE A-2 OF CATEGORY A-PROGRAM PLANNING,
DEVELOPMENT, AND EVALUATION

PROFESSIONAL TEACHER EDUCATION MODULE SERIES

U S DEPARTMENT OF HEALTH
EDUCATION & WELFARE
NATIONAL INSTITUTE OF

EDUCATION

THIS DOCUMENT
HAS BEEN REPRO-

DUCED EXACTLY AS RECEIVED FROM

THE'PERSON OR ORGANIZATION ORIGIN-

ATING IT POINTS OF.VIEN OR OPINIONS

STATED DO NOT,
NECESSARILY REPR E

SENT OFFICIAL NATIONAL LNSTITUTE OF

EDUCATION POSITION OR POLICY

"PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

Joel // a a ,s o,

TO THE EQUCATIONAL ,RESoURCES
INFORMATION CENTER (ERIC) AND
THE ERIC SYSTEM CONTRACTORS

B

C

The enter for Vocational Education
The Ohio tate University

KEY P GRAM STAFF:

Jathes B. Hamilton, Program Director

Robert E. Norton, Associate Program Direptr

Glen E. Fardig,Specialist

Lois G. Harrington, Program Assistant

Karen 1%. Quinn, Program Assistant

Copyright 1978 by The Center for Vocational Education, The Ohio State Univer-
sity, 1960 Kenny Road, ColumbuS, Ohio 43210.

Copynght is claimed untilJaremuy 14,1982 Thereafter all portions of this work covered by this copynght will

be in the public domain

4

This work was developed under a contract with Department of Health, Education, and Welfare, 401-

National Institute of Education However, the opinions anctother content do not necessarily
reflect the position or policy of the Agency, and no official endorsement should be Inferred.

1978

)SBN-0:-914452-80-0
A

Pyblished and distributed by the American Association for
Vocational instructionel Materials (AAVIM), 120 Engineering
Center, University of Georgia, Athens, Georgia 30602, (404)
542-2686.

1 2



L

e

FOREWORD
't This module is one of a series of 100 performance-based

teacher education' (Pen) learning packages focusing upon
specific professional competencies of vocational teachers. The'
competencies upon whidh these modules are baied were iden-
tified and verified through research as being important ta suc-
cessful vocational teaching at both the secondary and post-
secondary levels of instruction. The modules are suitable for
the preparation of teachers in all occupational areas.

Each module provides learning experiences that integrate
theory and application, each culminates with criterion refer-
enced assessment of the teacher's performano%of the spec-
ified competency, The materials are designed for use by indi-
vidual or giO-ups of teachers in training working under the
direction and wit the assistance of teacher educators acting as
resource persons Resource persons should be skilled in the
teacher competency being developed and should .be thor"
oughly oriented to PBTE concepts and procedures in using
these materials.

Thedesign of the matenals provides considerable flexlility for
planning and conducting performance-based preserince and
inservice teacher preparation programs to meet a wide variety
of individual needs and interests The materials are intended for
use by universities and colleges, state departments of educa-
tion, post-secondary institutions, local education agencies, and
others responsible for the professional development of voca-
tional teachers .further information about the use of the mod-
ules in teacher education programs is contained in three re-
lated documents. Student Guide to Using Performance-Based
Teacher 4ducatIon Materials, 1,pso.urce Person Guide to
Using Performance-Based Teacher Education Materials and
Guide to Implementation of Performance-Based Teacher

-Education.'

The PBTE curricublm packages are products of a sustained
research and development effort by The Center's Program for
-Professional Development for Vocational Education Many in-
dividuals, institutions, and agencies participated with The Cen-
ter and have made contributions to the systematic develop-
ment, testing, revision, and refinement of these very significant
trairu,ng materials Over 40 teacher educators provided input in
development of initial versions of the modules, over 2,000
teachers and 300 resource persons in 20 universities, colleges,
and post-secondary instihibbns used the materials and pro-
vided feedback to The Center for revision and refinement.,

Special recognition for-maior individual roles in the direction,
development, coordination of testing, revision, and refinement
of these materials is extended to the following program staff:
James/ B. Hamilton, Program Director, Robert E. Norton, As-!

1

sociate Program Director; Glen E. Fardig, Specialist; Lois Har-
rington, Program Assistant, and Karen Quinn, Program Assis-
tant. Recognition is also extended to Kristy Ross, Tedmical
Assi*ant, Joan Jones, Technical 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 materials ezt), ats.ac-
knowledged. Calvin J. Cotrell directed the vocation teacher
competency research studies upon which these modules are
based and also directed the curriculum development effort
from 19,71-1972. Curtis R. Finch provided leadership for the
program. from 1972-1974.

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

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 University, Ferris
State College, Michigan, Florida State University, Holland Col-
lege, P E I , Canada, Oklahoma Stake University, Rutgers Uni-
versity, State University College at Buffalo, Teeple University,
University of Arizona; University of Michigan-Flint; University of
Minnesota-Twin Cities; University of Nebraska-Lincoln; Univer-
sity of Ne'rthern Colorado, University of Pittsburgh, University
of Tennessee, University of Vermont, and Utah State University.

The Center is grateful to the National Institute of Education for
.

sponsorship of this PBTE curriculum deyelapment effort from
1972 through its completion. Appreciation, is extended to the P
Bureab of Occupational 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 provistortS of EPDk
Part F, Section 553. Recognition of funding support of the
advanced testing effort.is also extended to Ferris State College,
Holland College, Temgle. University, and the University of
Michigan-Flint.

Robert E. Taylor
Executive Director
The Center for Vocational Education

THE CENTER FOR VOCATIONAL EDUCATION
P.O.., llamnrral4 I%4 Kt." Road Ga.." C., Ma.

The Center 'for Vocational Education's mission is lo
increase the ability oftliverse agencies, institutions, and
organizations to solve educational problems relating to
individual career planning, preparation, and progression.
The Center fulfills its mission by 4

Generating knowledge through research
Developing educational programs and products
Evaluating individual program needs and outcomes
Installing educational Programs and products
Operating information systems and services.
Conducting leadership development and training
programs

IN
VIM

A .

AMERICAN ASSOCIATION
FOR VOCATIONAL

INSTRUCTIONAL MATERIALS
Engineering Center

University of Georgia
Athens, Georgia 30602

The American Association tot Vocational Instructional
Materials (AAVIM) is an interstate organization Of univer-
sities, colleges and dtvisioNs of vocational education de-'
voted to the improvement of teaching, through better in-
formation and teaching aids

1 4

3



_r

INTRODUCTION'

'A community survey is designed to provide
comprehensive information concerning current
employment and future labor requirements. by_
specific occupations, and to ascertain training
needs to fulfill these requirements. The informa-
tion is gathered from a-specific, predetermined
area of the community or city..

A well-conducted community survey can pro:
vide vocational' educators with needed, informa-
tion. about occupatiqnal opportunities, training
needs, resources, training facilities, and individual
needs and .goals. Thisinformation.provides a solid
base for vocational 'curriculufn plant-11rib and revi-
sion. .

The qualify Of the information generated by the
community sur'vey,_yilltreflect not only the ade-
quacy of the planmng which went into time survey,

but also the leadershipsupervision,and coordina-
tion which was given it by its director. This Module__
is designed to develop yOuLskills in directing a
community survey which will yield the information
,needed for, vocational education program plan-
ning in your community. A previous module ('-1)
began the prOcess of planning such a survey, and a
'subsequent module (A-3) carries the process
through the next step of analyzing and reporting
the data dolledted.

This mockle is deSigned to give you the skills
you will need to conduct a community survey.
However, it is recognized that in 'many school situ-
ations, \you will not have sold responsibility for
conducting the survey, but rather will- be sharing
this responsibility with dithers: % .
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A.

ABOUT 71-Hlt MODULE-

Oblyclives .

Tettainal Objective: 'While working in an actual school
Citation, conduct a community survey. Your perfor-
ma lckwill be assessed by your resource person, using
the Teacher Perforniance Aseessment Form, pp, 41,-42
(Learnfrig Experience lily.

Enabling Objectives:
1-.'"After completing The required "reading, Critique the

performance of a teacher in a given ease study in
planning for publicizing the purposes and objectives
of a community survey (Learnihg Experience I).

2. After completing the required reading, chque the
performance of aleacter in given case situations ii
directing a community survey (Learning ExperienCe

.

Prerequisites 4.

To complete this module, you will need competeficy in
Oeparing for a communitysurvey If you do not already
have this competency, meet with your resource person
to determine What Method you will use to gain thig skill
One option is to complete the in,formation.and practice
activities rn the following module:

Prepace for a Community Survey, Module

5

V.

,

. Resources
...,.-

.
A list of the outside resources which, supplement those
contained-within the modulliollows. Check With your
resource petttlil (1)to dater m e the availability and the

' locatiori of these resources, (2)to locate additionarref- ;
erences in your oCcupational spetialty, and (3) to get
assistance in setting up activities with peers or observa-
tions of skilled teachers, )f necessary..Your reqource
person may also becontacted if you have any difficulty
with directions, di' in assessing your progriess at any
time. , f
Learning Experleryce 1,

.1
Optional,

Advertising agency personnel with homybu on
discuss publicizing a community s rvey.'

. Learning Experience II
Optional.

A resource person and, or peer with who'rn you can
'discuss the role of leading d supervising volun-
teer personnel, especially st dents, in conducting a
community sunky

i.eaeninta Experience kti
Required

Ali adtualtschool situation in which, as part of your
teaching duties, you c n conduct a community sur-
vey . / / ,

,
. A resource prson t'io assess your competency in_s

conducting-a Com7iuriity survey.
x \ 4, x

, -

/ ..

4

,o

4

ft

This Module otkvers performance element numbers 13. 16, 17 from Calvin
J Cptreil et al Model Curricula for Vocational and Technical Teacher
Education, Report No V (Columba, OH The Centerr for Vocational
Education, The Ohio State University. 1972) The 384 elements in this
document form the research base for all.The Center's PBTE rpodote
development

For information about the general organization of oach module, general
.grcicedures for their use, and terminology Which Is common to all WO
modules, see About Usir' The Center's PBTE Modyleson the inside
back cover j

,



Learriing'.Experience
OVERVIEW

. .
; . .

.4- ..

After.cotfipleting the. required reading, antique the performance of a'

teacher in a given case study in planning for publicizing the purposesarid A

objectives of a community survey.
. . .!. . ..' ..-

.
,

You will be reading the information,sheet, Publicizing a Community Sur-
vay; pp. 6-15. . - 4 -

. . .

You Will be reading the Case study, pp. 16-20, and Writing a critique ofthe
. ,

perfarmarice pf the teacher described.

Optional -
Activity

es/

41

\.0
You may wish to meet with a person froman advertising agency to discuss
the strengths and weaknesses of the publicity plat; proposed.in the Case
Study.

*
You will be evaluating your competendy-tin aritinuing the teacher's perfor-
manpe in planning for pualicizittg the purposes and objectives of a corn-

.' rrtunity survey compthing your completed critique with the Model'

. .

Critique,`pp. 21 -22. .

6
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,Activity

E

. . .
t

`: ,

For information concerning the need to publicize a community survey, and
tithe techniques that-can be used in piannmg a publicifitiMpaign, read the
following informatifin sheet; . .,

. 0.-: 1 .

.PUBLICIZINO.A COMMUNITY SURVEY.k .4
radio tation or the' school's public address sys-
tem'. Examples of such publicity are shown, in
Saniples 1 and 2. You might also prapate displays
and exhibits to be placed in visible locations within
the school. vir

. '
If you wish to reach businesspersons, you Might

preparea news release fer the financial page of the
local newspaper. An example offsuoh a news re-

o lease is shown in Sample 3. What is critical is that
the medium and the message selected will reach

A publioity campaign can be of considerable
help to you in developing broad-baded support for
your community survey: Memberi of the commit-
nityanckpf the school System who.Wilt be involved,
directly or indirectly, in the Surrey can be reached
throtigh a well-organized publicity campaign.

/

'tt
Publicity is a way of influencing people through

information. With an effectively, planned and car-
ried out, publicity campaign, gyou can influence,
many.di?ferent groups of people to support the
community sury &y In order to ensure that your

., campaign does reach the necessary groups, you
'need to determine .

the general characteristics of each group you
wish to reach

" the,types ofhpuelicity, available for yOur use
-the type(s) of media which is likely to appeal to
each group,

type(s) of message which is likely to ap-
peal to each group
whidta ,type of media is best suited to your

. message.

For example, if one of .the groups you wish to
reach is fhe students in

aired
district, you might

prepare messages 'to be aired on the local rock

and appeal to the audience you intend it to reach,
using a variety of tech riiques.

Publicity for the Community survey need Snot
focus solely on the survey itself. One of the most
effective ways of selling the idea.of a community
survey is to convince peoplithat there is a need for
it and to show them howthe resulting data can
benefit them, their children, tivir employees, and
their community. This can be aOorriplished by
publicizing your vocational programits activi-
ties, its needs, its accomplishments, and its Ilene-
fits to' the coimunity. Thus, you can promote your
vocational program at the same time you gain

\support for the community survey.

Opportunities for publicity are numerous. News
broadcasts and newspaper articles often-focus on
local events.'For example, studenti in your voca-
tional program may be involved in some special
actiVitysuch as a pUblic speaking contest
which would be of benefit or of _interest to 'the
entire community. You could invite a journalist

. from a local newspaper, or radio or T.V. station to
visit thp school to view the event or interview the

i) students involved. The event or interview couki
then be presented on theair or in the paper with p

reference to the community survey and Wm( it Will
help the vocational program and, the .community.

Time is also donated by local radio and T.V.
stations for public service annOuncemeftts. These
are very brief, but they allow youlo.publ(cize, free
of charge, nonprofit events of interest to the entire
community. You could prepare a short publicer-
vice announcement which describes the commu-

-6
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nity survey,
its purpose,
and gives keg
information
as to when
apd hOw it
will be con- ,.
ducted. An
example of
such a pub-
licity release
for television
is shdwn in

. Sample 4.

Making
speeches'is

.another device for publicizing and promotingihe
community survey. PersonS who have expressed
an interest in helping with the survey can be asked
to make presentations to school, business, orcivic
groups. A sample presentation for a faculty meet-
ing i,s shown in Sample 5. A local businessperson
who hgs indicated a willingness to help could be.
asked to make a brief presenteion to -hi/her
fellow-members in a local club' at their nexf meet-
inO. An example of such a presentation is shown in
Sample 6.

Posters, brochur4s, flyers, letters, and displays
can alfro be used effectively to reach large nurrf-
bers of people and increase their awareness of the
need for the community survey and for vocational
education. Personal letters are important means of
publicity and an effective way of both conveying
the intent and importance of. the campaign and
also persuadirig the recipient to support it How-
ever, its is important that suchletters be kept as
brief as possible:, certainly to .i.single page. Ex-

.., afriples of suitable letters to parents and to busi-
nesspersons are shown in Samples 7 and 8. Note
that school letterhead stationery should be used

for all community survey correspondence,

*4;

Printed materials can be sent.by mail, passed out
- at meetings, or placed etralegically so that mem-

bers of the target group are Jikely to pick them up.
Displays can be placed in stores, banks, s'c'hools,
libraries, lairs, or wherever. they are most likely to

%catth fhe attention of the intended audience. It is

e

A

8

rti

important
that such
displays be
changed fre-
quently and
removed at
the end of
the publicity
campaign. If
the displays,
are changed
every few (1""

eacti, new
days, then

display acts
as a new ad-
vertisement and reinforces the message in the
minds of the people who have noticed them. Dis-
plays which are outdated conveyor poor in age of
the sponsors of ,the display. /

The ,inforMation presented here is simply an
overview of the points you need to consider in
publicizing a community survey. The actual plan-
ning of a publicity campaign is a specialized skill
requiring both, talent and creativity. In some cases,.
your institution will have someone on the staff who,
handles publicity. In-other cases, you may find that
a Member of your steering committee, survey staff,
or vocational advisory committee is skilled in pub-
licity. Should it be necessary for you perSonally to
plan the publicity campaign, you will need to be
competent in publicity skills and procedures.'

'Granted, a publicity campaign is not an indis-
pensable part of conducting a community survey.
YoU, could conduct a survey without revealing its
purpose to anyone who is not directly involved in
providing you with data. However, your task will be
considerably easier if-the individuals and groups
in tte community understand the purpose of the
community survey and the need for vocational
education.

A compunity that sees itself as an important part
of your survey will be better able to become ac-
tivelg involved in your total vocational program,
This kind of awareness can become the basilfor
community support that will eventually help tu-
dents find employmentin the community.

1 To gain skill in planhing a publicity campaign, you may wish to refer to
Modules G-2-G6 of Category G School-Community Relations



SAMpy 1

60-§ECOND RAD1Q ANNQUNCEMENT

(

FROM hrte. John Smith . .
"Chairperson, Occupational Education Department
Cottdh County CommunityCollege '
200FliverAve. . , ,.
Jonestown, texas 51VA3 .

' (231) 462-8111

SUB:fECT: Cotton County, Community --,- .

q DESCRIPTION: 60-Secbnd anNuncerbent
..

, es,

DATES TO RUN: August 15-August 22 .,
Kill August 23 .

',... . ,-.740

WBUZ salutes the Occupational programs-it Cotton County Community College. Through
these prograMs in agijirott"; distributive education, home economics, and trade and
industrial education, ents prepare for capers.

..11
-.

0,.
.WBUZ wishes to thank Jonestown businesses Where the students receive their on -the -job

training. Each Student works an average of15 hours p9r week in one of these busineSses.
Through the joint efforts of the school and the business community, students are receiving
relevant education in.preparation for their chosen careers. ,

Comm
6

L'''Quring the next month, Cotton, County munity College will be conducting a commu-i ' nity survey. One pt.trPosp of the survey is to assess the presprit and fu ure employment .-needs of the local business cOmmunity:Information gained from the survey will be used to
help students tfiofe realistically prepare for their chosen-careers.
Vocqtional education is relevant education,

. 'I. . , -,,. 4

COPY:

4

6
.

I

I

.

4-

8 .4
01

,



SAMPLE 2
. .

SPOT ANNOUNCEMENT FO1 SCHOOLINTERCOM .

Md

.-

DESCRIPTION: Announce`men+Ifor School Intercom

SUBJECT: Occupational Education pepartment Sponsors of Community Survey
.

DATE TO RUI!: Auguse15

FOR INFORMATION: Mr. John Smith ;
Chalrperson;rOccupational Education Department
Cotton County CommUn\ity College
200 River Ave.
Jonestown, Tegas 51003
(231) 462-81111 -.

COPY: The Occupational Education Departrhent at Cotton County Community College will be
conducting a community survey during the held month. All business and industrial firms in
Jonestown will be contacted and asked to provide informition about current and future
employment needs. In addition, students will beasked what their career interests are and
what types of courses they'would like to see included in the school curriculum, Information
provided by the suivey will be used to revise current vocational prograrnsoffered at the
college and, possibly, to start new ones. ,

-

Students, faculty, or staff members whoare interested in helping with the 'survey should
contact Mr. John Smith, chairperson of the Occupational Education Department, by
Friday.'

S

I
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SAMPLE 3j

,PUBLICITY RELEASE .FC5R LOCAL NEWSPAPERS
I.

tOR:.N.IONESTOWN TIMES NEWS

DATE: Forimmediate Release
,

FOR ,INFORMAT{ON: Mr. 30n Smith
'.Chairperson, Occupational Education Department

. Cotton County Community College
200 River Ave.
onestown, Texas 51003

(231) 462-8111

[Date]

4
. . ,

TOPIC: Cohynunity Survey, Cotton county Community CollegI
- . v . . .COPY: The Department of.Occupatiorial Education at Cotton County Communitycollebe, with ',' the support of the Jonestown Chamber of Commerce, is aonclucting a community survey

. to determine the present and future manpower needs of.Jonestova busifesses. The study
. is designed to provide comprehensive informatiob on current employment and projecte,d'

employment needs over the next five years.
,, . o. ,-By'providing occupational information on a long-term basis, the commun ty'sUrvey will be -

extremely valuable to the College faculty and staff in planning their counseling and
guidance programs and in revising and expanding their vocatIonalprograms. The informa-
tion provided by, the survey will also be valuable to Jonestown employers in their recruit-

__ meratand training programeand in formulating future plans for their individual
metits.. . .

establish-, .
... Tho e serving on the steerjng committee for the community survey are: Mr. Mark Parnell, -,

man ger,',J. C. Penney; Ms. Christine Justin, owner, Brarlding Imin es auran ; rs. osi a ..
Cal er, manager, Snow White Dry Cleaners; Mr. Joseph Freemont, owner, I.G.A. store; Mr.
Phi ip Wasbington,salesperton, Palmetto Hardware;.Mr. Thomas Huston, vice-president, '
`Huston Grain and Feed Co; Mr. Sam Jacinto, representative, United Farm Workers; Ms". )
Sylvia Hernandef, advertising director, Unique Management .Co.; Mr. Waylan Brock,'I,

. .

T.
owner, Ipdepodenr Gas Station:

..
.

Each business in the Jonestown community, as well as each Win 16cated,in the industrial
area south of the city limits, will be asked to complete amuestionnaire on the, curient and

r

. ; future o upation al requirements of its firm. The accuracy and completeness of the results
_ of the study are dependent upon thetcooperation of businesses incompleting these

questio names.' Businesses are urged to cooperate by furnishing accurate and complete
intormatiOn AO it is requested. -

.

' A , 4.
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SPOT ANNOUNCEMENT .

°
1

'FROM: Mr. Jan Smith
Chairperson, Occupational Education Department

.Cotton County Community College
200 River Ave.
,Jonestown, Texas 51003
(231) 462-8111

DATE OF BROADCAST: Run August 15 through August 22

PROGRAM DESCRIPTION: 60-second spot announcing a community survey

r.

,

`. DIRECTOR: Fritz Newman
55

ft

DIRECTOR'S NOTES VIDEO AUDIO

Slide No
Picture of Cotton-
County Commimity
College-.

STUDENTS AT COTTON- COUNTY
COMMUNITY COLLEGE ARE GIVEN
THE OPPbFi-TUNITYTO WORK
IN ONE OF FOUR
OCCUPATIONAL AREAS:
AGRICULTURE, DISTRIBUTIVE .

EDUCATION, HOME ECONOMICS,
OR TRADE AND'INDUSTRIAL
EDUCATION. EACH OF THESE
AREAS PREPARES STUDENTS FOR
THEIR CHOSEN CAREERS.

57

aide No-LIMLADMIONICLBF.L.FaLK-,_
Students working
in a training
station.

Slide No
Steering Corntnittee,
planning surVey.,

,

CLASSROOM INSTRUCTION, STUDENTS
GAINIPRACTICAL EXPERIENCE

,THRUGH ONTHE-JOB ' -
TRAINING. LOCAL BUSINESSES SERVE
AS TRAINING STATIONS FOR THESE,
STUDENTS.

,IN ORDER FOR OCCUPATIONAL
PROGRAMS-AT COTTON COUNTY
COMMUNITY COLLEGE TO CONTINUE
TO"MEET STUDENT NEEDS AND,
EMPLOYER NEEDS, A COMMWNITY
SURVEY IS BEING CONDUCTED. '
DURING THE NEXT MONTH, AREA
BUSINESSES WILL BE_CONTACTED
CONCERNING THEIR CURRENT AND
PROJECTED PERSONNEL NEEDS.

-5 4
WMC-TV SALUTES THE COLLEGE'S
OCCUPATIONAL PROGRAMS AND'URGES
YOUR SUPPORT AND COOPERATION

THE SCHOOLS UPCOMING
COMMUNITY SURVEY.

11



SAMPLE 5

.PRESENTATION AT FACULTY N.ilEfING

.,.4
.

.

-

: ' Note: Introduction (before presentation) crlight be made by school administrator.
As Mr. Jenner has told you, tile OccUpational Educatiori Department at the college will be

conducting a.community survey 'during the next month. During this 'time, every busineds and
industPitil firm in Jonestown will be contacted and asked to provide information concerning
current and projected employment needs over the nextfive years, This information will be helpful --
in The following way's: .

.

It will provide the i mation necessary to revise and update current occupational programs
at the college. . .
,It will pr. e inf. mation concerning employment trends which will show whether other

. program- sho. d : offered.
.

<

In addition t roviding this inforniettion, faculty, gtaff, and students will be giVen the opportunity
to meet and talk h local businesspersons. This should result in much gbod will for the schbol. It

t will show the entire Jonestown community thatCotton County Community College is interested in
providing comprehensive, relevant education for students: .

Students at the college will also be asked to provide informationas part of the community survey.
They will be asked what their career interests are and what types of courses they would like to see
provid4,12y the school. This information will_t,:ie used when making curriculum revisions amid
decisions.

. .

In order for the survey Co be success-tut, thecooperation of the business community is needed.r
Equally important is the cooperation of all persons at the college, including- faculty, staff, and ,
'students. Some facuitY and staff members have volunteered to help with the survey. Others are

.-, .red. If yoti4ie ivilling to kelp with the survey, contact Mr. Smith, chairperson of 'the °coupe-
! nal Education Department. , ;

,. ,_

: .# .

0
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SAMPLE 6

,PRESENTATIOIN FOR A CIVIC. GROUP
" '

Thank you for the opportunity of speaking'viith you today. As Mr./Ms told you I

am the coordinator of a vocational prograrti at Cotton County Community College. I want to talk

with'you today about the occupational pfogram's at'our school.-

Currently, there are four occupational areas at our school: agriculture, distributive education,
home economics, and trade and industrial education. In each of these areas, students receive

on-theljobarainingin local business and industrial firms. each student works an average of

hours pet' week.

. The on-the-job training which students receive is related to their classroom instruction. In other

words, students learn both on the job and in their class at'the college. In addition,'students are
eligible to be members of related Vocational organizations. Through these organizations, they are

given the opportunity to develop leadership skills and to learn more about their area of vocational

interest.
Students enroll 1n the occupational program* at Cotton County Community College because

career interest or a career objective in the specific occupational area. For example, a

student a career interest in distribution, encompassing marketing, merchandising, or man-

agement, wo d en z I in courses in the areaof distributive education. This student would be given

on-the-job training in ,et, and would be eligible,for membership in the-related occupational

organizationjhus, the occupa :1 program in which the student is enrolled would help him or

heprepare for a career in that oi cupational area. The same type of opportunity for career
'preparation is currently offered to st ents who have career interests or career objectives in the

areas of agriculture, home economi , or trade and industry.

,We currently have good occupational programs at Colon County CommunitCollege. But, we

want to make them better and initiate additional programs in order to best prepare students for

careers andto best meet the needs of the Jonbstown business community.

Inprder to revise current programs,and initiate idditionO programs, we must have information

from the business community, WQ havk sledded to conduct a community survey to obtain the

needed information. This survey has the-eUprrort of the Jonestown Chamber of Commerce.

the next month every businssand industrial firm in, the Jonestown coMmunity will be

contAted and asked to prOvide information concerning current and projected rnacipower needs.

The a uracy and completeness of the survey will be dependent on the cooperation of all firms

conta ed. Won't you encourage your friends and associates to help us in this effort tolmprove and

expa our occupational programs? We need your help.

T ank-you..

14
13
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SAMPLE 7

LETTER TO PARENTS

Cotton County Community College
,

200 River Ave. /Jonestown, Texas 51003/(231)
\

N

.

cs

.

[Date]
:,

Dear

Cotton County Community College is sponsoring a community survey -to determine the present
and future manpower needs of the4onestown community. This survey is being coordinated by the .
Occupational Educatibn Departrriefit at the college and.by a steering committee madetup of local
citizens.

During the next month, loc4I businesses will be contacted and asked to prpVide information
concerning their present anti (anticipated) future personnel needs. The information gained from/
the t urvey will be used to expand and revise curriculum offerings at the college. This survey wil
help the college provide courses which 3)vill, because they are based on current information fro ,

the business community, better assist-students in preparing for their chosen careers.
I .

You can help in the coMmunity, survey effort. Please urge local businesspersons to cooperate In
the sunoy when they are contacted.

1/4\ThankYou so much.

Sincerely,

John Smith, Chairperson
Community Survey

[You may wish to have the administrator of the school rgri this letter, also.]

O

14 ".
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SAMPLE 8

. LETTER TO_BUSINESPERSONS

Cotton ounty Community College
200 Fliver Ave. /Jor estown, Texas 510031(231) 462-8111 '
[Date]

r

Dear \\... .
. .

The Cotton Couhty Community College OCCupgtional Educatibn Department, with the support
of the Jonestown Chamber of Commerce, is conducting a surrey of the Jonestown business:
community.The survey is designed to provide the college with inforrnatioh concerning Current and
and long-range occupational manpower requirements of employers, i n Jonestown. The informa-
tion obtained from the survey will be used to revise and expand the curriculum at our institution.

J

It1 order for the survey to be successful, information must be obtained regarding the current and
prospective needs of Jonestown employers. Your cooperation is, vital to the success of this survey.

Iv' 4
During the next two eks, you will be contacted by phone concerning the survey. At that time,

Ansa perton`contacting y4u will make an appointment to interview,you or a person you designate.

The information which your company provides will be confidential and will Jpe used forstatisfical
purposes only. Information provided by individual firms will not be identifiable IN any way.

v

Your cooperation in the community survey will, help Cotton County Community-College to
provide students with, the most relevant occupatior41 programs based on current busi ness nfor-'
mation. The graduates of these programs t hould be better prepared to embark upon careers both
in Jonestown and elsewhere.

4

Plank you in -achrice for your. cooperafio n.

Sincerely,

John Smith, Chairperscin
Cotrimunity Survey

[You may wish to have the school administrator sign this letter, also.]

'1U
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Part l of the following Case Study is designed to provide you with some
basic facts about Smithville, a fictitious community in which you are
suppoSedly conducting a community survey. Part II describes ho'w the
publicity was planned and includes the completed plan. Read parts I and II,
and.then explain in the space Provided` (1) the strengths of the publicity
plan, (2) the weaknesses of the publicity plan, and (3) the changes you
would make in the plan.

CASE STUDY

I. Bagkground InforMation:
You are a -yocational teacher at Central High

School. Central High is located in Smithville, a
corn mu nity of 40,000 people located next to Sevier
County. (A map is shown on p. 17.) Approximately
20,000 people live in the county outside the
Smithville city limits. Ethnic .groups make up -ap-
proximately 25% of the Smithville population and

. 14% of the Smithville work force.

There are approximately 500 business estab=
lishments of all types in the community. Most of the
industrial businesses are located in the south part
of town, approximately five miles from Central
High. The main business district is approximately
one mile away from the school` Almost all of the
employed citizens who live in Smithville work in
Smithville. A very small percentage (approximately
2%) work in Franklin, a community of 10,000 which
is in the adjoining county, Sevier, and about 22
miles from Smithville.

Central High School serves the bntire Smithville
community. There are 1,500 students enrolled in
the high school -(grades 9-12) and 100 faculty'
members: There are four guidance counselors in
the school. There are presently fobr vocational
programs irithe school (in the areas of agriculture,
distributive educatibn, home economics educe-

,tiori, and trade and industrial education), each en-
rolling 40 students. Each- of these programs has
one full-time instructor. There are two other high
schools in the county. These two schools each
offer agricUltu re, home economics, business and
office education, and trade and industrial educa-

You are involved in conducting a community
survey designed to determine

how adequate central High's vocational pro-
gram is
the need for revision of existing curriculum or
courses of 'study
the possible need to eliminate some courses
of study which are no longer relevant
the need to add new curriculum areas or voca-
tional programs

There have been no previotss community sur-
veys made in Srpithville or adjoining counties. You
did locate a .copy of a recent community survey
done in Knoxville, tommunity in your state with a
population and sch of characteristics nearly iden-
tical to those of Smithville. You were able to use
this survey to guide you in planningoour own.

Thiis far, you have been working to plan the
community survey, Your community survey budget
has been completed (s* p. 18); and you have
convinced your administtor, Mr. Gleason, to let
you use school personnel, students, and cornmu-
nity members as volunteer workers in the. data-
gathering prodess. Mr. Gleason has also said that
he can probably provide up to $450.00 for the sur-
vey using money from the school fund.

You have determined the boundaries of the sur-
vey (as indicated* the area enclosed by.the heavy
black circle on the map on p. 17). You -hive OP-
ganizea a steering committee, solicited informa-

. tion and assistance froth local and state agencies,
developed survey instruments, recruited survey

tion. taff, and developed a plan of activities for the
rvey staff to follow in conducting thesurvey.

S.
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SURVEY BUDGET,.

re :'Sfthviile School 'Conttcdiiidh School
Durition of Survey:, 'Oot.tDeC::15

11,

..,0,-94.0641Teachee(no cost) A

riOrVieWersVolunteersOo cost)
iittefOtr,7Volunteers (no, Cost)

4Intervie..It,;e.,: (600 miles- 0 150/mile) :,

A

aliet,(9 reams @ $5.001team) ...... ..... .

supplies

fis

IV. Se rvipeS
,

A.,..Rrtriting of instruments end. 500 copies of final (done.by Board ,of
Educatibnrio chargal-reicept cost.of supplies) , ;.'"=-

..,

, .- .,f. B. Tbeivriter (u school, typewriters) - ,, .- ,
C. PublicityAds; radio, i'.V,, and newspaper (free public services) --'
p:-Tilbtilapn0 dataVolunteers

-Goriiintanitailon
k Telephbhe (5.-Iong;d1ste0e calls at $2.25 euch)'
q.-Tostage (506-13p stamps):

"3_ 7.,

VI. SpecialiEkpenseS
- consultant (to interview instruments)Volunteers ;

13( Dinner for steering committee

700
00

II. Publicity Campaign:
You have asked a fellow teacher assisting in

the survey to plan a publicity campaign. You told
her that the campaign should (1) promote the
school's vocational education program, (2) make
the rnembbrs of the community receptive to
cooperating in the survey, and'(3) use the theme,
"Vocational Educations Relevant Edubatjon."
The following is the plan Jvhich she has returned to
you. 0

PUBLICITY /LAN

Groups to be Contacted

The following are the identifiable groups within
the. community which are to be contacted by the
publicity 'plan:
" Smithville Chamb& of Commerce

Smithville Federation of Labor

e

14

0000
, 75.00 '

TOTAL $41 i5
4

The W.S. EmployMent Office
Welfare agencieS
Ethnic group organizations
Students

Means of Publicity to be-Used

the following means of athlicity will be used:
letters-
radio announcements
television announcements
newspaper advertisements
speechespresentations
newspaper, articles
bulletin board advertisements
the school' public address system,

it19
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Methods of Publicity

A letter will be sent to the chamber of commerce,
the Federation Of1Labor, and the welfare agencies
informing them of the survey A copy of the letter to
be sent is attached. [See p 20 )

The SmithvilleiDaily News will be contacted and
aped to assist in ,the'publicity campaign in four
ways. First, the editor will be asked to publish a
feature article on the survey and its importance
Secondly, one of the senior students has agreed to
Wri.te a "letter to the editor" concerning the survey
and its impoqance from a student's point of view.
Thirdly, the paper will be asked to send a reporter
to 'cover the exhibits and display for "Industry
'Week." Fourthly, the following display advertise-
ment will be placed in the paper every day for a
week.

Centte,MighSchool serves the community. You can help
it do this be/tei biassisting undertake a surveyof
occupational needs in SmithviN We invite you to re-
ppond ,to this survey, and 'encogege others to do the
same.

WUSA-T and Radio StatiorMill be cortacted
and asked to assist in the publicity campaign by (a)
interviewing -last /ear's top vocational education
graduate from Central High School on the.weekly ,

S

(ir

ti

I

_T.V program, "Community Interest," to highlight
the relevance of Central High School's vocational
education program to his or her career, (b) cover-
ing the 'Industry Week display on. T V , and (c)`
placing some snot advertisements on radio at suit-
able times., .

Central High School students, will be made
aware of the survey (by the school bUlleliN3oards)
and encouraged to let their parents know about it
and respond to it. One of the graphic efts students
has composed an attractive notice for the boards,
which will be left on the Ociarsp dunfig the leith'
of the'Survey.

19

SURVEY OF VOCATIONAL NEEDS

Central High is trying to help you,by undertaking a sur-
vey of vocational needs in the community in order tb
improve its vocational programs. Encourage yourpar-
ents and others in the community to respond to this
survey so that your school can make VOCATIONAL
EDUCATION RELEVANT TO YOU.

Smithwile Rotary Club will beasked to allow the
principal, Mr. Gleason, to make a presentation at
their next meeting He will explain the role'of the
high school invocational education, the need foK
the survey, and the manner in which the club
members could assist the survey

it
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A

ab.

. . Central .High School
110 HuntetAvenue/Smittiville, Oregon 97223

[Date]

... , Thai* you for the assistance whick you organizati9n has given to Central High
. 7 School. in pldrming its survey of. local eifployers to determine whetherscentral's .

1

"vocational program iieidequately servin4 the oommuriity.'We'are Pleased to inform
l you that we have now complete'd the planning kir this survey imd are read. to begin.

;However, before doing spq. we are undertaking a publicity campaign alert the
......____, community to_the need for such a survey and; thereby, to enbourageresponse to it.

. '. ,

We are going to be carrying news stories about the surveyin the DairyNews and on
..

e 0

VVUSA-TV. You'll be hearinsika lot about a soon.. We Ct78 eager to get your members
interested in the surv.eir clevito request their help in collecting information. In addition,

:-we will need4thelp in getting the aiessage across to the tommunity once the survey"-.. :-results are la. .. . ,.4 -0 .
.

We would appreciate whatever assistance yOu'can offer us.. ,
.

C

,
. -01111IOptional

likActivity

. ,

9

4

f

. 'Cordially,

i

41.

You may wish to arrange through your resolce person to 'nee a
person from an adveGtising agency. During this meeting, you'coul cuss_
the strengths and weaknesses of this proposed publicity plin, the impor-
tanceof timing, and the value of the various media for these purposes. You

ay meeLwith this pet' on on an individual basis or with a group of youi.
rs who are also taking this module.

20
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Compare your completed written critique of the Case Study with the Modal
Critiquegiven below. Your response need not exactly duplicate the model
response; howtr, you should have ctovered'The same, major points.

)

, /
MODEL CRITIQUE

While the publicity plan has some good points, it
also has sane decided weaknesses. The principal
weakness is that the plan- doeshot analyze the
audience well enough to.carefully select themes -
sage and the media to be used.

It begins by identifying relevlant groups in the
community which need to .be contacted. This is
good and is an essential part of pny publicity cam-
paign. Idowever, there are some glaring omissions.
There is no provision for contacting parents, either
by letter, or through the Parent-Teacherd4gsocia-
nom Similarly, the.teachers of Central Hig School
have been neglected. This is a serious error not

7 only in terms of the survey publicity campaign, but
' "also in relation to maintaining good inter-faculty

public relations within the school.
While there is provision for using a variety of

media in the campaign, the media organizationa,_,
are ndt identified as a relevant community group.

- In such a campaign, it would be important to
communicate with the executives of these media
organizations if maximum support is to be op-

stained from them, especially in terms of free adver-
tising time. ,

A good range of media is to be used in the
campaign. However, it is-,pot used in the most ap-
propriate ways for the various audiences. For ex-
ample, it would not be appropriate to use the.same
letter for the chamber of commerce, the Federa-
tion of Labor, an the welfare agencies. The style
of letter and t part' War emphasis Which needs
to be made i it will varj according to the nature of
the particular group being addressed. Thu's,,con-
sideration needs to be given to different styles of
letters fOr the various groups.

A personal letter can be an effective way of vGiri-

ning support from people. It would, therefore, be
advisable to send a letterto each of the groups
identified, and to include the principal officerlof
mast of thd organizations identifiedincludrng
the Parent-Teacher Association.

The letter itself lacks the necessary emphasis of
the campaign that "vocational education is rele-
vant education." On Phe other hand, itis important

(

to keep such Communication as briej, as possible.
Aus, if the letter IS. a follow-up to previous com-
municationas the letter seems to indicate in the
opening phrasethen it is good that it acknowl-
edges `previous help and briefly explains its- pur-
pose. If not, then the letter Would be too brief. More
information would need to be given concerning
thp need for the survey and its benefits.

The Smithville Daily News is an important means
of publici/y,and is bet-1g well used' The advertise-
meq. howeVer, has two-weaknesses First, it is too
brief ang,'thereOre,'not sufficiently informative of
the purposes and _benefits of the survey It also
does not promote the therneotlf the relevance
of vocational education. Secondly, it is doubtful
whether the advertisements are well distributed
with respect to time. It is probably preferable to
identify the days when the paper has the widest
distributiOn and confine the advertising to those.
editions.

It would also be 'important to direct the adver-
tisements to special groups by placing them in the
appropriateqOages of the newspaper For example,
businesspersons can be- contactdd best by adver-
tising in th busi.ness pages, other groups in the
sports pag

Informin the high school 1318 pulation of the sure
ve6y is.important.-An additional appropriate way of

"dying this would be through the use of the school
public addreis system. Tne idea of using the
graphic arts students in degigning posters for the
-bulletin boards is good. These need to be brief and
attractive.`Howeve*, it is not good to leave the same
poster on a bulletin board for more than two or
threed ys. It would be preferable to have a number
Of diff t posters and rotate them around the
vari ulletin ,boards in ,the school every few
days. By so doing, the message is reinforced in the
minds of the students.

-Presentations by tha principal or thehead of the
vocational educatiorklepakrnent are important.
Thesptcould be extended to ?fclude other impor:
tant community organizations in addition to the
Rotary Cli. Especially important is communica-

O

idr



1

tion by the principal to the staff of the school con-
cerning the survey.

Thus, the publicity campaign includes some
goodAeas, -but it needs t9 be extended and di-

rected more towardS1Tte-theme of the relevance of
vocational education. It also needs to emphasize
the importance of the survey to achieving such
relevance.

LEVEL OF PERFORMANCE: Your completed critique should have covered the sam4rmajor points as the
model response. If you missed some points or have questions about any additional points you made;

_review the material in the information sheet, Publicizing a Community Survey, pp, 6-15, orcheck.with
your resource person it necessary.

.4
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Learning ExperieAce
OVERVIEW

eKOO-ini)telleig-4.the Tequired.n),ading. Pritiqup*.-the-perforrna
Wan- base sittiatioris:in dire

wil(bi reading the information'shaet, birsqt
k

Yoi_may wish to meet with your resourCe,persori and/or piersio ariCuss

the role of leading and supervising volunteer: perionffeliespeciallk,stu-
, dents; in conducting conriiiiity'Aufvey

Aoikwill be reading the Case Situatidhs, pp. 3245, and writing critiques of
ttOperiormance of the instructor involved:

. ,

4

. ..,

'knot/ill be evaluating your- competanctin critiquing the instructor's pei-
forrnantelrydirectingsapommunitis,urvey by companng,yoUr completed .

britiblueaWIthtlia Model Critiques, pp. 37.-38.. -
.

-24
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For infqrmation on the skills required for, and the responsibilities involved
in, directing a community survey; read the following informatico sheet:

DIRECTING A ccimmunwry.su
Before conducting the survey, you should be

thoroughly prepared for this important event:Your
planning activities should begin by obtaining the
approval of your administrator for conducting the
community survey. Additional activities should in-
clude,

-organizing a steering committee to'assist with
the survey

identifying the geographical areas in which to
conduct the survey
soliciting information and assistance from
focal and state agericies in planning the sur-
vey

developing survey instruments to be used
recruiting the.survey staff
developing a plan of activities for survey staff
to. follow in conducting the community survey

Having completed the above seven tasks and
having undertaken a publicity campaign, you are
ready to conduct the survey. Now you must turn
your attention to ttie roles which you play in direct-
ing the survey, and the skills which are demanded
by these rolps. .

In order to suc-
cessfully direct a
community sur-
vey, you will need
skill in the areas-of
leadership, super-
vision, and coor-
dination. Since a
community survey
is a cdOperative ef-
fort of a team Of
workers and the
community, you
will need these
skills to maximize
this cooperation.
The survey team
will consist mostly of.volunteer workers with vary-
ing degree's of-skill in the collecting and handling
of data, and they will need your strong guidance.

As leader, you need to
,maintain the-enthusiasm of your team and
your steering committee,

I

RVEY

maintain good' Public relations with your'
school and the community
assign areas of responsibility and, see that
these Ire 4ulfilled
'keep a watchful eye 2n your budget

As supervisor, you need to
provide the necessEtry materials-and faCilitie
to your team so that their efforts are prd .
tive

control the progress of work so that to time
schedule is met

- handle the data,klm the survey
assist your team with any problems and
difficulties they encounter during the survey

As coordinator, you need to
schedule the individual activities of the mem-
bers of your team to avoid cohfusion or dupli-
cation of effort
maintain an appointmehts schedule to assist
your team with their interviews
coordinate transportation when necessary fory
your team.

Maintaining enthusiasm for the community sur-
vey is a very important respondibility. Establishing
and maintaining good communications within the
survey teahas an important element if you are to
succeed. YoUrfeam and your steering committee
need to be kept informed of the progress of the
survey and the community responseto the public-
ity campaign. They need to 4as_told of examples of
community cooperation -and given any, other in-
formatioh which will encourage them to ap-
preciate, the importance, of the survey and their
efforts. Good 'communication will enable your
team to feel-central to an important and rewarding
task; poor communication may well encourage
indifference or discouragement on their part.

communi-
cation

Coupled with the importance of goad communi-
cation is that of good timing. Nothing will dampen
enthusiasm more than having your survey begin
before all necessary preparations have been made
or having it strung out bver too long a time interval.
The survey peels to capitalize ofi the publicity
campaign by following it closely, and Qnceilliegun,
it needs to be completed within ,two weeksor

25
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less, if possible. Therefore, supervising tardy merri-
bets of your team is very.important.

The 'Maintaining of good public relations is an
essential part of your respons4pilitteS as leader of a
community survey, andoour success in this area
will directly aftet the success of that survey A
number of things demand your attention if you are
to be successful. . '

As leader, it is
your responsibility
to assign areas of
responsibility to
your team and-to
see that they are'.
fulfilled. It may
help you fo keep a
progress report
surf} asthe one
shoinin in Sample
9. Use of this type
of form will enable
you to watch the
progress of each
of your team
members and
quickly note those 'fisihd a

-
re getting behind

helps you to
keep a check
on some of
the materials
and equip-
ment which
you will be

-fiend ling
during the
Survey.

To 'help you effectivity supervise your team '
members' time and eliminate duplication of ef-
forts, you should keep an accurate interpew
schedule in addition to a progress report -This
scheduleZuld indicateall persons who are to be
inf6i.view and the survey team members who are
to intervieV them. Date and time of each interview
should also, be indicated.

4.':-

As community survey leader, you need to take
full responsibility for your budget. A comprehen-
siviThudget report will needio be made. to the
school administrator. It is, therefore, irnortant to _

_- keep a. careful record of all expenses incurred,
including '
travel. Prob-
ably,,..your
steering.
committee
will Want to

--- approve any
.major ex-,
penses, such
as advertis*- .
mg, and wj.11.
want regular
financial re-
ports from
you during
the survey.

.
In additiorr, you must keep your administrator

and the steering committee informed of the pro -
gress of the survey and of its results It is important
-also to be sensitive' to your Colleagues and the
school community in this respect. Staff may resent

eiving secondhand information abbut such an
isob!lent event as a community survey:

It also

You need ,
to exercise
great care in
assigning re-
sponsibilities
to team members. You do not want any one person
to undertake too many interviews, or to distribute
too many questioAaires It is better to reduce. the
number of people who are to be contacted thai to
overtex your workers. Overworked team members
who are rushing to complete tasks will not lag able
to do the most efficient job possible

Supervising ttre Survey Staff-
As stipetrvisor, it is your responsibility to see that -,

the members of your survey team apply the princi-
plesand procedures which were given them in the
pre -Survey training seisions. For example, you wffr--
need to supervise theni to see that. they follow
correct interview procedures: You will need to be
assured that when taretyil make, interview appoint-
ments, they introdu emselves clearly, explain
briefly the purpose of the Survey, request an'inter-
vieyv, and inclocatiVe appropriate amount of time
needed to comele the interviews.

231.
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SAMPLE 9
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pu must thenaeeethetea h team member
confirms such appointments with an appropriate
letter of confirmation. The letter should

explain the purpose of the survey kc.'

outline the procedures to be followed in con-
ducting the survey
expiain the role of the employer in supplying
data
explain why the employer's firm was selected
affirm that the data obtained from individual
employers will be kept confidential
explain that the anonymous summary totals
will be made available to participating em-
ployes

thank the employer in advance for his/her
help
note the date, time, and place of the sched-
uled interview

When all pre-Interview.steps have been correctly
carried out, you must see that interviewers re-
member to conduct the interview folrowing certain
prescribed procedures. For example, you rriust see
that every one of your interviewers has a letter of
introduction signed by an official of your school.
This letter should introduce the interviewer and-
the purpose of the survey. The iriterviewer must
allow the interviewee to read this letter after intro-

,.

ducing himself/herself and revealing the purpose

27
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SAMPLE 10

INTRODUCTION, CARD FOR INTERVIEWERS

.
[Date]

May I present , a [student] at Cotton Canty
Community Collegeowho is helping to condUct an occubatiOnal
survey of Our community. This survey is being undertaken in order
that the college might obtain the,occupational information necessary
for it to meet the rweds studentsIffeparing for careers and, the,
needs of the bpsiness.community for well-trained employees.
. .

,1

of the interview. An example of such a letter is
shown in Sample 10

In addition, interviewers hould be remindedto
thank the employers .for their cooperation
explain how the infor.mation obtained in the
survey will be used Q ,

explain hOwthe survey should help future vo-
cational planning

ft. emphasize the mutual benefits to be derived
from the survey by the school and employer
review the survey form with the employer item
by itern
answer any questions raised
leave name and telephone number with the
employer
request the return of the form by a specific
date
leave a self-addressed, stamped envelope
with the employer

You must also see that each interview and re-s
sponse to a questionnaire is followed up with a
letter of appreciation exOressing gfatitude for the
person's cooperation. This letter should also ac-
knowledge the importance of the person's re-
sponses to the success of the survey and the Ph-

portance of the survey itself to the community An
example of such a letter is shown in Sample 11

If an interview cannot be arranged with an indi-
vidual, but he or she would like to participate in the
survey, a questionnaire, accompanied by a letter,
can be mailed to this person The accompanying

Hel*Department of
Occufttional Education

0

34

letter should clearly explain the theme and pur-
pose of the survey, its value to the school and the
community, and the kind of support which the
survey is receiving from the community The letter
should alSo explain how the particular person was
chosen to receive the questionnaire, and should
give clear instructions as to when the question-
naire is to be-completed and what the person is to
do with it when it is completed

Whether the questionnaire is mailed or hand
delivered, if no response is received within two
weeks, a follow-up letter should be sent If this
does not produce a response within .another two
weeks, then a further letter must 'be sent with
another copy of the questionnaire Examples of
these letters are shown in Samples.12 and 13

4



Please note that these letters (and all othersurvey
letters) should be sent on official schoolletterhead
paper with the name and position or authority of
the person signing the lettettyped under theisiglaa-
ture.

If*merrti4of the survey team are involved in
.-.

collecting data from students, they need to be re-
minded that they should --

explain the purpose of the occupational inter-
est survey to the students
emphasize the importande of the informal on
requested in terms of the individual, stuctent,
the scimhol, and the community
*have all the materials prepared for administra-
tion of the st'dent interest questionnaire
give clear, concise, and complete directions
for completing the interest survey instru-
ments
answer'clearly any questions which are asked
by the students,

I

Once interviews have been completed and ques-
tionnaires returned, it is your responsibility to see
that.-4hey are checked to be sure that you have
received completed response§irom all individuals
who were contacted. You then need to edit them
for compl: eness and accuracy, and send them on
to yo ab,ulating and data committee for the pi.o-
c ing and interpreting of the data.

While it is not necessary to inform every person
who was involved in the survey of its results, it is
important to note carefully those who' express
interest in learning of the results and make certain
/hat they get a copy Of the survey repOrt when it is
completed. You may be calling on these people
again in a future survey and it is, therefore, to your
benefit and the benefit of others that they be left
with positive attitudes toward such surveys and
appreciation of their value. You need a clear policy
on the dissemination of results from the survey,
and you need to be careful to supply the informa-
tion to those to whom it has been promised.

'28
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SAMPLE 11

LETTER OF APPRECIATION
FOR RESPONSE TO THE SURVEY

Cotton Cokinty .Community College
200 River Ave./Jonestovin, Texas 510031(231) 462-8111

[Date]

Mr. Ernest Respondent
Director of Public Relations
Jonestown Manufacturing Company
Main Street
Jonestown, texas 51006

Dear Mr. Respondent:

May I express to you sincere appreciation for your cooperation, and thCit of your firm,
in responding to he community survey conducted recently by this school. The informa-
tion which yoU supplied is essential to our task of decidi ng! whether new vocational
programs are needed at Cotton County Community Colle* and of revising existing
programs to better meet the needs of students and the businescommunity.

The cooperation which we have enjoyed during this survey encourages u$ to believe
that Cotton County CommunityNllege will be able to respond continually to the needs
of its students and the community. Your own contribution is a valued example of such
cooperation.

With every good wish,

ti

Yours sincerely,

I Head, Department .of
'Occupational Education

4

[You may wish to have the school administrator sign this letter, also.]

1J lJ
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SAMPLE 12

FOR NO F301IDE

Some.- two.. ago a suestionnaire was mailed to yoti; in coi
minunity sitiveY being-conducted by ,C:ottafi:Counti,,_

neiedlor neW-irooational_prog#Ois:ofMi,Oy,ision,,,
better-meet needs 4f _students and thellusiriess-**
'6,1,e'cific:on*de*le impprtance- not -ciply*titp,sytce:ss cfcgtitut
the; -to-the needs idifrettiiiness,cdfam
simPlaye4 The 'response whiCh we:balio received' So far,= would*.
b-us agrees -with'

train

sour survey is 'near completion, s+..9",.iraliict appreciate itilwe..aa thia
`onnaire from you as son as poseible:: ifilicVeyerilie,sikieStiorinaire,b,cis not
delivered to you i of some 15984 ifoti40015-**-yoit inform-

us- of and we shall deliver- onelo you immediately.. e';'1.01 ormation ydu are
tasuppIytous through the questionnaire is, ei'tiociiie." f this:venture.

you for you': cooperation;''

.ou mayltirlsh to have the school administrator -sigh th s le eralsO.]

' 31
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SAMPLE 13

O

SECOND LETTER FOR NON-RESPONDENTS
TO THE QUESTIONNAIRE

-( Cotton County Community College
200 River Ave./Jonestoyvn, as 61003/(231) 462-8111 * "
[Date]

Mr. Larry ,Layton
Manager
Jonestown Manufactunrig..Company
Jonestown, Teicas

Dear Mr. Layton'

The survey being conducted by Cotton County Community College to determine the
need for the school to develop new vocational programs or revise existing ones so as to
better meeLthe needs of the students and the business commuruty is almost completed.
Obviously, however, if is important that the information we use for these decisions is
complete and accurate. For this reason we are anxious to receive completed question-
naires from every member of our sample.

*

Therefore, since you are a member of that sample, we would greatly appreciate
receiving the completed quOtionnaire from you. We enclosed another copy in case the
original one sent to you on .Apnl 6 has been mislaid.

Thant ig you for ypur cooperation,

31? ,

[You may wish to have 04 school administrator sign this letter alsO.1

Yours sincerely,

`4.

Head, Department of
Opcupatronal Education

31
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Optional
ctivity

A

You may wish to arrange to meet with your resource person and/or peers
who are also taking this module to discuss the concepts in the information
sheet further. During this meeting, you.might

discuss the leadership responsibilities involved in directing a com-
munity.survexand how these might be undertaken in your particular
situation
discuss the problems of personnel supervision when undertaking the
survey with volunteer personnel and students
draw up together a realistic schedule Of personnel needs for a survey
an a time chart so as to complete a survey within two weeks

The following Case Situations describe a series of incidents wl:Hith oc-
curred during the conducting of a community survey. The survey vas
conducted under the direction of R. Black, an instructor at Blue Hills
Technical Center. Read each ot the situations, and then explain in the
space provided 11) what weaknesses and strengths the situation reveals in
the*onducting of the survey, (2) how any problems revealed could have
been avoided, and (8) what steps could 'be-taken to remedy the situation.

CASE SITUATIONS .

Case Situation 1: Communication with
School and Community
Ms. Jones, a mathematics teacher at Blue Hi HS.
Technical Center came 19 tell Ms.' Black that a
neighbor had complained to her about a letter she
had received frOm the school concerning a com-
munity survey. The letter read, in part

We have been awaiting your completed response to the
questionnaire sent to you two weeks ago in connection
wIth.the 6Ommuhity survey being conducted by Blue
Hills Technical Center. The infoFmation you supply us

'will be important to the success of this survey. We ask,
therefore, If might 'receive the completed question-
naire from, you at your earliest convenience. .

Yours faith iy,

R. Black

The neighbor had asked M,s,..Jones who R. Black
was as she wanted to get in touch.with the person.

call from a student of the technical school *who
sought an interview with her in connection with
the survey. An appqintment was made, but the
student failed to show up. The neighbor explained
that, as she had received the questionnaire a few
days earlier, she had assumed the interviewer was
to receive the completed questionnaire from her
and discuss the information supplied. She had,
therefore, completed the questionnaire and was
holding it for the interviewer. She was now suf-
ficiently angered by the letter from R. Black to tell
Ms. Jones that "if they wanted her questionnake
thby would have to come to get it from her."

Ms. Jones had explained to her neighbor that R.
Black was Ms. Roberta Black, the instructor direct-
ing the survey. She then explained that she was
sorry she couldn't help any more, but she herself
'knew very little about the survey. Indeed, Ms. Jones
did nor know that ,it was already underway, al-
though she had seen some adv.ertising in the
newspaper about it. She had promised, however,
to see Ms. Black and convey her neighbOr's com-

lai tp n s.
She explained that she had received a telephone

4

32



1

I

Case Situation 2: An Interview
Appointment
While the data was b,eing.gathered, a member of
Ms. Black's survey team came to her to explain that
he had called to.make an appointment foran inter,

V

V

'

view with Mr. Nichols, only to be told by the se e-
tary that Mr. Nichols had been interviewed the
before. The secretary mentioned that Mr. Nic Is

was still not Ore what the survey was about or ho
the person was who did this ihterview. It was as-
sumed the persOn was a student from the school.

34
33 s
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Case Situation 3: A Survey Form
Ms. Black received an incomplete community sur-
vey form frIbm one of her respondents, with a note

L.

Case Situation 4: Confirmation Letter.--
Ms. Black sent out the following letter confirming
the date, time, and place of a scheduled interview
with the manager of Apex Manufacturing Com-

, pany.

Dear Sir:
.

-,,,This-,is fci?coniiim the arrangements made by lele-
phrirreon March 9 for in interview-with you in relatibir to
thiabmmunitYaurveybeing conducted by the BI ue Hills
TeChniaal Center. This interview is uled for -3:00

attached stating that the respondent considered
the unsupplied information either confidential or
irrelevant.

. SI,

.
..

\_...,
- -

, .

p.m., Wedhesdriy, f4arch 17, in you roffice at 10Q East 3rd
Street., / , ., : .4

;

This surveyjs Piing u ntlertaken ikbrder that Blueilltis

tom th imitirirs biiell.triiinectiirtio biefis..The informatt6r1

Technical:Center, mighkobtainit cupatio nal infor;
rriatiomnacesSaiY:fbrit te meet' ,,,,, needs of stUderits

. piepoinoliir,:t.argers '4110::ih s, of the husirfrias

which you, tio' Ablijb"-supply:ttkis important to our
-achleyemprit of theee: object*.

, .,
I'''' ,-' ,*'i

Th an k 'you for your 'cooparation.

1
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Case Situation 5: An interview
Following is an xcerpt frbm an interview con-
ducted by Jill es, a stud t member of Ms.
Black's survey t am.

"Good morning 'Mr. Smith. I m Jill :Jones from
Blue Hills Technifial Cent a member of /tip.
team which is conducting the community survey
for the school. May I show you this letter of rec-
ommendation from the superintehdent which ex-
plains r4 role and.the purpose of the survey.. ..

"On behalf of the school I should likeato thapk
you for, giving me some of your time for this inter-
view this morning; we are very encouraged by the
cooperation which we are receiving from the busi-

i

V

ness community of Culpepper. Asa result, I am
sure the survey is going to prove very valuable both
to the school and the business, community..

"This is a questionnaire which we would al)-
your filling in and retur in this

self-addressed, stamped enve pe b' Wednesday
of next Week, if at all pas' e. May I just briefly
explain to you the significance of each of the items
in the survey and answer any qiiestions"you might
have concerning it.. ..[discusses each item].

"Welt, if you have no more questions, may I thank
you again, Mr. Smith, for your time and for agree-
ing to complete our questionnaire and return it to
the next week... . Good Morning."

36 .
35
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I,

Compare your completed written critiques of the Case Situations with the
Model Critiques given below. Your responses need not exactly duplicate
the model responses; however, you should have covered the same major
points.

MODEL CRITiOUES
Case Situation 1: dif

Ms. Black did not meet her public relations re-
sponsibilities,for the community survey. First, it

. would appear that poor c9mmunications in the
school concerning the survey have resulted in Ms.
Jones knowing very little about it and, therefore,
betrig'able to do little teremedy the situation with
her neighbor. What she does know, she teems
to have gleaned from publicity outside the
school which is not helpful to the public rela-
tions of the school. If Mt. Black had established
proper communication channels within the school
about the community-survey, this problem would
have been avoided.

Secondly, the excerpt of the letter reveals some
decided weaknesses. tlt is too blunt in a situation
whele voluntary cooperation is essential to the
success of the task. It assumes negligence on the
part of the neighbor when other factorssuch as
mail delay--ecould be the,reason for her apparent
failure to respond._

The letter is probably on Blue Hilfs-Technical
Center letterhead, which, is good. However, Ms.
Black does hot reveal her position within the
schoolnor does she give a telephone number
and extension when% can be contacted to dis-
cuss problems ens' om the survey. If she had,
the neighbor migh never have gone to Ms. Jones
with her complaint.

Thirdly, there appears to be lack of coord)nation
between the sending of questionnaires and con-
ducting of interviews. The letter which accom-
panied the questionnaire was not explicit enough
in its instructions as to what the respondent was to
do with the questionnaire when completedso
she assumed it was to be handed in at the inter-
view. Also, it obviously did not reveal sufficient
informatton-about the nature of the survey, its pur-
poses, and benefits to the school and tht commu-
nity.

The interviewer fol some reasoh failed to keep
the appointment without any explanation to the
respondent. This must never occur if good ptiblic
relations are to be mainTained-throUghout-the sur-
vey.

It is probably an urtgecessary duplication of ef-
fort both to send a questionnaire and also to con-,
duct an interview; however, if this is to occur, the(
procedure must be clearly explained beforehand
to the respondent so that The respondent knows
what to expect.

Better communication with him or her and bet-
ter supervision of the team would have avoided
these problems. Ms. Black needs to keep a careful
record of the times of all prospective interviews
and check to see that they were carried out.
Maximum warning must be given to arty respon-
dent if a member of the teamis npt able to keep an
appointment.

Ms. Black needs to personally visit the neighbor
to apologize for the confusion which has been
caused by poor planning, and to receive gratefully
the completed questionnaire. Considerable dip-
lomacy will be needed to placate the respondent.

Cade Situation' 2: .

This situation reveals poor supervisiortrin the
making and keeping of appointments for the sur-
vey. It would seem that duplication has occurred in
the names given to different members of the survey
team for the conducting of the interview . This
would not have occurred if Ms. Black h kept a
proper work allocation schedule, Thi schedule
would reveal the names of the ma ars of the
team responsible for each of the interviews, and
indicate when these have been completed.

The case situation also reveals that Ms. Black
did not adequately prepare her students to inter-
view businesspersons. For example, a poor expla7
nation of the nature and purpose of the survey was
given to the businessperson. A pre-intervieiN letter
should have been sent to clearly reveal this. Every
communication should bb taken as an opportunity
to pressthe purpose and value of the survey. It
sh_ould not be assumed that people are fully in-

-formed of these.

It is also obvious that the interviewer did not use
a )letter of introduction at the interview. Such a

ti
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letter would have clearly told the businessperson
the interviewer's name and position, and the pur-
pose of theinterview. Ms. Blabk should have made
sure that this interviewer had such a letter to show
at the beginning of every interview.

Case Situation 3:
7 Obviously, communication with the respondent

failed to persuade him/her of the importance of the
survey and of the relevance of the requested in-
formation to its goals. The letter accompanying the
questionnaire should have spelled out he pur-
poses and value of the survey clearly and persua-
sively and the relevance of the information sought.
It should also have guaranteed confidentiality of
the datathat the information sought would not -
be identified with any particular firm or person. Ms.,
Black obviously neglected ta adequately train sur-
vey team members in this important aspect of con-
ducting a community survey.

The survey form now needs to be completed.
Probably the best way ta obtain further coopera-
tion from the respondent is for Ms. Black to per-
sonally contact him or her to explain the impor-
tance of the information and guarantee the con-
fidentiality of the data. The respondent should

--then be tactfully requested to complete thesuivey
.form.

Situation 4:
The letter clearly confirms the date, time, and

place of the interview. It also expresses the impor-
__lance and purpose of the survey both for the

school and the business community. However, Ms.
Black has left out important information. It does
not explain how the employer's, firm was selected

_fat the survey, nor exactly what is required of the
employer in supplying data. It does not ensure the
respondent that his 'responses will be kept

confidential. It shou'ld also encourage the em-
rfiloyer to respond by indicating that the data
gained from the survey will be available to the
participating employers. While this information
should have been included, it would'' need t6,3be
expressed briefly so that the letter did not exceed
one page.

Case Situation 5:
This interview needs to be considered in the

light of the two important elements. These are (1)
the need to motivate the interviewee to participate
positively anti cooperatively in the interview, and
(2) the need to keep the interview clearly focused
on its prime task and the goals to be achieved by it.

. -
Apparently,.14. Black instructed this survey

team member in the importance of accomplishing
the second element. The interview moves clearly
and swiftly to its purpose and seems to cover it
thoroughly. The questionnaire is presented with a
clear indication as to what is to be done with it. If is
then considered item by item with quests which
might arise. At the end, the intervieweri@ttiorasked
i'f there were any further questions. This should
have allowed the interviewee to be quite clear on
the task of the elestioinnaire.

pn the other hand, the first of the two elements
Was not well handled in the interview. Ms. Black
needs to help this interviewer gain skill in motivat-
ing interviewees. The interviewer neelir to-Spend
a little more time "selling" the survey, its impor- J-
tance and value to the employer and to the school.
She needed to explain exactlynow theIgiformation
would be used and to reaffirm the confidentiality of ,

the data. Ms. Black's name and telephone number
should /also have been left with the business-
pe,rson in case of any subsequent questions or
problems with the questionnaire.

LEVEL OF PERFORMANCE: Your completed critiques should ha;ie covered the same major points as
the model ,responSes If you missed some points or have questions about any additional points 'you
made, review the material in the information sheet, Directing a C6-mmupity Survey, pp. 24-31, or check
with your resource person if necessary.

39
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Learning Experience, III
FINAL EXPERIENCE

J ,

, ,__,.-- .

:::1;),tiliewdrkingllitkaituifschool situation,* cond4ct a'community survey. .,
. : . c.,,--

'
, %

4

.
, . .

At a time when preparation for a community survey has been completed,. .
coneuctotassistin conducting a coittnunity-survey. This will include:

. arranging for adequate publicity for the community survey.. '.5 6.....,

assigning survey staff responsibilities
, supervising and coordinating all data-gathering activities

,.. arranging for the processing and-interpreting of the data collected
c,

NOTE: Due to the.natu re of this experience, you will need to have access to
an actual school situatignoveran eitended period of time (e.g., to six
weeks).

,

.
.

.- . .
Asyou,completeeadh of the above activities, dOcument your actions (in

'writing, on tape, through a leg) for assessment purposes.
-.4.

-1

*
Arrange-We arm to have your resource person reviewyoutdocupienta-
tion and obse e at least one Instance in which you are supervising survey
team membe

.4

Your'toteil Eitenci will be assessed by your resource person, using the
'Teacher=' a !mate Ass Form, pp. 41-42.

4

Based -the criteria specified in this assessment instrument, your
i,esour rsarwill determine whether you are.competent in conducting
a community'survey.

For a definition of "agual school situation." see the Inside back cover.

r
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TEACHERPERFORMANQE 'ASSESSMENT-FORM
Conduct a_Community Survey (A- 2)

Directions: Indicate the level of the teacher's accomplishment by placing
an X in the appropriate box under the LEVEL OFPERFORMANCE heading.
If, because of special circumstances, a performance component was not
applicable, or impossible to execute, place an X in the N/A box.

4

'In pUblicizing-the survey, the teacher:
1. developed a plan for a publicity campaign

Name

Date

Resource Persop

LEVEL OF PERFORMANCE

0 04) 4c) k

DEE.L] 0
2.'informed the school about the survey El El 0 El
3. informed tie community aboUt the survey E. ;

4. ted and used media appropriate to the target LiEl
audi-

Elence

5. clearly onveyed throughout the campaign the theme of '0 DEL'no
the survey ":7-1,

In assigning specific responsibilities 'to the tdiam, the
teacher:

6. distributed tasks among the workers so the lob could
prOcee,d efficiently

7.: maintained a field workers progress report

8. sent appropriate follow-up letters to respondents

9. supervised the interview schedule \

10. kept his/her school, administrators, and steering com-
mittee informed of the progress of the survey

El El CI El
El El -E DO

El El El El El
El El a.

El El El r:1 C)4:1'
11. edited theidata appropriately and handed it on to the

data-handling committee 0 1
In initial telephone conversations with employers:
12. the purpose of the survey was explained briefly 1: El El El

an interview was requested C E]
14. the appropriate amount of time needed to complete the

Interview was indicated

412
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to the -Oritten confirmations of appointments with em-
ployers:
15. the purpose of the survey was explained El El
16. the procedure to be followed in conducting the survey

elwas outlined

f7. an indication was given that the data obtained from indi-
aual employers would be kept confidentiZ El C100. ET El

18: the date, time, and place of the scheduled interview was
noted E1-111,E1

In the interview with the employer or the employer's repre-
sentative:
19. how the information obtained in The survey would be

used to help vocational program planning was explained EICIE1 ET,
20.. the mutual benefits to be derived from the survey by the n

school and employer was emphasized DO El
21. the survey form was reviewed with the employer, item by

item EDO El El
0 0

22. any questions the employer raised were answered .... ODD
In collecting data from students, the leacher:
23. explained the purpose of the occupational interest sur- Doo

vey to the students

24. emphasized the importance of the information requested
in. terms ofi the individual Student, the school, and the
community ED CI

25. had all the materials prepared for administratiorl of the
student interest questionnaire [1] EDO El' r

I
26. gave clear, concise, and complete directions for complet-

ing the interest survey instruments E.
21.

conducting
the time schedule as planned 111 111 111,

In conduing the survey, the teacher:

28. collected all the necessary data DO
29. handled the data ,accurately I: -n
LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT responses. If any item
receives a NONE, POOR7or FAIR response, the teacher and resource person should meet to detetmind
what additional activities the teacher needs to complete in order to reach competency in the weak
a rea(s).
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ABOUT 'USING THE CENTER'S 1313TE
MODULES

Organization
Each module Is designed to help you gain competency
in alputicular skill area considered important to teach-
ing siTocese. A module is made up of a series'of learning
experiences, some providing baCkground information,
some providing practice experiences, and others corn-.
bining Tthese two functions. Completing these, experi- '

ences should enable you to achieye the terminal objec-
tive in the finallearning.expenence The final experience
in each module always requires you to demonstrate the
skill in an actual'school situation when you are an intern,
a studerit teaches or an inservice teacher.

Procedures
Modules are designed to allow yOu to individualize your
teacher education program You need to take only those
modules covering skills which you do not already Pos-
sess. Similarly, you need not complete any learning ex-
perience within a Module if you already have the skill
needed to complete it. Therefore, before taking any
module, you should carefully review (1) the Introduction,
(2) therObjectives listed on cp. 4, (3) the Overviews pre-
ceding each learning experience, and (4j the Final Ex-
perience. After comparing your present needs and orn-
petenciis with the information you have rect in
sections, you should be ready to make one Of the f ow-
ing decisions:

that you do not have tKe dlompetencies indicated,
and should complete the entire module
that yeti are competent in oftermore of the en-
abling objectives leading to the final learning ex-
perience, .and thus can omit that (those) learning.
experience(s)
that ypu are already competent in this area, and
ready t.p complete the final learning experience in

. order tdjest out"
that the module is inappropriate to your needs at
this times

When you are ready to take'the final learning experience
and have access to an actual school situation, make the
necetsAry arrangements with your resource person. If
you do hot complete the final dxpenence successfully,
meet with your resource person and arrange (1) to re-
peat the experience, or (2) complete (or review) firevious-
seations of the module or other related. activities
suggested by your resource person before attempting to
repeat the final experience.
Options for recycling are also available in each of the

-learning experiences preceding the -final; experience
Any time you do not meet the minimum level of perfor-
mance required to meet an objective, youand your re-
source'person may meet to select activities to help you
reach compet4cy. This could involve (1) completing
parts of the macitile pr4viously skipped',.(2) repeating
activities, (3) reading supplementary resources,or com-

-pleting addiyonalactivities suggested by the resjrce
person; (4) designing your own leeching experience; or
(5) completing some other activity suggestefty you or
your resource, perSon

rr, , 46-

Terminology
Actual SchoOl Situation... refers to a situation in
which you are actually working with, and responsible
fdr, secondary or post-sectindary vocational students in
a real school. An intern, a student teacher, or an in-
service teacher would be functioning in an actual school
situation. if you do not have access to an actual school
situation when you are taking the module, you can com-
plete the module hp to the final learningexperience You '
would then do the final learning experience later; i

when you have access to an actual school situation,.
Alternate Activity or,Feedback ... refers to an item or

1, feedback device which may substitute fbr required
items which, due to special circumstances; you are un-
able ,to complete.
Occupational Specialty ... refers to a specific area of
preparation within a vocational service area (e.g., the
service area Trade and Industrial Education includes
occupationar specialties such as automobile me-
chanics, welding, and electricity).
Optional Activity or Feedback . refers to an item
whiCh is not required, but witch is designed to supple-
ment and enrich the required items in a learning experi-
ence.
Resource Person . . refer4 to/the person in charge of
your educational program; the professor, instructor,
administrator, supervisor, or cooperating/supervising/
classroom teacher who is guiding you in taking this
module.
Student refers to the personwhO is 'enrolled and
receiving instruction in a secondary or post-secondary
educational institution.
Vocational Service Area . . . refers to a major vocational
field. agricultural education, businesb and office educa-
tion, distributive education, hetilth occupations educa-
tion, home economics education, industrial arts edu-
cation, technical education, or trade and indUstrial edu-
cation.
You or the Teacher . . refers to the. person who is tak-
ing'the module

Levels of Performance for Final Assessment

N/A ... the criterion was not met because it was not
applicable to the situation.'
NOne .. No attempt was made to meet the criterion,

calthougtv it was relevant.
Poor ... The teacher is,unable to perform this skill or
has only very limited ability 'to pencirni it
Fair ... The teacher is unable to perform this skill in an
acceptable mall but has scoohe ability to perform it
Good ... The teacher is able Jo perform this skill in an
effective manner.
Excellent .. :The teacher is able to perforrh this skill in a
very effective manner'

(



Titles of The Center's
Performance-Based Teacher Education Modules

if

Category A; Program Planning, Development, andEvaluatIon
A-1 Prepare for a Community Survey
A-2 Conduct a Community Survey
A-3 Report the Findings of a Community Survey
A-4 Organizean Occupational Advisory Committee
A-5 Maintain an Occupational Advisory Committee
A-6 Develop Program Goals and Objectives
A-7 Conduct an Occupational Analygis
A-8 Develop a Course of Study
A-9 Develop Long-Range Program Plans
A-10 Conduct a Student Foltpw -Up Study
A-11 Eva Your Vocational Program

Category 8:instructional Petn,nIng
B-1
B-2
B-3
B-4
B-5
B-6

Determine Needs and Interests of Students
Develop Student Performance Objectives
Develop a Unit of Instruction
Develop a Lesson Plan (
Select Student Instructional Materials
Prepare,,Teacher-Made Instructional Materials

rye: Instrucifosal Execution
C-1 Direct Field Trips
C-2 Conduct Group Discussions, Panel Discussions, and

Symposiums -
C-,3 Employ Brainstorming, Buzz Group, and Question Box

Techniques
C-4 Direct Students in InstrUcting Other Students
C-5 Employ Simulation Techniques
C-6 Guide Student Study
C-7 Direct Student Laboratory Experience
C-8 Direct Students in Applying Problem-.Solving Technic'
C-9 Employ the Project Method
C-10 Introduce a Lesson
C-11 Summarize a Lesson
C-12 Employ Oral Questioning Techniques
C-13 Employ Reinforcement Techniques
C-14 Provide Instruction for Slower and More Capable Leamers
C-15 Present an Illustrated Talk
C-16 Demonstrate a Manipulathle Skill
C-17 Demonstrate a Cdncept or Principle
C-18 'Individualize Instruction

C-19 Employ the Team Teaching Approach
G-20 Use Subject Matter Experts to Present Information
C-21 Prepare BulletircBoards and Exhibits
C-22 Present Information with Models, Real Objects. and Flannel

Boards
C-23 Present Information with 04rhead and Opaque Materials
C-24 Present Information with Filmstrips and Slides
C-25 Present Information with Films
C-26 Present Information with Audio Recordings

rr

C-27 Present Information With Televised and Videotaped Materials
C-28 Employ Programmed Instruction
C-29 Present Information with the-Chalkboard and Fhp Chart

Category 0: Instructional Evaluation
D-1. Establish Student Performance Criteria
D-2 Assess Student Performance: Knowledge
D-3 Assess Student Performance: Attitudes
D-4 Assess Student Performance. Skills
D-5 Determine Student Grades.
D-6 Evaluate Your Instructional Effectiveness

Category E: Instructional Management
E-1 Project Instructional Resource Needs
E-2 Manage Your Budgeting and Reporting Responsibilities
E-3 Arrange for Improvement of your Vocational Facilities
E-4 Maintain a Filing System,

E-5 Provide for Student Safety
E-6 Provide for the First Aid Needs of Students
E-7 Assist Students in Developing Self-Discipline
E-8 Organize the VocationatoLaboratory
E-9 Manage the Vocational Laboratory

Category F: Guidance
F-1 Gather'Student Data Using Formal Data-Collection Techruquel
F-2 Gather Student Data Through Personal Contacts
F-3 Use Conferences to Help Meet Student Needs
F74 'Provide Information on Educational and Career Opportunities
F-5 Assist Students in Applying for Employment or.Further Education

Category G: SchoolCommunity Relations
G-1 Develop a School-iiirotmyrunity Relations Plan for Your Vocational

Program
G-2 Give Presentations to Promote Your Vocational Program
G-3 Develop Brochures to Promote Your Vocational Program
G-4 Prepare Displays to Promote Your Vocational Program
G-5 Prepare News Releases and Articles Concerning Your V&ational

Program
Arrange for Television and Radio Presentations Concerh ng Your

Vocational Program
G-7 Conduct an Open-House
G-8 Work with Members of the Community
G=-9 Work with State andLocal Educators
G-10 Obtain Feedback about Your Vocational Program

Category H: Student Vocational Olianiaation
H-1 Develop afersonal Philosophy Concerning Student Vocational

Organizakions
H-2' Establish a Student Vocational Organization
11-3 Prepare Student Vocational Organization Members for I

Leadership Roles
H-4 Assist Student Vocational Organization Members in Developing

and Financing a Yearly Program of Activities
H-5 Supervise Activities of the Student ypcational Organization
H-6 Guide Particketion in Student Vprtticnal Organization Contests

Categorx I: Professional Role and Development
1-1 Keep Up-to-Date Professionally
1-2 Serve Your Teaching Professior
1-3 Develop an ActivetPersonal Philosophy of Education
1-4 Serve the School and Community
1-5 Obtain a Suitable Teaching Position
1-6 Provide Laboratory Experiences for Prospective Teachers
I-7 Plan the Student Teaching Experience
1-8 Supervise Student Teachers .

Category J: Coordination of Cooperative Edticatim
J-1 Establish Guidelines for YourCooperative Vocational Program
J-2 Manage the Attendance, Transfers. and Terminations of Co-Op

Students
J-3 Enroll Students in Your Co-Op Program
J-4 Secure Training Statidns for Your Co-Op Program
J-5 Place Co-Op Students on the Job
J-6* Develop the Training Ability of On-the-Job Instructors
J-7 Coordinate On-the-Job Instruction
J-8 Evaluate Co-Op Students' On-the-Job Performance
J-9 Prepare for Students' Related Instruction
J-10 Supervise an Erffployer-Employee Ajfpreciation Event

RELATED PUBUCATlOgS
Student Guide to Using Performance-Based Teacher Education

Matenals
Resource Person Guide to Using Performance-Based Teacher

Education Materials
Guide to the Implementation of Performance-Based Teacher Education.

For Information regaiding availability and prices of these materials contact

. AAVIM
American Association for Vocational Instructional Materials

120 Engineering Center Athens, Georgia 30602 .(404) 542-2586


