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This module is one of a sefies of 100 performance-based
“éacher education (PBTEMi¢arning packages focusing upon
specific professional competencies of vocationahteachers. The
N corencretencies upon which these modules are based were iden-
tified and verified through research as being important to suc-
" * cessful vocational teaching at both the sscondary and post-
-secondary levels of instruction. The ricdules are suitable for
. the preparation of teachers in all oz:éupational areas. -
Each module provides learning ﬁ,nexperiehces that integrate
theory and applicatiog; each culfninates with cniterion refer-
teachér's performance of the gpec-
ified competency. The materials are designéd for use by indi-
vidual groups of teachers in training working under the
direction and with the assistance f teacher educators actingas
resource persons. Resoufce persons sholld be'skilled in the
teacher competency being developed and should be thor-
oughly oriented to PBTE copicepts and procedures m using
these materials.

The design of the materials provides considerable flexibiity for
planning and conducting performance-based preservice and
inservice ®acher preparation pro_lgrams 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 institytions, 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 Education Materials, Resource Person Quide to
Using Pdrformance-Based Teacher Education MateHals and
Guide to Implementation of Performance-Based Teaches
*Educatipn.

The FBTE ‘curniculum packages are products of.a sustamed
research and development effort by The Center's Program for
Professional Development for Vocational Education. any in-

enced assessment of

dividuals, institutions, and agencies participated with The Gen- -

ter and have madé contributions to the systematic develop-
ment, testing, revision, and refinement of these very significant
training materials Over 40 teacher educators provided input in
«development of inttial versions of the modules, over 2,000
teachers and 300 resource persons in 20 udiversities, colleges,
and 'd;}ost-secon’dary institutions used the materiais and pro-
vided'feedback to THe Center for revisionand refinement.

Special recognmonfor major individual roles in the directien,
develppment, coordinatian of testing, revision, and refinement
of these materjals i1s extenged to the following program staff-
James B. Hamiiton, Program Director: Robert E. Norton, As-

i

- rington, Program,Assistant; and Karen Quinn, Program Assis-

"teather education faculties at Oreg

" méterials was conducted at Oregon

- sity of Northern Colorado #Jniversity of Pittsburgh;

_ advanced testing effort is a

sociate Program Director, Glen E. Fardig, Specialist; Lois Har-

tant. Recognition 1s also extended to Kristy Ross, Téchnica)
Assistant; Joan Jones, Technical Assistant; and Jean Wisen:
baugh, Artist for their conttibutions to the final refinement of
the materials. Contributions made by former program staff to- -
ward developmental ve 3 Of these materials ‘are also ac~
knowledged. Cafvin J. Cotfell djrected the vocational teacher .
competency research studias upon which these modules are
based and also directed thd curkiculum development effort
from 1971-1972. Curtis R. Fikch provided leadership for the
program from 1972-1974. L s, T

Appreciation is also extended td, all those outside The Center
(consultants, field site coordinators. teacher eYHucators,
teachers, and others) who contribited so generously in various*
phases of the total effort. Early ver§ions of the materials were
developed by The Center in coopeXation with the vocational *
State University and at
eliminary testing'of the

the University of Missoun-Columbia

University, dnd University of Missoun-Columbia. .

. 1
Following’ preliminary testing, major revision of all atenials
was performed by Center Staff with the assistance of numerous .
consultants and visiting schotars from thro hout the country.

Advanced testing of thd maferials was carribd out with assis-,
tance of the vocationgl teacher educators and udents of Cen- .
tral Washington State Cvolilege, Colorddo State Upiversity, Ferris
State College, Michigan, Flonda State University, Holland Col-
lege, P.E, Canada, Dklahdma State University,\Rutgers Uni-
versity; State University College at Buffalo,'Temple Universityy,
University of Arizona; University of Michigan-Flint; %r{'vers;ty\of

Minnesota-Twin Cities; University of Nebraska-Lingoln, Univar- i
niversity
of Tennessee; University of Vermont, and Utah State Unliversity.

The @enter s %rateful to the National Institute of Education for
sponsorship of this-PBTE curriculum’development effort from
1972 through its completion. Appreciation is extended to the
Bureau 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 provisions of EPDA
Part F, Section 553.'Recc:§nltion of funding support of the

0 extended to.Ferns State College,
lland - College, Temple University, and the University of

0
nghiganxﬁlint. \ ©
‘ Robert E. Tayior

Executive Director —

*The Center for Vocational Educat:on{

THE CENTER FOR VOCATIONAL EDUCATION
754 0N 101 Unmersty + 1960 Karmy Rad + Coggmtnn Onvo 43210
~

The Center for Vocationg] Education's mission 18 to
v increase the ability of diverseagencies, institutions, and
organizations to solve educational problems relating to
individual careersplanning, preparation, and progression § ¢
.The Center fulfills its mission by*
» Generating KRowledge through research.
¢ Developing edudational programs and products
» Evaluating iidividual program needs and,outcomes
"o Installing educational programs and products. -
" e Qperating Information systems and services
® Conducting leadership development and training i
s programs
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\ . Matenals (AAVIM) is an interstate organization of univer- .

’ AA - re ]
: VIM

AMERICAN ASSOCIATION * \
. FOR VOCATIONAL * .
INST'aUCTIONAL MATERIALS ,

, Engineering Center

University of Georgia
Athens, Georgia 30602

. R )
The American Association for Vocational Instructional
sities, colleges and divisions of vocational education de-

voted to the improvement of teaching through better in-
' formation andseaching aids
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-~ Instruc}iOn in the various specialty areas of a  an individual vocational teacher, will be expected
-+, vocational education program must reflect the <o develop and update the courses of study to be .
+* ¥fapid changes taking place In today’s society. Stu- used in.your own occupational area. To develop - -
depts myst be provided occupationally related and/or update the-courses of study, you may be .
.. experiences which will hélp meet their neéds and  ‘asked to perform one or more of the several opera-
* .. ‘the special conditions gnd requirements of their | tions identified in the figure on p. 2

-+ . career choices. : “n .
; ey " A good vocational education course of study

describes who is 1o be tgught, what s to be taught,
how much time will be allotted to each instruc-
tionalgrea, and what references, resources, tools,
and equipment will be used. The course of study -
*outlines and provides structure for the various
units of instruction to be developed and taught.

* And, In turn, the units of unstruction become the
basis for developing relevant lesson plans to guide .
the daily student learning process.

The major role of the teacher in developing a -
course of study is to provide the technical input
and managenal skill necessary to select, schedule,
and plan for teaching the most relevant Instrug- .

* Wional units. You must do this in such a wa that '
evéry student Is actively engaged in & planned
learning activity at.all times. )

This module is designed to help you, as a teach-

. 3 * (4
. While several vocational teachers will probably ~ er, to develop the knowledge and skills necessary
be responsible-for deciding what an institution’s .to prepace and updatt_a vocational education

total vocational education program will l')e,_you, as course$ of study.
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© Objectives: <

Terminal Objective: While worklng in &n actual school
situatcon develop a course of sfudy. Your performance
will be assessed by your resource person, using the

S T e e s o s

-

¢ #

tions oﬁknled teachers, if necessary. Your resource
person may also be contacted if you havé any difficulty
with d»rectlo,ns Or_in asséssing . your.progress_af any

. B leacher Performance Assessment Form, pp. 47-49
@ (L}eammg Experience lII) t .
) Enabling Objectives: _ . .

1 After completing the requiréd reading, demonstrate
knowledge of the purposes and basic components of :
a course of study {Learning Experience 1), .
. 2.- After compieting the required reading. critique the
. . performance of a hypothetical teacherin a given case
. « study'in developmg a course of study (Learning Ex-
perience ). R

» ~ hd
¥ . R -

Resources - - ' . ,

»

A list of the outside resources which supplement those
contained withih the module follows Check with your
, resoyrce'person (1) to determine the availabiiity and the
location of these resources, () to locate additronal ref-
érences In your occupational specialty, and (3) to get
assistdmce In setting up activities with peers or observa-
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Learning Experience |

time .

Optional . PR
Courses of study (curr/culum glides, course out
lines) in your service area which you carreview

Learning Experience i
Optional .
A vocational teacher o[ curriculum specialist ex-
perienced n, developing courses of study with
whom you can consult.
Learning Experience Il .
Required '

An actual schools;tuat/on n wh;ch you can develop
3 course of study

" A resource person to assess your competency in
developmg a course of study

o

- . / :
This module covers performance element numbers 34-38 from Calvin J
Cotrell et al, Mbdel Cuysricula for Vocational and Technical Teacher

Education Report No V (Columbus. OH The\Center for Vocational

Education, The Ohio State University, 1972). The 384 elements n this
document form the research base for all The Center's PBTE module
development

¢
¥

' For information about the general organization of each module, genbral
procedures for their use, and terminology which 1s common to all 100
modules, see About Usmg The Center's PBTE Modules on the inside
back cover

\
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. - After compléting thd required reading, abrrior_n,ét:{éte knowledge of the
. purposes and basic components of a course of study. - ! ) &
. "‘ . . ' $~ 0N ..

‘

>
A .

s -
- .’

ﬁbu will be readirig the information sheet, T hg'éoqgsl\of Study,.ph.
” - \‘%)»’;@L. .

v ;
N, -
- N .

’l . )
{ .Optionab You may wish to locate and review caurses of stud iculum guidés:

' \‘Acﬁ""\’ ' course outlines), in your service area; Y
Y . v . Y .1 . 2 ‘¢ - . ’

.
‘

¢
1

N ~ . R
_— e e

You will be demonstrating ‘knowledge df the purposes and basic compo- |
nents of a course of study by completing the Self-Check, pp. 15-17. ~. ",
o, e . Y T T

]

b

/ "
1 v ge . C
“You will be evaluating your competency by comparing your'completed
sélf-Check with the Model Answers, pp. 19-20. ~ .
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Forinformation pﬁ the-purposes of developi‘ng awritten co

P

urse of study for
and the-essentiat etements of such a — ~ o
document, readthe following infcrmatipn sheet’

I
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. THE-COURSE OF STUDY

A}

*

]

'

A "course of study” js a vital guide to instruction
in a vocational program, yet it is almost invisible.
You are not likely to see 1t lying on the teacher’s
“desk, yau will not find it displayed on the bulletin

* board, nor does the teacher hoftl it in his/her hand

* during alesson to the class. Yet itis the foundation

" .for just about everything that goes on in the In-
structional program The course of study isin fact .

".

an official guide, or outline, which describes in
broad terms a particular vogational program or
specific course, its general objectives, the subject
matter of the course, and the resources necessary
for the achievement of the objectives.

Thidguide may be prepared by teachers, super-
visors, or by some combined group, and 1t is used
by teachers as a base on which to build units of
instruction, classroom lessons, student laboratory
activities, homeworkassignments, and final'exam-
inations. Together, the teacher and administrator
willconsult the course of study as they order new®

> equipmient for the program, or plan the construc-
tion of a new facility.*

. You might not be able to instantly recognize a
course of study if you did, By chance, find one out
in the opén’in a school. Depending on the enwi-
ronment in which they were conceived and de-
veloped, courses of study may be observed in a
variety of sizes, shapes, and formats. In various
educatiogal localities, they even are ealled by dif-
ferent names, Such as “course outhne”, or “cur-
riculumiguide.” oo

A course of. stud)"may be very thin and spare—
virtually nothing but/a simple outline of the tqpics

to be covered in the course. Or, the.course of study

’

may be a he\ty'yolu’me with great lists of tasks, -

scores of objeatives, detailed instructional plans,
evaluation instruments, instructional aids, project
” plaps. teaching steps, and reams of references.
Most courses of study will fall samewhere between
these two extremes, containing the essential in-
formation about the general objectives and con-
‘tent of the course.” ’

~

There are few generally accepted attributes of a
course.of study, because it often is developed to

v

serve particularly defined needs. Each vocational

service areatends to organize its course of studyto
best suit its owrr ways of presenting Instruction.,
School districts may develop their own format in
order fo make the course of study more com-
prehensible to teachers and supervisors within the
system.Inany gase, a course of study‘usually deals
inbroadouthnes, leaving the detailed instructiohal
Planning to those other two parts of.the teacher’s
planning responsibilities: the unit plan, and the
daily lesson plan, * . .

While the course of study describes an entire
vocational cougse or program in broad terms, unit
plans focus on ong section of subject matter in the
course They are organized around one or mere
topics,problems, or skillsfound in the coutse out-
line. They describe the teacher's instruction, the
student learning experiences, and the evaluation
procedures to be used. Still more specific is the
daily lessonplan. Derived from the plans foratotal
unit, the lesson plan describes exactly what is to.

taKe place in the classroom or laboratory on each -

day in which students are epgaged in a unit ‘of
instruction. The relationships among the course of
study, unit plans, and gaily-lesson plans are graph-
ically’ portrayed in ‘Figjire 1. ~

In addition to its being the basic planning guide
from which all the other instructional plans are

drawn, the course of study Serves several other:
purposes It is the official document which de- ~ .

scribes the scope and $ubstarice of the vocational
‘program As suchrit 1s subject to approval by the
school adminjstration and serves as a reference
when administrative decisions about the program
need to pﬁ made. .

-

For example, in a decision about the amount of
credit to be awarded students for completion of a
course, the course of study and its time allqcations

AN
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may be consulted When a school iIs 9 ing evalu-

" ated for accredifation. the visiting coé‘mttee will
usually examine.the course of study and note its
relation to the program faciity and~the student
learning activities As a new school buidirg is
being planned. the coursei%study Is used as one
basis for writing the educ@tional specifications

_ The course of study. howevér, Is not written by
administrators, but by subject matter experts AS

an individual vogahonal teacher, you may be-n-
“volved in a number af ways. Sometimes the guide

7.

$,5'developed by curriculum specijalists 1n the state
department of education and~furmished to the
.schools, or it may emerge from a university-based
cufriculum development laboratory Quite fre-
quently, the Igcal scheol syster'n takes yesponstbn-
ity~for the development of thé course of study.
involving vocational teachers ag members of acur-

_riculum development team e 7
In smaller school systems, or in ifdependent

technical institutions, 1t 1s not unusual for an indi-.
vidual teacher to be given sole responsibility for

. S
8
v

A
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‘the whole job, with the administration involved

2

only to the exteht of -giving final approval to the
completed document. itus not uncommon for the
vocational teacher to take over an existing pro-
gram and find an tnadequate couree of study that

ERS

PO PR

must be revised, enriched and;or brought up to
date Whatéver your specific participation, the'
basic developmentai processes will generally be
the same, and the final products will have many
similar characteristics.

.
e

Basic Components of a Course of Study . .
o S ' .
+As already mentioned, there 1s little agreément e who Is to be taught - ) ’

-as to what constitutes an ideal course of -study
.Different states as well as different service areas,

even within the same state, often utihize a different
structure and format for their courses of, stu Y. »

The six basic éomponents of a course o tudy
described here represent the minimum &ssential
eIements which are common to-many vocational
' courses of study The terms used to descnbe these

six components, however, vary from service area
to service area in many cases. The most common
variations found are mentioned in the following
descriptions of the various components,

Course Description
A course description indjcates the general in-

. structional areas of concern and the general goals

and purposes of the course. Several other phrases
such as “program’descriptlon " “purpose of
course,” and “nature of course” are sometimes

" used to describe the same thing. Specmc course

descriptions should mducatqe— . .

a

e what they are be taught *
e what degree of skill is to be attained
e where the training is to"be Used

\

AN

e general employment conditions ’ ?

The who specmes the.course entrant—junior,
senior graduate of a two-year program, individual
with two years' experience, etc From this informa-
tion, expertence requirements can be inferred if
they are not stated Aptitude and physical requires
ments are sometimes stated. These requitements

may become at least part of the critena for selec- . .

tnon of students.

The what identifies the occupation or part ofthe *

occupation for whigh preparation i1s to be pro-
vided—cafpenter, weider, file clerk, nurses aide,
etc The degree of skill to be attained refers to
the”level of ability students should have upon
completion of the course. The degrek of skill to be
achieved "by students will help’determine the
length of the,com}se

-Where refers to the job sitﬁatlon in which the
work will-ultimately be performed, thus further
specifying the boundaries of the coyrse. Condis

* tions refer to readiness conditions as well as to

physical environmental conditions (e.g., tempera-
ture extremes). s

The,course.description may include other rele-
vant and useful information such’as student pre-
_requisites (e g, all students must hav, completed
an mtroductory horticulturee class béfOre they can
enroll ifr greenhouse management) or the neces-
sity of student partncnpanon inon-the-job coopera-
tive training for a specified number of hours while
enrolled‘in the course’ The basis upon -which in-
structional content has been' determmedmiy also
be indicated. .

Sample 1 illustrates a course descriptiofi de-*-

veloped for an accountmg/computlng course of
study.

T




. ~SAMPLE 1 o

COURSE DESCRIPTION

The accounting and computing vocational instructiondl program shalibe a

two-year, e[eventh" and twelfth grad
dents for entry-level employment as

e program designed to ‘prepgre stu-
bookkeeping.and accounting clerks,

payroti clerks, pesting and billing machine operators, bookkeeping ma-
chine operators, and operators of programmable acgounting machines

and related déta-entry equipment.

-

The students will Also be taught the general office skilis necessary for
sﬁccessful employment in most office work. Typewriting, ffling, telepQone
. techniques, and the operation of calculating machines will be taugfitas .- -
they relate to the field of accou nting and computing. Youth activities are an .
integral part.of the instructional program in developing poise, gonfidence,
leadership abilities, civic responsibility, and communications skills, and in
giving awards and recognition, and as 'such will b& taught in both the

*  laboratery-and related instruction.

-~

‘. Thenstructiondl program content is'based upon an o&upataonal'angfysus
“of theacco unting field and adjwsted to reflect Iocaremploymer,\t needs and
opportunities as determined by the instructors,administrators, and advi-

sory committee. .
R \ 4
Course Content

A major portion of any vocational Course of

study will be concerned with the instructional con-

tent to be taught Content may be presented as
.togics. as units. as felated instruction, as Jobs to be
completed, as tasks to be completed, as common
competencies, as indiyidual competencies, as in-
structional areas, etc’ The use of unit titles and
instructional areas i1s probably most’‘common, al-
though recently. with the increased €mphasis
upon competency-based instruction, describing
content areas in terms of the needed competen-
ciés 1s gﬂnmg in popularity ¢

- J Regardless of the specific terminology used, the
course content section of a course of study should
cleatly indicate the specific knowledge and skills
to %e acquiréd by students Umit titles are often
presented 'in an action form sosas to ,.ndicate
clearly the Fpes of learning activity involved and
the type of learning outcome expected Some ex-
amples of action~orientéd unit titles for a two-year
accounting/computing course of study follow

¢ Operate Data-Entry Equipment
o Interpret Accounting Data < "
o .Record Cash Receipts  *

€ v

-

e Prepare TaxReports,

¢ Prepare Employee Payroll Records
"'e Operate Bookkeeping Machines .

« Maintain Inventory Records.

)

“Course Obje'ctiyes/Studtant Qutcomes
Coursés of study commonly specify the geperal

+ objectives or learning outcomes, to be achieved

More specific performance, objectives which iden-
tify in some detail the “how well” and thé “cordi-
tnoas" under which performance of specific be-
haviors 1s to occur are normally and more appro-
priately left to be developed as part of units of
instruction and/or daily lesson plans :

Course objectives typically focus on the overall

# abilities or competencies to be acquired bysthe

student, and.sometimes include the general occu-
pational standards of performance expected by
industry :This geperaltype of objective 1s intended
as a guide to aid the teacherinth evelopment of
student performance objectives once the specific
needs, interests, and abilities of His/hersstudents
are known and the specific standards of perfor-

. mance required by industry have been deter-

mined
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B | PERCORMMY S
OBUECTIWWES &

The followmg ar.e samples of eourse objectlves
which do not indicate any standards cr levels of .
achievement required
to develop agricultural competencnes needed
by individuals engaged in or preparing to en-
gage in horticultural occupations
* o tO deveIop an understandnng of,.and apprecia-

tion for, career opportunities in horticulture

. and the preparation needed to enter and pro-. _
) gress In horticultural occupations

to develop those abilities in human refations
which are essent1a| g hortrcultural occupa-
fions . -
to'develop the abilities needed to exercise and,
. follow eftectlveIeadersﬁlpmfulfullung ocgupa-
tional, social, and civic responsnbllmes \
, to provide supervised educatnonal experi-
€nces for,students tn the instructional area of-
retail fIOrlculture .

The, following are samples of course objectives
which do indicate, atleastto a general degree, the
standards of performance expected of students

‘Ihe student should be able to—

o 1dentify and explain the basic funttions of the
major parts of a chain saw, and explain its
operatnng principles with that accuracy re-,
quiret-to prOperIy 0perate and care for the
saw -

(RS

1+ Adapted lrom Careos Preparation in Forestry, A Cumculum Gurde lor
High School Vocational Agriculture (CO|umbus OH Thp Ohio" State Uni-
- versity, 1974) -

-

-

select the appropriate chamn saw to use for a
Job, considering the saw cagabiltties and
working condrtions such as bucking, limbi
* or felling. . )

prepare-to start. and start, a chain saw. includ-
ing refGeling, using the ptoper procedures te
prevent starting troubles and actidents .
opérate. and adjust ¢ eng|ne toad and working,
parts on a chain saw, using procedurps which

promote optimum engine effncuency and op- .

,eravor safety .. .

.0 properly clean <a c¢hain saw to prevent over--
heating. promote engine efficiency, and pre-
vent exf§essive wear due to dirt entering the
englne - v r .

Time Allocations

AnotheY lmportan; comtporient of the course of
study, “time allocatiéns,’ 'hdncates tHe suggested
amount of mstructnonal tome usually in terms of
hours or class ‘periods, that should be spent on
each. general instyctional area’ and,or on each
spebific unit’of instpaction | ~

It should be stressed that the fime allocations.
appearing in a.course of study should be viewed as*

a gude only, and not agcepted as hard-and- fast!

minimums thatmust be rlgldly adhered to. Rather
the time spegified for the various ‘Units: of instruc-
tion-will Trequently need to be adjuste to satlsfy
the training needs of a partncular group of stu- .’
dents

»

-

- Samipte 21s a time allocation tablefrom anactual -

core course of study for vogational agriculture,
This particular time atlocation table reflects the
, suggested nuMber of t1ass ok 1aboratory instruc-

“tronal periods (50 minutes each) that should be

devoted to each major xstructional area, du;mg

each of four years. . . .
MoOst tourses of study will f“urthe’eak down

the suggested time allocations on a unit-by-unit,

topic,"or block basis An example. of thisetype of
tnme distribution prepared for the instructional
“area,” D"a|ry Enterprise,” |s presented in Samplé 3.}
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SAMBLE 2 | _ -
[ . . ) . . '.‘v

fiME ALLOCATION TABLE .

T VOCATIONAL AGRICULTURE? - . L
SRl o "1 " Periodd Per Year
\jznilr;gi,t’i}‘:é;loﬁal Area _"- A . Sreowom " v ToTAL
"lé@?ﬂégtipﬁ;and Guidance - ; ) S :_. 0 _' 0 " 3\'8'
Sup“ervisedFarmmg lsrogram'sA\ L - T 17 ) 13’ 13 13 56
§ Farm Maﬁag;r'r'u;nt and Agric. Economibs L ‘ 20 : 169

) }‘Déi’ryxEntel"brise o -, 27 137-

-L’and' Use and Con§_erVati'o’n L
Forage Crops ~ ) . o ' "o Q 25 18
Corn Enterprise - 5 3 8 6 22
0
3

Small Grains - ~., 72 5 9 ~ 16
%»?{r. . ~ ~ - ) .
. Leadership Training . . ' 5 8 -~ 3, .3. 19

Agricultural Méchanics 3 © .0 U8g T 68 47070 476

Y A ’ v

LS D07t A0 170" 340 - 340 © 1020
PINN ’. ) P
a\\‘ *‘"’L %L

L,
X A

2 Adapted from “A Core Course of Study for Vocational Agriculture (Albany, NY TheUn wersnyo? the State of New York, The State Education
Department, Bureau of Agncultural Education. 1960). p 3 (Mimeographed) -
- ’
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A

2. Fitfing and showing dairy animals
3. Increasing efficiency in niilk

. I > " -a
TIME'ALLOCATION TABLE N
‘ié’% : RGN ‘ R
o : . . . e . hl ,
. 3 A t 4 . Ve N . hd
- T e A4 . v, > - -
E e - DAIRY ENTERPRISE3 . .
\ < : ' . : NGt .
B v : N Periods Per Unit/Season . - .
L4 1 . L] N
‘ Unit . ) : Ag1 Ag2 | Ag3 Agd
D1 'S'elécting'foundatibn animals for my farm- ) T )
-~ . ing program- ........ e e 7F ' A
D 2 Selecting foundation animals for the dairy . N ‘
¢ herd........... e e e 10F
D 3 Feeding dairy calves from birth to .six ‘ ’ »-
months ............... Prereeiead JURTP 10F .
D 4 Feeding dairy heifers six months and over 3F | © <
D 5 Managing and caripg for young stock .. .. 2w ,
D 6. Registering dairy styck................. ( 4F ,
D 7 Feeding the dairy herd ..¢........... ‘.. , 15W ;
D 8 Seasonal adjustments in feeding the dairy
. herd ... oo 8F-
D 9 Maintaining the herd health et 10F | - .
& D10 Planning our breeding program . ....... 10F
D11 Keeping breeding and health, records ... 5wW 2 Fe 2F
D12 Keeping production records . . .......... ) 10S aw 3w 3w
D13 Analyzirg production records .........° . - 5F 3F
D14 Using proper milking procedgres ....... 10w .
D15 Marketing theé products of the -dairy herd ) . 12°F .
| T Total . 27 27 . &7 264 137
o - v s - * - ‘e i " - .'m\
N k e ) "o -® ° .
Supplemental: =~ - . , ' T
1. Care of the dairy cow.at calving time . 7
[ eaad v

production through (1) prober milk ﬁandling equipment (2) barn

arrangeinent (3) material handling (see agricultural mechanics section)

-

3 “A Core Course of Study for Vocational Agniculture,” pp. 5-6,

“ ' .

Note that in this particular time allocation table,
the season (F-fall, W-winter, S-spring), as well as
the number of instructional periods per unit, are
given. This feature is important in production ag-
riculturacourses of study, because the timeliness
of a particular unit of instruction can add rele-
vancy. For example, teaching a unit on "Selecting
Seed Corn” in the spring is more likely to be mean-
ingfutrand provide oppoHunities for immediate
application than if taught in the fall. However, time
of year designations are not foynd in most course
of study time allocation tables.

b ~

~

'References and Audiovisual Materials

Most courses of study provide a list of related
printed references and audiovisual materials. Al-
though selective in nature, lists contained in core
courses of study and curriculum guides frequently
provide more references than would normally be
required to teach the various units listed in the
course of study so as to give the teacheg an oppor-
tunity to make his/her own final selections.

The following is a partia list of suggested refer-

[ 4

.\' 1214 . : ’

.
)‘ :




1 . , .
‘ e -

i — - » '
ences for instructional units in vocational agricul:  Tools, Equipment, Supplies, and
4 i spsas .
ture” . ) Facilities L ‘ .
e ABC’s of Hand Toels. Detroit, Ml. Genéral .
Motors Building, Public Relations Staff 28 The fiial section of most courses of study con-

pages. tans a list of recommended, tool egunpmgnt‘and
e The ABC's of Spray Equipment Third Edition’ supplies needed to. teach the vh;wwcon-

Toledo, OH: The De Vilbiss Company, 1954 64 tained In.the course of study. For example, the
pages. . following partial ‘list of tools, equipment, and

e Advertising and Promotion. Columbus, OH: supplies might be recommended for programs in

Jhe Ohio State University. Ohio Agricultural agncgltural mecha‘mlncs.
Education - Curriculum Matenals Service, » Drill press - variable speed
1971. 32 pages. Arc'welders - 225 amp. A.C.

¢ Agribusiness: Metal,@Vorking. Montgomery, Carbon arc torch - Sptional-
AL: Alabama State Department of Education, Acetylene welder sets - with two stage reg- .
Agricultural Education Seyvice. ulatdrs ‘ ‘

. e Agricultural Business Procedures Urbana,IL: . e Oxygentanks . ¢
University of lllinois, Vocational Agricultural " ¢ Acetylene tanks

Serv,ice. 32 pages. . ‘~e Cylinder trucks
e Agricultural Mechanics — Equipment. Col- Steam jenny
lege Station, TX: Texas A&M University. De- -

partment of Agncultural Education, 1967. 5Q0 o Electrical engraving tool
pages. . ‘ e Clutch aligning tool

o' Agricultural ,Mechamzanon A Guide for The quantity of itemis and the amount of facility -
Plannigg Occup‘at/ona/ Programs. Albany, space needed will, of course, depend heavilyupcn
NY: The University of the State of New York,  the number of students to be enrolled, the nature
Bureau of Secondary Curnculum Develop- . of the learning activities to be used, and the length -

., ment, 1969. of the course offering.- .. . 4

o Agricultural Salesmansnip. Course Outline A sample partial list of some suggestions for -

for Agricultural Machinery-Service Occupa- — planning facilities in agricultural mechanics is
tions. Columbus, OH: The Ohio State Univer-  shown in Sample 4° oo

sity, The Center for Vocational Education, ‘

1965. 32 pages . ) o

>

4 Adapted ‘from €areer Preparation in Agricultural Equipment and
Mechanics, A Curriculum Guide for High School Vocational Agriculture
{Columbus, OH The Ohio State Unwersity 1974)
w
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SAMPLE 4
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i
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TR

B

FACILITIES SUGGESTI|
R — .‘.( . 4&,? o
' 'SUGGESTED FACILITIES

¢
3

- , "' @ND MRCHANICS  © * ~.ileg/
.| The natare and extent gf the fagiliti ded f,g&r%gg‘rjt}u?t‘uj

"+ -and mechanics instruction will 6
the planned use df the facilities by’

OSs.

PPN

Y AR T T
AGRICULTURAL EQUIRMENT = . \
al equibm_en,t‘
d By the projécted enroliments,
educatjon and éther groups,

-and- the areas of emgHasis to be' intluded in” the course ‘of study. The

Yacility planners and arghitects.
SpacQ‘Alloi:atibns , 1\‘2

suggestions‘which follow are to be considgred Only'as/g,uf'des for schod! .
. i;?‘ ; LA e i

4 [
. " -“ I

4

Rgcdr'q’r_nénde'd minimuiﬁ'spa‘ce gjlocagjghs.for ac or_ffmqéatir'agl,'twenty.

studentgper section inc;'gyde:i ;
classroom—750 squafe feet .

l.é

. < o=
4 [y

office/conference roomi—200 square feét = : ‘ .
shop or laboratory—7,0Q0 square feet -~ - . * . '

.

* outside pavey, and fenced storage area—8,500 sqjLiare féet, of whlir/ .

1,500 square feet is covared by rdof

- Classroom ™ =
The ¢lassroom should be equip

N -
.
v -

4 P U |
with movable.tablés &d chairs to

accommodate a‘minimum of tweénty.students, a tack board, sufficient -
chalkboard space, a teacher's desk or movat;le,teaéher‘s ‘workbench,

filingscabinets, shelf space, a,projection screen; and adequate electrical

_outlets. ’ oy

* °. Asmalldisplay and sales counter witha cash register &nd calculator can be

" set up for students to use. Such, equipment may be obtained from the
agricultural business supplies and service-program when such a program °-

. is offered in the’same school. *

L

¢

Censideration should be gi\/en to providing an entrance from tpe shqp,to""ﬁ-”f‘?g‘“
- the'classroom of at least 7 feet wide to permit bringingshop items into the . -

classroom when. desireq.

3
»*
P S
-

5 Career Preparation in Agnicultural Equipment and Mechanics, p 8

- i
»

In addition to the “space allocations™ and .

~“classroom” sections presented in Sample 4, the
curriculum guide referred to also contains rec«
ommendations regarqing other important aspe ts
of facility planning such as specifications for an
office/conference room, a laboratory, the floors,

doors, tool storage area, logker facili'ties: hghting,
. ) ; s , Y

/ 2

PR Y

- .

L)

v

. ventilation, electrical service, water, heating, com-
pressed,air, etc. While not gl guides o courses of
'study wilj nead to address all of these areas, those
areas which are of special concern to the particu-

. lar pragram of course being offered should be

- . described. .o

1




aa sthlle the six components described tn this in-
formation sheetare notalways foundinacourse of
study, there is generakconsensus that each of the
domponents descihked here :should be present
In any yell-dgvelo;}d\course of study In some L COURSE TESCRT™on
states, a course of study 1s more broadly defined : o
tp' includgz -such areas as specific tnstructional | 2 COURSE ConTeEwy | ..
managemient “strategies and specific learning - : )
andeval/ ation a{ctavultles: In most states, however, .~ 3 UPURSE OBLECTWE [STUDENT OUTCONES
these areas are included in either. the .more de- . . ' .
tailed units-of instruction, or the even more de- 4 TIME ALLOCATIONS
tailed lesson plans.® ‘

>

™ bt
——

s RererReENESs ¢ AV MateriaLs 5.

7s - .

6 Togan skillindevelogng unitand lesson plang you may wish to refer Lo @ 'Too;s. £ QUIPMENT,S0eeLES, FAGLATES
to-Module B-3, Develop a Unit of Instruction And Module B-4 Develap : ~ v
a\Lesson Plan > . N

- (]

/’ /dm famihiarize yourself with the scope, content. and format of courses of

‘ { " studyinyour service area, you may wish to contactyour resource person or
Optional* “ other experienced vocational teacheér, the state department of education,
Activity or a local schpol administrator or supervisor, and ask to review courses of,
study, curriculum gufdes, or course outlines prepared for vocational
" Y. courses Or programs in your.service area or occupational specialty

. . \ SR
The following items check your com'prehensnon of the matena‘fi‘ﬁ‘m the
informiation sheet, The Course of Study. pp 6-15 Each of the five items
requires a short essay-type response Fflease"respond fully. but briefly and
make sure you respond to all parts of each item- .

T Tyy=

’

-
'y

)

-

. SELF-CHECK

1 Explain the relationship of asgurse of study to a unit of instruction and a lesson plan
. . 0”

’ N
L3
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2. Outlhhe the major poins that should be addressed in a comprehensive "course description,” .
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"fg v -3 Precns measurable student performance objectives are usually not found in voca’uo urses of
study. Explam the reasons for this. . . i
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4. Why are “time allocations” an essential component of any good course of study? *
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5. Reactto the statement, "' There iscommon agreement among the various vocational services areas as
to what constitutes a good course of study format.” '
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Feedback

. swers given below. Your respo

Co?np'are your written responses on the Self-Check with the Model Ah-

4

nsesneed not exaetly duplicate the model -«
responses, howeyer, you should have covered the same major points
' Y A :

4

—p—

2.

)
¢

'MODEL ANSWERS -

. 1. The course of study describes in general terms

Jisted in the cour

- structign:
Thus, q‘antten course of study or course out-’

-

the ‘objectives, subject matter, and resqurces
necessary for an entire vocational course or
program. As such, it is the foundatign,for the
more defailed instructional plannind a voca-

_ tional teacher does when developinggunit and

lesson plans. A unit of instruction fgfuses on
one topic or skill or section of subjfct' matter

on oneor morestudent performance objectives
to be achieved during a particular. unit of in-
(Y N ~

line might indicate that students are to develop
human relations abilities. On the basis of that
general guideline, a teacher would develop
more detailed plans, in the form of unit and
lessop plans, describing these abilities more
specffically, and how (learning activities, evalu-

content portfon of the *
course of study. The’daily lesson plarf focuses -

. describe

v i

P -
A

. . X
The course of study does not indicate to the
teacher®exactly how a particular topic or skill
should be taugh, or exactly how students’.per-

.» formance Ys to be measured.\t is developed

before the teacher has become familiar with the
needs, interests, and abilities of his/her indi-
vidual students, and before the! specrfic stan-
dards of performance required by industry have,
been determined. N o .

Course of study objectives can and should indi-
cate the geng | occupational standards gf per-
formance re®uired. Specitic, measurable sfu-
dent performance objectives are found in the
teacher's#mt and lesson plans. These plans
ow a particular teacher will teach

a particular group. of students a certain skill

“or piece of information, the conditiong under

-

which that Jearning will occur or a competency » 4

will be der#onstratgd, how well students will be

expected to perform, what €valuation proce-

ation procedures, etc) these abilities widl be dures will be used, etc. i
developed during classroom or laboratory in- 4 1|5 \mportant that vocational teqgers, in mak-
§tructlom ; . - ing 'their detailed instructionalkls for units .
The course.description section of a course of and lessons, havea general idea®™f how mueh v
study gives a general overview of the natureand _.time should be" spent on a particylar area or
g of a~xcourse or program. It indicatgs— topic. These suggested time allocations repre- . ‘o
. , sent judgments (by the vocational tgacher and
. “’h°f is to be tat:jght (e.g., eleventh and olners experiiced in the occupations cur-
twelfth grade‘stu ents) ' riculum specialists, etc.) about the relative im-
o what they ar4o be taught (e.g., bookkeep- portance of a particular topic in a cqurse, as
ing, ggneral office skills, etc.) well as the average amount of time i should’
o what degree of $kills is tq be aftained (e 9., take to cover it. For example, the suggested
entry-level) . - . time allocations in an atcounting/computing - .
e where the training 1s to be'used (e.g., an course of study might indicate thaf more-time
© accounting firm) ) should bésspent on, and will be needed to cover,
o general empléyment cofiditions (e.g., a specific bookkeeping and accounting skills t
one-secretary office versus a firm with a than on generdl officé procedyres such as fiing
large typing/secretarial pool) and answeri t!‘fentelephone. : .
Avocational course of study or course outline is “These suggésted time allocationg,do ndt, of
intended as-a general guideline for teachers to . course, take into congideration the unique
help them ‘as they plan specific learning ac-. nkeds of an individual group of students. Thus,
tivities for students, and for administrators to they should be taken as general guidelines to
help them as they make decisions about the help imsbeveloping unit and lesson plans, plans,
vocational program. It describes the overall which should reflect the actual clagsroom and ‘
abilities or competencies students completing school situation as much ag possible ..
‘a course or program will be expected to have. ” e .
- - . ' . g 2 1 A . ‘
- . - s
N 19 gﬁ a2 Ty
ot
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. Y . B
5., On the contrary, there is little agreement among needed tn a course of study, what information
the various vocalional service areas as towhat ,  shéuld be supplied, and what should be left to

¢ constitutes agood course of studyfgrmat. Each’ " the planning ¢f the individual vocational.teach- *

service area hasfi,t wn*way of presenting in- er or department.
struction, and dsually-organizes the course of

' at structure (e.g., a twdfver- .

¢.5Us a four-ygar+prpgram; a program which fo-

“cuses on thd project method of irstruction; or a.
program .of/cooperative education and related
instructiogi): In addjtion, varioug service argas,
school djstricts, and/or state deparimetts will
Jnake decisions about, hoyv much deta‘II is

However, regardless of the degree gf detail and
the organization, most developers of courses of
study agree tpat the docufent should outline
the general objectives, subject matter, ant
%esources of a course or program_if i} is to
e useful to teachers and administrators as a .
_, pldnning guide. :

‘s

d ¥

. ¢ . .. - —

LEVEL OF PERFORMANCE: Your cempleted SelfsGheckbhould have covered the same major points as.
the Model Answers |f yoa missed some points or have questions about any additional points you made,
review the material in the iﬁformahtip'n sheet, The-Course of Study, pp. 615, or check with your resource

person if necessary. el . .

-




‘Learning Experience |I

) .
DA Lo OVERVIEW

.

. R Activity -
D

~
»

. - ri . »
Enabling After c_omf)leting the required reading, critique the ‘perform
Objective i :~1bypothetica} teacherin agiven case stud} in developing acourse0
’ o R

.
(]

. . . N .. . . L

} AgP | . <,
You will' be reading the information sheet, Procedures for Develdping a'
Goarse of Study, pp. 22-3¢. - * -

AY ~

-

’
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. . . . - 4 - . .
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{ e ¢ You may wish to locate and-meet withi a vocational teacher or curriculurn
“Optional specialist experienced in developing courses of stud%.“ toreview and dis-

’ _ ‘cuss the procedures hg\;or she has followed in devel6ping them.

¢
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You will be'reading the Case Study, pp.40-41, amd \Writing a critique of the

performance of the teacher described. - ) ’

N ) . s
L T -

Yog' will be-evaluating your competency in critiquing the teacher’s perfor- -

mance in deVeloping a course of study by comparing ‘your completed .
| critique with the Model Critique, pp. 43-44. .-
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Activity

information sheet:

For jnformation on the steps and procedures to be followed in developing -
the six camponents of a well-developed course of study, read the following

~

PROCEDURES FOR DEVELOPING A COURSE OF STUDY / - -

Examination of the components efa-completed
course of study does not show how it was de--

veloped, nor does it indicate the bases or dataqn .

which it was constructed. It is the processes used
in the development of a course of study which-are
vitallyimportant to its final usefuness'and success
in‘preparing students for the occupation. -

IQ?; R :

iy

If the developers uge faulty or careless: proce-
durés in the production of the document, the final

<

Prepare a Course Description

product might have ajl the agpearances of a good

course of study, and yet be worse thah useless. If,

for example, the subject matter content is based
on intuitive-hunches or personal preference, rath-
er than verified procedures, students and teacher
may waste valuable time teaching and learning the
wrong skills. .

v

This does not mean, of course, that there is only
one possible method of developing a course: of
study, nor does itimply that curriculum developers
know all the answers to the-complex questions of
what students should learn, and how teachers
should instruct.However, enough is known to pro-
vide a basis for developing an effective course of
study on which to base your instruction.

.Most curriculum developers would organize the
work of developing # course of study for voca-
tional education into eight major tasks. Each of
these may involve several sub-tasks, and some
would‘inclucje input from outside sources. The
seguence of tasks (the steps) in developing a
course of study are shown in Figure 2. Each of
these steps will be discussed in the section that
follows. .

-

Because the course desgription indicates the
basic goais and purposes of the course~ffmust be
the first component of the course of study to be
developed and decided on. It is not to be applied
as ornament to & vocational course that already
exists. The purposes of a course evolve out of the

goals of the entire’school, the goals of the total .,

vocational program, and the goals of the service
area.’” In preparing your course description, you
need to examine existing statements of the goals
and objectives of thé total educational program,
the total v.ocatl_onaf program, and your service area
to help determine the basic*purpose of your course
and ensure that itreflects (is consistent with) these
broad goals and objectives.

~

)
7 To gainskill in developing vocationa! program goals and objectives at
these levels,’ you may wish to refer to Module A-6, Develop Program
@Goals and Objectives . 3

-

\
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For gxample, the school and the total vocational
pr may have as a major goal that of provid-
ing oportunity for students of all abilities to pre-
pare for employment in the community. The voca-
tional agriculture program may provide for student

and community needs in agricultural occupations;

the purpose of the course in lawn.care may be to
provide students of moderate abilities the oppor-
tunity to find useful employment in ari occupation

- of growing demand.’If it is difficult to specify and

clarity the goals and purposes of the course, there
may be some seridus question as to the value of
the course jtself. « ’

Once you have stated the broad goals, ypu are
Jeady to address the five elements of the course

~description: who is to be taught, what they are to -

be taught, what degree of skill is to be attained,
where training will be used, and what the general
employment conditions will be.

24
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" Keep In mind that these. decisions will at this
point road andgeneral. You c©an say that the

“*course 15- designed to train sgudents who are

juniors of moderate abifity (who) in the entry-level
skills (Begree of skill) needed to gain employment
gs cook's assistants at fast-food sgrwce operations
(where). You can say that employment opportuni-
ties in this area are numerous; that, locally, further
on-the-job training is provided; and that employee
benefits are adequate (conditions) And, you can

3

a

bro,adly'descrlbe the final element (what is to bex
taught) by saying that students will be taught skills
in applying for a job, preparing and serving food, g
stqcking}food, ensuring safe conditions, etc

However, until you have actually completed all
the steps involved 1n developing yQur course of
,study, you cannot be more specific. The course
description should be broadly stated, designed to
provide a framéwork and a guide for the further
.devetopment of the course of study.

. FIGURE2 - - °

»
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' & Occupational Analyses -

Ateacher.develaping a €ourse of study may find
that a course description already exists and needs

- simply to be rgviewed and brotgght up to date in
light of current student interests and needs, and

. occupational, requarements The vocattonal pro-

gram adwsory committee may also be used to help
the' teacher clariy the goals and purposes.of a
-specific course - o

r
- ’

.

< a

.

-ldentifying exactly what is t6 be taught is the

. burpose of this second step in the procedures for .

deveIQprg a course of study Quite obviously, this
stepu.ls Critical, not only to the success of the
docurlnt, but to the valud of the wholg occupa-

tiorfal program An errorin thinking at this stage of -

the process can lead to-a pragram from which

’ Pregare@Lis-t'of Relevant OccupationaI:Tasks , .

students leave ill- -prepared to-enter their chosen °

-, occupatIOns In recént years, teohmques for rden-

ttfylng relevant occupational tasks have been
* given increased atténtion, which should improve
the'effectiveness of vocational- progrems

¢

-

Task lists for a specific vocational program can

* be'derived from an oecupational anatysis for the
particylar occupation An occupational analysis
involves gathering data from workers and super-

- . Visogs In a given ocgupation, and,results in a

. lengthy and detailed list'of the tasks performed
~ on the job by these workers ]

'You'-r school system ma;l have ¢onducted an oc-
cupational analysis gs part of the preparation for
insalling the new vocational education program,

" or the state department of vocational’ education

may have furnished an occupattonal analysis
to your school for curriculum_development pur-
poses. If an analysis js already available, it sh0u|d
. be used as the bale

" tasks. s

If an éna]ysis 1s not already available, there are

several ways that one may be acquired. " -

”

e It 1s possibie for the vocatjonal teacher or
school to conduct an eccupational analysis.
This is a Ien'gthy and complex process.® -

e You may locate sources of occupatmnal
analy$es through your bureau or dwision of
vocational educatian at the state department -
of education. .

e .The Center for Vocational EducatIOn has
T avallable three directories of-tasklnventorﬁ‘s
. ing . 600-700 occupations,” which’ yqu

s consult‘-’

From the occupat|0nal analysls you must select
those tasks which describe rfot onl) the oocupa-
" tion specified In the course descrlptlon but also
the occupational level. Tasks: performed by an
entry-level auto,mechanic, for example, will very
likely differ from those gerformed bya journeyman
auto mechariic.

As ybu examine'the occupational analysis and

- attempt to jdentify the tasks: appropriate to your -

.

for |der)t|fy|hg occupational .

course, you should apply three questions to each
task you consider.

e Is the task actually performed by the Ievel of
worker you are going tq traih? fFhe worker
must be competent in those ¢asks basic to the
level at which he/she wishes td enter, and the
training must be such that students can im-
medlately apply the competencies on the j job,

" e Is the task cntical to the job success of this
level of worker? If tasks are dentified which
< can make a differsncg between jop success
< and job failure, and students are taught to
perform these tasks, they can bptimize theire,
job pe'rforman’ce -
‘e Is it feasible fortheSchooIto provide instruc- .
" “tion in the task? Some tasks can be learngd
“readily in a {ormal educational setting_.Com-
petency in other tasks, bécause of their na-
ture, can be d®veloped only on the job. If an
occupational competency does not lend itself
ta formal in-school training, then it should not
be included’in the course outline.

N -

¢

-

* M ~

8 Togain sk||l in conducting such an analysis, you gy wish to refer to
MddMe A-7, Conduot an Occupational Aralysts

9" The D;reclory of Jask Inventories (Columbus, OH The Center for

Vocahonal Education, The Ohio State,University, Vol, I—1974, Vol ll—
5. VoI 1i1—1976)

1

<

-
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Once thelfasks of the desired occupational level listing’ ihould be prepared with caré, you should o,
have been identified, they should be placed inalist . remember thatsince preparing a course of study is A
similarto that shown in Sample 5. The tasks can be a developmental process, changes can be made in {

grouped according to duties, or they can be leftin the results at any tjme. ' _
. a random order at this point. Though Such task

SAMPLE 5 . L

OCCUPATIONAL TASKLIST "% © . ..

\

Grocery Store Cashier-Checker'?

s

Manipulate cash register keys S ‘
Determine unit price of multiple-priced items .‘ L
Process cash refunds '
Write customer’s charges . -
Ring up orders of merchandise on cash register
. Calculate sales tax ) -
. Change cash register receipytape - : ~ .
. Refer customer's complaints to proper store authority
Change prices on pre-stocked merchandise
Identify acceptgb?g checks . .
. Issue trading stamps . : : .
Fill out a cash register daily balance form .
. Correct cash register errors _ * LT
. Steck merchandise in racks and on shelve \
. Record customer’s requésts for merchandise - . .
. Accept Consumer coupons ' '
"~ Check out Fedéral Food Stamp purchases e
. Price-mark merchandise L , P
. Prepare cash drawer for daily business
. Adjust cusfomer's complaints © - -t
. Prepare check-out area for business
. Bag customer’s orders of merchandise
. Accept and record customer's accounts recgivable © |
. Weigh, price-mark, and bag produce
. Answer customer’s inquiries

26. Process bottle refunds
' . 27>Make change

¥~ . N

©oNOoOROND

- @
' [
I3
'(-
- ' .
PDORN = = b wmh b bl

~ .

N 1
W N

N N
[$2 0

y" C . » '

10 Taken From A Catalog of Performance Objectives, Criterion-Referenced Measures, and Performance'Guides for Grocefy Store Cashier-Checker
(Lexington, KY Unversity of Kentucky, The Curricuium Development Center for Kentucky, 1975) Topyright by the Vocational-Technical Education
Consortium of States {(V-TECS), 33 catalogues of objectives are avavable from thi$ consortium to persons in the 16 member states
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* Other Me:thods

Using the results of an occupational analysis is

- not the ohly way to identify the skills to be taughtin

ayocational program. In fact, the scientifically de-
rivad analysis, employing random samples of in-
cambent workers and sophisticated data process
sing techniques, is a relatively recent develop-
ment. Traditionally, othrer methods of identifying
occupational tasks have utilized expert.opinion in
‘some form. “a

. One soufce of expert opinion i$ found in previ-
ously developed eourses of study and curriculum
" guides. These may be available to you from your

CHRR3E of SO

CIRRCvt IM

RN ) U]

. own schoal, from'your state department of educa-

tion, from vocational curriculum laboratories, or
throygh the National Network for Curriculum
Coordination in Vocational and Technical Educa-
tion—NNCCVTE (a network of six regional centers
funded by the U. S. Office of Education to facilitate

the uniform sharifig of curriculum materials on a -~

natianwide basis). .

Courses of study and curriculum guides de-
veloped by others may be of great value to you in
identifying the tasks or topics of instruction that
professional workers in your occupational area
déem to be important. These documents may also
include desirable related instruction topics, and
material that may be useful te you as you construct
other compenents of the course study. There
are two cautions that you need to keep in mind as
you review courses of study for possible adapta-
tion to your,own program.

.

¢ o Theé goals and aims of your program, and
those on which the course of study is based,
may be somewhat different. These differences
must be carefullV’fal&en into account, and the
occupatidnal tasks*Selected accordingly.

e Any curriculygy guide or outline may not be
completely current. In a fast-moving techno-
logical world, it is difficult to find printed mat
terials that are up to date, so the teacher using
such material will neegl to review and update
the information carefully.

—> | " iy
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There are other sources of information that can
be’used as rgsources foridentifying occupational
tasks. Current textbooks, reference books, and
manuals in the occupational area are often or-
ganized around tasks. Technical periodical {itera-
ture (magazines, joyrnals, pamphlets) often de-
scribes new jobs operattons. Government
documents may be a rich source of occupational
task lists or gescriptions of new skills being.used in
the field. These kinds of sources can be used indi-
vidually, or they can be used as a check against
each other to make sure the final task list or topic
list is as complete and up to date as possible.

Verify Tasks and Topics

Whether the course content is generated from
textbooks and other reference documents, expert
opinion, or task analyses, it is important that you
proceed to verify the task and topic list to ensure
that it is appropriate to your specific program and
local needs. One of the best and most convenient

-ways of doing this is to involve your advisory

committee in reviewing the list and suggesting
improvements. +

The advisory committee should examine each
task or topic separately, decide whether it-is actu-
ally performed by workers in your local area, and
determine whether the task is critical to' the job
success of the worker. The participation of the
advisory cdmmittee in helping select'and verify the
validity of course content will hot only strengthen
the instructional program, but will enaourage their
futuse support of the program. ™

Cluster and Sequence the Topics

After you have developed the lists of tasks and
topics, you are ready to organize the tasks into a,
logical learning sequence. First, the tasks need to
be grouped or “clustered” for instructional pur-
poses. Acluster, inthissense, is agroup of tasks or
related topics that should be'taught together. A
particular lesson or a unit of instruction may cover -
just one occupational task, or several. There must
be some rationale for the cluster.or some relation-
ship among the tasks. The rationale may be hased
on instructional efficiency, educational logic, limi-
tations of e'guipment. size of task, etc.

- The tasks, or clusters of tasks, then need to be.
placed in a sequence, or order, to form the cotn-
Pplete instructional program. The sequence must

, be constructed so-as to make educational sense

and maintain student motivation. There is no sim-
ple formula or set of rules+that can be applied to
developing the sequence. The teacher will need to
draw on his or her professional training and occu-

. pational experience, and may have to enlist the aid

of consultants or members of the advisory commi7

_RE hr
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- “tee to decide at just what point in the program the
student must accomplish each of the tasks. The
following guidelines should be considered in the
clustering and sequencing processs

/ Develop.the sequence of tasks™and topics by

using the nature of the content as a guide.

' Progress from simple notions to compl

. principles, from basic tasks to those re
a high level of skil. Analyze the

n of a seqyen-
hown in Fidure

1’,_

3.

e Consider the location of expenenaas‘ nd the
resources reguired for various tasks Some
topics relate to subject matter knowledge jhat
may be completed in the classroom, ohers

_ require spegial laboratory facilities or urrusual
‘amounts of time. Still other tasks rnay require
work o’ a job site Availability of laboratory
and f{éld settings may determine the order in
which experiences may occur

+

NN

.

. e The ways In which students learn (the psy-

_chology of learning) suggest another consid-
eration in sequencing and clustering tasks or
topics. Gonsider student interests, concerns,
and motivations. Vary the tasks so that highly
motivating tasks will be interspersed among
more routine ones.

¢ Consider the instru¢tional and learning ef-
ficiency of grouping tasks. Tasks that have
knowledge and skill relationships, which can
be readily learned together or are convenient
to teach simultaneously, may be combtned to
foMn larger topics. o

A . sequence of tasks for the grocery stores
cashier-checker is shown in Sample 6 The tasks
are clustered, and are in the order in which they
will appear in the final course outline and the order
inwhich they will be taught. Each cluster has been
summarized by a topic heading. The left-hand col-
umn presents the major topics (clusters), the right

. column shows the tasks that comp@e the topics

Preparé.Genéral Objectives for the Course

The third major step in the coursq/of study de-
velopment process is the specification of overall
course objectives. There is little agreement as to
the form that course of study objectives should
take. Some educators feel that course of study
objectives should indicate only the broad pur-
poses or gqals of the course (e.g. To develop
competencies needed by students engaged in or
preparing to engage in horticultural occupations).
These educators feel that specHic (and appropri-
ate) student performance objectives can be de-
veloped only after the teacher knows the specific
abilities, interests, ‘and needs of his/her students
and the amount of time that can be devoted to the
particular topic of concern. ’

. Others _feel that course of study objectives
should be very specific, stated in performance
terms, measurable;-and with the conditions de-
scribed (e.g., Given prévious classroom and labo-
ratory Instruction, the student will be ablerto list

~ and demonstrate the ten steps recessary in de- -

signing a corsage, wedding bduquet, and cen-
terpiece) - i :

LS

. The best approach is probably between the two

extremes. A course of study shotld indicate in a
general way what the student will be gxpected to
do after completing the course. This means, then,
that student performance objectives which specify
the terminal behaviors, conditions$, and specific
criteria of acceptable performance should be de-
veloped as part of the jesson planning process
rather thamas part of a course of study, Thisis nat _

’ N
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to say, however, that the general objectlves con-
tained in a course of study cannot or should not
" specify anything with regard to the general occu-
pational standards of*performance expected by
industry. Identifying these general occupational
standards can make your course objectives more
useful bases for plaf\nmg umts and lessons.

/.
FIGURE 3

.
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How, then, should the course of study objectives
be developed? Once the important topics that will
constitute the course content have been deter-
mineg, the topics clustered and finally sequenced,
you are ready to look at the major areas of instruc-
tion that your course will deal with.

CHAIN.OF COMPETENCIES FOR BAKING COOKIES ~ *
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_ SAMPLE 6

' COURSE TOPICS

»

Topic

GROCERY STORE CASHIER:CHECKER

P

Task Clusters

- - 7
N
-

.

Operating the cast; register ,

-| ®anipulate cagh register Keys

Correct cash register errors
Change cash register tape

-

~ ’ IR
Calculating ynit price of multiple-priced items

Determine unit price of multiple-priced items,

-

>

-

" Calculating sales tax

-
3

\
-

Calculate sales tax .

Checking out loose proddce

. L4

$

¢ ~
L)
4

Weigh, price-nfark, and bag produce

.

~
4

Handling réfunds
A

Process cash refunds
Process bottle refund®

-

. A

i Handli'hg_trading stamps and coupons . '

@»

Accept consumer coupons
Issue trading stamps

hd i
.

Atcepting customers’ payments

2

. . o oo
Identify"ac¢eptable checks
Make change

Write customer’s charges
Accept and record customer’s accounts re-
celvable

'Y

Preparing for work '

¥

Prepare check-out area for business
Prepare cash drawer for daily business

)

Checkingjo’ut customers

.
-

Ly

Ring up orders of mercnandlse ori cash regis-
ter
Check out Federal Food Stamp purchases .

~

3}
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J;ask CIuster,'g

Y

-

. _" o ‘y . \ .) ] ,
Fill out a cash register daily balance form .-

=

Bag custo’h;er’sf orders of merchandise

. .

a%é[ﬁféi?}_fhgj’goédfcuét_pmer relgtions .

’

4

B B

Answer customer's inquiries, - '
. Adjust customer’s complaints.

Refer customer’s. complaints fo proper store
" authority L .

Record customer's requests for merchandise

P

-

jgobking'h‘erchandlse - )

A -

’

‘Price-mark merchandiss ' '
Stock mercharfYiise in racks and on’shelves
< Change prices-on pre-stocked merchandise
. \ : LY

' . >

-

N ’ [J

In an automotive mechanics course of study, for
example, a major instructional area might well be
that of “mdintaining and rePairing‘fueI systems.”,
Such an instructional area' might be concerned
‘with 20 or m“orgojop tasks that may have been
derived froman Ccupatjonal analysis survey, as
illustrated ih Sample 7.\ - :

While specific student performance objectives
for a lesson plan might pe developed for each of
these occupatipnal tasks, they are too narrow for
the'development of either unit or course of study

* objectives. Note that several of the tasksdisted in
Sample 7 deal with carburetors (tasks 1, 5,7, 8, 10,

. and 22) and two of the tasks involve emission con-
trol systems (tasks 13 and 23). In this situation, the

, - related tasks probably shauld be consolidated and
their respective steps or activities ihtegrated. If this
‘type of action is decided upon, one or more gen-
eral objectives should'be prepared for the total

«. group.Such a consolidated listing and course ob- i

jective are shown in Sample 8.

' While the course objective stated in Sample 8

indicates what the student should be able to ‘do,
nothing is said aboutthe occupational standards
of performance expected. A more useful {in terms
of instructional planning) course of study objec-
tive would read as follows: The studentwill be able
to maintain and repair'automotive fuel systems in

-

. If standards are_pfoyidgaf,‘ﬁh"

’

. </
- accordance with the specifications contained in

the manufacturer’s service manuals. Another way -
_of stating the objective would be as follows: Given
an autorhobile on which the defects in the fuel
system have been identified, the student will be
able to replace, reassemble when necessary, in-
Istall, and adjustany part of the fuel system accord-
ing to the manufacturer’s specifications.

Because the standards of occupational perfor- =
mance gxpected by local industry are seldom cdf®
tained in occupationgl analyses, core courses of
study, or curriculum guides, it is recommended
that the criteria and/or standards for the course
objectives be estabtished with the aid of an oc-
cupational advisory committee knowledgeable
about, and experienced in, the occupation(s) in-
volved. On the basis. of your experiences, you
might suggest standards orcriteria fo objec-
tive which could thén be reviewed by members of
the advisory committee in prder:fo;answer the fol-
lowing questions,about each:pbjective.- .- *,

o Is the perfofmance cor'—f‘&ﬁ’f‘%{é{i&d‘?."

e Are the standards 1 S3nd ‘acceptable? ,
d A% patt of 4n occupa-
tional dnalysis, thesg Sholiid-be:cansidered. How-

ever, these too sh@@h@@éﬁ?féd by the advisory
Fratua L
48 f,‘”zg".: .

committee. - %&L@i} i
N LA ;~, -fl




.SAMPLE 7

JOBTASKS" . - . -

.
' .
’ +

Automotive Mecﬁanl§ . ;' ) . . ‘ )
. Instructional Area: Maintaining and Repairing Fuel Systems' . R

o~ 1 -Adjust carburetor
2. Adjust dovernors i .
, .. 3. Analyze for moisture or foreign particle level in fuel ) -
*" . 4, Analyze fuel injection problems by means of electrical diagnostic equipment s
5. Clean carburetor .. . . .
6. Clean or replace fuel filter units ",  ° .

. 7.” inspect, clean, and adjust choke unit (automatic and manu

al) =
s
8. inspect, service, or replace carburetor air clearer “

R "9, inspect, service, or replace gas tank, cap, and sending unit
. 10. Install carburetors " ~— ..
11. Measure fuel flow and pressure PO ' i} ‘ .

12. Perform operational checks of gmer?;frs ) .
13. Perform aoperational inspections of & haust emission control systems
14. Perform operational inspections of fuel systems - g ’ T
15. Remove, service, or replace fuel pumips o
. 16. Repair governors L .
-17. Repair or replace elecfrical fuel injection.computer e i
18. Repair or replace fuel injectors -t T
19®Repair or replace fuel injector pumps . L
‘ 20, Repair.or replace fuel lines and hoses .
21. Repair or-replace wiring- harness for eleétronic fuel injection system -
' 22, Repair or sefvice carburetors . | s . : <
23. Repair or service.exhaust emission control systems’ ’
: 24. Service or replace manifold heat conitrols ,
25, Service or replace units {n vacuam systems . ' L .
¢ ' S - . -

- N
3 > P
n -

11 Sidney D Borcherand Paul B Laiter. Automotive Mechanics Occupational Performance Survey, Intenm Report (Columﬂus, OH The Center tor

Vocast%’étnal Educatuonyh)ﬂa}e Universijy. 1973), p 45
» A

Develop Course Outline/Sequence Objectives

- .
Once you hdve developed one or more course objectives should be written in a uniform manner,
objectives for each of the instructional areas iden- contain some indication of the occupational stan- .
tified in the “clustering and sequencing of top- dards involved, and be sequenced in the most
ics” phase of the course of study development pro- logical order. Normally, if a good job of clustering -
cess, you will have completed the development of and sequencing the topics in.the previous phase
‘course objectives phase. ' wasdone,and onlyone generQ gbjective iswritten

* The course of study objectives should then be for each instructional area, the sequencirig will be

developed intoa course outline. Inthis outline, the automatic. ’

:
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, instructional Aieeds a
your students, and timre sfiould not be a factor. The.

(U b b

1."Cleanor replaceffd I fjltér units
"+ 2." Détermine quality and tlow of fuel

431 Mispect, service, or replace gas tank, cap, Sending unit, and lines .
© %%, Maintain and repair carburetors '

5. Remove, service, or replace fuel punﬁps'

AAAAA

4
»

6. Repair, replace, or service fuel injectioh’system components ' —_ ]
7. R‘egair or service exhaust emission control system - . . °
8. Service or replace units in vacuum systems

)./, _Course Objective; The student will be able to majntain and repair automotive'fuel systems,

-

t v
) ¢ - L s

~

r . *

12 Adapted from Borcher and Leiter. Auroménve Mechanics Occupananal Performance Survey. p 45 ” <

»

Allocate Instructional Time

-

Another of the impE)rtant steps inihg_pjg&@.&&,of

developihg a course of study involves indicating -

the amount of instructional time which sboul‘g{b.e
devoted to each tapic or unit of instruction. This is
; very important, as time is usually one of the major

» ~ Course constraints to be dealt with. Its importance

can be readily perceived when you consider the
number and scope of the, learning experiences
with which students must be provided within the
time available. . : . )

‘ldeally/, your prime consideratlz)n sl’tuld be the
areer goals of each of

[} q Yo
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student should receive the amount of training
needed irrespective of time. Given a number of
‘well-constructed coutse outlines which form'a
program, you should be able to determine’how
many hours are required for each unit. The total
unit hours needed for each course should he the

¢ deciding factor in determining, how long each

. coyrse should be, The total coursé hours needed
should be the deciding factor in determining how
long the<program should-be.

7 ¢

However, Schc.)oling at present is timé-based,‘

and you will have to adjust your plans to meet-this
reality. If time will not allow you to cover all the

topics you have outlined, there are two alterna-,

¢ . ‘ A .
- N . \‘ . - e “'a- A .
| s
SAMPLE 8 ' ] oL Lo~ '
'CONSOLIDATED LISTING AND OBJECTIVE™ - -
ﬁMAutomotl\‘le Mechanics R b LT ) ,
- -.Instructional Area: Maintaining artg Repairing Fuel Systems oot v —

tives. One is to alter the, characteristics of the

“who” ip the course description (e.g., require std-
dents to possess skills in more of the specific tasks
when they enterthe course). This is not often prac-
tical, however, since it may mean crowding too
much content into a prerequisite course or de-
veloping a whole new course to fill thesgap. The
other alternative is to reduce the length of the
course-by (1) eliminating some objectives, (2) re-
ducing the standards to be attdined, or ) some

+ .combination of the two. .
If the second alternative is to be implemented, -

care should be taken to ensure that the tasks and
topics which are absolutely necessary to provide
the students with the entry-level skills they npeed

are not eliminated. Students entering the course

¢

34
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should not be started on tasks they cannot handle:

Students completing the course should be ade-

= quately prepared for the next’course Iin the se-

quence or for placemient on the’job.

Furthermore, standards of performance should
be reduced only it they arg not reduced below-the
performancelevel required for on-the-job sucliess.
If students still require a great deal of on-the-job
training when they startseeking employment, their
chances of being hired for the |ob of their choice
may be greatly reduced. .

To determine if your course outline is realistic in
terms of the time available, you should first deter-
mine the time frame estabhished for the course:

«4 semester, a quarter, number of class sessioMs
number of hours, etc. Such limitsare usually estab
lished by admimstrative or supervisory personnel.

_Néxt, specific time allocations should be as-
signed to each topic. In the coursg of study, this
- could be done by assigning times to the -instruc-
tional areas and/or units. Examples of how time is
assigned on the basis of instructional areas are
shown in Samples 2 and 9. It is easier to determine
, if the assigned times are realistic, however, if you
assign timegfor both the instructional areas and
the units within each area. Examples of this type of
time allocation are shown in Samples 3 and 10

- -

Notice that in Samples-9 and 10, the time is spe-

0
\

cified in instructional hours Thisis reéommen’ded
since 1t is a more precise measure thar other
commonly used measures such as semesters Or
quarters, '. . .

In asgigmng instructional time to the various
topical areas, start by using your own judgment.
Your experiences should be supplemented by re- )
ferring to other relevant cou of study, cur-
riculum guides, instructional units, or similar cur- *
riculum materials in an effort to determine the bé-
liefs of others concerning th?b@twbtional time |
necessary for specific topics. - ! \

The assigned times should then be reviewed by
amadvisory committee composed “of persons
knowledgeable about and experienced in the oc-
cupation(s) involved. During their review, thesé

persons should indicate whether theyfeel the as- »

signed times are realistic.

Once you kndw exactly how many hours you
have available for your course and have estimated
the number of-kours required for the instructional
areas and/or units in your course outline, you can

“then determine if your course outline js realistic. If .

net, you will have to make thé necessary-adjust--
ments. - , .

. The assignment of instructional time should be
recognized a a rather difficult task, espéecially for
the beginnirig teacher. At best, these assigned
times should be consigered as guides, with the
actual instructional tinme varying according to the
specific characteristics of the students and the
facilities. However, you should still .try to make
.assigned times as reatistic as posgible if youare to
accomplish all your objectives.

. ggven when an ms-tmctio,nal program is operat-
in

on a completely individualized concept, times
should be specified. These times can then be used )

by both the teagher afid the students in evajuating .
student pr gress‘aﬁd in planning future éguca-
tional experiences! , |

» L}
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SAMPLE 10 " ' . S

. . & /;o o " . ! \ Total
'Beauty Ciilture | - - - Hours, Hours
: lnstrqctional Area 1\T he Shop andathe‘Cosmetolog|st 7 59 . I
. '.' Unit 1.1: Professional Projection . 7. *37 - v, AR
» - _Unit 1:2: Hygiene and Good Grooming A - ” W
. Unit.1.3: Anatomy,and Physiology , -~ : - 15 s ‘ . ’
. - ‘Unit 1.4: THe Beauty-8alon, of'School . -3 : . ’
A ~lnstructional Area 2: Sterilization Practices in the e
; .~ * Beauty Salon’ . T - +16 )
g L Umt 2.1 Bacteriology ! : o
R 9 Unit 2.2: Sterilization N 12 < - 2
LTy lnstructlonal Area 3. Scalp and Hair Appllcatlo?s and B B . '
—~f “f Shampooing - 20 ¢ '
Unit 3.1: Shampooing 10 }
S Unit 3.2: The Skirt _ 10 ;0
et _ Unit 3.3: .The Scalp .4 .
Unit 3.4: The Hair 3 .
R - Unit 3.5: Chemistry 2 L
%~ " Instructional Area 4: Hairstyling - e 93
2 @nit 4.1: Introduction to Halrstyllng . 7 ) Y,
o . —Unit 4.2: Fingeriaving — 17 - - ‘
e Unjt 4.3: Maypole Curl _ -9 -
N «*  <"Unit 4.4:°Pin Curl - - “o 1n " - ’
- . Unit 4.5: Sculpture Curl - . . . 24
, Unit 4.6: Roller Curl ) , 20 -
. Unit 4.7: Cascade Curt . ° " ‘ 5 e )
& Instruétional Area 5: Manicuring ) .o 46
T~ Unit 5.1: The Nail 4 ‘
S Unit 5.2: Bones and Nerves of the Arm and v
. Hand » é\ .
‘ * Unit 5.3: Musclés of the Hand, Arm, and ¢ S
- Shoulders 1
Unit 5.4: Blood Supply of the Arni and Hand T2
. Unit 5.5: The Plain Manicure . .. 37 ,
! Instructlonal Area 6: Hair Pressing and Iron Curling - ! 27 .
* Unit 6:1: Introduction oo . ) 2
. Unit-6.2: Hair Pressing .
o .Unit 6.3: Iron Curling o >
T T \ ToTAL HOURs” 270

. 13 Adabpted from Dorothy S. Mankiw and Michael A Elefante, Beauty Culture'! Teacher's Guide (New Brunswick, NJ Rutgers—The State University,
Vocatnonal .Technical Curnculum Laboratory, 1973). p §
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Prepare List of References and Resources

The next'step in the development process, iden-
tiying the materials needed to support your
course of study, involves considerable judgment.
You will negd to make decisions at this point con-
cerhing the references, audiovisual materials,
equipment, tools, and facilities which will be
needed to cofiduct the course you have outlined.
- Howaever,the list you prepare will not be a detailed
list of every single item you will need to present
each lesson or unit; only selected references and
resources should be included in the couige of
study. -

For example, although’é particular lesson in a

course may require a quantity of specific refer-

- ences and resources (e.gf 1 handout, 3 supple-
mentary references, 1 film, 4 models, and 10 trans-
parencies), these will not be listed in the course of
Study. For the course of study, you need to identify
major items such as a basic textbook, student
workbooks, a series of 8 mm film loops, a piece of

. equipment, or a set of tools—items which would

aid in the achievement of the broad objectives

contained in your course of study.'4
i

References and Audiovisual I\?Iaterials

Printed references and audiovisual aids which
might be considered for inclusion in_your course
of study can be located through a number of
sources. By reviewing core courses of stydy and
curriculum guides produced by state departments
of ed uca}ioh, curriculum laboratories, and teacher
educatién departments, you can locate a number
of recommended materials.

-

14 To gan further skill In determining what references and resources'
are needed to support your course o(bstudy. you may wish to refer to
Module E-1, Project Instructional ResBurce Needs

-

‘ 36
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Recent publishers' . catalogues are another
source of ideas for both rejerences and au-
diovisual materials. In additior, Resources in Vo-
cational Education (RIVE), a bi-monthly publica-
tion groduced by The Center for Vocational Educa-
tion, can provide you with indexes to, and sum-
maries (abstracts) of, a variety of instructional and
rgsedrch material intended primarily for teacher or
student use.

A primary consideration in{selecting any mate-
rial is whether it could help in Yhe achievemént of
'your course objeefives. In addities wever, you
need to measure each tentative item against a
number of othet criteria.

o All materials must be designed for the level of

students for whom your course is designed.
o Written materials need to be appropriate for

th& general reading level-of the students for _

whom your course is designed.

. .« 0 T & =
e Materials should contain no racial or sexual

stereotyping.

to date. ‘
Materi&ls should be motivational.
Materials should be of high quality.

Materials should be still available for pur-
chase.

¢ Audiovisual materials should b:e“qppropriate .

for the equigment and facilities you have or
will have available.

. Ohce you have tentatively selected and evalu-
ated potential materials, you could ask your advi-
sory committee to review your list'and suggest
additions or deletions. :

Facilities, Equipment, and Tools

Your own occupational experience and profes-
sional training and-experience (and that of your
fellow vocational teachers) will be of considerable
help to you in specifying the facilities, equipment,
and tools needed for your cqurse of study. in addi-

tion, persons from business and industry and .

members of your advisory committee can be of
much help in this area' and should be_consulted.

.Equipment and tools can also be located
through suppliers’ catalogtes, textbooks or other

references; and core courses of study or cur- «

riculum guides. Specifications for facility needs
can be located by checking facilities guides pro-
duced by the state department of equcation, cur-
_riculum guides, available.references qn faciliff/
planning, or by consulting with state supervisors,

N )

b ¥

o

g

-

C

Materials should be realistic, accurate, and up -

»




teacher Educatc_)rs. and others experienced in '

planning facilities. P

=

Ideally, you should specify—the basic tools,
equipment, and facilities needed for your instruc-
tional needs: However, tools are expensive,
equipment is more expensive, and facilities more

¢

7

P4 t
expensive still. Available facilities may aiso be pre-
determined. Thus, you néed to determine what
* yourimitations are in te¥ms of available funds and
facilities, and then spedify your needs for tools,
equipment, and facilities aqcordu‘@y.

Whatever needs you specify in this area, you
should make sure the following criteria are met.
e Tools, equipment, and facilities should all re-
. flectactual conditions in business and indus-
Ary.
e Tools, equipment, and facilities should be of
high quality.

_» Tools and equipment should include all items .
necessary for students to perform the various
job tasks needed to meet the objectives spec-

LY

ified in the cOurse of study.

e—Foals and equipment should have built-in
safety features. '

a

,2 -

[ .

"'Fégfmat
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'Assemble the Course of Study intoan Acceptable

The final step in developing a};course of study is
to assembile all its components into anacceptable,
easy to read and understand format. A review of
existing courses of study will reveal that there is no
one acceptable format, the format you use should
be the one best designed to meet your immediate
needs. An example of one workable format is
shown in Sample 11.

When the cdmponents havebeen placed into an
acceptable format, the course of study can be cop-
sidered finalized. It should then be distributed td
appropriate individuals and used as a guidefor the

7

Tholgh the course of study serves as an operat-
tng plan for the insgructional program, it shouJd be
considered asasdggested, not an absolute, guide
As the course of study is used in planning and
implementing your mor ecific units~and les-
sons, you should note wéaknesses or needed addi-
tions so that the course of study can be modified

where necessary. -

Once you have completed the process of de-
veloping a course of study, you need to submit the *
completed course of study to both your advisory
committee and to your administration for sugges-

further preparation of instructional materials and * tions and final approval =
for providing educational experiencesto students. ‘ ° g '
« ¢ 3
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You may wish to arrange through your resource persontp meet withg\,y
vocational teacher or curriculum specialist to review and discuss the
procedures they followed in developing a course of study. At this meeting,
you could discuss such matters as— °

the method(s) they used to identify tasks or topics

the degree of specificity of the course opjectives they developed .
how they determined realistic time allocations

the criteria they used for selecting resources

the format they chose to use t¢' o'rganize the course of‘study compo-
nents -
S

,/ Optional

N

4

{ H
The following Case Study describes how a vocational teachef named Mr.
Liberty went about developing a course of study. Read. the situation de-
scribed, and critique in writing (1) the procedures he used to develop the
course of study, and (2) the content of the document he prepared.

CASE STUDY -

Mr. Liberty was onfis way to a meeting of the
vocationalteachefs in the school district, called by
the_new district/vocational supervisor, Mr. Bell.
Rumor had it tirat Mr. Bell had called the meeting
because he wds dissatisfied with the way the total
vocational ‘program was running.

' However, a5 an experienced second year teach-
er, Mr. Libgfty found that hard to believe. He him-
self had detailed daily lesson plans worked out
which strictured his whole program, which he
adhered toSStrictly, and he assurfled the other
teachers in the Yistrict had the same. If there was a
problem with the vocational program, it was with
the quality of the students he was sent and ex-
pected to train.

Al

Mr. Bell began the meeting.by introducing him-
self, and then explaining the source of his dissatis-
faction. According to Mr. Bell, it all started when he
received several gomplaints from students and
parents concerning three problem areas: (1) some
students reported they were having to study the
same material in different classes; (2) others felt
they hadn't been adequately prepared- for their
sehior-lgvel classes at the junior level; and (3)

ome parents complained that their sons ‘and
aughters, were having difficulty obtaining, and
functioning’in, the jobs for which they had.sup-
posedly been trained. .

Mr. Bell noted that he had been provided with
district curriculum guides for the various voca-
tional programs when he accepted his position.

Although the material in these guides needed to be
updated, he felt that using them shouidkhave re-
sulted firan efiective, coordinated program.

However, in his contacts with the teachers in the
district, Mr. Bell had discovered that few voca-
tional teachers were even aware that these guides
existéd. Mr. Bell indicated that the purpose of this
meeting, therefore, was to correct this situation by
déveloping an updated curriculum or course of
study covering each of the programs in the various
service areas. .

He then explained what a course of study was,
the components it should contain, and the format
it should follow. Copies of a sample format were
handed out to each teficher. He requested that
eachteacher contribute to the total course of study
by preparing courses of study for each course or
pfrograr'n he/she taught.

Mr. Liberty%ft the meeting annoyed. As far as he
was concerned, his courses were coordinated. It
was the kids who couldn’t or wouldn't take advan-
tage of iuis good efforts and hard work, but he
figured it couldn’t hurt to please the new super-
visor. Begides, although it would take him awhile to”
pultitall together, it was little more than busywork
involving compiling all his detailed lesson plans
for the four courses he was teaching. '

It was lucky he had done those plans. When he

- first came to the district, he'd had nothing to go on

but the students’ texts, workbooks, and manuals,

vo. -
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and ex15tmg equnpment and supplies. Followmg
these closely, he'a managed to develop some

_pretty solid lesson plans.

During the next few days, he pulied together all
his-materials and settled down to the task at hand.
First, he listed the topics for each of the lessons for

~ each of the courses, in the sequence in which they
" were taught. Then he listed the time allocations for

-

each topic. . 3
Looking these over, he was once again exasper-

. ated at the slowness of his students—how no

amount of prodding seemgd to get them to finish
the necessary activities in the time he'd allotted.
Maybe this course of study business wasn'tsuch a
bad idea after all. When he turned it in, he could try
convincing his supervisor that a better quality of
student should be enrolled in his courses.

Then he copied all the student performance ob-
jectives for all the lesson plans for each course,
again in sequence. After Isstmg_these objectives,

he looked them over, espectally the criteria, noting

with satisfaction what hig‘h standards he had in-
sisted on. It was too bad so few of his students

were able to meet what he considered to be mini-
..mal standards of excellence. He put it aside at that
point (having used up half a pack of typing paper) |

until the next day.

The next day, he reluctantly went through all the
lesson plans again, listing allthe resources needed
foreach lesson, inciuding references tools equlp
ment, supplies, facilities, etc.

Now came the egsy part, preparing the course
description. Also, this section gave him another
chance to describe the type of student he wanted
in his program He reviewed all the material he'd
prepared thus far, then summarized his needs His
summary stated that students should be juniors
and seniors carrying a “B” average, to be taught
those occupational skills which would enable
them to obtain jobs above the entry level. He put
everything In & notebook for his supervisor, look-
ing forward to discussing further with his super-
visor the ideas he had for impraying his courses.

t
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Compare your completed writt;n\?:ritiq ue'of the Case Study with the Model
Critique given-below. Yourresponse need not exactly duplicate the model
response; however, you should have covered the same major points.  ° .

,

-~

'MODEL CRITIQUE

Mr. Liberty appears to be a very conscientious,
hard-working teacher who truly desires to ‘give
stidents high quality vocational preparation.
However, his approach to instruction-is too iso-
lated and unrealistic, and he has failed to accu-
rately understand either the purposes of, or proce-
dures for, developing a course of study. When Mr.
Bellfinally disqusses the course of study with"Mr.
Liberty, the supervisor's voice is not likely to ring
with approval. ' d

One of the first indications that Mr. Liberty may
havean unrealistic view pf his program’s effective-
ness appears during Mr. Bell's presentation. The
facts that (1) the various vocational teachers are
. each following their own separate plans with no
. »coordination between or among them, and (2) stu-
dentsand parents have verified this lack of coordi-
. nation between courses and between schoel
.preparation and occupational requirements, point
to th existence of problems within the program.

However, according to Mr. Liberty, the fault lies

Mr. Bell’'s meeting, that*his program could be at
fault. ®

it is this mental set of his which causes him to

ake his first mistake. Instead of approaching the

-« development of the course of study from scrafch,
chose to simply document what he'd been

course of study should not be baséd only on what
you have been doing.

v
However, in this case, it's even worse since his
original plans were not developed according to
effective procedure, but were based ‘only on the
few references and some existing equipment, etc,

structuring a course which most effectively meets

“nity, and business and industry, he sees it as a
means for documenting the value of his existing
programand for convincing his supervisor to raise
the level of the students enrolling.in his gl"ogram.

The central fault in Mr. Liberty’s procedure for
developing a course of study was in his using a set

with his students. It nevér gccurs to him, even after -

-'ging for the past two years, in detail. At best, a -

‘K& had in his classroom. Insteld of seeing.the’
development of a course of study as a means for _

the needs of the_ school, the students, the commu-, -
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of highly detailed lesson plans as the basis for the
document. Having made'this decision, hgcommiit-
ted a senes of unavoidable proceduratand de-
velopmental ewors. First, instead of starting by
developing a broad course description to provide
a framework for the remainder of the'docuriient, he
plunged right into copying topics from his lesson
plans and assigning time allocations based on his
past experience.

A3

In, determining topics and time allocations for'a
course of study, he should have consulted®a
number of sources. existing curriculum guides,
occupational analyses, the advisory committee,
other vocationil teachers 1n his service area,-as
well as his own experiénce. This would have en-
sured that ¥the .topics he was listing in fact. de- '
scribed the skill areas he should cover to prepare
his students for the occupation. It would aiso have
helped ensure that his time allocations were realis-"
tic. accurate, and adequate in terms of the relative -
importance of the various fopics. At present, h
considers them to be cotrect in spite of the fact
that his students are unable to get through the
lesson activities tn the fime he has allotted.

* Sequencing did not become an jssue, because
. he assumed that his lesson plans were logically ,
_ordered. However, had he checked outside
sources, he might have discQvered that his se-

" quencing could have been impgroved.

Procedurally, the next.step'he took (hsti o
coflrse objectivés) was correct, but these objer:g\ .
ves should not have copied from his lesson plans.

1s'lesson plans contain pReise, measurable‘stu-‘
dent performance objecti rather than broad
course objectives which can be used as a basis for
more detailed®anit and lesson plans once the
characteristics and needs of his ‘students are
known. . )

.. Inaddition, since the topics in these lesson plans
were not based on a systamétii:r?view of relevant
sources,-the objectives he devgfoped for the les-
* son plans will progably be similarly unrealistic in
ternfs of occupatignal requirements. The c@teria
for these objectives are quité obviously his'stn-
dards, not those of business and industry, and his

45
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students are having a hard time meeting them.
This indicates that they may be at toc high a level
both in {§erms of what industry requires and stu-
dents can be expected to achieve.

* Again, his development of the section on re-
sources,suffered from the same weaknesses as his
other sections: too .much detajl,. and lack. of
adequate sources. He simply listed every single
‘resource he used in his day-to-day lessons rather

. than identifying the major resource and facility

needs that would he required to support each
course. And, he failed to- check such sources
as publishers’ catalogues, suppliers’ catatogues,
‘existing- curriculum guides, textbooks, members
of his advisory committee. It'is through such out-
side resources that a teacher ensures that the
items listed in the course of study are.of high
quality, are up t6 datd, and reflect actual occupa-

- tional requirements and conditions.

LEVEL OF PERFORMANCE: Your eompleted critique should have covered the same major pom;s the

Y “

k]

His final step, preparing a ‘course description,
should have been his first step. It should be a
guide, not a summary. In addition, instead of gear-
ing it to reflect the goals of the school and the total
vocational program, and the expectations of busi-
ness, industry, and the community, he uses it ta

‘promote his own biases and present a set of spe-

cifications for the kinds of student he wants in his
program. I

'Finally, he neglected an entire sectiori of -the
course description, and it is this same neglect
which colored the whole process he used in de-
veloping the course of study. He is attempting to
plan‘a course of study for students with no con-
sideration for where students will ,be\wbgrking and
what their employment conditions will be. Instead,
he spent all his effort describing the type of student
he wanted to train, and the high level of skilt he
expected students to attain, ignoring completely
the occupational realities. -

Al

moael response If you missed some points or have questions about an*adc’iitional points you made,
5,

review the material in the information sheet, The Course of Study, pp. 6~

and the information sheet,

Procedures for. Developing a Course of Study® pp. 22-39, or check with your resource person if

3

necessary. . 2. -
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Learning Experience il

o o FINAL EXPERIENCE

Yerrina
Objective

;ﬁﬁwlnclude-— BN

. - .
Nz - - -

¢ - . 4

5. . .
- ° *

* . R0 .

. As part of your teachlng duties’ (worknng‘tndlwdually, or asamemberofa ”
» commlttee), develop apdlor revise and update a. course of study This will

¢obtaining input from a vanety of relevant sources in develbping the
] course of study .

Jé‘\?eloprng the course descnptlon course content ‘and - general
‘- course objectives . -

o-determiining time allocatlons tor each mktruotnonal area and/or unit
. identifying the references and resources required |

) assembllng the components into an approprlate format
‘e d|str|but|ng the course ‘of study to approprlate persons

Py

a

\
NOTE: As you complete each“of the above actlv;ues, docur‘nent your -
actlvutles (m writing, on tape, th rough a log) for gssessment purposes.

. ' -
N " .

.
‘ \ , s .

-

-
.

- N . ° °

Arrange to have your resource Pemon review your written cou(se of Sfudy
and other documentatlon .

i ~ I
. Your total competency will be assessed by your resource’ person, uslng the
" Teacher Performance Assessment Form, pp. 47-49.

\

Based " upon the criteria specified in this assessment instrument, your-
*resource person wnII determine whether you are’competent in developinga

* course of study * .
, © 4
- i)
> ‘ |
For a defimtion’of “actual school situation,’ see the inside back cover - o ) *

Q
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TEACHER PERFORMANCE ASSESSMENJ FORM' . - - . -

Develo_p a Course of Study (A-8) . -

\ . . Name

* Directions:, Indicate the IéVel of the teacher’s accomplishmeﬁt by placing ,
an X in the appropriate box under the LEVEL OF PERFORMANCE heading. «0at
%, because of special circumstances, a performance component was not

applicable, or impossible to execute, place an X in the N/A box: \ Resource Perggn
. . .
. - N . - . ot
. . LEVEL OF PERFORMANCE
s . '
. : - &
’ ! ()»‘ (] A b od c\.\c:
.ow . \ g 'S (+) & (<] 4]
N A R R )

_In deveioping (and/or revising and updating) a course o :
study, the teacher: - D /

1. followed the suggest&d procedures in the proper order

[

" 2. tapped the follawing spurces, where appropriate,
throughout the development process: _
. a. members of the advisory committee . . AT .

~b. existing courses of study or curriculum gyides ....

C. occupational analyses ................c.ooceeiinn.

HOE0

d. other vocational teachers .... . e ..

0 B S R N

Bl
goooodg Ol

OoOo00D O ooooooo O

e. state department personnel ....... ............ '

f. teacher educators ............ e e JRU o,
o

g. relevant textbooks and references ................

The course description section of the course of study:

- OJO0000 O oooooog d
. 1 00
O ooooo o . oooogod

775 Gonsistsof a listing of migjor topfcs or instructional areas

~

3 - PEAY
l
-
S

i

3. reflects the goals of the school, the total vocational pro- D .
" gram, and the service area .........- e ) EJ :
. ‘ 1
4. covers the foliowing elements:
a. who is to be taught ....... e P - D L__] D
b. whattheyaretobetaught...............'..‘ ...... l:’ D ‘%D . .
o P ., . e L
:é‘;b : c@w!‘ga}'t degree.of skillMhey are to attain .7........... D D ‘
u’ < ' ‘: M ‘} WS, i > . AN ~ ce o '
2 ds ivtj_efrgﬂtheftrammg is'to be used. .. / e D D .
~ A ralE - - D - )
}ka_:n\ * ;?‘._\;‘ AN B .o . .\ L e ! = )
v+l esgeneral employmeant conditions . . -.. . ,,’.—l ..... FRRRRE D D L. . '
R A SIS S AT - P
s > - ‘ o . PE . d ¥ Ane 2t .
The.course contént sectioh.of the course Qf‘study:,, D i A
" 6. ini:,ludés} iés @hich reflect the realities and requi‘ré- ) ‘A . \J = R ‘
ments of actual occupational conditions ... D E] ,.
ot ' ' ' [ e P Ve cor
‘. v -,\‘: A ; “» -~ ‘ :u-u .

-
4
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7. includes topics which are apbropriate to the levelnf

.students to be trained

8. includes topics which are logically sequenced o
‘ o Al

<

The time allocati
10. clearly indicatels a,sug
_ instructional area, and

ted amount of time per topic,
nit -

................

5',6’11 is calculated in termg of class hours or periods
7 )

® -

s . 12 is accurate and realistic

~

13 |s consistent W|th the tlme allocated for the total course
‘(Ij cows ob ectives sectlon of the,course of study in-
udes oblebxlves which:. @
are deriv omthe tQpICS%rJ tﬁ’e course ccmtent sectlon
3
5$focus on thf overall: abllltle§ and competenmes to be

acqunred..........f?:...,..s' ........ e
N

"»

4

16. include eac%of the forowmg elements
a. what is to be Iearnect - .Me.a‘ ..... f ...............

. A - b. general Gccupatnonabst,andards to be achleved

[y

’ -

« outline. . .

..............
™

\f. ¢

Y - .
9 includes topics which clearly indicate thg knowledge and
skills to be acquired by students ... 8 .. ... ... s ‘

s section af the course of study: .~ |

X 17 are organized (clustergd and sequenced) lnto a course -

[]
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. . .
The references, resources, and facilities section includes: . D
18. selected references and audiovisuals ............. ..

OO O 0O O O
O OOO0Ogoog

”

16. .items which are up fo date ... ... — e e

20 items which reflect actual occupational conditions and
requlrements ......................................

21. items which would be approprlate for the level of stu-
dents to be trained ... .. T

@

listed in the course of study ....... P

O 00O 00O Oud

* The fodmat in wﬂ[ch the course of study is preserted is:,
23. appropriate for the servicearea ............ ........
" 24. readablé and understandable S .; N e .

£5. organized in.a logical sequence ... .. ... PR

[]

[]

[]

22. all items necessary for students to perform the job tasks _ D
i

[]

[]

The completed course of study was:
26. reviewed and approved by the o&upational advnsory D
committee ............... SEREETEERRERRRERRPRE

O OO0 0O 0.0 <410

=

0" 000 o 0O D\ID

/

al
=
O
L
0
0

27. reviewed and approved by the school administration”. .
. ~

1

LEVEL OF PERFORMANCE: All it€ms must receive N/A, GOOD, or EXCELLENT re rgponses If any item

receives a NONE, POOR, o FAIR response, the'teacher and resource person shoultd meet to determine T
.what additional agtlvmes the teacher needs to complete in order to reach competency in the weak

area(s). . .
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'ABOUT USING THE CENTER'S PBTE

MODULES

Organization v

Each module i€designed to help you gain competency
in a particular skill area considered important to teach-
ing success. A module is made up of a series of learning
experiences, some providing background information,

some providing practice expenences, and others com-

bining these two functions. Completing these experi-
ences should enable you to achieve the terminal objec-
tive in thé final learning expenience. The final experience
in each module always requires you to demonstrate the
skill in an actual school situation whenyou are anintern,
a student teacher, or an inservice teacher.

4

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 Introd uction,
(2) the Objectives listed on p 4, (3) the Overviews'pre-
ceding each learning experience, and (4) the Final Ex-
perience. After comparing your present needs and'com-
petencies with the information you have read in these
sections, you should be ready to make one ofthe follow-
ing decisions:

o that you do not have the competencies indicated,

and should compiete the entire module

o that you are competent in one or more of the en-
abling objectives leading to the final learning ex-
perence, and thus can omit that (those) learning
experience(s) :

o that you are already competent in this area, and
ready to complete the final learning experience 1n
order to “test out’ .

o that the module is inappropriate to your needs at
this time

When you are readyto take the final learning experience |

and have access to an actual school situation, make the
necessary arrangements with your resource person. if
you dé not complete the final experience successfully,
meet with your resource person and arrange (1) to re-
peat the experience, or (2) complete (or review) previous
sections of the module, or other related activities
sugdested by your resource person before attempting fo
‘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 pertor-
mance required to meet an objective, you and your re-
source person may meet to select activities to help you
reach competency. This could Tnvolve (1) completing
parts of the module previously skipped; (2) repeating
activities, (3) reading supplementary resources or corg-
pleting additional activities suggested by the resource
person; (4) designing your own learning experience; or
(5) completing some other actwity suggestéd.by you or
your resource person.

3

* !

e d

. ing the module.

.

Terminology .

Actual School Situation...refers t& a situation i>\
which you are actually working with, and responsible
for, secondary bor post-secondary vocational students in
a real school. An intern, a student teacher, or an in-
service teacher would be functioningin 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 up to the final learning experience. You
would then do the final learning experience later; ie.,
when you have access to an actual school situation.

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

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

Optional Activity or Feedback ... refers to an item
which is not required, but which is designed to supple-
ment and enrich the rquuefd items'n a learning experi-
ence.

Resource Person . refers to the personan charge of
your educational program, the professor, instructor,

admuinistrator, supervisor, or cooperating/supervising/

classroom teacher whd™is guiding you in taking this
Amodule. .

Student . , refers to the person who is enrolled and
recewing Instruction in a secondary or post-secondary
educational institytion.

Vocational Service Area . refersto amajor vocational
fueld.aggllcultural education, business and office educa-
tion, distributive education, health occypations educa-

tion, home economics education, industrial arts edu- .

cation, technical education, or trade and industrial edu-
cation.

You or the Teachet . .

- .
refers to the person who s tak-

. o -
hs

Levels of Performance for Final Assessment

N/A ... The criterion was not met because it was not
applicable to the situation d

None ... No attempt was made to meet the criterion,
although it was relevant. ,

Poor ... The teacher 1s unable to perform this skill or
has only very limited ability to perform it.

Fair . .. The teacher 1s unable to pérform this skill in an
acceptable manner, but has some ability to perform it

Good . . . The teacher Is able to perform this skill in an

effective fmanner. . E
Excellent . . . Theteacher is able to perform this skillin a
very effectiye manner. N

b
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Titles of The Center’s ' ‘
s . -
.| Performance-Based Teacher Education Modules
¥ - - (]
Category A: Program Ptanning, Development, and Evaluation E-5 Provide for Student Safety
- Prepafe ity S E-6  Provide for the First Aid Needs of Students
:-L Conductfgrgo?nmr::t]yn lstyuwt;ryvey o . E-7  Assist Students in Developing Self-Discipline
A—s Report the Findings of a Community Survey ™ E‘g arganize r:he Vocational L';ibomtoﬂl
g rganize an Occupational Advisory Commutt . . = anage the Vocational Laboratory
A—S aintain an Occupational Adgsory Commmee;\ Category F: Guidance
2_"75 s A ot ede A - - F=1  Gather Student Datd Using Formal Data-Collection Techniques
. A8 | Develop a oot Stud . F=2  Gather Student Data Through Personal Contacts .
‘ o Develog Loc’p ange Pr ymm Plans , F=8  Use Conferences to Help Mest Student Needs
\ A-10 Conduct a Student Foll:ugr-UpStudy F-4  Provide Information on Educational and Career Opportumties
A=11  Evaluate Yoyr Vocational Program F-5  AssistStudentsin Appty.::g for Employment or Further Education
Category G: School-Community Relations
Py Cmgory B: Instructional Planning ) .
S: Determine Mé‘ads and Interests of Students G-1 DeveA Prolg?;nSchool-Commumty Relations Plan for Your Vocational
B—g Devec ea:gg gtaggntfﬁ:;?unggg:a Otijectlves b G-2' Give Presentations to Promote Your Vocational Program
B-4 ~Developa n Plan G~3 Develop Brochures to Promote Your Vocational Program
B-5 Select StudentInstructional Materials - ° G-4 Prepare Displays to Promote Your Vocational Program i
.Prepage Teachbr-Made Instructional Matenals G-5 Prgﬁ;ar:newsneleasesand AmclesConcammg Your Vocational
) c.hoory C:in nal Execution . : G-6 Arrangefor Televisionand Radio PresentationsConqermng Your
C~-1 Direct Flald. Trips Vocational Program '
c-2 Conduq&htiroup Discussions, Panel Discussions, and G:a %nrgl;ztt haf;‘ Sm 20‘;53‘9 Communty -
ing, , and B G-9  Work with State and Local Educators
‘o3 ETQChyn:Laensnstomng Buzz Group, and Question Box G-10 Obtain Feedback abqut YourVocational Program
C-4 7DN6EtStudents in instructing Other Students Category H:'Student Vocational 9 n
G-8 - Employ Siulatian Techniques f-1 " Devetop a Porsonal Pilosoghy Concerning Student Vocational
C-7 gm gttﬂggg: Lantl;o¥atory Experienge “~ _Organizations
. H-2  Establish a Studznt Vocational Organization
C-8  Direct Students in Applying Problem Solvmg Techmques ) H-3  Prepare Student Vocational Organization Members for
C~-9 Employ the Project Method Leadership Roles
g}? lsntroduca a;.eLsson. v, ® H-4  Assist Studeat Vocational Organization Members in Developing
C-12 Eummmsngr:l Questioning Techniques : . and Financing a Yearly Programof Activities
c-13 Emgloy Reinforcement Tgechnlques : H-5 Supervise Activities of the Student Vocational Organization”
C-14 Provide Instruction tor Slower and More Capable Leamers H-6  Guide Participation in Student Vocational Organization Contests
C-15 Present an Jliustrated Talk . Category I: Professional Role and Development
C~16 Demonstrate a Manipulative Sknl! ey -1 Keep Up-to-Date Professionally .
C-17 Demonstrate a Concept or Principle -2 Serve Your Teaching Profession ” , “
C-18 Individualize Instruction . -3 Develop an Active Personal Phildsophy of Education
C-19 Employ the Team Teaching Approach I-4  Serve the School and Community
+ £-20 Use Subject Matter Exparts to Present Jnformation -5  Obtain a Suitable Tedthing Position
C-21 Prepare Bulletin Boards Exhibits I-6  Provide Laboratory Efpénences for Prospective Teachérs
C-22 Pmlnfomaﬁon with ~"Reat-Ojects. and Flannel I~7 Planthe Stu?fent Teaching Expenence ;
. ' 3 t 5
C-23 Present Information with Overhead and Opaque Materials I8 Supervise Student Teachers .
C-24 Present Information with Filmstrips and Slides .CIQOQOI‘YJ:J: Coordination of Cooperative Education
C-25 Present Information with Films . J-1  Establish Guidelines for Your Cooperative Vocational Program
~C-26 Present Information with Audio Recordings - J-2  Manage the Attendance, Transfers, and Terminations of Co-Op
C-~27 Present Information with Televised and Videotaped Materials ‘ Students
C-28 Employ Programmed !nstruction J-3  Enroll Students in'Your Co-Op Program
C-29 Present Information with the Chalkboard and Flip Chart J-4  Secure Training Stations for Your Co-Op Program
Category D: Instructional Evstuation ' J-5  Place Co-Op Students on the<ob
. 0: . 1€ . J-8  Develop the Training Ability cf On-the~Job Instructors
ﬂD—1 EMtablish Student Performance Cniteria / J-7  Coordinate On-the-Job Instruction v
D-2  Assess Student Performance: Knowledge J-8  Evaluate Co-Op Students' On-the~Job Performance
8—_: Assess gﬁn: lp’::g:::m; g:‘il‘l‘s‘des J-9  Prepare for Studen®s’ Related Instruction -
Aw n . LY - - t'
g:g Deterine Student Grades , . . J-10 Supervise an Employer-Employee Appreciation Event
Evaluate Your Instructional Effectiveness RELATED PUBLICATIONS -
- L 3
Category E: instructional Management . Stada::rti a(?sukle to Using Performance-Based Teacher Education
E-1  Project Instructiona! Resource Needs
552 Manag Yaur Budgating and Reporting Responsidiles . Pesource Person Quide to Using Performance-Based Teacher
for Improvement of Vocational Facilities i
E-:: oo ngmr?g Sysmrrr: ‘° Your Vocational Facil Guide to the Implementation of ! Performance-Based Teacher Education )

)

[

- For informatibn rogardlng availabliity and pﬂcu of these matomls contact—

' AAVIM ' .
- & Amorlcan Asscclation for, Vocational Instructional Materials
120 Engmeermg Conter e Athens, Georgja 30602 e (404) 542-2586
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