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ABSTRACT

This Directory' its one of four publications from the project,
"Identificdjon anki Analysis of Competency-Based Adult Vocational

Education Programs." information contained herein was collected via

part of a mailed questionnaire in a National survey of competency-based
adult vocational programs operating in public education, other govern-
Ment agencies, business, industry, and labor Of 278 usable responses
to the survey, 60 course or program descriptions were selected for in-
clusion in this Directory. Descriptions include (1) method for ideiti-
fication of tasks, (2) development of performance objectives, (3) in-
structional delivery, (4) student testing procedures, (5) course eval-
uation, and (6) support systems. Demographic information includes
course or program title, facility and address, contact person, 'hours
required to complete the course or whether il 4s completely open entry/
open exit, number of competencies or tasks identified in the job analy-
sis, number of terminal performance objectives, approximate total en-
rollment, and months of the year when the course operates. The Directory
entries ale organized alphabetically by state and a subject area index

is included. Also, initial chapters contain a detailed overview and a
guide to the use of the National Directory. Related project publicar
tions include Workshop Proceedings, a technical research report of the
National survey, and a final report.
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PREFACE

:COMpetency-based education, bated on a job/task analysis; .and con-
,sistingbf elements such as performance objectives, individualized in-
struction, and criterion- referenced testing, is considered a promising
means. of improVing adult vocational instruction:. Competency-based
courses have been, developed in business /industry /-labor training 0.1)-

grains, by edutatiOnal institutions, and by other' government agencies
to provide individualized, meaningful and accountable training exper-
iehCes. The scope and subject matter of these courses varies widely.
However, the development:process and methods 'of delivering the instruc-
tion can be generalized across subject areas. Information: regardihg,
the development and implementation of these courses may be helpful to
others attempting to initiate or hnprove cOmpetenty-based_instruttron.
It. Vs hoped that this Directory-w111 -provide a -useful , vehicle for -suth-
an exchange of information

This Directory contains demographic and descriptive information
on 60 selected competency-based adult vocactional programs and courses
identified in the "Identification and Analysis of Competency-Based
Adult Vocational Education Programs" project;. In this study both
orograms and courses were identified. Programs were defined as being.
broader in scope than courses. For example, typing and shorthand
might be classified as courses within- the=office education .program..
Most of the entries in this Directory are courses. Programs were only
described when all the courses within the program were utilizing
competency-based instruction. During the project as many programs and
courses as possible, within the constraints of time and budget, were
identified. The Directory is not, however, a complete list of all

1 such-programs and courses. Rather it is a selected set based on the
thoroughness and appropriateness of the descriptions provided.
Competency-based instruction is a relatively new concept in adult voca-
tional education. Fur-.her, it can be inferred from the project survey
results that the number of these courses is still small. Additional
details about the survey and the criteria used for selection are found
in the Introduction of this publication.

Special appreciation 4s due to the many individuals conducting
competency-based adult vocational education programs who participated
in this study. Their survey responses and detailed program descriptions
were the basis for this Directory. Acknowledgments are also in order
for the many individuals and groups representing state divisions of
vocctional education, local school systems, business and industry
training departments, the American Society of Training and Development
(ASTD):, community- college and proprietary school administrators, and
-,Center for Vocational Education personnel who nomintted contact
persons involved with specific competency-based adult vocational
programs.
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Recognition is given to the project staff for their diligent work
in conducting the' national survey and compiling this National Directory::
Earl B. Russell.,- Project Director; Cynthia, K. Anderson, Program
Assistant; John'Boulmetis, Graduate Research Associate; and Mary McAnaney
and Jane Leemhuis, Secretaries. Acknowledgment is also given lo
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Chapter 1

INTRODUCTION

Adult learners have varying goals, aptitudes, abilities, needs,
and job or career preferences. The flexibility of competency-based
education' (CBE) allows, the educationa, program to deal with these
differences. Trainers and educators may best meet the needs of the
adult population with individualized, job relevant, performance-
oriented instruction. Individualized, competency-based instruction
based upon a job/task analys,is allows the student to begin at her/his
level and learn what is necessary to perform a particular job. Stu-
dents progress at their own rate which is determined by demonstrated
performance at a specified level of acceptance or competence under
conditions approximating those on-the-job.

Although efforts are being made to incorporate CBE into adult
education and traiding programs, little communication exists among the
teachers, trainers, and course developers involved. The Competency-
Based Adult Vocational Programs Project, of which this- psublication is
a _result, was an effort to assemble information to improve that
communication.

The Method

A National survey was conducted to identify competency-based pro-
grams in education, business/industry/labor, and government agencies.

Nominations of individuals involved in CBE were obtained through con-
tacts with leaders in state divisions of vocational and adult education.
Business/industry/labor and government agency nominations were obtained
from a mailing to American Society for Training and Development (ASTD)
members. The training departments of selected firms from the top 500
-companies listed in the May 1976 issue of Fortune magazine were also
contacted. Announcements about the project placed in appropriate
journals and newsletters included a request for the names of individuals
involved in competendy-based efforts. As .a result of a literature
.search on competency-based education, key individuals mentioned in or
contributing to the literature were contacted and asked for nominations.
From the approximately 1,900 nominations received, 1,657 were selected
to receive the survey.

The survey was developed by project staff after an extensive
search of the literature. A National Panel of Consultants with exper-
tise in -the area of competency-based education met at The Center fOr
Vocational Education (CVE) to resolve technical issues and revise the
instrument. After revisions based on a pilot test in Minnesota and

1
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Ohio, a mail survey of the competency-based courses nominated was
conducted. A total of 278 usable surveys were returned. Of these,
57 exemplary courses and three exemplary programs were selected for
inclusion in the National Directory. Ten of these exemplary courses/
prograths were then studied in further detail through site visits and
personal interviews with key personnel. Reports of these site visits
are included in the report, Competency-Based Adult Vocational Educe-
tion_Pro9rams: A National Survey. This report contains an in-depth
description of the survey of which this section is an overview.

The Descriptors

The programs and courses in this Directory possess, in varying
degrees, the following elements or descriptors established for use in
the survey instrument:

A. Structure of Course

Learners are,held responsible for meeting stated performance
objectives.

Learners are pre-aSsessed upon entry to determine, learners'
skills and objectives to be achieved, rather than all
learners covering the, same objectives.

Learners know the measures for which they are held account-
able.

Instruction is segmented into manageable units, each cow'
taining related job skills.

Learners are responsible for achieving the competencies as
opposed to clock hours of attendance.

Learner performance is recorded as each objective is achieved.

Greater emphasis is placed upon exit reqUirements (proficiency)
than upon entrance requirements.

Competencies are derived from a task or job analysis of the
particular job.

Student assessment criteria are based upon competencies
(i.e., criterion-referenced testing is used).

Continuous evaluation and feedback to the learner is pro-
vided.

Individual learner competence is determined by individual
learner performance_

2
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Each learner is allowed to proceed to subsequent instruction
as quickly as performance objectives are attained.

Instruction offers learning alternatives for learners (i.e.,
different approaches).

Instruction specifies media to be used to accomplish objec-

tives.

If a learner does not achieve a learning task, a different
method of instruction is provided or suggested

B. Terminal Performance Objectives

Objectives describe the conditions .under which the learner
will be expected to demonstrate the level of competency;

Object:i'ves4escribe the level of competency or standards
(set by-business -or industry) to-be=demonstrated.

Objectives describe the :asks to be learned:

Objectives are structured in a sequential order or in order
of task difficulty.

The Programs and Courses Selected

The programs and courses Selected for this Directory vary in
scope, subject area, type of facility where they are taught, and even
the degree to which theycan be considered competency-based. Many

courses were developed and implemented by individual instructors work-:

ing within a traditional setting. Several of these courses are out-
standing because of that individual effort and commitment to competency-
based learning. The most frequently mentioned problem encountered by
these instructors was that they were locked into quarter, semester, or
hour requirements by the schuol or training facility. A few other
schools and training facilities Live effectively applied competency-
based instruction across all courses through the leadership of key
administrators.

The methods of performing the job/task analysis varied. Often

curriculum materials evolved'from the instructor's years of experience
on the job and,no formal job or task analysis was used. Other instruc-

tors. and course developers used crbft or advisory committee suggestionS
and community surveys to obtain data on job requirements. A more formal
job analysis, o0-gn one of the occupational inventories prepared by the
Vocational-TechniCal Education Consortium of States (V-TECS), was used
in many of the selected courses and programs.

12



Usually the perfor=Mance objectives were developed,by the in-
structor using data obtained in the job analysis. Those objectives
were usually validated by the advisory committees. For those courses/
programs utilizing the V-TECS catalogs, the performance objectives,
criterion- ,referenced measures, and performance guides were developed
by the V-TECS consortium for specific occupations. The instructor
generarly decides with input from the advisory committee, on the
important objectives for her/his course and the order and method of
teaching thoSe objectives.

Curriculum materials generally were developed by instructors
Who in some cases were given released time and training for this task.
These instructional materials in most of the courses are organized in
a modular format. Modules generally consisted of performance objec-
tives, learning activities, required resources; and some form of stu
dent testing. With the modules, instruction can be delivered indivi-
dually, often in an open entry/open exit format. Videotapes, lecture/
discusilon, tapes, films, computers, filmstrips, demonstration, and
programmed materials were mentioned as methods of delivering instruc-
tion.

Student :demonstration of competency by some form of performance
testing was commonly used in evaluating' student progress. Many of
the s usedcourses sed written tests along with the performance
tests. Often written tests are required for certification by some
other agency, for example, state cosmetology li-Censing; and students_
must be prepared for that written test Un ,addrtron to learning the
competencies requ',red for the job.

Student feedback was used in evaluating the courses or programs.
Advisory committees, employers of studentS, school administrators,
industry management, and state divisions of vocational education were
mentioned as having input into course evaluation. Some instructors
conduct student. fr°.low-ub studies to determine the effectiveness of
instruction and eevise their courses based on that follow-up.

The cpurses/programs-are funded through public vocational educa-
tion monies, student tuition and in business/industry training programs
by the firm involved. Other types of support include a wide use of
advisory committees, and strong administrative support especially in
schools where entire programs are competency-based. V-TECS member
states offer instructors the opportunity to use the V-TECS catalog
and they frequently provide related staff development workshops.
Alabama has a program, Performance -Based Adult. Vocational Education
(PAVE), to assist adult instructors in implementing the V-TECS mater-
ials in their vocational areas.

13
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Chapter II

GUIDE TO THE USE OF THE NATIONAL DIRECTORY OF SELECTED

COMPETENCY -BASED ADULT VOCATIONAL EDUCATION PROGRAMS

This chapter describes the intended use of the Directory, loca-
tion of courses and programs, format of Directory entries, and a

summary statement.

Intended Use

The Directory is arranged by states to facilitate communication
among those people interested in competency-based instruction in each

area of the country. Because the concept is relatively new to adult
vocational education, it will probably be most useful to look at the
process involved in developing, implementing, and teaching a competency-

based course or program. Trying to locate a course which matches your

needs by subject area may not be possible without distant travel for

on-site observation. A cross-reference by vocational subject area is

provided in Appendix A. Some subject areas such as business and office

education are more frequently represented than others, such as agricul-

tural education. Even-though a course in your particular area of
interest may not be included, a site visit or some communication with a
well-run competency-based program in another subject area can be very
helpful in implementing or improving your competency-based course or
program.

Geographic Distribution

The map on the following page illustrates the geographic distri-
bution of the selected courses and programs. This is, included to aid

in your communication with contact persons in those programs which are
most accessible to your area Of the country. The map may also be seen

as an, indication of the status of competency-based adult vocational in-

struction at the present time. It may be concluded that competency-
based instruction is new to the field of adult vocational: education and

is not yet widespread.

Format

Each course or program is listed with the following demographic
information:

5
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* indicates the locations of courses
and programs described in this
Directory

Note: No courses/programs were
included from Alaska and Ha Wail

Fig. 1Locations of Programs and Courses in this Directory
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`Course Title'

Name; of facility and Address

Contact:Person ,and'Tele hone Number: This is the person who is
responsible for the course or program, and who can be cont_ acted

tor information concerning that effort.

Type-of,Facility Where Course Is Offered

Hours Required to. Complete the Course

Number of Competencies (tasks): Defined as a uni=t of work

activity or operation that constitutes a logical and necessary'
step in the performance of a duty.

'Winter of Terminal' Performance Objectives: ..Defined as. a.staie-

*lent specifying' what learners will be required to do- in termS
of terminal observable behavior, conditions under Which the'be-
havior will be exhibited, and the acceptable levet of performance.

A narrative description of each course or-program follows the

demographic information. This descriptive information was provided by

the contact person on the survey instrument. Consequently, some de-

scriptions are more detailed than others.

Method for Identification of Tasks: This is a description of the
job analysis, who performed it, if it was a formal or informal
process, and where and how it was carried out.

Development of Performance Objectives: This involves the develop-
ment process, how the information from the job analysis was organ-
ized and refined into performance objectives. The validation
process, how the objectives were reviewed to assure they were con-
sistent with job requirements, was also addressed in this section.

Instructional Ctlivery: This includes a description of the media,
curriculum materials, and methods of delivering the instruction.

Student Testing Procedures: This describes the frequency, extent,

and methods of evaluating student performance.

Course Evaluation: This describes how the course is reviewed and
revised and who has input into those types of decisions.

Support System: The funding base for the course or institution is
identified here. Other types of support, such as advisory groups,
unions, or school administration, are also described in several
Directory entries.

7
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Chapter III

SELECTED,COMPETENCY-3ASED ADULT VOCATIONAL
EDUCATION PROGRAMS AND COURSES

The program and course descriptions in this chapter are listed
alphabetically by state. Within a state's entries, where there are
more than one, the program or L.aurse titles are listed in alphabetical
order, also.
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COURSE TITLE: Practical Radio 6 TV for Beginnees

NAME OF FACILITY AND ADDRESS: J. F. Drake State Technical College
3421 Meridian Street, North
Huntsville, AL 35811

CONTACT PERSON: Lester B. Kitchen

PHONE NUMBER: (205) 539-8161

TYPE OF FACILITY WHERE COURSE IS OFFERED: PubLic Technical. Institute

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

-NUMBER OF COMPETENCIES (tasks): GT

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 0

APPROXIMATE TOTAL ENROLLMENT: 14

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR, MAY JUN JUL AUG SEP OCT NOV DEC

ED I 11 Ell E3 El EJ El I El El =1
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METHOD. FOR IDENTIFICATION OF TASKS

Tasks were identified in the job analysis by an Occupational Inventory,
administered to a sample of incumbent workers in the field. Workers
surveyed w.re TV and Service Repairmen and TV Sales and Service Super-
visors. The response rate was 77%. The cumulative sum of average
time spent by the workers in D.O.T. (Dictionary of Occupational Titles)
job titles 720.281-015 and 187.168-138'above the 90% level was used as
a cut-off point.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Performance objectives were developed and'valTdated by the State of
-Alabama V-TECS (Vocational- Technical Education,'ConSortium of States)
staff.

INSTRUCTIONAL DELIVERY

Modules with indivklualized instructional methods are used. whenever,
possible. , Group lectures and films are used" When OpprOpri'ate-for
common block materials.

STUDENT TESTING PROCEPRES

Student testing is criterion- referenced. Students Tierform exercises
based on the objectives; successful, performance isthe measure of
student accomplishment.

COURSE EVALUATION

Course evaluation is conducted by V-TECS Staff personnel, third party
evaluators, and by the use of data and reports submitted to the res-
ponsible individuals and officers.

SUPPORT SYSTEM

The PO-abama State Department of Education, Educational Consortium,
and J. F. Drake State Technical College offer support for the in- -
struction.

14
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COURSE TITLE: Radio & TV Repair

NAME OF FACILITY AND ADDRESS,: Tallapoosa-Alexander City Area
Training renter

100 East Country Club Drive
Alexander City, AL 35010

CONTACT PERSON: Johnny H. Spears

PHONE NUMBER: (205) 329-8448

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Secondary

HOURS REQUIRED. TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS: 72

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks):

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 61

APPROXIMATE TOTAL ENROLLMENT: 14

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

111 111 El Ell Ell Ell EN
15
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METHOD FOR IDENTIFICATION OF TASKS

Using the Vocational-Technical Education Consortiuth of States (V-TECS)
catalog for radio and,111,the.lhstructor,reamranged- the-order-ofthe--61-
tasks from simple to complex for troubleshooting and repair of power
Supply circuits, radios, televisions, tape players, and record changers.

DEVELOPMENT OF PERFJRMANCE,OBJECTIVES
1

Performance objectives were developed through the V-TECS, Alabama
State Department of Education, Auburn. University, TV servicemen, TV sales

and service supervisors, and instructors. The instructor participated
in the performance-baied adult vocational education ProjeCt (PAVE)
being conducted'in Alabama. The PAVE system is designe&to assist the
instructor step-Thy -step through the process of utilizing tasks from
the research baSed V -TECS catalogS- to provide performance-based in-
struction to adult learners.

INSTRUCTIONAL DELIVERY

During the first ;class meeting, the learner is given a list of all
tasks to be taught during the course and is asked to indicate those
which he/she cans already perform. The learner is given an opportunity
to demonstrate the competence in each of these tasks. This is referred
to as Entry Performance Demonstration (EPD). All EPDs for any specific
task must be completed before instruction is begun orrthat-partiCular
task.

The course is organized by tasks. Instructional planning sheets for
each task include: (1) necessary knowledges and skills, (2) learning
activities, ('3) resources-media and materials, and (4) student progress
check notes. The progress checks may be either instructor checks or
learner self-checks to determine whether or not the learner is acquir-
ing the skills and knowledges necessary for meeting the performance Ob-
jective. If the learner does not perform satisfactorily, the difficulty
is diagnosed and he/she is redirected to the appropriate place in the
instructional sequence. The learner proceeds through the instructional
process and receives progress checks as an aid in meeting performance
objectives and not as a penalty for which he/she receives a grade.

Various commercial textbooks and acwal electronic components are used
as resources in the instruction.

STUDENT TESTING PROCEDURES

Progress checks may be either instructor checks or student self checks.
Learners may be directed to complete a short paper-pencil test, compare
their performance to a recognized standard, or simply have their per-
formance visually inspected by the instructor.

After the learner has completed the instructional process and performed
all progress checks for a task, he/she is asked to perform the complete
task as specified in the performance objective for that task. This
final performance and the standard to which it should be achieved is

16
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called the "Criterion-Referenced Measure." The term "Criterion-
Referenced Measure" (CRM) is used in all V-TECS catalogs and is used
in this guide to indicate a type of "final exam" for each task. If

a learner has performed all progress checks, he/she should have no
trouble performing the CRM.

COURSE EVALUATION

The course is revised and reviewed by the instructor; student eval-
uations are taken into account. A course evaluation is conducted by
the State of Alabama Dept. of Education and the V-TECS staff. The
PAVE project is periodically reviewed by the instructors involved.

SUPPORT SYSTEM

Funding is provided by the State Department of Education along with
supporting federal funds. The State Department of Education and the
V-TECS staff members constitute the advisory groups.

17
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CALIFORNIA
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COURSE TITLE: Office Occupations

NAME OF FACILITY AND ADDRESS: Office Occupations Center
11949 East 215th Street
Hawaiian Gardens, CA 90716

CONTACT PERSON: Jack C. Wagnon

PHONE NUMBER: (213) 860-0331

TYPE OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN,EXIT: x

NUMBER OF COMPETENCIES (tasks): 251

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 55

APPROXIMATE TOTAL ENROLLMENT: 371

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR 'MAY JUN JUL AUG SEP OCT NOV DEC

EJ El El El ED EJ
21
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METHOD FOR IDENTIFICATION OF TASKS"

The California State Department of Education, Bureau of Business Edu-
cation created a Business Education Program Guide for Office and Dis-
tributive Occupations. This guide includes requirements for a'Common
Core, Office Core, General Office Clerk, Clerk Typist, Stenographer,
andAccounting Clerks of various levels. We have added others to
this list. In addition, we used actual job descriptions from industry,
DOT, government agencies, and our own staff's background.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

The above referenced guide includes particular competencies with
performance objectives for specific entry-level office occupations.
The target student group is high school level calling for a profi-
ciency far below whate feel, is employable, so,we have increased our
requirements. We use published materials as well as our own developed
materials. Input from employers, Advisory Councils, government agen-
cies, and our own staff determine our curriculum. All instruction has
measurable objectives.

INSTRUCTIONAL DELIVERY

Ours is a unique program of classroom and "on-the-job" training. We

operate on an open entry/open exit basis. Instruction is- individual-

ized. A student enters at his own particular level and advances
accordingly at his own- speed. Various levels ofsmodules, texts and
LAPS are used to accomplish this under the- direction of the instructor.

STUDENT TESTING PROCEDURES

Most students are tested in the basic subjects upon entry, to the pro-
gram. Upon completion of a basic subject, a student is again given
the original testing to determine and evaluate progress. Pre-tests

and post-tests are used in classes.

COURSE EVALUATIGN

At least once a semester an evaluation form is filled out by, all stu-

dent, then attending. This covers evaluating the program_as a whole,
individual classes, as well as the entire staff. The curriculum in
each class is continually reviewed by that instructor as an individual,
then checked by the teaching staff as a whole. Students are always

asked for suggestions. We are so flexible that we can incorporate or
discard materials at will. Of course, the ultimate evaluation is

whether or not the student is trained well enough for placement.

SUPPORT SYSTEM

An advisory group, administrative curriculum guidance and administra-
tion approval in most areas are utilized. We are given a budgeted

amount of funds.
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COURSE TITLE: Auto Maintenance and Repair

NAME OF FACILITY AND ADDRESS: Marin County Regional Occupational

Program
Hartzell School
211 Los Ranchitos Road
San Rafael, CA 94903

CONTACT PERSON:

PHONE NUMBER:

Alan Hopkins

(415) 479-4200
....0 ..'

TYPE OF FACILITY WHERE COURSE IS OFFERED: -Public Secondary

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT: x

NUMBER OF COMPETENCIES (tasks): 80

I

'NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 9

( APPROXIMATE TOTAL ENROLLMENT: 70

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

III
or

JAN FEB MAR APR MAY JUN JUL AUG

CD
SEP ,OCT NOV DEC

El CD IE1 El El El El E:J El El El
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METHOD FOR 'IDENTIFICATION_ OF TASKS

The tasks for auto maintenance and repair were identified by using.
,job descriptions supplied by members of the auto maintenance and
repair advisory committee. The instructors also visited job siles;
and noted those tasks-that were-performed in actual job settings.
These tasks were ye. ified by potential employees by use of a sample
profile sheet.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

'During the analysis phase, the material was developed into a course
outline and profile sheets were written using performance objectives.
In using the objectives, validity was assured by advisory committee
and employer verification and student feedback.

INSTRUCTIONAL-DELIVERY

The instruction is arranged in modules. Students mav enter or leave
the course at any time dependent on the competencies they possess.
Team teaching, peer instruction, and teacher aides are utilized. The
modules are individualized and self-paced.

STUDENT TESTING PROCEDURES

Student performance is evaluated by the completion of skills shOwn on
a profile sheet as assigned by the instructor. Students must pass a
written examination on the theory aspects of the tasks and then are
assigned a specific "hands-on" project. When the project is completed
to the instructor's satisfaction, the students may move to the next
skill.

COURSE EVALUATION

An advisory committee reviews the course twice a year and recommends
needed changes. The State Department of Education evaluates the
placement program and the course itself to determine its suitability
for the job market.

'SUPPORT' SYSTEM

The program is operated by the county superintendent of schools
office in cooperation with three secondary school districts. A
program manager and director supervise the program, an executive
board recommends funding, and the county superintendent and governing
board authorize polidy and budget. Funding comes from the local dis-
tricts and a county-wide tax system.
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[--COURSE TITLE: Bookkeeping

NAME OF FACILITY AND ADDRESS: Watts Skill Center
840 E. 111th Place
Los Angeles, CA 90008

CONTACT PERSON: Mr. Frank Holley

PHONE NUMBER: (213) 564-4451

TYPE OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 68

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 204

APPROXIMATE TOTAL ENROLLMENT: 28

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

1E1

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC0 0 0 0 0 1:3 '0 0 ED ED ELI 0
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ETMOD'FOR IDENTIFICATION OF TASKS

Job descriptions have been secured from civil service agencies (city,
county, and federal) as well as from private industry (banks, insurance
companies, and from employment representatives in utility companies).
Resource speakers visit at intermittent times. Instructors participate
in a vocational exploration program periodically to define and update
tasks as job changes are reflected in the job market.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

The curriculum is reviewed, analyzed, and revised annually by consultants,
staff, and resource persons from industry and 'government. Instructional
materials are carefully selected (programmed texts and working papers) to

- provide for individualized instruction necessary for continuous intake of
trainees. A course outline is developed spelling out perfnrmance objec-
tives and including methods of measuring progress at the completion of
each unit of study.

----TNSTRUCTIONAL-DEUVERY

The classroom is designed to"allow trainees to progress at their own rate
during the 16-20 weeks of instruction via open entry/open exit programming.
Methods include heavy focusing on individualized instruction, programmed
materials, audio and visual aids, and employment seminars (conducted on ,

campus as well as off-campus, including tours to modern offices). A
former trainee, now employed as Office Manager in a- nearby firm, offers
cooperative training during the training program in their Bookkeeping
Department to the advanced bookkeeping trainees.

STUDENT TESTING PROCEDURES

Trainees are tested orally (within groups, if enough are morking in the
same area); a written test is given the completion of each chapter.
Two comprehensive tests are given-!one after completion of Chapter 4 and
another towards completion.

COURSE EVALUATION

Members of the de2artment (clerical instructors) meet periodically during
the training perru& to evaluate, update, and make any necessary, revisions,
deletions, or additions. The course is evaluated also through thetechni-
cal advisory committee which meets on an annual basis; through comments
and suggestions from-industry representatives invited to visit and evaluate
Our training on an ongoing basis; and through feedback from employers and
former trainees following job placement.

SUPPORT SYSTEM

The counseling staff, job developer, community resource persons, and ad-
ministrative staff offer assistance to trainees at intermittent times
during training to reinforce training received in classrooms, preparing
trainees for their ultimate objective--job placement. Funding occurs
through the School District budget, State, County, and Los Angeles City
CETA funds.
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COURSE TITLE: Business Careers Program

NAME OF FACILITY AND ADDRESS: Woodruff Regional Occupational- Center
302 West Weber
Stockton, CA 95203

CONTACT PERSON: Charles Walejko

PHONE NUMBER: (209) 466-4841

TYPE OF FACILITY WHERE COURSE IS OFFERED: Secondary & Post - secondary
Skills Cel:ter

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 62

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 200+

APPROXIMATE TOTAL ENROLLMENT: 188

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

L YEAR

or

JAN FEB MAR AAP-Rry MAY JUN JUL AUG SEP OCT NOV DEC

CZ] (1 0 El El C2 CO
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METHOD FOR IDENTIFICATION OF TASKS

Tasks were identified by the Bureau of Business Education, State of
California, Department of Education, and through the expertise of
the instructors involved who had been teaching office occupations
for. 10 years and placing students in the local offices. Feedback

from former students was considered as well as advisory committee
suggestions. Job descriptions on file at local government agencies
were another resource. Students may choose to prepare for the

following occupational titles.: Accounts Clerk, Billing and Book-
keeping Machine Operator, Bookkeeper I, Calculating Machine Operator,
Clerk-typist, Duplicating Machine Operator, Financial Records Clerk,
Inventory Clerk, Mail and File Clerk, Receptionist-Typist, Steno-
grapher, Transcriber (hand and machine), Typist-General Clerk, Clerk-
General Office.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Performance objectives were developed and validated with the help' of

the Bureau of Business Education's competency-based curriculum guide.
Other segments were added as warranted by local lob market surveys
and advisory committee tnaut. Validation was done by the State De-

partMent of Education, Bureau of Business Education. A validation

study in our local area was ,not conducted...

INSTRUCTIONAL DELIVERY

Instruction is individualized and self-paced. Flexible scheduling is

offered to every student by using a spin-in, spin-out method. This

flexibility enables office employees to upgrade their skills at their

own pace and level. There are three categories, of competencies in

the program: "common core," "office core," and "specialty areas."
Students are pre-tested to determine if they are already competent in
the area. If the student does not pass theKpre-test,:he/she must com-
plete the appr.wriate learning packages before taking a post-test in

that area. Student contracts are developed by agreement between the

teacher and student. These contracts typically cover 1-3 competency
areas at a given time and represent a basis for both student and
teacher to monitor performance. Many of the learning packages have
audio-visual materials included, such as audio tapes, slide-tape

sets, and filmstrips::

Every student who reaches a defined level of competence can receive
actual on-the-job training in local offices on a three-week rotation
basis.using a community classroom concept. Through this approach,

students can acquire the kinds a competencies which cannot be dealt
with as effectively in the, classroom.

STUDENT TESTING PROCEDURES

Pre-tests are given for everything. If the pre-test is passed, the

unit need not be completed. Students take and correct their own

pre-tests. Post-tests are given at the end of each competency acti-

vity. Some tests involve teacher observation only. The emphasis is

on demonstrated performance to meet the competency level rather than
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grades. If a test is failed, the teacher will assign additional
Practice until student performance meets the criterion level.

COURSE:EVALUATION

Course -evaluati§n occurs several different ways: ,(1) Instructors
evaluate portions of the curriculum weekly. (2) Instructors evaluate
the entire course at the end of the school year. (3) The State De-
partment of Education, Bureau of Business Education, evaluates the
program annually for approval or disapproval. (4) Students evaluate
their instruction through suggestion boxes or informal papers written
with no names. (5) The Advisory Committee evaluates the program dur-
ing their meetings.

Approximately 60-70 percent of the students are successfully placed in
jobs for which they were trained. A thorough follow-up of completed
students is conducted. These students are asked for suggeWons as to
how their instruction could have better met job requirements.

SUPPORT SYSTEM

Funding comes from special tax and state funds. The adv...nry committee
is ,Active. Counselors are available to the students. The program has
a "community classroom" teacher who visits students on the job to
assist in the transition from school to work and supervise on-the-job
training. Two bilingual aides work with Spanish-speaking students.
A full-time employee maintains the Inventory Desk where the learning
packages are kept.



F.

COURSE TITLE: Commercial Lending I

4,

NAME OF FACILITY AND ADDRESS: Crotker National Bank
79 New Montgomery St.
San Transisto, CA 94104

[

CONTACT PERSON: Richard L. Ferrilgton

PHONE NUMBER: (415) 983-3297

TYPE OF FACILITY WHERE COURSE IS OFFERED: Business

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

[ NUMBER OF COMPETENCIES (tasks):

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES:

[ APPROXIMATE TOTAL ENROLLMENT: 807

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

El
or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DECC3 0 0 ED El 0 0 0 EJ 0 1;73 0
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*METHOD FOR IDENTIFICATION OF TASKS

Tasks were derived in the job analysis through three methods: op-
the-job observation of experts; analysis of existing bank resources
and existing job-related paperwork, standards, and so on; and group
sessions with incumbents where we "picked their brains" for several

days.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Performance objectives are based on the job analysis. Course devel-
opers attended Robert Mager's competency-based instruction seminar
and then applied his methodology to their curriculum development.
The objectives are validated by a multi-department committee of
lenders, auditors, and training designers.

INSTRUCTIONAL DELIVERY

The commercial lending course is delivered through 16 modules of self-
paced, individualized instruction. The materials are kept in a set of
three large looseleaf notebooks. The students keep a "learner work-
book" during and' after completion of the instruction. Two resource
notebooks are kept at the branch training site for reference. Given

competence in prerequisites, entry and exit are open. For novice

learners a course manager is available to give assistance. The course

managers are concerned primarily with testing and student observation
as they proceed through modules on the,job during training. 'Virtually

all learning occurs in an on-the-job,setting where the course manager
works directly with the loan officers servicing actual customers. No

simulation is used. The delivery method differs sli-ghtly for non,

novice learners. Novices take more time to complete the course in
Commercial Lending I than do experienced learners, but the bank now
requires all loan officers, experienced or not, to be certified using

this course.

STUDENT TESTING PROCEDURES

Students are given on-the-job performance tests. The course managers
observe their demonstration of skills and complete terminal performance

checklists. Learners also must complete a case problem in finanLial
analysis where they analyze a company's ability to repay a requested
loan or line of credit.

COURSE EVALUATION

The Training Department is responsible for all review, revision, and
quality control. There is a well-coordinated use of line ,input in

this review. A major evaluation method is to track the than loss

record of commercial lenders who have completed the course.
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SUPPORT SYSTEM

The course is supported in several ways.

(1). Review commikttees assure that the technical content is appropriate
and up-to-date.

(2) Geographically dispersed "District Training Officers" oversee the
operation. Course advisors are available at each branch. They
are content specialists in one or more of the modules under study
and are available for consultation with learners whenever there is
difficulty with any part of a module.

.(3)._ _Senior executives of the bank support the course and are requiring
all of the bank's commercial loan officers to be certified in
Commercial Lending I.
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COURSE TITLE: Cosmetology i
NAME OF FACILITY AND ADDRESS: Moro Beauty College

124 N. Brand Blvd.
Glendale, CA 91203

CONTACT PERSON: Michael David Moro

PHONE NUMBER: (213) 246-7376

TYPE OF FACILITY WHERE COURSE IS OFFERED: Proprietary School

1

HOURS REQUIRED TO COMPLETE THE COURSE: 4,

MINIMUM HOURS: 1600

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 31

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 10

APPROXIMATE TOTAL ENROLLMENT: 80

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

MI
or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

El CD El EJ E3 C3 El El El El E3 EJ
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METHOD FOR IDENTIFICATION OF TASKS

Our "job analysis" relates to duties performed by licensed cosmeto-
logists under the California Cosmetology Act. Also included are
current fashion services desirea'157-the public. The components of
the duty objectives are segmented and isolated-'before "re-linking"
to performance objectives.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Students are introduced to salon-type experiences after approximately
2007hours of training.. Patrons receive services that include the ten
performance objectives required for competence in cosmetolr Y.
Validation of the student's competence is customer satisfaction and
repeated requests for the student's services.

INSTRUCTIONAL DELIVERY

:Beginning students are separated from the general student body and are
taught a brief familiarization course iiMch include, the 31 tasks that
bring them to an entry level. This allows them to practice in the
patron clinic. Such practice, in additUbn to relAted instruction,
brings the student to :the mastery or competency level using open entry/
open exit techniques.

STUDENT TESTING PROCEDURES
$0

Criterion referenced testing is utilized. 14r1Uen examinations re-
quiring homework preparation are required. Students critique their
own practi(;:al work through the use of TV and video cassettes.

COURSE EVALUATION

Since we are a Nationally Accredited Beauty School, the Cosmetology
Accrediting Commission reviews our course and facility periodically.
Employers of our students are asked to comment on their competency as
well as their ability to relate with fellow workers and customers.
Regular teachers' meetings are held to evaluate the progrets .f each

student. Should a number of students fail to achieve in certain, tasks
or performance objectives, methods are reexamined and revises accord-

ingly.

SUPPORT SYSTEM

Our school is jointly administered by the owner and the Supervisor of

Instruction. Five reputable beauty salon owners in the community
serve as educational advisors. We meet periodically to review eduo.a-
tional material and content and discuss standards of student compe-
tency at exit level. These advisors also appear as guest instructors.
The school is privately funded and receives income from tuition.
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4.0
:::- THE CENTER FON VOCATOONAL EOUCAT



fi

.07.111

COURSE TITLE: Sheet Metal

NAME OF FACILITY AND ADDRESS: Watts Skill Center'
840 East 111th Place
Los Angeles, CA 90008

[--

CONTACT PERSON: Mr. Frank Holley

PHONE NUMBER: (213) 564-4451

TYPE OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

HOURS REQUIRED TO COMPLETE THE COURSE:

F.-
NUMBER OF "COMPETENCIES (tasks): 7

MINIMUM HOURS: 350

AVERAGE HOURS: 700

MAXIMUM HOURS: 780

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 4

APPROXIMATE TOTAL ENROLLMENT: 133

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

C) El El EJ El E3 EJ El El CI El
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METHOD, FOR IDENTIFICATION OF TASKS

Tasks were identified through a job analysis conducted by a techni-
cal advisory committee consisting of industry representatives, union
representatives, and instructors. The necessary skills were identi-
fied and the hours of practice necessary to attain the level of pro-
ficiency required in industry were estimated.

DEVELOPMENT OF-PERFORMANCE OBJECTIVES--

From the technical advisory committee's suggestions, the course out-
line was developed and performance objectives were indicated. The
committee meets on an annual basis to review and revise or update
the course outline and performance objectives.

INSTRUCTIONAL DELIVERY

Instruction is delivered on an open entry/open exit, individualized
basis. The vocational instructor spends one hour daily teaching
shop theory, blueprint reading, geometry, and shop layout; then four
hours daily in the shop assisting students as they, constru-t items
using the same layout, cutting, forming, and fastening tec ques
used in industry. Equipment used parallels that u.s.,4 in inuustry.

STUDENT TESTING PROCEDURES

Tests covering shop theory, blueprint reading, math, and layout
occur on a weekly basis in both oral and written form. Practical
application tests occur in a daily, ongoing manner as the instructor
inspects and checks assigned project tasks for accuracy and crafts-
manship.

COURSE EVALUATION

Course evaluation occurs in several ways: through the-technical ad-
visory committee which meets on an annual basis; through comments and
suggestions from industry representatives invited to visit and eval-
uate the training on an ongoing basis; and through feedback from em-
ployers and former trainees following job placement.

SUPPORT SYSTEM

School District support involves the Superintendent doWn through the
Deputy Superintendent.the Division Superintendent, the Administra-
tive coordinator, the Director of Manpower Training, a Vocational
supervisor, and specific occupational specialists. State support is
through the State Vocational Education Manpower- Training section. A
representative from the School- District and one from the State meet
on a monthly basis with our community advisory committee, which also
includes representatives from local industry, elected. officials,
community organizations, and private citizens. Funding is provided by
the School District budget, State, County, and Los Angeles City CETA
funds.
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COURSE TITLE: Shorthand

NAME OF FACILITY AND ADDRESS: Watts Skill Center
840 E. 111th=Place
Los Angeles, CA 90008

CONTACT.PERSON: Mr. Frank Holley

PHONE NUMBER: (213) 564-4451

TYPE OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT: x

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 3

APPROXIMATE TOTAL ENROLLMENT -: 128

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

El El El ED Q El E3 El El Ca CD CD
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METHOD. FOR IDENTIFICATION OF TASKS

Job requirements and position descriptions from business and industry
were used as resources in the job analysis. Tasks are identified for
the sbeginning steno position.

DEVELOPMENT.OF.PERFORMANCE OBJECTIVES

The objectives are developed from the task listing. Course evaluation
assures that students learn techniques, necessary to reach the, standards.
set by business and-Industry for the -beginning stenographer.

INSTRUCTIONAL DELIVERY

Instruction is geared to meet the needs of students who enter the class
at various times (open entry /open- exit) and various levels ,of ability.
Teaching methods include individualized instrudtion tb-siftgle student
or small groups (grouped according to entry dates and similarity of
needs) through the use of teacher explanation of shorthand theory and
dictation. The instruction is reinforced by programmed material on
recorded tapes.

STUDENT TESTINGTROCEDURES

The student's ,performance is evaluated: by classroom participation and
responses to shorthand theory, introduced by instructor, the reading,of
the homework assignments, frequent theory, writing and identification
quizzes, and transcription of dictation-given by the instructor on
previewed and new material. The ultimate evaluation is the ability of
each student to take dictation for five minutes on unpreViewed (new)

material at the minimum rate of 80 words a minute and transcribe with
95% accuracy.

COURSE EVALUATION

The course is continually evaluated by the instructor, placement officer,
and educational counselor to maintain and keep current the teaching
methods and course content. The instructor is evaluated by the-principal
through classroom visits and placement records of the students. The
course is evaluated also through the technical advisory committee'which
meets on an annual basis; through comments and suggestions from industry
representatives invited to visit and evaluate our training on an ongoing
basis; and through feedback from employers and former trainees following'
job placement.

SUPPORT SYSTEM

The Watts Skill Center has an Advisory Board made up of kay personnel of
various industries of the community. Representatives :from industry,
colleges, and state and local governmental agencies keep the instructors
abreast of changes in employment standards and requirements as well as
inform and direct our placement personnel to future employment openings
for the students. Funding occurs through the School District budget,
State, County, and Los Angeles City CETA funds.
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COURSE TITLE: Vocational Office Training

NAME OF FACILITY AND ADDRESS: Adult School of Business
914 Fourth Street
Clovis, CA 93612

CONTACT PERSON: Robert W. Fuller

PHONE NUMBER: (209) 299-4367

TYPE OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OFCOMPETENCIES (tasksT:

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 218

'APPROXIMATE TOTAL ENROLLMENT: 241

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

1E3

or
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0 METHOD FOR IDENTIFICATION OF TASKS

Tasks were identified, by analyzing the level of skill needed for each
Occupation. Performance objectives were developed by using the
California Business Education Program Guide, the D.O.T., and consult-
ing our Advisory Committee.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Performance objectives were developed by using California's Business
Education Program Guide, and the D.O.T. They were validated by the
Advisory Committee.

INSTRUCTIONAL DELIVERY

!nstruction- is delivered via printed. modules, audio-visual equipment,
mini courses, indiyidual help, and peer instruction in an open entry/
open exit format.

STUDENT TESTING PROCEDURES

The majority of testing is .written (performing exercises similar to

those completed while progressing through modules). Some testing

is done by performance, such as duplicating processes and staffing
the receptionist desk after completion of telephone techniques
module. Testing on equipment is on a timed basis.

COURSE EVALUATION

Course evaluation and revision are mainly accomplished by instructors
involved in the program. Input is considered from former students and
employerS of former students, the needs of the community, the Advisory
Committee, and administration's suggestions.

SUPPORT SYSTEM

The Bureau of Business Education, school administration, local em-
ployers, and advisory committee provide support for the program.

Funding is through state and local funds,

42

46 THE CENTER PON VOCATIONAL EDUCAT



CONNECTICUT
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COURSE TITLE: Pre-Employmerkt Shielded Metal Arc Welding

NAME OF FACILITY AND ADDRESS: Ambit Welding Facility
Industrial Drive
Groton, CT 06340

CONTACT PERSON: John T. Latham

PHONE NUMBER: (203) 446-2928

TYPE OF FACILITY WHERE COURSE IS OFFERED: Industry

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 280

AVERAGE HOURS: 320

MAXIMUM HOURS: 360

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 9

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 2

APPROXIMATE TOTAL ENROLLMENT:
See, "InstructiOnal Delkery"
on next page.

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG ;EP OCT NOV DEC
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METHOD FOR IDENTIFICATION OF TASKS

The tasks were identified through interviews with cognizant welder
first line supervisors.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

The performance objectives were defined by a Welding Engineering
Welder Qualification procedure and integrated with the Job task
information. Validation is success with practical application on
test pieces.

INSTRUCTIONAL DELIVERY

The instruction is divided into three modules utilizing videotape,
fhlms, slides, lecture method, and practical demonstration. Classes
have no more than 12 students.

STUDENT TESTING PROCEDURES

Student testing is practical and they' must demonstrate their skills
on various weld configurations.. Written tests for .general knowledge
are also vdministered.

COURSE EVALUATION

All curriculum is iJviewed and revised by the cognizant instructors,
the school supervisor, operations represetaives, and Welding Engi-
neering representatives. Each student also critiques the program.

SUPPORT SYSTEM

The funding is a combination of General Dynamics, Electric Boat
Division,, overhead monies, and, UTA support.
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COURSE TITLE: Cashiering for Sales People

NAME OF FACILITY AND ADDRESS: Westside Vocational-Technical Center
73 East Story Road
Winter Garden, FL 32787

CONTACT PERSON: Melanie J. Parks

PHONE NUMBER: (305) 656-2851, ext. 21

TYPE OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

,----__---

NUMBER OF COMPETENCIES (tasks): 85

NUMBER-OF TERMINAL PERFORMANCE OBJECTIVES: 35

APPROXIMATE TOTAL ENROLLMENT: 15

4,

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or
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METHOD FOR IDENTIFICATION OF TASKS

The talks were identified through a search of the needs of the local
retailers. This was accomplished through advisory council work. The
instructor's own expertise in this area was used as a source, as well
as that of other instructors. Books and manuals, already in print
were a point of reference.

DEVELOPMENT OF'PERFORMANCE OBJECTIVES

Performance objectives were developed by the 'instructor from the tasks
identified. They were validated by local retailers, former students
and the instructor's knowledge.

INSTRUCTIONAL DELIVERY

Instruction is delivered on an open entry/open exit basis. Vt is indi-
vidualized and self-paced. Upon entry into the course'the student is
shown the competencies for the course and then proceeds through varied
methods of instruction to meet each competency. Films, programmed
instruction, and practice problems on NCR 250 and 280 electronic termi-
nals, and standard class 24 registers, are among the methods of instruc-
tional delivery.

STUDENT TESTING PROCEDURES

The course is divided into nine broad areas, each with itziown set of
performance objectives and competencies. The student is evaluated when
he determines his readiness. All evaluation is strictly performance-
based excluding basic studies, cashier math and'merchandising. A stu-
dent progress record is kept with completion dates filled in as the
student demonstrates competence in the areas.

COURSE EVALUATION

The mainstay of the course evaluation is the advice of students who
complete the course (or complete enough to gain a marketable skill -)
and are on-the-job. They provide invaluable feabaCk on course effec-
tiveness and the needed competencies on the job.

SUPPORT SYSTEM

The program was originally funded in 1974 with Federal money for dis-
advantaged adults. It is presently funded through internal school
accounts and the County Board of Instruction.
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COURSE TITLE: Machine Shop

NAME OF FACILITY AND ADDRESS: Mid-Florida Technical Institute
2900 West Oak Ridge Road
Orlando, FL 32809

CONTACT PERSON: John Palowitch

PHONE NUMBER: (305) 855-5880, ext. 38

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Technical Institute

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 186

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 186

[ APPROXIMATE TOTAL ENROLLMENT: 67

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB APR MAY JUN JUL AUG SEP OCT NOV DEC
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METHOD FOR IDENTIFICATION OF TASKS

The tasks were originally identified by the instructor using his 'many
years of experience in the industry as,,ayeference. Now that Vocational-
Technical Education Consortium of Mates (V-TECS) catalogs are available
which-cOntain validated tasks peilormed by incumbent-worke'rs-tn-machine
shops, theLAPs 1Learning Activity Packets) are being rewritten based.
upon the 186 performance objectives specified In the V-TECS catalog.

DEVELOPMENT OF PERFORNANCE OBJECTIVES

The performance objectives were developed by the instructor as an integral
part of each LAP. The LAPs contain a statement of operation 1which may be
defined as a task), specification of tolerances or standards for._ tIne, oper-
ation,.a list of steps necessary to = achieve the operation, and a :list of
,necesf,ary reference materials and equipment needed. tiese evolved from
the instructor's work with "process sheets" in industry, which are similar
to the,performance objectives and performance guides contained in V-TECS
catalogs.

INSTRUCTIONAL DELIVtRY

Students enter when vacancies occur. Instruction is delivered by indivi-
dual Learning Activity Packages and teacher assistance. Students prepare
a goal statement and receive only that portion of the course necessary to
satisfy their goals. Students are assisted in job placement as they
achieve competencies. Placement of course completers presents no diffi-
culty; industry needs are greater than the number of persons completing
the program. As students are placed on jobs, openings for new students
appear.

STUDENT TESTING PROCEDURES

Students' written work on the "must knows" are graded from prepared an-
swer sheets. Students' perforthance of tasks are graded either acceptable/
not acceptable by measuring completed parts for correspondence to blue-
print specifications and tolerances.

COURSE EVALUATION

The course is constantly evaluated by periodic review of the advisory
council, and feedback by employers of students. The instructor was
selected to be one of the demonstration teacheri in-competency-based
education for the State of Florida. The 17 demonstration teachers meet
each quarter to work on strategies for material development, program
development, and in-service training of other staff members.

SUPPORT SYSTEM

The course is part of the public school system. Funding is 80 percent
state, 16 percent local and 4 percent federal. State funding is baSed
on Full-Time Equivalent (FTE) student hours. Nine hundred student hours
per year = $746.00 of state support to the local school system. Placements
equipment needs,, and program content are facilitated by the Orlando area
employers serving on the advisory committee.
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COURSE TITLE: Nursery Operations

NAME OF FACILITY AND ADDRESS: Manatee Area Vo-Tech Center
5603 34th Street, West
Bradenton, FL 33505

CONTACT PERSON: Royce'Williams

PHONE NUMBER: (813) 755-2641, ext. 266

,,,

TYPE OF FACILITY WHERE COURSE IS OFFERED: Vocational-Technical Center

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 540

AVERAGE HOURS: 900

MAXIMUM HOURS: 1080

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 184

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 82

APPROXIMATE TOTAL ENROLLMENT: 42

MONTHS OF THE YEAR WHEN THE COURSE. OPERATES:

ALL YEAR

ED
Or

MAR APR MAY JUN JUL AUG SEP OCT NOV
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METHOD FOR IDENTIFICATION OF TASKS

-Many of-the tasks were taken from the Vocational-Technical Education
-Consortium of States (V-TECS) catalogs with additional input from
our Advisory Committee.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Performance objectives were developed by the Instructional staff work-
ing with input from the Advisory Committee and administration.

INSTRUCTIONAL. DELIVERY

Individualized instruction is used a great deal with students learning
at their own pace. Visuals, tapes, live materials, teacher demonstra-
tions, and peer grouping, are used.

STUDENT TESTING PROCEDURES

Students are tested by checking tasks through student end teacher
proctor systeMs- Very few paper tests are used- Students are tested
on their- :performance.

COURSE EVALUATION

Periodic program review is used as an evaluations tool.. The Advisory
Committee is informed and aware of the'course of Instruction and along
with the instructor is constantly reviewing and revising the course.

SUPPORT SYS1FM

We received FTE (full-time equivalency) funding froM the State in
Category II. Funds are based on an enrollment plus category formula.
Our Advisory Committee supports the program actively.
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COURSE TITLE: Professional Checker Training

NAME OF FACILITY AND ADDRESS: Mid-Florida Technical Institute
2900 West Oak Ridge Road
Orlando, FL 32809

CONTACT PERSON: Patricia C. Foreman

PHONE NUMBER: (305) 855-5880

40-

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Technical Institute

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT: x

NUMBER OF COMPETENCIES (tasks): 83

[... NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 108

APPROXIMATE TOTAL ENROLLMENT: 176

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or
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METHOD FOR IDENTIFICATION,OF TASKS

Established procedure's for grocery the king were identified and
compared to criteria set-up in the NCR- SMI -DE Supermarket Checker
Education. Course. The instructor then incorporated, suggestions,
from the corporate level of the industry. consumer advocates, and
purveyors of equipment through their participation on the Advisory
ComMittee. Tasks that strengthened career goals and group working
experiences were identified.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Performance objectives were written to correspond with, the tasks
identified. Since many tasks in the cheOker's job are either right
or wrong, a "pass -fail" grading system is used. When working with
customers and large sums of money, being correct is the only accept
able action. Actions that demonstrate credibility and i-spire con-
fidence were considered part of the acceptable performance.

INSTRUCTIONAL DELIVERY

Open entry/open exit is the format. Cbmmon areas are introduced in
open segments with competencies to be developed either in programmed
learning booklets or exercises, or with small- group discussions led
by the instructor and advanced students. There is 1 ".5 experience

with NCR'5 mechanical registers and ECR 200 NCR registers. There is
opportunity to work with closed circuit VTR. Students do reports on
store visits to develop their critical ability and allow them to
recognize and understand the varying degrees of excellence in the
local grocery stores. There is considerable work on a Work Seardh
Folder assigned to help the student get the best possible available
position, or to help him create a good job. Films, filmstrips,
overheads, and current media are all utilized in all segments of this
training. Peer group teachingis an important part of the learning
process; there is opportunity for every student to gain skills in
training.

STUDENT TESTING PROCEDURES-

In the lab students demonstrate routines depicting various
tasks and thus utilize the performance objectives, with appropriate
evaluation by the peer group and instructor recorded. This evalua-
tion skill is also an important bonus in the training' program-of_each
student. A Work Search 'Folder complete with references, a Work Data .

Sheet, picture, samples of finished'work with scores
showing employability and accuracy, and a work record is an integral
part of the final requirements 'Exercises and programmed workbooks
must be completed correctly. Store reports must be completed demon-
strating actual store visitations. A price-breaking 'test must be
completed in a 20-minute time period with 100% accuracy. Students

must score 85% correct on the final examination.
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COURSE EVALUATION

The course has been evaluated by members of the Advisory Committee
regularly and upgrading is constantly in force. It was evaluated
by the Southern Association of Colleges and_Schools in 1975 and is

evaluated every year by the school admintstration. With new tech-
niques emerging and constant change in the industry,,we are con-
stantly being chalJenged to stay ahead of the current task and job
criteria to insure students will be able to adapt and stay in the
career field.

SUPPORT SYSTEM

The Advisory Committee is made up of corpc(rate level grocery
industry people. They are personnel di rectors, training directors,
supervisors, specialists, advertising people, safety and security
people. These industry people represent chains, convenience stores,
supermarkets, cooperatives, and independents. We,also have an
industry perion who is the editor of the statewide grocery bulletin,
a person from the State Department of Agriculture (chairman of the
Committee), anda person from the U."S. Department of Agriculture in
the Good' Stamp Division. School' personnel serving include an adult
distributive education supervisor, a state regional distributive
education supervisor, a university teacher trainer, a local school
administra:or, the instructor, and an Instructor from another program.
Init!al funding was on Federal grant, and subsequent funding is based
on full-tim: equivalent earnings of the class.
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COURSE TITLE: Secretarial

NAME OF FACILITY AND ADDRESS: George Stone Vocational-Technical
Center

Adult Evening Pfogram
Rte. 10, Box 530, Longleaf Drive
Pensacola, FL 32506

CONTACT PERSON:

PHONE :NUMBER:

Susie Hamilton

(904) '499-8929

TYPE OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

wof

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS: 1250

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

'NUMBER OF COMPETENCIES (tasks): 162

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 13

APPROXIMATE TOTAL ENROLLMENT: 20

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG 'SEP OCT NOV DEC0 Cl 0- 0 E l 0 0 0- E:3
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METHOD FOR IDENTIFICATION OF TASKS

Terminal performance objectives were given in the Vocational - Technical
Education Consortium of sicat5 (V-TECS) catalog for Secretarial Occupar
tions, and enabling objectives were written to compliment many of the
terminal objectives.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

The V-TECS catalog for Secretarial Occupations was used to write the
enabling objectives.

INSTRUCTIONAL DELIVERY

The school operates on the open entry/open exit concept. Students are
introduced to units in the course by programmed tapes and individual-
ized instruction. Students move at their own pace and are guided by
the classroom curriculum which details the competency-based objectives
and the desired step-by-step performance.

STUDENT TESTING PROCEDURES

Each student is tested periodically ..luring any given duty and also at
the end of each duty (there, are 14 duties in all).

COURSE EVACUATION

The Florida State Department of Education reviews the\program'every
three years. Constant revision- is being made to the prOgram in
order to stay abreast withthe business world.

SUPPORT SYSTEM

The Advisory Committee keeps the business department well informed
on current community ,needs. The funding base far the program is the
Florida Educational Finance Program.
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COURSE TITLE: Typewriting

NAME OF FACILITY AND ADDRESS: Collier County Vocational-Technical
Center

3702 Estey Avenue
Naples, FL 33940

CONTACT PERSON: Mrs. Catherine L. Etterman

PHONE NUMBER: (813) 774-6635

4
TYPE OF FACILITY WHERE COURSE IS OrCERED: Vocational Center

I

HOURS REQUIRED TO COMPLETE THE COURSE,:%--

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT: x

:NUMBER OF COMPETENCIES (tasks): 86

NUMBER OF TERMINAL - PERFORMANCE OBJECTIVES: 12

APPROXIMATE TOTAL ENROLLMENT: 120

MONTHS OF THE YEAR WHEN THE COURSE OERATES:

ALL YEAR

l n1

or
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METHOD FOR IDENTIFICATION OF TASKS

Tasks were identified through consultation with the Advisory Committee
members, textbooks, and other reference sources. Instructor experience,
both asa teacher and as an office worker, was relied upon for addi-
tional input.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

'A set of objectives compiled by the Florida-State Department of Educa-
tion was utilized and revised to fit this program. Advisory-Committee
members and other contacts in the employment area were alsoconsuled.

INSTRUCTIONAL DELIVERY

'Individualized job sheets that correspond to the textbook used in class
were developed by the instructor. The students advance through the job
sheets on an open entry/open exit basis. Each Student's work is indi-
vidually analyzed each day before the next lesson/job sheet is assigned.
Tapes were made to correlate with the job sheets and the text.

STUDENT TESTING PROCEDURES

Testing consists of taking timed writings (since the business world in-
sists that they be used as a criterion for job entry) on straight copy
and of timed production measurement.

COURSE EVALUATION

Revisions are made constantly as program needs are updated. The inr
structor is chiefly responsible for course evaluation, since she is the-
only instructor in the department at the present time. Journals that
describe the newest techniques in the field and texts that are new on
the market provide ideas for revision.

SUPPORT SYSTEM

In Florida, funding is based on full-time student equivalency. As yet,
the course has not received full funding based on the units Generated.
The advisory group guides and assists the instructor in whatever way it
can. Presently, it serves as a community contact to report on innova-
tions in the field and to provide community rationale for the program.
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COURSE TITLE: Typewriting: Basic, Intermediate, and Advanced

NAME OF FACILITY AND ADDRESS: Tomlinson Adult Education Center
296 Mirror Lake Drive
'St. Petersburg, FL 33701

I

CONTACT PERSON: Mrs. Grace B. Tadlock

PHONE NUMBER:

TYPE OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

HOURS REQUIRED TO' COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 382

NUMBER OF TERMINAL OERFORMANCE OBJECTIVES:

[

91

APPROXIMATE TOTAL ENROLLMENT: 319

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

1E31

or
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'METHOD `FOR PENTIFICATION OF TASKS

Courses are develoead as the need for certain skills is indicated..
These needs are derived from direct contact with employers (letter,
phone, personal), from annual surveys of the business community, from
employment agenc't.s., and student interviews for employment. Also,
each business teacher in the county system spends a full day in a
business office (Observing and talking with workers and-personnel
directors). The information received =is shared, giving a broad over-

.

view of the business community needs.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Each performance objective is composed of performance, conditions, and
criteria. Performance states what the learner will be able to do after
mastery. Conditions identify all limits of circumstances under which
the student will perform. Criteria !dentify the minimum standards the
student Must meet. Validation is assured by acquiring an accurate
listing of skills needed for the job. The list was compiled from the
V-TECS catalog, the Dictionary of Occupational Titles, advisory committee
recommendations, and county-wide occupational titles.

INSTRUCTIONAL DELIVERY

Each student is given a course outline which includes requiredcompe-
tencies, assignment sheets, and contracts for his/her individual'
situation. Students with previous typing training complete evaluation
projects to determine at: what level they will begin. Students can be
exempted-from additional work when' they meet the competency requirement
for a given area. Assignments are based,on, and are altered to meet,
individual needs. Modules, taped materials_ special drills, filmstrips,
diatypes, individual and group demonstrations, self-evaluation forms,
films, and individual instruction are some of the methods used in teach-
ing. The text includes specific goals for each lesson and has a related
workbook.

STUDENT TESTING PROCEDURES

Student testing involves: evaluation tests for placement level, pre-
and post-tests for lessons, and a test prep (which may exempt the stu-
dent from the final test) at the end of each part of the text. All

tests are criterion referenced. In addition, all productioh work must
be "mailable." Tests include production work, both timed and untimed.

COURSE EVALUATION

Ongoing formative and summative evaluation procedures are used. The
instructor, administrator, supervisor, advisory committee, and stLte
curriculum delivery system personnel all have input. But the actual
revision is performed= by the instructor.
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SUPPORT SYSTEM

These individualized, open-ended courses are part of the Business
Education Department of Tomlinson School, a post-secondary institu-
tion for training-adultsto ,become.employable=74par.t,of-the
County-Cchool System, supported.by the State of Florida. Advisory
Committees (both school and county) include representatives from a
broad range of the business and industrial community.
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COURSE TITLE: Civil Technology (Surveyin9)

NAME OF FACILITY AND ADDRESS: Atlanta Area Technical School
1560 Stewart Ave., S.W.
Atlanta, GA 30310

CONTACT PERSON: John M. Collum, Jr.

PHONE NUMBER: (404) 758-9451

TYPE OF FACILITY WHERE 'COURSE IS OFFERED: Adult Vocatic.al/Technical

School

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

THE

MM110

NUMBER OF COMPETENCIES (tasks): 41

...

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 10

APPROXIMATE TOTAL ENROLLMENT: 30

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

1113

or
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METHOD FOR IDENTIFICATION OF TASKS

Tasks were identified by a combination of (1) advisory committee suggestions,
(2) personal experience in field, 43) examination of workers `in
field, (4)Dictionary of Occupational Titles, and (5) correspondence
with other programs across the United States.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Objectives were developed primarily by examination of workers in
the field with input from the Advisory Board. Validation is still
going on by feedback from graduates and input from employers.

INSTRUCTiONAL DELIVERY

Learning is the sole responsibility of the student in this open
entry/open exit program. Each student uses his/her own critical
path flow chart to maximize learning options each day. Resources
include a classroom library, instructors, peer instruction, audio-
visuals, and occasional small lecture groups. Students are inter-
viewed weekly to review the past week's work, update time- limes,
and plan the current week's work.

STUDENT TESTING PROCEDURES

Students are tested weekly by means of written tests, oral quizzes,
timed field tests, and precision of group fieldwork. Reithary empha-

sis is placed on group field results and proper notekeeping.

COURSE EVALUATION

Program evaluation consists of input from (1) graduates employed in
the field, (2) employers, (3) an Advisory Committee, (4) professional
surveying societies, and (5) the, school's Instructional Development
Center. Program revision will occur once a year.

SUPPORT SYSTEM

The program receives support from the local Advisory Committee, the
school's Instructional Development Center, and the Coordinator of
Construction Trades. 'Funding consists of 50 percent federal and
50 percent state monies, with local supplements appropriated for
salary, maintenance and operation, and additional support personnel.

70

69. THE CENTER FOR VOCATIONAL EDUCAT



COURSE TITLE: Computer Programming and-Operations

NAME OF FACILITY AND ADDRESS: Control Data Institute
3330 Peachtree Road, Suite 250
Atlanta, GA 30326

CONTACT PERSON: Frank Syster

PHONE NUMBER': (400. 261-7700

TYPE OF FACILITY WHERE COURSE IS OFFERED: Proprietary School

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 600

AVERAGE HOURS: 650

MAXIMUM HOURS: 700

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES ('tasks)': 180

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 180

APPROXIMATE TOTAL ENROLLMENT: 72

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

AJ

or
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METHOD FOR IDENTIFICATION OF TASKS

As a major manufacturer of computers, Control Data Corporation has
strong ties with the computer ,lndustry. This expertise along with
inpvt from the employers of graduates (NCR, Honeywell, IBM, and
DEC) was utilized in identifying tasks.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

The curriculum developers, fnstructors, and graduate services per-
-sonnel used the data gathered-from the above industries, and were
able to specify objectives that would allow graduates to filrthe
needs of the industry.

INSTRUCTIONAL DELIVERY

Modules which are broken down into units of individualized instruction

are utilized. Color videotape, Filmosound, and the Cyber 18 Computer
are used in the modules.

STUDENT TESTING PROCEDURES

Pre-testing to determine prior knowledge, self-progress checks at the
end of each unit, and post-tests at the end of each book are adminis-

tered. Methods include multiple-choice questions, objective projects,
and open book, timed modular tests.

COURSE EVALUATION

The course is continually reviewed and revised by the instructor, stu-
dents, and supervisor of education, working in conjunction with
-zurriculum developers, industry associations, and employers of gradu7

ates.

SUPPORT SYSTEM

Continuobs interaction with the employers of graduates, customer
engineers, data procetsing associations, and the Alumni Association
prOvides advisory assistance. Access tc Control Data's 40,000 em-
ployees Ts.d assets provides the support necessary.
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COURSE TITLE: Machine Shop Program

NAME OF FACILITY AND ADDRESS: RFC Building
School of Vocational-Technical

Education
Idaho State University
Pocatello, ID 83209

CONTACT PERSON: Robert W. Simmons

PHONE NUMBER: (208) 236-3262

TYPE OF FACILITY WHERE COURSE IS OFFERED: Uniyersity

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 720

AVERAGE HOURS: 7200

MAXIMUM HOURS: 9600

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF'COMPETENCIES (tasks): 161

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 161

APPROXIMATE TOTAL ENROLLMENT: 76

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or
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METHOD FOR UDENTI Fl CATION' OF TASKS

Tasks were identified from job descriptions as shown in the Dictionary
of Occupational Titles with the assistance and approval of the machine
shop advisory committee members representing seven (7) focal industries
that employ ISU Machihe Shop graduates.

,DEVELORMENT OF.RERFORMANCE OBJECTIVES'

The performance objectives were developed from the job analysis and
correlated to the basic taskS required in each course as epproved,by
the members of the advisory committee.

Each terminal objective specifies the machine or station, tool or equip-
ment, and the measurable degree of accuracyjequiredjwhether it be to
blueprint specifications or to, the instructor's satisfaction. The

course outline has been approved by the advisory committee.

INSTRUCTIONAL DELIVERY

All machine training operations are performed on machines similar in
size, construction, and operation to those machines found in the local
machine shops. 'Included are the machines used for the manufacture of
large mining equipment. fooling used for training on the cutting opera-
tions is at least equal to that used in local machine shops.

The Machine Shop Program is designed to accept new students twice a
year (August and January). Students with previous experiences in the
machine shop can progress in segments of eight-week intervals at their
own pace.

In the Advanced Shop, the student may enter at the beginning of any one
of five eight-week sessions per year depending on their abilities. Addi-

tional time may be needed by some students .to complete.the performance
objectives. Some of the,more difficult machines involve individual in,
structional modules requiring research by the student prior to any hands-
on operation of the machine. Under these conditions, the student's pro-
gression and completion is in direct ratio to his/her interest and
abilities.

Additional time is allotted for those students who, are not capable of
completing the tasks within the average allotted times. Slow learners
or those less mechanically inclined generally are able to complete a
less complicated program option, such as Machine Tool Operator, IleaVy
Duty Machine Operator, or Production Machine Operator. Students who do

poorly in math, theory, or blueprint reading assignments may obtain
remedial help in their problem areas at a time that does not interfere
with the required lab or cfia.:. hours.

STUDENT TESTING ....RUCEDURES

Student,performance for each certificate option is evaluated by the tasks
successfully completed as required by the terminal performance objectives.
MoSt machining operations are performed by the'studenttwhile manufaCturing
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a machined part to print specifications. Therefore, upon completion
Of a part it is inspected to print specifications and tolerances.

The student is graded on individual homework assignments for each
machine. Additional testing includes daily oral quizzes on machine
operations, tooring'and set up procedures, and wiltten examinations
following the completion of ail performance objectives required for
each course. i

COURSE EVALUATION

Althcugh this curriculum has been in effect less than one year, it is
being continually upgraded. In some instances, tasks are being
revised or eliminated and others are being added. All courses have
been taught a' least once and have had or are in the process o revi-
sion or correztion at this time.

Video tape teaching aids are being a'ded., -Me are in-house produc-
tions and others are reproduced fr6m-avaii4le theauthorrr!
zation of the producer);

ISU Machine Shop faculty attend vocational education classes designed
to assist in the upgrading of the courses. Staff members attend work-
shops and machine, tool shows, visit local and out-of-state industries,
and meet annually witlithe advisory committee.

At the present time the staff is conducting in-shop and plant visits
with the management of local industry and student graduates to gain
information on methods to improve curriculum, machinery operations,
and program, options.

SUPPORT SYSTEM

Physical facilities,'buildings, and maintenance are furnished through
the University's appropriation from general funding to highee educa-
tion. Scholarships are distributed from the general scholarship, fund.
Salaries, capital equipment, and operating expenses are provided:by a
specified appropriation from the state which is matched with federal
vocational education funds. Special funding, especially for new and,
expanding programs, is provided in the form of grants from government
and private agencies. ,Donations of equipment and materials are also'
received from government agencies and private firms. At the University
level, the Director of the School works with the 'University President
and staff to administer local policy and budget.- The responsibility of
the advisory committee is to advise on curriculum changes, recruitment,
and employment matters.
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COURSE TITLE: Transcribing Machine Operation

NAME OF FACILITY AND ADDRESS: Cairo-Egyptian Adult Center
1615 - Commercial Avenue

Cairo, IL 62914

CONTACT PERSON: Patricia Orsburn

PHONE NUMBER: (618) 734-4214

TYPE OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

HOURS REQUIRED TO COMPLETE THE COURSE:

,MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT: x

NUMBER OF COMPETENCIES (tasks): 6

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 1

APPROXIMATE TOTAL ENROLLMENT: 21

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

II3

or
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METHOD FOR IDENTIFICATION OF TASKS

Major categories were listed in the sequence of learning. A step-by-
step procedure was listed for each category. These tasks were based
on textbooks, instructions from manufacturers of transcribing mach-
ines, field trips, and formal talks and discussions with users of
these machines.

-D5VELOPMENT 'OF PERFORMANCE OBJECTIVES

Performance objectives were developed for each category basedron the
conditions, time limit, and performance-expected (outcome). These

Were validated b/ the comparison of the instructor's expectations to
the student's actual performance of the tasks.

INSTRUCTIONAL DELIVERY

This is an open entry/open exit center, so a student is usually in
this department (Office Occupations) all day and may spend 1-4 con-
secutive hours on any one unit a day, depending on a gbod "breaking
point" between units. He/she may be taking office machines, short-
hand, typing, and bookkeeping in the course of the day, but' does not

have to stop: at a given time on a unit. The instruction is given
and machine is demonstrated by the instructor anciother
students may help tutor the studeht in learning this course. A

booklet giving step-by-step directions is given him/her at the be-
ginning.

STUDENT TESTING PROCEDURES

A progress report (evaluation of performance) lists the same-six major
categories as those listed on the "Sequence of Learning" chart. Under

each major category are listed "specific competencies which correlate
to those also listed in the "Sequence of Learning" chart. Two columns
headed, "Satisfactory" and "Excellent" are listed in the margin with
appropriate places to mark each competency. These are used to deter-

mine if the student has met the terminal behavioral (performance) ob-
jective previously given and discussed.

COURSE EVAL 'NTION

Since this Center has an open entry/open exit:policy, this course is
indl-Odualizad. Therefore, only the individual student and instructor

are involved. Student suggestions upon course completion, observa-
tion and comments from transcribers during field trips, and community
surveys afe used for improvement and course revision.

.!

SUPPORT SYSTEM'

The Center has local, state, and federal funding based on legislative

allotments. Programs are under supervision and recommendations from

the local school administration, two school boards, and community
involvement. The vocational center serves adults in three counties,
so there is a heavy commitment to all three counties and all partici-

pating agencies.
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COURSE TITLE: MUST (Midwestern United Sales Track) 40,11(shop

NAME OF FACILITY AND ADDRESS: Midwestern United Life Insurance Co.
7551 U.1S. Hwy: 24 -West

Fort Wayne, IN 4604

CONTACT PERSON: Len Corcoran

PHONE NUMBER: (219) 492-1551

TYPE OF FACILITY WHERE COURSE IS OFFERED: Business

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 15

AVERAGE HOURS: 15

-.:-MAXIMUM HOURS: 15

COMPLETELY OPEN ENTRY/OPEN EXIT:

[ NUMBER OF COMPETENCIES (tasks): 6

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES:- 6

APPROXIMATE TOTAL ENROLLMENT: 16

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

113
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METHOD FOR IDENTIFICATION OF TASKS

Tasks were identified through (1) industry surveys, (2),. discussions
with managers, (3) analysis of activity reportS, and (4) analysis of
compensation reports.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

PerfOrmance objectives evolved from education and skill sessions;
They wem validated by comparing compensation reports before entry
versus after exit.

INSTRUCTIONAL DELIVERY

Total instruction occurs within a 2} day, 15-hour time restraint.
However, the modules are flexible within this period. Each module
has a different format. Practice selling, video cassette, and
written and oral verification are utilized.

STUDENT TESTING PROCEDURES

Periodically a blank overview is completed. The degree of completion
is scored by a leader. Skills. are- determined by evaluation of peers,
after a practice selling experiace which has been videotaped. Stu-
dents evaluate themselves after a day's interval.

COURSE EVALUATION

Students evaluate the course and revisions are considered after a
review of these evaluations.

SUPPORT SYSTEM

Managers are invited to panticiate. Sethinars are also held for
.groups Of managers, in which implementation and support ideas and
techniques are exchanged,
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COURSE. TITLE: Blueprint Reading for the Machine Trades

NAME OF FACILITY AND ADDRESS: Vocational and Adult Education
Clinton CommuhTty School, gistrict
8th Ave. S. & 9th St.
Clinton, IA 52732

CONTACT PERSON: James R. Law, Director

PHONE :NUMBER: (319) 242-2141

r
TYPE OF FACILITY WHERE .OURSE IS OFFERED: Industry

HOURS REQUIRED Td COMPLETE THE COURSE:

MINIMUM HOURS: 46

AVERAGE,HOURS: 63

MAXIMUM HOURS: 220

COMPLETELY OPEN ENTPY /OPEN EXIT:

r
NUMBER OF COMPETENCIES (tasks): 24

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 24

So.

APPROXIMATE TOTAL ENROLLMENT: 20

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC
ED Eli ED 1131 MI ED EJ
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METHOD FOR 1-DENTIFICATION. OF TASKS

SuperviSory personnel in the:Waukesha Engine Division, Dresser Indus-
tries, disCovered that a number of employees cou)d not read a blue.,

print. Further investigation revealed that the, same employees were
weak in machine, shop mathematics. Pre testing was utiliied to, deter -

mine how much and ,what type of training was heeded to 'bring the em-

ployees -up to industry -standards.

DEVEL-041§4T OF PERFORMANCE OBJECTIVES

Performance objectives were developed, for the skills indicated in- the

pre-testing. After the student -reached mathematics standards he was

taught orthographic projecticin. and other views_through °basic models

and sketChinq. Then the students learned blueprint reading with a
textbook and 'real prints.

INSTRUCTIONAL DELI VERY

The instruction is indivithially administered. Students can enter the

course whenever there is an opening and exit when they are Competent

in reading machine drawings: Some students finish the course in six

weeks while, others need up to 22 weeks. Instructors work with- one tc

five stirdentS for 'two -hour sessions.

STUDENT TESTING PROCEDURES

Students are given written tests in math including addition, subtrac-
tion, multiplication, division, decimalS, fractions and their decimal
equivalents, and whole and mixed numbers. Models, sketching, views

and isometrics are ,evaluated through daily workbook assignments.
Final evaluation involves sketching objects and reading-company blue=

prints.

COURSE EVALUATION

The quality of the Course is ,evaluated by the students' performance
on the job, as observed by their foremen. Their suggestions were in-

corporated into the course by the advisory group and the instructors.
Because of the student's training set-up time and excess- scrap materials
were cut at the manufacturing plant.- Foremen no longer had to spend

extra time giving instructions. The plant changed its training pro-

cedures to offer the course annually.

SUPPORT SYSTEM

The course is jointly si,onsored by the Waukesha Engine Division, Dresser
Industries, 18..12 S. 4th, Clinton, Iowa 92732, and the state, with the
industry providing 60 percent of the funds and the- state 40 percent.
Administration is provided by the State Department of Public 'Instruc-
tion. The company furnishes textbooks and other necessary ,instructional

materials.
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COURSE TITLE: Propeller Repairman Course III

NAME OF FACILITY AND ADDRESS: Cessna Aircraft Company
International 'Training Acadelliy

7603'East Pawnee Road
Wichita, KS 67207

CONTACT PERSON: Frank G. Mitchell

PHONE NUMBER: (316) 685-9111, ext. 4696

TYPE" OF FACIUTYWHERE COURSE IS OFFERED:

HULKS REQUIRED TO COPYLETE THE COURSE:,

MINIMUM HOURS:, 144

AVERAGE HOURS: 1 X75

MAXIMUM Hvw(S: 125_
,COMPLETELY OPEN ENTRY/OPEN EXIT:

Company Training Facility

'1 NUMBER OF COMPETENCIES, (tasks):

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 128

APPP3XIMATE TOTAL ENROLLMENT: 25

MONTHS OF THE, YEAR WHEN THE COURSE OPERATES:

JAN

11111
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ED Ho,
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METHOD' FOR IDENTIFICATION OF TASKS

Tasks were identified by analyzing the propeller manufacturer's ser-
vice manuais and field service letters. Instructor experience and
detailed observations of the tasks as performed by experienced' woricers
at the factory and at field service locations were zonsidered.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Baie data were the service repair specification's of the propel ter,
manufacturer!S service manuals and requirements of the Federal Avia-
tion Regulations.

INSTRUCTIONAL DELIVERY

Twenty-five' percent' of the course spent in the classroom and 75 per-
cent in a laboratory which-offers "hands -bii" application. The course is
divided into specific sections that cover in dntai I particular models
o subparts of propellers. ClaSsroom sessions are ,lectUre ,using 35mm
Silkles and diSrussion on the process of propeller ,ditasseinbly, in-
spection, repair., assembly, and testing. -Laboratory.Work. is organiied
into: two-man teams to perforrithe process tasks ;covered in the,'Cless.7
room with the aid of proje.ct. wOrksheets and actual`. equipment. Each
section of the- course'must be completed befoTe progressing to the next
-section. Several .sections are taught by the-demonstration 'methOd according.;
to avail able time, student competency 1 eveL, and complexity of equipment. .

STUDENT TESTING PROCEDURES

Students are given a pre -test and a final test. The pre-teSt is used:
to-help determine student knowledge level. The final test _grade is
recorded; Class and -laboratory prOjects are a form-Of testing, .al-
though not grad: d. Each project is- reviewed in detail as completed'
,providingimmediate evaluation and feedback. Final test minimum
pass score is 70 per-Cent.

COURSE rEVALUATION

Along with test scores, Student critiques are completed for supervi-
sion 'review. The Academy Supervisor evaluatei the Instructor twice
each yeas= on his ,classroom and laboratory instruction. FAA technical
officials also monitor the course periodically and the pi-opel ler Manu-
factuer and the Cessna Service Depattment .review the curriculum and
lesson, plan yearly.

'SUPPORT SYSTEM'

Advisors internally represe tatives of the :propebler,manufEICturer
and Cessna Service Department., 'External advisor- are utilized 'from
the local, regional, and national offices of the FAA. The Interna-
tional Training Academy provides the administration and budget as a
company support program.
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COURSE TITLE: Introduction to Office Machines

NAME OF FACILITY AND ADDRESS: Manpower Training Center
877 "East 11th Street

Bowling Green, KY 42161,

CiiNTACT; PERSON: Bi 1.1 Moore

PHONE NUMBER: (502) 781-3356

TYPE OF FACILITY WHERE COURSE IS OFFERED: Manpower Training Center
(CETA)

_

HOURS REQUIRED. TO COMPLETE THE COURE:.

MINImum HOURS:

AVER,4GE HOURS:

MAXIMUM HOURS:

COMPLETELY OPE. ENTRY/OPEN EXIT:

HUMBER OF COMPETENCIES (tasks): 28

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 7

APPROXIMATE TOTAL ENROLLMENT: 53

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:'

ALL YEAR

ICI

or

JAN FEB, MAR, APR MAY JUN JUL AUG SEP OCT NOV DEC
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AETHOD .FOR' IDENTIFICATION OF TASKS

Tasks were identified froma personal survey involving questions and
observations while on a "work awareness" assignment. Certain tasks
were. Chosen as berig,essential for the majority of clerical occupaz --

Lions while others mere chosen as desirable: .Problems Were designed

to give the student a "job-entry level" of performance.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Textbook publishers' iggestions were used and revised as=experience
proved necessary in developing objectives.

INSTRUCTIONAL DELIVERY

The program is open entry/open exit. Students view an introductory
filmstrip in individual viewing stations.. The teacher demonstrates
the machines and students are given programMed units with operating
instructions. Teacher help is available as requested. A Machines

Practice Set follows for application and reinforcement of skills, in-
cluding payroll, invoice extensions, and so forth.

STUDENT TESTING PROCEDURES,

Studerts are tested'mtd-way and= at the completion of jobs perforMed
on eaehloachine. Prior c thi's, students. work: problems ancLsubmit

answer sheets until they achieve-100 perCent accuracy,. TeS-ts con-
sist of sample probleMs; thexare timed and graded.

'COURSE EVALUATION

Revision occurs as data are received from ,a craft committee consider-
ing the community's needs, from coordinaturs and other instructors
on latest equipment and trends, and frog student "feedback" on
fotlow-ur forms questioning the value if their training,

SUPPORT SYSTEM

Program curriculum, js evaluated by craft committees and other ad-

visory groups. Information is received from a follow -up study.
The prime funding sponsor is the LETA (Comprehensive Employment and
Training Act) program.
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COURSE TITLE: Nursing Physical Assessment: A Short Course

NAME OF FACILITY AND ADDRESS: North Western' State University
College of Nursing
Division of Continuing Education
1427 Kings Hwy., Room G-10
Shreveport, LA 71103

CONTACT PERSON: Dr. Helen L. Ferguson

PHONE NUMBER: (318) 227-9879

TYPE OF FACILITY WHERE COURSE IS OFFERED: University

HOURS REQUIRED' TO COMPLETE THE COURSE:

MINIMUM HOURS: 42

AVERAGE HOURS: 66

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT: for registered n'urses (licensed)

{--NUMBER OF COMPETENCIES (tasks): 16

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 8

APPROXIMATE TOTAL ENROLLMENT: 30

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

1 1 1 1 E l l 1131 n CD El C3 ElEll
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-METHOD FOR IDENTIFICATION OF TASKS

Early Periodic Screening, Diagnosis and,Treatment (EPSDT) Federal
Guidelines were interpreted by State level administration. The

Division of Nursing, Louisiana Health and Human Resources Adminis-
tration identified tasks from these Guidel=ines.

DEVELOPMENT OF PERFORMANCE OBJECTIVES,

Knowledge, skills and attitudes necessary so as to compfylwith
Federal Guidelines and criteria were identified. A coUrse outline,
core objectives, contributory objectives, and learner objectives
were thtin developed. These are used to validate skills, knowledge
and attitudes by pre-post tests, and tasting in clinical lab and
post-site evaluations.

INSTRUCTIONAL DELIVERY

Instruction is delivered through: (1) formal didactic lectures,
discussion, question-answer sessions, clinical labs under instruc-
tor's supervision; and (2) audio-visual cassettes,, overhead pro-
jedtors, and hand-outs of pertinent materials, suc0 as drawings and
'simulators, and appropriate models. ----

STUDENT TESTING PROCEDURES

SinGe a systems approach was used in the teaching-learning process;
students were tested upon completion of :each unit of formal lectures
and laboratory experience. Paper-pencil tests, demonstration with
return demonstrations and frequent classroom and laboratory question-
answer sessions are included. Discussion time is allotted.

COURSE EVALUATION

A planning. committee was actively involved before, dUring, and after
the short course. University administrators and professors, Louis-
iana Health and Human Resources administrators, and chief and assis-
tant chiefs, Division of14!Jrsing, LHHRA are involved.

SUPPORT SYSTEM

Advisory groups are utilized in planning, reviewing, and revising"?
the course to meet on-going needs of, participants, and to identify
and interpret mandated guidelines. Administrative support through
committees, conferences and individual guidance is available when
needed. Internal budget, generated funds, and Federal and State
grants are supportive of our educational offerings.

102

93 111ECENTERFoitliciGATOOtiALEdUCAT:1

.1



c

, I

---

MARYLAND

103

94

1.

THE CENTER FOR VOCATIONAL EOUCATION_



COURSE TITLE: peckhand/Tankerman

NAME OF FACILITY An ADDRESS: -Harry Lundeberg School of Seamanship
Piney Point, MD_ 2067'1

LCONTACT PERSON: Kr,. Charles Nalen

PHONE NUMBER: (301) 994-0010

TYPE OF FACILITY WHERE COURSE IS OFFERED: Union Sponsored

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

380

380

380

COMPLETELY OPEN ENTRY)OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): -93

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 93

APPROXIMATE TOTAL ENROLLMENT: 180

MONTHS OF THE YEAR WHEN THE 'COURSE OPERATES:

ALL YEAR

EI
or

JAN FEB MAR APR MAY JUN JI1L AUG SEP OCT NOV DEC

El El El El El Ca El El C:3 Ea -1:3
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METHOD FOR IDENTIFICATION OF TASKS

Once it has been determined that a need exists for certain skills,
the school begins the development of a course to meet the need.
The Director, Program Coordinator, and instructors who will be
teaching the course meet with representatives of the Union and the
companies to clarify the type and depth of skills they feel the
seafarers should possess. Selected staff members are' then assigned
to visit the ships or boats that the person will be morking on to
identify precisely the type of jobs the seafarers will be doing and
the skills required. A task analysis is then performed.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

All the material gathered during the analysis phase is developed
into a course outline which includes performance objectives. This
outline is submitted to the Union and companies involved forcomment.
Any meaningful comments received on the performance,objectives are
incorporated into the outline.

INSTRUCTIONAL DELIVERY

The school has large, Modern classrooms for all theoretical Instruc-
tion el well as a large building for shop work. The instructional
objectives for classes dealing in mechanical areas are met by using
the same equipment, where possible, as found in the field. For
example, students ik the Deckhand/Tankerman course learn on the same
tugs and-barges they will be working on on the rivers. Where size
or price is a dominant factor, training aids, mock-ups, or smaller
pieces of equipment are used instead of.the actual shipboard units.

STUDENT TESTING PROCEDURES

Student performance in this course is evaluated by student responses
as indicated on homework assignments, cLily quizzes, practical exer-
cises, class participation and final examinations. Homework assign-
ments consist of reading Material with study guides on the reading
material. Tina] examinations are,pombined multiple choice and per-
formance objective examinations. The examinations are prepared by
an instructor or group of instructors other than those teachingthe
course. Students who do poorly on homework assignments and quizzes are
referred for remedial help in their problem area.

COURSE EVALUATION

Vocational programs are constantly developed and expanded as changes
in industry or Coast Guard regulations occur. The newest teaching
aids and techniques have been adapted for use in the maritime field
by a teaching staff which includes specialists in virtuall,y. every
area of the maritime industries.

After the course has been taught several 'times or new technology "has
changed the nature of the job, staff members again visit the. ships
or boats and meet with Uniqn and company representatives to ,update
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the course. Often contact is mademith the graduates who apply
informatiOn on how the course relates to the job and what might
be done to improve the course.

When dealing with highly technical areas, the school acquires all

the instruction and operation manuals for the equipment students
will be using. This allows the recommendations of the manu-
facturers of the equipment to be' included in the course.

The school meets frequently with an Advisory Board which reviews'
the courses being offered and makes recommendations for improving
them. The Advisory Board.consists of Uniol and company officials
as well as members of the school's staff. When courses are developed.
that affect only.a small segment of the .industry, the school meets with
orily those companies involved to gain guidance in the development of
the course.

SUPPORT SYSTEM

The Harry Lundeberg School is administered by a joint Board of
Trustees consisting of three trustees and two alternate trustees
representing the Seafarer's international Union and the contracted'
U.S. companies. An agreement and Declaration of Trust provides
guidance to the Board of Trustees in administering the school. The
President of the Harry Lundeberg School is responsible to the Board
of Trustees for maintaining the policies of the trust and implement-
ing them in educational programs.
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COURSE TITLE: Lifeboatman/Able Seaman

NAME OF FACILITY AND ADDRESS: Harry Lundeberg School of Seamanship
Piney Point, MD 20674

CONTACT PERSON: Mr. Charles Nalen

PHONE NUMBER: (301) 994-0010

TYPE OF FACILITY WHERE COURSE IS OFFERED: Union Sponsored"

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 200

AVERAGE HOURS: 200

MAXIMUM HOURS: 200

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks):. 40

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 40

'f

APPROXIMATE TOTAL ENROLLMENT: 16

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

El
or

JAN FEB MAR APR MAY. JUN JUL AUG SEP OCT NOV DEC

El CD El El 0. E) El El El El CD EJ
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METHOD FOR _:ZENTIFICATION OF TASKS

Once rt-has.been determined that a need:existS for certain skills,
theschool begins the development of a course to meet the need.
The- Director, Program Coordinator, and instructors who will loe
teaching the course meet with representatives of the Union and. the
companies .to clarify the tr. and depth of skirls they feel 'the
seafarers should=possess. Selected staff members are then assigned
to Visit the ships or Foats that the person will be-working on to
identify precisely the 'type of jobs the seafarers will -be doing and.
the skills required. A taskanalysrs is then performed.

-DEVELOPMENT OF PERFORMANCE OBJECTIVES

All the material gathered during the analysis phaSe is- developed
into a course outline, which includes the performance objectives.
This outline is submitted to the Union and companies,involved for
comment. Any meaningful comments received on the pcirformance ob-
jectives are incorporated into the outline.

INSTRUCTIONAL DELIVERY

The school has large, modern classrooms for arr,t4eoretical instruc-
tion as well as a large building for shop work.. The instructional
objectives for classes dealing in. mechahicar areas are met by using.
the same equipment, where possible, as found in the field: For
example, students in thelifeboatman/Able Seaman course operate and
maintain lifeboats as well as perform seamanship skillS. Where
size or price is a dominant factor, training ard5, mock--ups, -or

smaller pieces of equipment are used instead of the actual shipboard
units.

In the area that requires practicaltrainIng 64 tugs and-bargeS, the
students ccompl=ish these objectives on the school's tugs and barges.
One regular tug and ine-pusher tug, two deck barges-and a tank barge,
all of which are fully operational, are used-in the courses.

STUDENT TESTING PROCEDURES

Student performance in this course is evaluated by student responses
as indicated on homework .assignments, daily quizzes, practical exer-
cises, class participation and final examinations. Homework assign-
ments consist of reading material with study guides on the reading
material. Final examinations are combined multiple choice and per-
formance objective examinations. The examinations are prepared by
an instructor or group of instructors other than those teaching the
course. Students who do poorly on homework assignments and quizzes are
referred for remedial help in their problem area.

COURSE EVALUATION

Vocational programs are constantly developed and expanded as changes
in industry or Coast Guard regulations occur. The newest teaching
aids and techniques have been adapted for use in the maritime :field
by- a teaching staff which includes specialists.lnvratualJy every
area of the maritime industries.
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After the course has been taught several times or new technology has
changed the nature of the jbb, staff members again visit the ships
or boats and meet with Union and company representatives to up-date
the course. Often contact =i s made-with the,graduates who-supplyin-
formation on how the course relates to the job and what might be
done to improve the course.

When dealing with highly technidal areas, the school acquires all the
instruction and operation manuals for the equipment students will be

using. This allows the recommendations of the manufacturers of the
equipment to be included in the course.

SUPPORT SYSTEM

The Harry Lundeberg School is administered by a joint Boa0 of
Trustees consisting of three trustees and two alternate trustees
representing: the Seafarer's International Union and the contracted
U.S. companies. An agreement and Declaration of Trust Provides
guidance to the Board of Trustees in administering the school. The
President of the Harry Lundeberg School is responsible to-the Board
of Trustees for maintaining the policies of the trust and implement-
ing them in educational programs.
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COURSE TITLE: Marine Electrical Maintenance

NAME OF FACILITY AND ADDRESS: . Harry Lundeberg School of Seamanship
Piney Point, MD 20674

CONTACT PERSON:. Mr. Charles Nalen

PHONE NUMBER: (301) 994-0010

TYPE OF FACILITY WHERE COURSE IS OFFERED: Union Sponsored

HOURS REQUIRED TO COMPLETE THE COURSE:

MIN,MUM HOURS: 220

AVERAGE HOURS: 220

MAXIMUM HOURS:. 220

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 47

NUMBER OF TERMIN #L PERFORMANCE OBJECTIVES: 47

*MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

JAN
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METHOD FOR IDENTIFICATION OF TASKS

Once it has been determined that a need exists for certain skills,
the school begins the development of a course to meet the need.
The Director, Program Coordinator, and instructors who will be
teaching the course meet with representatives of the Union and the
companies to clarify the type'and depth of skills they feel the
seafarers should possess. Selected staff members are then assigned
to visit the ships or boats that the person will be working on to
identify precisely the type of jobs the seafarers will be doing and
the skills requi red. A task analysis is then performed.

'DEVELOPMENT OF PERFORMANCE OBJECTIVES

All the material gathered during the analysis phase is developed into
a course outline which includes the performance objectives. This
outline is submitted to the Union and companies involved for their
comment. Any meaningful comments received on the performance objec-
tives are incorporated into the outline.

INSTRUCTIONAL DELIVERY

The school has large, modern classrooms for all theoretical instruc-
tion as well as a large building for shop work. The instructional
objectives for classes dealing in mechanical areas are approached by
using similar equipment, where possible, as found in the field: For
example, students in the Marine Electrical Maintenance course operate
and repair the same units in the shop that will be available on a
ship. Where size or price is a dominant factor, training aids, mock-
ups, or smaller pieces of equipment are used instead of the actual
shipboard units.

In the area that requires practical training on tugs and barges, the
students acccmplish these objectives on the school's tugs and barges.
One regular tug and one pusher tug, two deck barges and a tank barge,
all of which are fully operational, are used in the courses.

STUDENT TESTING PROCEDURES

Student performance in this course is evaluated by student responses
as indicated on homework assignments, daily quizzes, practical exer-
cises, class participation and fir& examinations. Homework assig..-

ments consist of reading material with study guides on the reading
material. Final examinations are combined multiple choice and per-
formance objective examinations. The examinations are prepared by
an instructor or group of instructors other than those teaching the
course. Students who do poorly on homework assignments and quizzes are
referred for remedial help in their problem area.

COURSE EVALUATION

Vocational programs are constantly developed and expanded as changes
in industry or Coast Guard regulations occur. The-newest teaching
aids and techniques have been adapted for use in the maritime field
by a teaching staff which includes specialists, in virtually every
area of the maritime industries.
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After the course has been taught several times or new technology has
changed the nature of the job, staff members again visit the ships
or boats and meet with Union and company representatives to up-date
the course. Often contact is made with the graduates who supply -in-
formation on how the course relates to the job and what might be
done to improve the course.

When dealing with highly technical areas, the school acquires all the
instruction and operating.manuals for the equipment students will be
using. This allows the recommendations by the manufacturers of
the equipment to be included in the course.

SUPPORT SYSTEM

The Harry Lundeberg School is administered by a joint Board of
Trustees consisting of three trustees and two alternate trustees
representing the Seafarer's International Union and the contracted
U.S. companies. An agreement and Declaration of Trust provides
guidance to the Board of Trustees in administering the school. The
Pi.esident of the Harry Lundeberg School is responsible to the Board
of Trustees for maintaining the policies of the trust and implement-
ing them in educational programs.
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COURSE TITLE: Teller Training

NAME, OF FACILITY AND ADDRESS: Maryland National Bank
225 North Calvert Street
Baltimore, MD 21203

CONTACT PERSON: Emma Exler

PHONE NUMBER: (301) 244-5438

TYPE OF FACILITY WHERE COURSE IS OFFERED: Business

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 95

AVERAGE HOURS: 108

MAXIMUM HOURS: 125

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks):

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 50

0."

APPROXIMATE TOTAL ENROLLMENT: 163

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR
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METHOD FOR IDENTIFICATION OF TASKS

When the Teller Training program was originally developed a task
analysis was done. It was done by a former teller who applied her
own knowledge as well as observing tellers,on-the-job. She was the
subject expert and was assisted -in the task analysis by an outside
consulttant.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Once the job tasks were identified, performance objectives were
written to correlate with the tasks. The objectives state the task
that must be accomplished and the degree of accuracy and/or time
frame in which the task must be completed. Objectives were validated-
based on the performance of the new tellers in the branch. Consis-
tently above average performance indicated that we were on target
with objectives. Consistent areas of weakness indicated a need to
reassess objectives. Feedback from new tellers was also used. They
completed questionnaires about the effectiveness of the program and
indicated areas that needed more or less emphasis. This information
was used to further validate objectives.

We are currently revising Teller Training and some changes will be
made to our program objectives. The objectives will be revalidated
by the methods mentioned above. In addition, we have done a, survey
to determine the frequency of transactions. This is another tool by
which to measure our objectives. After all objectives are revised,
they will be submitted to Branch Administration (department of Bank
responsible for all brahch activities) for their review.

INSTRUCTIONAL DELIVERY

The primary method of delivery is instructor-led discussion. There

is a minimal amount of reading to prepare trainee.sfor discussions.
Most of the learning time is spent in practice situations which are
supervised by the instructor. There are fully equipped simulated
teller windows in Teller Training. The trainees act as customers
and tellers for each other in role play situations. The instructor
supervises and provides constant feedback to the trainees.

STUDENT TESTING PROCEDURES

During testing the trainee plays the role of a teller and the in-
structor is the customer. The instructor presents transactions for
the teller trainee to process, The test transactions are matched
to the performance objectives so that each objective is tested.

COURSE" EVALUATION

Evaluating and revising Teller Training, is the responsibility of the
Teller Training Manager. Input is gathered from instructors, line
supervisors, recent trainees, tellers, and the training director.
Performance of new tellers and feedback from branch managers are
weighed heavily when evaluating the program. The Teller Training
program-was also evaluated by Federal Bank Examiners in June, 1977.
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It was rated very good to excellent with no, recommendations for im-
Orovement.

SUPPORT SYSTEM

Financial Support. The Training Department'has its own budget and
total control over its expense approval. There, are no present capital
items or other budgetary needs that have been pended or refused at
this time.

Management Support. The management support by the Branch Administra-
tion and the Personnel AdmimStration (to which the Training function
reports) exis,ts at the most senior level. This has been. validated by
favorable comments and recommendations to continue the program.

,Specifically, the Bank's support is evidenced in having-both the
Teller Training Mahager and Director of Training appointed to an
officer status. Further commitment is shown by the recommendation
and approval, of using Mager's Criterion-Referenced Instruction Work-
shop as an option for improving the methodology within Teller Train-
ing. This sizable investment in terms of time, money, and personnel
continues to demonstrate support of the Teller Training function.
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COURSE TITLE: Welding

NAME OF FACILITY AND ADDRESS: Harry Lundeberg School of Seamanship
Piney Point, MD 20674,

CONTACT PERSON: Mr. Charles Nalen

PHONE NUMBER: (301) 994-0010

TYPE OF FACILITY WHERE COURSE IS OFFERED: Union Sponsored

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 140

AVERAGE HOURS!' 140

MAXIMUM HOURS: 140

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 37

1

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: .28

APPROXIMATE TOTAL ENROLLMENT: 8

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

E:1
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V

METHOD FOR IDENTIFICATION OF TASKS

Once it has been determined that a need exists for certain skills,
the school begins the development of a course to meet the need.
The Director, Program Coordinator, and instructors who will be
teaching the course meet with representatives of the Union and the
companies to clarify the type and depth of skills they feel the
seafarers should possess. Selected staff members are then assigned
to visit the ships or boats that the person will be working on to
identify precisely the type of jobs the seafarers will be doing and
the skill§ required. A task analysis is then performed.--

DEVELOPMENT OF PERFORMANCE OBJECTIVES

All' the material gathered during the analysis phase is developed
into a course outline which includes the performance jectives.
This outline is submitted to the Union and companies involved for
comment. Any meaningful comments received on,the performance_ob-.,
-4;ctives are incorporated' into the outline.

INSTRUCTIONAL DELIVERY

The school- has -large, modern classrooms for all theoretical instruc-
tion as well as a large building for shop work. The instructional
objectives for classes dealing in mechanical; areas are met by usig
the same eqipmento4here possible, as frv,in-d in the field. For
example, students in the Welding course operate and repair the same
units in the shop that will be available on a Ship. Where Size or
price is a dominant factor, training aidS, mock-u0s,.. or Smaller
pieces of equipmlnt are used instead of the' actual shipboard units.

In the area that requires practical training on tugs and ba-,ges,, the
students accomplish these objectives on the school's tugs.and barges.
One regular tug and ene'pusher tug, two deck barges and a tank barge,
all. of which are fully operational, are used in the courses.

STh'DENT TESTING. PROCEDURES

Student performance in this course is evaluated by student responses
as indicated on hoMework assignments, daily quizzes, practical; exer-
cises, class participation and final examinations. Homework assign-
ments consist of reading material with study guides on the reading
material. Final examinations are combined multiple choice and pe-r-
formance objective examinations. The, examinations are,prepared by
an instructor or group of instructors other than those teaching the

-

course. Students VA0 do poorly on homework assignments and quizzes are
referred for remedial help in their problem area.

COURSE t.ALUATIUN

Vocational programs are constantly developed and expanded as changes
in industry or Coast Guard regulationvroccur. The newest teaching
aids and techniques have been adapted for use in the maritime field
by a teaching staff which includes specialists in virtually every
area of the maritime industries.
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After the course has been taught several times or new technology has
changed the nature of the job, staff members again visit the ships
or boats and 'meet with Union and company representatives to up-date
the course. Often contact is made with the graduates who supply in-
formation on how the course relates to the job and what might be
dohe to improve the course.

When dealing With highly technical areas, the school acquires all the
instruction and operation manuals for the equipment students will be
using. This allows, the recommendations of the manufacturers of the
equipment to be included in the course.

SUPPORT SYSTEM

The Harry Lundeberg School is administered by a joint Board of
Trustees consisting of three trustees and-two alternate trustees
representing the Seafarer's International Union and the contracted
;U.S. companies. An agreement and Declaration of Truit provides
guidance to the Board of Trustees in administering the school. The
President .of the Harry Lundeberg School is responsible to the Board
of Trustees for maintaining the pcdicies of the trust and implement-
ing them in educational programs.
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COURSE TITLE: Machine Occupations

NAME OF FACILITY ANDADDRESS: Hampden District Regional Skills
Center

322 Main Street
Springfield, MA 01105

CONTACT PERSON: Sr. Lorry Villemaire

PHONE NUMBER: (413) 781-8250

TYPE OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 630

AVERAGE HOURS:

MAXIMUM HOURS: 1050

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 49

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 20

APPROXIMATE TOTAL ENROLLMENT: 49

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or
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METHOD FOR IDENTIFICATION-OF TASKS

After the completion of a labor market study of job availability, the
Skills Center administration uses the information to determine those
needs approachable within the framework of the Centers Abasic curri-
culum is identified and then developed fully in conjunction with a
numberof local firms who-are actively engaged-in some or all facetS
of the proposed cluster. The Skills Center staff visits a number of
the- firms- to observe ongoing activity and-, in many ifistances,41Ides,

are developed to provide trainees a more comprehensive knowledge of
job -responsibilities in the industry. -Having completed thiS activity.,
task analyses are perforMed'by the specific instructors and-the ,Curri-
turum coordinator in the Urns Center. Again, these: are discussed

with -representatives of local industry for approval and validattOn.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Having completed a basic curriculum and the task analyses, performance
objectives are written. The major effort is to insure that the objec-
tives are manageable and measurable. The performance objectives are
disseminated both to instructors and trainees who are observed for a
period of months to assess whether expected achievements are-demon-
strated.

INSTRUCTIONAL DELIVERY

The progranris completely open entry/open exit with trainees entering
the program every Monday of the year. Individualized-intiruction is
designed into both the training-related and practical- areas of the
program. However, group instruction is utili2ed for the following
areas: safety procedures, job orientation, audio-visual presentations,
guest lecturers, discussion groups, and-any number of training-related
concepts that are geared for group- instruction.

Trainees use live equipment for which there have been idefilIfied a num-
ber of projects involving job tasks and perforMance objectives. At the

-outset of their program, the trainee, is expected to perfOrM,at his/her
own level of training; however, ail trainees are ful-ly, aware of the
exact length of time in which they are expected-to complete the required-
competenctet_ for job readiness. Based-upon an employabil -ity plan, the

trainee is also-presented a complete set of tasks and objectives to be
completed within the given framework. If the trainee requires more time,
a modification arranged with the- .instructor cambeapproVed so long, as
the request is forwarded within the first 40 percent of the-trainee's
program.

It is essential to stress that each trainee receives a self-contained
program. Individual differences are determined during the orientation.
and assessment process before actual- enrollment into the occupational
training program. As a result, a training course is evolved for the
individual based on actual performance oriented data.
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'STUDENT TESTiNg PROCEDURES

inherent :to_ the, competency-based curriculum_is.echqklist of activi-
ties that each trainee must complete successfaIly before moving from
one unit of training to. the next. In each instance-, theremust-be a
minimum perforMance level of,80 percent which is based on 4 tiorOinan
trail of daily assignMents, quizzes, and practical application. All
assignments are collected and- grades are rezOrded'. In addition,
there is a bF-Weekly evaluation of the .trainee's performance to ,deter-
mine progress. This report is. based on 10 days' activity and is few-
Warded to thecounseling,office for further discussion and deterMinar
tions. At the end of each unit of study, an examinatiOm Mustbe
passed before, the-trainee proceeds to the flekt training level.

COURSE EVALUATION

The course is evaluated on a continuing basis with primary emphasis
placed on job placement, retention, Wand _reports Center_
both from employers and-graduates. Baled on these sources of infor=
mation, the staff and curriculum coordinator investigate any area of
concern and institute whatever adjustments are required.

On a continuing basis, the staff review recently developed course
information to determine its viability for inclusion in the curri-
culum. There is a close relationship with labor market analysts to
insure program credibility.

SUPPORT SYSTEM

The major base of support is one that has evolved over a period of
years; a relationship with local industry. This includes not only
an advisory board, but a reciprocal- arrangement with many firms that
employ Skills Center graduates. Within this industry, there are
ongoing relationships with approximately 40 local firms, all of which
have employed Skills Center graduates. Together with the advisory
membership, representatives of many industries visit the Center and
have demonstrated their support through employment of graduates,
letters of support, and the contribution of equipment, tools, and
consumable supplies.

The Center is administered by a director who is responsible to the-
local School Department. Technical advice is also available through
the State Department of Occupational Education which approves curri-
culum and instructional staff.
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-COURSE TITLE: Auto Mechanics

NAME OF FACILITY AND ADDRESS: State Technical Institute and
Rehabilitation Center

Alber Drive
Plainwell, MI 49080

CONTACT PERSON:

PHONE NUMBER:

Robert Leneway

(616) 664-4461

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Tethnical Institute
and Rehabilitation Center

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 260

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 260

APPROXIMATE TOTAL ENROLLMENT: 400

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or
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METHOD-FOR IDENTIFICATION OF TASKS

_
-----Fl-fter.tn- iusuccessfulu employees working n the field for less than'5

yeam were interviewed about what they do on the job. The results
were compiled and analyzeckwith a computer. Tasks identified by
60% of the workers were selected for inclusion in the course.

DEVELOPMENT,OF PERFORMANCE OBJECTIVES

Performance objectives were written by staff at the Capitol Area
Career Center, Mason, Michigan, tested for four years, and then
rewritten. The objectives were adapted for our handicapped adults,
and.retested on the new population.

INSTRUCTIONAL DELIVERY

Instructional modules are used which are supported by slides /tapes,
filmstrips, and film loops, in a highly mediated learning resources
center adjacent to the auto mechanics shop. Students may enter
and exit selected specializations of the automotive career
cluster according to their interests and abilities. Examples of
occupations within this cluster are: front end specialist, brake
specialist, minor maintenance mechanic, general mechanic, and tune up
specialist. Performance objectives are established for each module
specifying the conditions under which the objectives must be performed,
and acceptable certification levels based on time required to achieve
the objective. There are three certification levels: 1 = no time
limit; 2 = flat time rate plus 50%; 3 = flat time rate or less. De-

tailed student records are kept on completed modules. Remedial math
and reading instruction are available.

STUDENT TESTING PROCEDURES

Each task is checked by actual performance on a vehicle in flat rate
time. Modules are clustered around the National Institute for Auto-
motive Service Excellency Certification (NIASE) categories. Passing
the NIASE or the Michigan Motor Vehicle Mechanic Program exams is the
terminal objective for each cluSter.in the auto mechanics program.
It is felt that this would allow for more specialization and placement
opportunities for disabled adults while maintaining quality trainiNg
standards.

COURSE EVALUATION

A comparison study is being made on the effectiveness of this competency
based- approach (and the traditional approach) in terms of drop-out rate,
job placement rate, absenteeism, training time, and student response.

SUPPORT SYSTEM

Development of this course was funded in part by the Michigan Department of
Education's Adult and Continuing Education Section. It was also sup-
ported by Michigan's State Board of Education Advisory Committee to the
State Technical Institute and Rehabilitation Center, and the citizen

134

116 THE CENTER FOR VOCATIONAL goucivr



advisory committee for automotive Mechanics training.

Various professional' staff members assist individual students in such
areas as: physical therapy, speech therapy, deaf counseling and In-
terpretation, dormitory counsel:ng, and placement service.
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)TYPE OF FACILITY WHERE COURSES ARE OFFERED: Pliblic Techrtical Institute

-PROGRAM. 17-1-TLE-: -Adu 1 t -Vocational -Prograth

NAME OF FACILITY AND ADDRESS: Suburban Hennepin County Area Vo-Tech
Centers

1820 North Xenium Lane
Minneapolis, MN 55441

CONTACT PERSON: John Kobe

PHONE NUMBER: (612) 559-3535

[ NUMBER OF CBE COURSES OFFERED: 39

[ COMPLETELY OPEN ENTRY/OPEN EXIT: Yes

{NUMBER OF COMPETENCIES (tasks): not appl 'cabin.

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: not applicable

[ APPROXIMATE TOTAL ENROLLMENT: 22,000

MONTHS OF THE YEAR WHEN THE PROGRAM OPERATES: All Year
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METHOD FOR IDENTIFICATION OF TASKS

Tasks are identified with the help of advisory committees. Job des-
criptions from local businesses and industries are used as a refer-
ence. About 40-45% of the students are enrolled in courses which
were "tailor-made" for area businesses and industries. Advisory
committees are heavily involved in the programs and the school our'
chasesino equipment without advisory committee endorsement.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

The competency-based concept was started when the school opened.
The school administration developed a structure for learning acti-
vity packages, called PAKs, for use throughout the school.. The
format for specifying performance objectives is consistent across
all programs. Ali full-time teachers in the regular day program are
invol' :ed in writing performance objectives and curriculum. The adult
evening teachers also use these curriculum materials. Program ad-
visory committees and content specialists on the staff review the
objectives and -;urriculum regularly and suggest revisions.

INSTRUCTIONAL DELIVERY

Adult vocational instruction is individualized for the most part and
delivered via the individual learning PAKs, developed by the regular
day teachers. In some cases where the course fills a-Unique need of
business or industry, the part-time evening instructor uses his/her
own methods of instruction. The PAK includes the purpose, general
performance objective, specific performance objectives for each seg-
ment, information sheets, an evaluation for the general performance
objective, a task listing sheet, and:task detailing sheets for each
task on the task listing sheet. The specific performance objective
involves a list of learning activities and resources. The resources
vary from course to course but may include textbooks, videotapes,
slide-tape sets, audio tapes, information sheets, and worksheets as
well as tools awl, materials required to perform the task. A lesson
plan is included for the instructor which lists teaching aids, de-
vices, and procedures such as demonstrations and iectures for
supplementing the individualized learning PAK.

STUDENT TESTING PROCEDURES

Student evaluation is performance-based. A student cumulative record
is kept for each student which lists the competencies/tasks included

in each-course. The following rating scale is used to record student
performance on each task:

6 - performs task/competency with exceptional ability
5 - performs task/competency with speed and quality
4 - performs task/competency at job entry, jevel
3 performs task/competency with periodic assistance
2.- performs task/competency with constant assistance
1 - cannot perform this task/competency satisfactorily
T - task/competency accompl ished at or above job entry

level by performance challenge test
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,COURSE EVALUATION

Regular instructors update courses and tests throughout the year based
on the results of student testing; these revisions are examined once a
year, by the advisory committee to assure validity with industry require-
ments.

SUPPORT SYSTEM

There is a strong institutional commitment to CBE. Adult vocational
tee...hers who use the competency-based learning PAKs in their evening
courses are required to take the pre-service training unit offered by
the school. There are four (4) additional in-house teacher training
sessions available. Advisory committees are actively involved in
curriculum planning and revision.

Funding comes from a combination of federal, state, and local tax
revenue and student tuition.
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-.1TYPE OF FACILITY WHERE COURSES ARE OFFERED: Public Technical Institute

(
PROGRAM T

Competency-Based Personalized Vocational-Technical
, ITLE:

Instruction Programs

NAME OF FACILITY AND ADDRESS: 916 Area Vo-Tech Institute
3300 Century Avenue, North
White Bear Lake, MN 55110

CONTACT PERSON: Dr. William C. Knaak, Superintendent

I; PHONE NUMBER: (612) 770 -2351

NUMBER OF CBE COURSES OFFERED: 58

COMPLETELY OPEN ENTRY/OPEN EXIT: Yes

1V1MBER OF COMPETENCIES (tasks): 5,800

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 5,800

(I- APPROXIMATE TOTAL ENROLLMENT: 5,500 annual part-time adul4 enrollment
,

MONTHS OF THE YEAR WHEN THE PROGRAM OPERATES: All Year
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FOR.TDENTIf I CATI ON OF TASKS-

-The personati.zed instruction :curriculum is built around job tasks which

are `Cleaved' from the Occupation in-which training is being given. A

llst Of job tasks is compiled' with the assistance of advisOry -comniittees

in specific occupations: ,Surveys, comparison with similar courses in
-Minnesota and'Wisconsin, and recommendations from the U. S. Office of
EduCatien were also -taken into account.

DEVELOPMENT 'OF PERFORMANCE OBJECTIVES

The instructional development departMent aSsists instructofS Fri developr-:.

ment of objectives. A "Learning. Guide" is prepared for each job task
which is a series of directives to take the students ihroUgh the learn-
ing process. The format of the Learning_ Guide. is standardized and is in
use throughout the Institute. Learning, Guides have a statement of the

task and its purpose printed on the cover along with department,- proms

grain, task, and prerequisite codes. The ,Learning Guides include a ter-

minal performance objective and. a, list of micro-PerformanCe objectives
followed by an agreement where -the student and instructor
ment indicating the performance and time agreement reached between -the
two. ThiS agreement becomes the basis for reporting the student's vier;
petency and far recording progress.

Objectives are Validated -13Ythe advisory committees, by students being
able to perform after instruction, by job pla-qement, and by follow-up
after one year on the job. ---

The 916 Vocational-technical instructional. program is designed to func-

tion at a high degree of self-instruction on a self-paced basis.

INSTRUCTIONAL DELIVERY

In the Learning Guide, students are provided learning steps and resources
necessary to accomplish each micro-performance objective,. Information

sheets list such items as tool's, equipment, materials, and explanations
of procedures and techniques necessary for the performance. Each depart-

ment of the school has its own Learning Resource Center where students
may obtain sound slide sets, video tapes, textbooks, or other resources
specified in the Learning Guide.

Daytime programs have monthly entry/open exit. The adult evening program
is strdctured into- a fixed time' frame generally in 9-week quarterly
blocks. Here the monthly entry/open exit concept is applied at the
-performance objective (or task) level, allowing for a high degree of
individual izel on within the course.

STUDENT TESTING PROCEDURES

Criterion tests are used as part of the learning steps and are not used
just as a final test of competence. The last page of the Learning Guide
contains a Performance/Product Checklist on which the instructor eval-
uates the students' performance. Students work.at their own pace and
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contact the instructor when they feel competent to have their perfor-
mance evaluated. This Performance/Product Checklist contains multiple
criteria for evaluating the psychomotor skills of a terminal perfor-
mance objective. The "product" is the performance which is to be
done. No resources may be used with the checklist unless the same
resources are used as a part of normal job pefformance. Students,re-
ceive a monthly individual report which lists competencies mastered,
standard hours completed, and estimated completion date.

COURSE EVALUATION

Graduates as well- as present students give feedback for course evalua-
tions. Advisory committees review courses at least once a year The
instructional staff continually reviews and revises the curriculum.
The Institute uses a teacher training program in-house for instructors
in both the day and adult evening progi-ams. One of. the seven modules
is "Revising the Curriculum." These teacher modules are self-instruc-
tional and competency-based. Teachers are trained to focus on the "end
product" (student performance) to better meet the industry needs.

SUPPORT SYSTEM

Industrial/business advisory committees offer suggestions for selecting
equipment as well as recommending and reviewing curriculum. Administra-
tive support is strong; the entire school is practicing and committed to
competency-based education. In-house staff training deals with imple-
menting, designing, evaluating, and revising competency-based personalized
curriculum. Support services are strong with instructional design, media,
materials production, and assistance with individual students' problems.

FUhds are provided by local and state vocational monies with federal-
support. Some out-of -state and international students attend on a
full-cost tuition basis.
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COURSE TITLE: Clerk-Stenographer

NAME OF FACILITY AND ADDRESS: Billings Vocational-Technical Center
3615 Montana Avenue
Billings, MT 59101

CONTACT PERSON: Nency J. Halvorsen

PHONE NUMBER: (406) 252-8449

TYPE OF FACILITY WHERE COURSE IS OFFERED: State Post-Secondary Vo-Tech
Center

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT: x

NUMBER OF COMPETENCIES (tasks): 97

[--

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 97

APPROXIMATE TOTAL ENROLLMENT: 85

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

El I

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC-D Cl El Cl El El CD Cl C3 I=
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-"METHOD- FOR IDENTIFICATION OF TASKS

Job descriptions were secured from the Dictionary of Occupational titles.
The tasks were then identified from the information', btained-from the

,Dictionary.

DEVELOPMENTAFAERFORMANCEOBJECTIVES.

.performance objectives were developed from the tasks (explained above),
Specific parameters of the performance objettiVes were developed from
our teachers' backgrounds in the classroom as well as op-the-job, exper-
iences and input from former students and employers. These performance
objectives were presented and approved by our Advisory Committee, which
is made up of educators, administrators, employers, former students,
and secretaries working in the field.

INstgucTioNAL DELIVERY

A Learning Activity Pak has been developed for each task. The tasks
are divided into subjects within the course program. Students are
scheduled to work on certain subjects for particular periods during
the day. The program is open entry/open exit. When the program is
completed, students exit to a job.

STUDENT TESTING PROCEDURES

Theory and production tests are used for the most part. There area
few areas where it is important to measure attitudes. This has been
a difficult area for us, and we are working on this at the present
time. Each task has a corresponding test. An evaluation section is
included in each LAP, which explains the type of test given and the
basis for grading. We keep a book for each student that contains all
the tasks in our course. The instructors keep a progress chart show-
ing the units the student has completed. At the end-of-each quarter,
this task book is filled in with all the units completed during that
quarter. When the student completes the program, he/she receives a
cert!ficate with all the tasks listed that he/she has mastered.

COURSE EVALUATION

The instructors in the Business Department meet and discuss possible
additions, revisions, or deletions to the program. These revisions
are presented to our Advisory Committee at this time. The Committee
is also asked for further suggestions for curriculum changes. Any

changes to be made are completed at two annual in-service workshops
sponsored by our Center.

SUPPORT SYSTEM

We utilize Advisory Committees in an advisory capacity only. Most of
our funding comes from the State. A small amount is obtained from
Federal programs. The administration is responsible for conveying our
needs to the State Legislature.
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COURSE TITLE: Beginning Shorthand

NAME OF FACILITY AND ADDRESS: Southwestern 'Indian Polytechni'd
Institute

P. O. Box 10146
Albuquerque, NM 87107

CONTACT PERSON: Pat Lloyd

PHONE NUMBER: (505) 766-3270

r
TYPE OF FACILITY WHERE COURSE IS OFFERED: Federal - BIA Vocational

(post-secondary)

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

[NUMBER OF COMPETENCIES (tasks): 8

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 2

1--
APPROXIMATE TOTAL ENROLLMENT: 22

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

CD El El EJ ED EJ rE] C3 C3
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METHOD FOR IDENTIFICATION OF TASKS

Tasks were identified through examination of the progressive steps
necessary to initiate the development of the manual/academic skill
of beginning shorthand. Applying the teaching/learning theory to
that examination produced a series of procedures to use in imple,
menting the teaching of this basic subject. The tenet, "building
from the simple to the complex," prevailed in our tail( planning.
Guidelines were suggested in Modern Business and Office Education:
A Curticulum GOide for Office Ed-ucation, published by the Department
of Education, Santa Fe, New Mexico.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Through the use of the job analysis, objectives' were specifically

identified by( the instructors and coordinator of training which would
lead students to the performance level where they would be able to
proceed to the advanced shorthand course. The performance objectives
set up for this course were reviewed by the BuSiness Education Depart-
ment Chairman and the Advisory Committee.

INSTRUCTIONAL DELIVERY:

The classroom where instruction is carried out is
equipped with a tape console, a board for the writing of outlines
by the instructor; textbooks, notebooks, pens, and individual tape
units for student use. The Business Education Department operates on
an individualized instruction, open entry/open exit arrangement, where
students enter at their own level of competency and may rise to what-
ever level they choose to work towards. Live dictation by the in-
structor is utilized as the student progresse.

STUDENT TESTING PROCEDURES

After each group of practice lessons, students are given quizzes;
both on writing outlines for transcription and brief form tests.
Timed dictation units, are' frequently given. Since instruction is
individualized, quizzes and test are given individually rather than
to a classroom of students at the same time. The proficiency level to
exit from this course is the ability to take shorthand dictation at 60
words per minute from new material and transcribe it with 95% accuracy.
Three such tasks are required for satisfactory completion of the
course.

COURSE EVALUATION

The instructor continually reviews methods- and the results from such
methods. If several students have problems with a unit,-the instructor
reviews presentation methods and will possibly add or change material
on the tapes being used in the instruction. The school utilizes a
curriculum committee of staff members to review periiadically the
curriculum offered by all training areas. Any major course changes
would need to be approved by that committee.
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SUPPORT SYSTEM

There is an advisory committee for the Secretarial/Clerical Section.
The school utilizes a Supportive Education Department foe-the non-

skill areas,of instruction. The School has a Board of Regents to

set policy. Funding is,Sdequate, being financed by the Federal
Government through the Indian Education-Office of the Bureau of

Indian -Affairs.
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COURSE TITLE: Mine Maintenance Technology

NAME OF FACILITY AND ADDRESS:, New,Mexico State University
Carlsbad Branch
2900 West Church St.
Carlsbad, NM 88220

CONTACT PERSON: W. E. Briggs and John Winters

PHONE NUMBER: (505) U89-6513

TYPE OF FACILITY WHERE COURSE IS OFFERED:, Junior/Community College

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 150

AVERAGE HOURS: 200

MAXIMUM HOURS: 250

COMPLETELY OPEN-ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 20

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 20

APPROXIMATE TOTAL ENROLLMENT: 13

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT 'NOV DECEl al In In In ED C3
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METHOD FOR IDENTIFICATION OF TASKS

laskstwere identified by representatives of local industry and by visita-
tions to schools teaching similar programs. Instructors with experience
in private industry were hired to teach the course. The experiences of
these instructors and a survey of advisory board members were incorporated
into the job analysis.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Performance objectives were developed by the instructors with assistance
from the advisory board. The course is designed to teach specific
competencies. The objectives were approved by, the New Mexico State
University's main campus and the director of the local campus as well as
the State Department of Education.

INSTRUCTIONAL DELIVERY

The course is now open entry/open exit. instruction is delivered through
video tapes, slide/tape shows, lecture/demonstration, video cassettes,
and training simulators. Students perform hands-on experiments and
Problems. We are offering mini-courses and short seminars in specific
areas,minly hydraulics, electricity, and welding/fitting.

STUDENT TESTING PROCEDURES

Students are taught manipulative skills and theory in several different
disciplines. Our testing of the students consists of written examina-
tions, demonstrated proficiency on training panels, problem solving on
training panels, and a final evaluation where the instructors take ,the
students one at a time through the high points of the whole program.
This evaluation is oral and manipulative in nattre and is designed to
find out what the student has learned.

COURSE EVALUATION

The instructors are continually evaluating the course and updating the
material. We have just completed 15 additional slide/tape shows, pro-
duced by the instructors, covering our material. The Mine Maintenance
Advisory board meet- monthly and recommends changes in the program if
needed. New Mexico State Department of Education sends an evaluation
team in periodically and the North Central Association of Colleges and
Secondary Schools has sent an evaluation team down to evaluate the
course.

SUPPORT SYSTEM

The school is administered by the NMSU-Carlsbad administration staff.
Our funding base comes from the New Mexico State Department of Educa-
tion. Additional funding comes from the Four Corners regional com-

-misson and equipment donations from seven Potash Mining Companies
and several local vendors and businesses. Additional equipment was ob-
tained from New Mexico State University surplus property yard. A mine
maintenance advisory board reviews the curriculum as stated above.
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IICOURSE TITLE: Practical Nursing

NAME OF FACILITY AND ADDRESS: St. Vincent Practical Nurse Program
Northern New Mexico Community - College
c/o College of Santa Fe
Santa Fe, NM 87501

CONTACT PERSON: Rosemary Sanderson

PHONE NUMBER: (505) 982-6524

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Technical Institute

,

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 1350

AVERAGE HOURS: 1350

MAXIMUM HOURS: 1350

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 205

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 71

APPROXIMATE TOTAL ENROLLMENT: 35

-.

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

El
or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

El El El El El CD El El 0 El 1:3 CI
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METHOD FOR,IDENTIFICATION OF TASKS

Lucile A. Wood's study, "UCLA Allied Health Professions Project--Nursing
Occupational Report," was used to identify tasks. Revisions were made
to suit area needs.

-sr

DEVELOPMENT OF PERFORMANCE OBJECTIVES

The course is part of the New Mexico System for a Nursing Articulation
Program (SNAP) project. Minimum behavioral expectations which beginning
practitioners are expected to perform are outlined in 'the New Mexico SNAP
project. These minimum expectations serve two purposes: (1) Employers*
of the graduates of nursing programs will know what to expect in minimum
performance of graduates. (2) This will assist in facilitating and im-
plementing a statewide cooperative plan among schools of nursing.

INSTRUCTIONAL DELIVERY

Modules are used for both theory and clinical experience. A student
syllabus lists competencies along with Introduction and Rationale, Direc-
tions, Vocabulary, Behavioral Objectives and Related Learning Activities,
and Mastery Assignments, for each competency. The course is being re-
vised and changed to commercially produced modules. Modules for Sasic
Nursing Skills, by Ellis, Nowlis and Bentz (1977), will be used. Film-
strips, slides, and films are used to supplement the modules. Students
work at their own pace within a given framework and have three chances
to achieve mastery.

STUDENT TESTING PROCEDURES

Student testing is through demonstration of tasks in laboratory and
hospital settings. Mental concepts are tested via multiple choice
examinations.

COURSE EVALUATION

The course is evaluated yearly by faculty and students through written
evaluations. Students evaluate the syllabus on a written evaluation
sheet. Graduates also participate in course evaluations. The curriculum
is then updated and/or revised annually.

The SNAP project involves a three-year grant to the University of
Albuquerque to design, implement, and evaluate a statewide articulated
system of nursing education programs. Conclusions and recommendations
from the SNAP evaluation reports will be incorporated in course revisions.

SUPPORT SYSTEM

Both school and course advisory groups are active. Students participate
in WIN, CETA, and VA programs. Staff workshops are conducted in the
SNAP project. The State Department of Education conducted a workshop in
the spring of 1977 on developing performance objectives and curriculum
development.
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COURSE TITLE: Office PracticeAsecretarial occupations, clerk typist,
word mcessin

NAME OF FACILITY AND ADDRESS: Board of Cooperative Educational
Services (BOCES)

Adult Occupational Education Center
One Albertson Avenue
Albertson, NY 11507

'CONTACT PERSON: Lynne A. Taube

PHONE NUMBER: (516) 484-1900

TYPE OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

HOURS REQUIRED TO COMPLETE THE COURSE:

-MINIMUM HOURS: 195

AVERAGE HOURS: 240

MAXIMUM HOURS: 300

COMPLETELY OPEN ENTRY/OPEN EXIT:

[_NUMBER 11 COMPETENCIES (tasks): 120

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: ---

( APPROXIMATE TOTAL ENROLLMENT: 76

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

EJ C] El El E.] El El CD El El EJ
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MEMOD FOR IDENTLEICATION OF TASKS.

Tasks were identified through the instructor's work experience in
the field with assistance from' the curriculum office. New tasks
are added when student and employer feedback indicates a need for
additional skills. Newspaper classified ads are also used to
determine current job skill requirements.

'DEVELOPMENT OF PERFORMANCE OBJECTIVES

Perforniance objectives were developed and validated in conjunction
with the Board of Cooperative Educational Services curriculum ad-
visor and the New York State Education Department.

INSTRUCTIONAL DELIVERY

Instruction is delivered on an individualized basis via modules and
an open-entry basis.

STUDENT TESTING PROCEDURES

Student testing is criterion-referenced through indi ivalized in-
struction.

COURSE EVALUATION

The course is reviewed yearly by the State Board of Education and
the Board of Cooperative Educational Services' administration.
Successful student job placement is considered a criterion for the
course evaluation.

SUPPORT SYSTEM

This program. is federally funded. There are- various-support-systems
including curriculum advisement, administration, and direct contact
with New York State education personnel.
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COURSE TITLE: Practical Nursing

NAME OF FACILITY AND ADDRESS: Health Occupations Program
257 West 4th Street
Oswego, NY 13126

CONTACT PERSON: Dorothy Fisk

PHONE NUMBER: (315) 343-0130

{

TYPE OF FACILITY WHERE COURSE IS OFFERED:BOCES Board of Cooperative
Education Services

.7.--

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 1000

AVERAGE HOURS: 1200

MAXIMUM HOURS: 1350

COMPLETELY OPEN ENTRY/OPEN EXIT:

-NUMBER OF COMPETENCIES Itasks)-:-

[ NUMBER OF TERMINAL PERFORMANCE OBJECTIVES:

APPROXIMATE TOTAL ENROLLMENT: 24

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

E] CD ED El E] E] El Ell C:1 CJ CD
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.METHOD FOR I DENT! F I !ATI ON OF 'TASKS

Tasks were identified- by: (1) defining the job roles and responsibi-
lities of the L.P.N.4 (2) ascertaining up-date skills required by in-
dustry-with industry representatives; and (3) identifying basic prin-
ciples which apply in each category.

DEVELOPMENT. OF PERFORMANCE OBJECTIVES

Performance objectives were developed around two core phases. Each

core consists of a basic and an advanced phase.

INSTRUCTIONAL DELIVERY

Instruction is delivered through units. Several courses are. inte-
grated Into the curriujni to eliminate duplication of content.

STUDENT TESTING PROCEDURES

Unit exams and performance tests are provided at frequent intervals.

COURSE EVALUATION

Faculty and administration review the course periodically. A

faculty curriculum review workshop is held each year. Suggestions
from student evaluations are incorporated in, the revisions.

SUPPORT SYSTEM

The Health Occupations Department has an advisory board. The chair-

man is a member of the overall Occupational Advisory board. The

primary sources of funding are (adult) VEA and tuition.
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COURSE TITLE: Adult Cooperative Office Education

NAME OF FACILITY AND ADDRESS: Vanguard Vocational Center
Adult Education
Cedar Street
Fremont, OH 43420

CONTACT PERSON: William Randall

PHONE NUMBER: (419) 332-2626

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Secondary

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER `OF COMPETENCtES (tasks): 9

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 3

APPROXIMATE TOTAL ENROLLMENT: 16

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

Ei] CO OD CO ri El ED El
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METHOD FOR IDENTIFICATION OF TASKS

The instructor's experience in office work and communication with
area employees determine the tasks which should be included in this
course. The main tasks are typing, basic accounting, and office

machines. Other added tasks such ai filing, telephoning, human
relations, shorthand, and transcribing machines are studied as the
need arises aad time permits.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Each student entering the class is given objective sheets on
"which to record present skills. Conferences are held with each
student to determine individual goals and the job-entry level skills
necessary for that goal.

INSTRUCTIONAL DELIVERY

Each task is somewhat different, but most instruction is delivered
through textbook reading assignments followedby practice on the
machines. Students are to use teachers' manuals and keys whenever
necessary to check their own work. Tests- are given at prescribed
intervals and graded only by the instructor to enable the instruc-
tor to be aware of any problems and to be advised as to the work
being done. The instructor is available at all times to answer
questions and help (similar to a supervisor or an employer).

STUDENT TESTING.PROCEDURtS

An Objective Sheet tells the student when she is ready for a test.
(Example: Do five machine lessons, checking your work with manual,
take test, if completed with 95% accuracy, complete next five lessons,
take second test, if completed with 95% accuracy move to new machine.)
Students may take tests es. often. as. necessaryto. be. competent. The
instructor grades only tests. Each student works and takes tests at
her own rate. Each subject is tested =by its own method.

tOURSE EVALUATION

The instructor does most of the evaluation with the help of a super-
visor. Feedback is received from the students' employers. End-of-
the-year evaluations from students are used, and the instructor is in
constant touch with other business teachers. as well as with the Ohio
State Employment Office in remont.

SUPPORT SYSTEM

The program is funded with State vocational funds.
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COURSE TITLE: NCR 399/499 Programming (Self Instruction)

NAME OF FACILITY AND ADDRESS: NCR Corporate Education
101 W. Schantz Avenue
Dayton, OH 45479

CONTACT PERSON: Carl Wick .

PHONE NUMBER: (513) 449-2407

TYPE OF FACILITY WHERE COURSE IS OFFERED: Business

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 40

AVERAGE HOURS: 60

MAXIMUM HOURS: 80

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 110

NUMBER OF TERMINAL -RFORMANCE OBJECTIVES: 110

APPROXIMATE TOTAL ENROLLMENT:

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL'

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC0 El 0 El 0 CD 0 El ED 0 0 0
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,METHOD FOR IDENTIFICATION OF TASKS

This course was modified from a classroom/workshop type of course.
Tasks were identified in the job analysis considering the capabili-
-t-ies of the computer along with the most likely functions the com-
puter performs in the business world.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Performance objectives were developed from the job analysis. They
were validated with test classes, by examinig -the results of student
written programs. Student -questionnaires and comments were used to
help-in the refinement of the course material.

INSTRUCTIONAL DELIVERY

A text, narrative descriptions, examples, review questions with feed-
back, and the actual writing of routines and programs are used in in-

. structional delivery. The text is linear,,with the student progress-
ing fro,a one lesson to the next. The student works at his/her own
pace. A, monitor (subject matter expert) is available to answer ques-
tions or help explain troublesome-areas.

STUDENT TESTING PROCEDURES

A monitor (usually the student's supervisor) evaluates the student.
Toward the Lnd of the course he/she writes and debugs several pro-
grams (this is the terminal objective). The monitor has prepared
solutions and is available during the execution of the program.
Upon completion of the course the monitor may recommend the review
of particular areas or consider the student proficient and he/she
will begin writing production programs.

COURSE EVALUATION

Since this course is self- instructional, the course was evaluated dur-
ing the several validation sessions. Written comments and responses
to questionnaires from students who have taken the course will help
in evaluation and in possible revision for future printings of the
course.

SUPPORT SYSTEM

The support system is, in fact; the sale of an NCR 399ise°499 Elec-
-tronLc.AccountInTComputer System. This; in turn, causes the need
for customer and/or NCR pexsonhel training. The course is sold to
customers as an "unbundled" support service.
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COURSE TITLE: Practical Nursing

NAME OF FACILITY AND ADDRESS: Mid Ohio Practical Nurse Program
205 West Cook Road
Mansfield, OH 44907

CONTACT PERSON: Virginia Young

PHONE NUMBER: (413) 756-2381

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Secondary

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 1388

AVERAGE HOURS: 1288___

MAXIMUM HOURS: 1388-

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCLES (tasks): 30

[--

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 30

APPROXIMATE TOTAL ENROLLMENT: 1M

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

El El EJ El El ED El El El
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METHOD FOR IDENTIFICATION OF TASKS

The tasks of Licensed Practical Nurses were identified from job des-
criptions fromhospitals and nursing homes in the community as well
as specific guidelines from the State Board of Nursing.

,DEVELOPMENT-OF ,PERFORMANCE OBJECTIVES

The job analysis and the State Board Rule Book were used as criteria
for developing the curriculum. Performance objectives were written
for specific skills stating the behavior, the conditions and the ex-
pected standard.

INSTRUCTIONAL DELIVERY

The program: is designed to last one year consisting of two -6 -month
terms. Instruction in the first 6-months is delivered through group
and individualized instruction. Counseling and audiovisual aids are'
utilized with practical experience in the laboratory and hospital.
The second 6-months includes similar instructional techniques with
hospital practice. Students may take challenge exams for credit
-during the first 6-months.

STUDENT TESTING PROCEDURES

Student testing consists of written tests, laboratory performance
tests, and actual hospital performance supervised by instructors.

COURSE EVALUATION

The course is reviewed annually and revised as necessary by faculty and
coordinators. The State Board of Nursing and NAPNES Accrediting ReVTew-
Board are involved in course evaluation.

SUPPORT SYSTEM

Our Advisory Committee, Board of Education, and two cooperating hospi-
tals (Mansfield General Hospital and Galion Community Hospital) provide
administration and advisory support. Funding is through State and

_Federal vocational funds and student tuition.



1.

OREGON

175

148 CC- THE CENTER FOR VOCATIONAL EDUCATION



PROGRAM TITLE: First-Year Shorthand

NAME OF FACILITY AND ADDRESS: Mt. liood Community. College

26000 S.E. Stark
Gresham, OR 97030

CONTACT PERSON: May Oka

PHONE NUMBER: (503) 667-7196

TYPE OF FACILITY WHERE COURSES ARE OFFERED: Junior/Community College

ilNUMBER OF CBE COURSES OFFERED: 3

COMPLETELY OPEN ENTRY'OPEN EXIT: No

( NUMBER OF COMPETENCIES (tasks): N/A

----d")
NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 19

_.)

APPROXIMATE TOTAL ENROLLMENT: 235

MONTHS OF THE YEAR WHEN THE PROGRAM OPERATES: October thru July
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METHOD FOR IDENTIFICATION OF TASKS

Tasks were identified after.n thorough review of correct business,
education literature. The instructor's past shorthand teaching ex-
perience was a'major r1sz:_"scs in the job analysis.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Behavioral objectives were developed by /he instructor for all three
levels (beginning, intermediate, and 'advanced) of the Integrated
Learning Program (ILP).' This individualized shorthand system was
designed and copyrighted by the instructor to help teachers and
students work within the framework of individual differences.

Minimum performance standards are set uo for each levif, For

example, one of the seven minimum performant-A standards fcir level
(Advanced) is:

He will be able to transcribe 50 brief form derivation
'dictated at 50 words per minute anz: transcribe at the
rate of 25 words per minute with 55 percent accuracy,
In addition to correct transcription, alphabetic char-
acters and Shorthand spelling are checked.

INSTRUCTIONAL DELIVERY 0

Students progress at their own pace with the aid of the instructor

and presentation and dictation tapes. Materials included in the

ILP shorthand system are:

1. Instructor's Manual - containing information on managing the
ILP system, content of the three courses, record keeping,
testing, and evaluation program.

2. 202 cassettes of recorded instruction - providing material
under timed conditibns on review of theory and brief forms,
mailable letters, three- and five-minute dictation tapes,
and test tapes.

3. Printed material - containing behavioral objectives for
three levels, homework procedures, timeline charts,; test
keys, and preview sheets.

The instructor is especially vital in the !.LP individualize; short-
hand iyitem. It is the teacher who plans, organizes), and evaluates
the learning, prescribing the program to develop strengths and over-
come weaknesses according to student needs. The te4cier provides the
motivation and group interaction, in an environment -that' -stresses

student responsibility for managing their own learning and development.

STUDENT TESTING PROCEDURES

Students are tested over material covered in the textbooks. A time-

line chart suggests when tests should be taken il. the-student wshes
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to finish the course within a given term., However, students may take
tests at their discretion--whenever they are ready. Most of'the
tests are controlled through time dictation on audio cassette tapes.

COURSE EVALUATION

Shorthand I,. II, and ill, are offered simultaneously in the same room.

The individualized instructional program written by May Oka is con-
tinually reviewed, updated, and-revised-by her. Students provide the
basis for input in improvement of the course.

SUPPORT SYSTEM

Shorthand U. II, and III are required courses in the Administrative
and Legal Secretarial programs. These programs are supported by an-
active advisory group.
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COURSE TITLE: Electronics

NAME OF FACILITY AND ADDRESS: South-East Area Vo-Tech School
701 South Western Avenue
Sioux Falls, SD 57105

CONTACT PERSON: Robert Griffith

PHONE NUMBER: (605) 336-7815

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Technical Institute

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 147

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 4

( APPROXIMATE TOTAL ENROLLMENT: 38

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

JAN FEB

Ell
MAR APR

Ell
MAY

Ell

ALL YEAR

or

JUN JUL AUG SEP OCT NOV

Eir )0 0
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-METHOD DENtIFItAt l'ON OF 'TASKS

The-tasks were identified by the ,instructors and the electronics
Crafts Committee-- members. This Committee -is comprised of 10, elec-
tronic technicians and two professors, xepresenting the private
sector of college ed4dation in the community,. TWO of the technl,-
clans are p4st .graduates, two are pasttechntcians advancectlpto
management, two are self- employed, and the rest work at a variety
of industrial and service-type jobs. The Committee reviewed mater7
la's ,from several Other institutions that were using competency-
based ,programs and provided 'reliable input to the final curriouluM:

DEVELOPMENT OF 'PERFORMANCE OBJECTIVES'

The pjer.,formance ObjecttVeS .were written .by the instructors atter
they attended -four different workShdps at institutions, that 'were
using the coMpetency-baSed curricUluM. The elect-bnict 'Crafts -

Committee members then reviewed them, made some -changes and approved'
the final list.

INSTRUCTIONAL DELIVERY

Instruction is sell-paced by use of infOrmatoh 'packets" (modules).
An open entry/open exit format is in Use,

STUDENT TESTING PROCEDURES

Each "packet" has a ten question post-test. Each unit (from 5-10
packets) has a 25-question test. After the "basic" group of paCkets
(42), there is a 100-question written test covering the first 42
Packets.

COURSE 'EVALUATION-

Presently, only the Advisory Committee is involved in course evalua-
'don. We are implementing a' student. lol low-up study and visiting
other schools with similar programs to get ideas for course improve-
ment.

SUPPORT SYSTEM

We are a public post-high school under the local (city) school board,
with the majority of funding from State and Federal Vocational Acts
(66"percent).. The remaining 34 percent is from tuition ($180.00 per
quarter), plus the local school board. The Director of the school
has an "advisory" committee of 25 community leaders and each subject
area has an advisory or "crafts" committee composed of 10 tradesmen
working in that aree.
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COURSE TITLE: Principles of Warehousing

NAME OF FACJLITY AND ADDRESS: State Technical Institute at Memphis
Project Cerce
5934 Macon: Cove

Medphis, TN 38134

CONTACT PERSON: Eugene Demetribu and Phil Moore

PHONE NUMBER: (901) 372-3080, ext. 225 or 229

_]TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Technical Institute

HOURS REQUIRED TO COMPLETE' THE COURSE:

MINIMUM-HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 36

NUMBER OF'TERMINAL PERFORMANCE OBJECTIVES: 29

APPROXIMATE TOTAL ENROLLMENT: 15

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL SEP OCT NOV DEC

187

15.E,

THE CENTER FOR VOCATIONAL EDUCATION



METHOD FOR IDENTIFICATION OF TASKS

The idehtHication of tasks was based on the work experience of the
instrUctor'and laboratory technician. The source textbook was used,
as a reference.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Objectives were developed by the i'fistructor in conjunction with the
source text.

INSTRUCTIONAL DELIVERY

The course is broken down into modular tegnienfs with & test given after
each segmen,t. The open, start /open end 'format is utilized within the
parameters' allowed' by this program--students enter the course up until
the fourth week. This is one of three technological- courses in the
program which is organized in the modular format. Students are given
hands-on practice using such skills as forklift operation, packing,
and taking inventory. Developmental courses in basic math and reading
are offered conwrently for 'students lacking those skills.

STUDENT TESTINCPROCEDURES

Students prepare a study guide for eanh module. After studying the
module and answering his study guide questions, the student is given a
closed book test. If the test is not passed he reviews the module and
is given another set of written or oral questions. Aq example of per-
formance testing involves an obstacle course for testing (competence
in) forldift operation. The, student must be able to finish a task
without knocking down more than a specified number of pallets used as
obstacles. After passing thecwritten and performance tests required
for a module, the student'begins the next module.

COURSE EVALUATION

Presently the course is evaluated to some degree by the instructor and
laboratory, technician at least'weekly. This is done orally and changes
are made as required.

SUPPORT SYSTEM

The funding is allocated by the Tennessee State Government through a
grant to the St. Technica' Institute at Memphis. The overall purpose
of the grant is r education and rehabilitation for inmates at the
Memphis Correctional Center.

Three people representing industry in the Memphis area act as an advisory
committee and review the curriculum content to assure its relevance to
local job market requirements. Most students seek jobs in the Memphis
area when they are released fromrthe facility.
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COURSE TITLE: Clerical

NAME OF FACILITY AND ADDRESS: Dallas Manpower Skills Center
1403 Corinth Street
Dallas, TX 75215

CONTACT PERSON: Bobby Joe Slade

PHONE NUMBER: (214) 421-7636

TYPF. OF FACILITY WHERE COURSE IS OFFERED: Adult Skills Center

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS: 810

COMPLETELY OPEN ENTRY/OPEN EXIT:

1111110

NUMBER OF COMPETENCIES (tasks): 57

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 5

APPROXIMATE TOTAL ENROLLMENT: 23

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC0 0 0 El 0 0 0 .0 0 0 0 0
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METHOD FOR IDENTIFILATIDN OF TASKS

Tasks have been identified through the use of textbooks and course
outlines from other institutions. An in-house curri-caum writer and.
four clerical instructors participated in the job analysis.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

Performance objectives were developed from the job analysis. The Area
Manpower Institute for Development of Staff (AMIDS) organization' held
a meeting on,-clerical performance objectives at the time we were pre-
paring the course outline. Input was received at this meeting from
clerical instructors from several states and representatives from the
lour Texas Skills Centers.

INSTRUCTIONAL-DELIVERY

instruction is delivered via the open entry/open exit format. The
school operates on a 12-month basis, having no terms or semesters.
Trainees may enter a vocational course, ci nolUding:aeXlaa14. at the
beginning of ihe week. 3fistruction is individualizediand person-
alized by utilizing pre-qests, large and small group instruction,
audio-visual aids, video tapes,, and programmed instruction. Trainees
are allowed to work and progress at their own pace to meet the stan-
dards of business and industry, and the requirements for entry' level
employment.

STUDENT TESTING PROCEDURES

Student testing is done by objective and subjective exams vihen testing
Trainees' knowledge of related information or theory. Actual skills
performance is tested by observing trainee performance in completing a
task or terminal performance objective. Student completion of tasks
or objectives to predetermined standards constitutes the best test,
where possible.

COURSE EVALUATION

The course is reviewed with the skill instructors, the curriculum
writer, and member's of the Technical or Crafts Advisory Committee
members to determine its relevance to the needs of business and indus-
try. Revision is made at any point where the review indicates that a
change is necessary. Reviews are conducted with the course instructors
and curriculum writer visiting with individual members of the Advisory
*Committee.

SUPPORT SYSTEM

Our instructional support system includes a Technical Advisory Committee,
Multi-media Learning Center with full-time instructor, counselors,
teacher aides, and administrative supervision. A curriculum writer is
also provided to act as a resource person, and help with selection and
recommendation of media, resource and instructional materials.
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COURSE TITLE: Electronics Assemoly

NAME OF FACILITY AND ADDRESS: Utah Technical College at Salt Lake
431 S. 6th East
Salt Lake City, UT 84102

CONTACT PERSON:

PHONE NUMBER:

Keith E. Bingham

(801) 328-8521

[

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Technical institute

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT: x

[ NUMBER OF COMPETENCIES (tasks): 40

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 40

APPROXIMATE TOTALENROLLMENT: 65

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

El CD El El I= -El El = E:1
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METHOD FOR IDENTIFICATION OF TASKS

Entry level skills and involved tasks were identified by studying job
descriptions and visiting local industries. Personnel managers, fore-
men, and workers in electronic assembly were interviewed.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

The results of the job analysis were evaluated and a list of .course
objectives developed. The objectives were presented to the industries
Involved in the analysis and to an Advisory Ccunctl. Suggestions were
Considered and--the objectives were formulated into an overall course
outline.

INSTRUCTIONAL DELIVERY

The course is offered via an open-ended format. LAPs (Learning Acti-!
vity Packages) modules are utilized.

STUDENT TESTING PROCEDURES

Students are tested at the end of each task for immediate feedbadk.
Student self - examinations and instructor examinations are incorporated.
Performance skills are evalUated.

COURSE EVALUATION

Records are kept of successful student completion as compared to stu-
dent failures. A six=month industry follow-up of students-kef;ps the'
course objectives and goals current and up to industry standards.

SUPPORT SYSTEM

The course is taught at a Skills Center with financing by CETA, WIN,
and DRS, as well as the State Board of Education. Support persons
include student counselors, job developers, and our administration.
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COURSE TITLE: Masonry

NAME OF FACILITY AND ADDRESS: Utah Skills Center, North
1100 Washington Blvd,
Ogden, UT 84067

CONTACT,PERSON: Toby H. GonzSles and Dan Scama

PHONE NUMBER: (801) 6i1_ ---2373

TYPE OF 'FA66:TY WHERE COURSE IS OFFERED: Adullt. Skills Center

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS.

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 22

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 200

APPROXIMATE TOTAL ENROLLMENT: 60

MONTHS OF THE YEAR WHEN THE COfiRSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR h., JUN JUL AUG SEP

E]
OCT NOV DEC0 0 0 0 al 0 0 0- 0 0 0
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,METHOD. FOR IDENTIFICATION OF TASKS

Tasks Were identified in, a job analysis performed by the job develop-
ment team. The instructor had worked in the trade for 20 years. His
knowledge of job requirements was incorporated into the job Analysis.

DEYELOPMENT OF PERFORMANCE'OBJECTIVES

PerforMance objectives weredeveloped by the instructor based on the
competencies required in the trade by contractors. Contractor feed-
back on student performance provides validation for these objectives;

INSTRUCTIONAL DELIVERY'

The instruction is offered through individualized instructional
'packets in an open entry/open exit arrangement. Slide .projectors,
study guides, reference materials, projects and on- the -job= training
are instructional methods utilized. Students get.hands-on eiperiefice
doing masonry work on homes built by the local high schools.

STUDENT TESTING PROCEDURES

Written examinations are given on knowledge of methods and proceduress.
Students are allowed:to go to the next unit of instruction only-when a
Certain performance level has been achieved and demonstrated.

COURSE EVALUATION

A questionnaire called a "Histogram" is given to each student
quarterly to evaluate the course and instructor. Each 'instructor
is evaluated annually according to training program effectiveness
in achieving a p:oduction schedule.

SUPPORT SYSTEM

The training is supported by numerous federal and community agencies,
many of which prOvide funding, counseling, and other forms of support.
Much of our funding comes from the state through vocational education
and the Full Time Equivalent program. Inhquse support includes the
job development/placement team, policy board, and student services.
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COURSE TITLE: Typewriting-

NAME OF FACILITY AND ADDRESS: Utah Technical College
4600 S. Redwood Road
Salt Lake City, UT 84102

CONTACT PERSON: Kathryn Beebe

PHONE NUMBER: (801) 299-3411

TYPE OF FACILITY WHERE COURSE 1S OFFERED: Junior/Communi,ty College

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT: x

NUMBER OF COMPETENCIES (tasks): 26

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 26

[ APPROXIMATE TOTAL ENROLLMENT: 80

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN FEB MAR APR MAY JUN JUL AUG SEP ,OCT NOV 'DEC

El C3 El El El El, CD El ED El El, 0:
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,METHOD FOR" IDENTIFICATION OF TASKS

Tasks were identified through interviews with workers using typewrit-
.ing skills in non-clerical jobs, and by consultation with Advisory
Commiittees.

DEVELOPMENT OF PERFORMANCE OBJECTIVES"-
, -

Performance objectiveS were written by three faculty members with
assistance from the Advisory Committee. Information was collected
frOm a survey of former students. Because students from several
other vocational areas take this course, the Advisory Committees
of these areas were also involved.

INSTRUCTIONAL DELIVERY

The course is open entry/open exit. It is developed around modules
for each area of typewriting production. This class is offered to
printing, drafting, marketing, 'accounting, and data processing majors.

STUDENT TESTING PROCEDURES

Performance is tested using sample production typewriting problems
under timed conditions. Each student is recycled until his/her per-
formal.ce level reaches the specified objective for that particular
student.

COURSE EVALUATION

Student placement and follow-up, employer followups, and quarterly
Advisory Committee meetings provide data for course review.

SUPPORT SYSTEM

The school is funded by legislative appropriation. This class is
taught in the Secretarial and Computer Education Division by regular
faculty. Each of the student groups enrolling in the. class have
functioning craft advisory committees as does the Divison.
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COURSE TITLE: Career. Zevelopment Lab for Clerical and
Secretariat Students

NAME. OF FACILITY AND ADDRESS: CBC Richland Center for Extended
Programs

1011 Nor-thgate

Richland, WA 99352

CONTACT PERSON:

PHONE NUMBER:

Mrs. Bernie Varner

(509) 946-9669

[...--

TYPE OF 'FACILITY WHERE__COURSE IS OFFERED: Junior /Community College

HOURS REQUIRED TO COMPLETE THE COURSE:

)NIMUM HOURS:

AVERAGE HOURS:

MAXIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 69

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 113

APPROXIMATE TOTAL ENROLLMENT: 267

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

or

JAN: FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

CD: EJ n
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METHOD FOR IDENTIFICATION OF TASKS

The tasks Of entry-leve clerical and secretarial employees were iden-
tified from actual job descriptions obtained from Hanford Contractors.
Guest speakers from industry, government, and private employment agen-
cies were also helpful by identifying the required performance skills
and the desired character traits of an office employee. Interviews

with clerks and secretaries were taped or recorded in manuscript form.

DEVELOPMENT-OF PERFORMANCE-OBJECTIVES

The Job analysis and a survey of the advisory board'were the ,criteria

for determining curriculum. Programmed texts, or texts whichcouldbe
adapted to programmed instruction, were carefully selected. The per-

forMance-objectiVes were written to correlate with the learning Maer-
talS designedto achieve specific-cOmpetencies-. The objectivesWere-
Written for measurable units -of tnstrUctOn, and the conditions for-
Measuring performance were clearly stated:

iNSTRUCTIONAL,DELIMERY

The Career Lab was desi-gned to provide a flexible,open entry/Open exit
.program in which-people of varied abilities and'social and eConomicat
baCkgrounds could receive brush -up training or a 4Nmplete program of

study, The teaching methods- coordinate counseling, individualized in-
struction, small and large group seminars, audio-and-visual- aids,, pro-

grammedmaterials, and guest. speakers. .Each-Studenes Orogramis 1101t

arodhd'a Career' objective. A buy-time option permits a student to"
enroll for as few as 18 hours of instruction. Additional 'ime may be

added as needed: Seminars- introducing PrOgrammed instruction provide.
transfer learning from technique taught to hands-on- equipment with

little lost time. The hours of instruction required varies in propor-
tion to the interest and ability of the indtvi-dUal-stUderit-to- reach the

level of proficiency for employment.

STUDENT TESTING PROCEDURES

The Career Lab is a learning environment in which no one fails and only

progress is recorded. The objective is not a grade, but "learning for

mastery." There are self-checks and frequent evaluations built into
each course to measure performance. A "good" or "traditional B" is re-

4 ired for each unit within a course subject. Students who do not

achieve this level on an evaluation review their work with the instructor,

restudy, and,retest. They do not progress to the next unit until this

level of performance is achieved. Each' completed unit is recorded by

the Lab AssfStant and the work is kept in the student's file until the

student exits the program. Gregg Award Testing materials are given to
measure skills. A proficiency certificate, which lists the student's
skills and related.st, ,acts completed, is issued when she exits.

COURSE EVALUATION

The course is continually evaluated by the instructor in an effort to

try new or better methods to achieve ow goals. The students have an

opportunity to evaluate the course and their instructor. A suggestion box
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.170
pluoToi-olmvoteRNAom9pFol
4,



invites their opinions. Student counseling is encouraged. The-sub-
ject, content of the curriculum was presented by students to the advi-
sory board. Former employed students were invited to report on their
successes and to make recommendations. The program, the enrollment
trends, and job placement are evaluated by the Dean of Vocational
Education ared by the Dean of Instruction. The instructor is also
evaluated by the Division Chairman. Area employment Personnel are
accepting Career Lab proficiency certifitates in lieu of company
testing. They frequently sol'cit our students for employment.

SUPPORT SYSTEM

Th-e- Career Lab is a part of the Business Department of Columbia Basin
Junior College in Pasco, Washington. This lab is located in-Richland,
Washington, at the CBC Richland Center. There is also a lab on campus.
The support system is the State of Washington. Our adviiory board in-
cludP% representatives from industry, the city of Rich id, the State,
and the College.
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COURSE TITLE: Initial Transition & Refresher Flight Crew Training

NAME OF FACILITY AND ADDRESS:
we. 4-

Boeing Commercial Airplane Company
P. O. Box 3707 M/S 16-70
Seattle, WA 98124

CONTACT PERSON: William H. Critch

PHONE NUMBER: (206) 655-3396 or 3185.

TYPE OF FACILITY WHERE COURSE IS OFFERED: Industry

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 200

AVERAGE HOURS: 225

MAXIMUM HOURS: 350

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 999

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES:

APPROXIMATE TOTAL ENROLLMENT: 15

MONTHS OF THE YEAR WHEN THE COURSE 'OPERATES:

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV ,DEC

ED CD ED ED E] El DI 1;1 ED El
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Hemp FOR IDENTIFICATION OF TASKS

In coordination with the engineering groups and using Condition/Action
flow techn!oes, a listing of tasks with associated manipulative ac-
tions and observations is obtained for all airplane operating proce-
dures, normal as well as non-normal. This product is carefully, re-
viewed and approved before specific behavioral objectives are written.

'DEVELOPMENT OF PERFORMANCE OBJECTIVES

In developing the performance objectives, the 'tasks and task elements
(manipulative ;actions and observations) identified in the Task Analysis
process are further defined in terms of precisely WHAT is accomplished,
WHY, BY WHOM, and WHEN it is accomplished. Also .included are any perti-
nent constraints or limitations and a contingency action, for accomplish-
ment in the event that the expected response or final condition,does not
occur.

These data are then analyzed further to define what skills or knowledge
the crewman must possess to perform each task element adequately.
Finally, this information is broken down into two parts:

(1) Those skills or knowledge which are not a part of the
repertoire of all multi-engine jet crews. (Learning
conte4 of a jet-to-jet TRANSITION course)

(2) Those skills or knowledge which are a part of general-
multi-engine jet crew repertoire, excluding those
skills or knowledge possessed by a commercially rated
instrument pilot with 250 hours total flying time.
(Learning content of PRE-ENTRY course)

Inherent in item (2) above is the requirement. that all crews entering
Boeing training have a minimum of Commercial Pilot License, Instrument
Rating, and,250 tours total flOng

INSTRUCTIONAL DELIVERY

Learning content of the course is identified in the specific behavioral
objectives. In the learning analysis process, learning points are allo-
cated to the optimum environment (classroom, cockpit procedures train-
ing (CPT), etc.). Within each environment, e.g.., the classroom, this
information is sorted into logical groupings (systems and,sub-systems)
and the learning points within each sub-system are sequenced for presen-
tation. Material is presented via instructor lectures with 35mm slides,
films, and video tapes. Self-mediated audio-visual tutorial systems are
available.

i'he lists of learning points are broken down into manageable group; of
15-20 LEARNING SEGMENTS, representing about five, minutes of instruc-
tional time, and student feedback is built in at the end of each seg-
ment via ENABLING QaSTIONS.
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As soon as sufficient 'supporting data have-been presented, the student
is exposed to a related COMPLEX TASK, thus providing reinforcement of
learning through- application and actual practice in atimulated en-
vironment.

The course is sequenced in such a manner that the crewman is exposed
to normal operation of all airplane systems, followed by live prac-
tice in the cockpit procedures trainer (CPT). In this manner he can
become completely familiar with normal operating procedures before
being expoted to system malfunctions.

-Non-normal system operation is covered in a similar Manner, followed
by non - normal- procedures practice in the CPT in the framework of a
noYmal, flight profile.

STUDENT TESTING PROCEDURES

The purpose of the evaluation system is to.ensure,satisfactorY comple-
tion of each phase of training by each trainee. In ordertominimize
the requirement for remedial training in the more costly environment
of simulator or airplane, a comprehensive set of criteria for evaluat-
ing the trainee before, during and after ground school has been es-
tablished. Failure to meet the required standard at any one of these
evaluation:check-points indicates a need for remedial training and
re-evaluation before progressing further in the training cycle.

COURSE EVALUATION
41.

Careful study of trends in trainee evaluation and perfOrmance assists
in the identification of inadequacies and "over kill!' in the training
program. The course is reviewed,by the Boeing Flight Training Center,
the customers, and the Federal Aviation Agency.

SUPPORT SYSTEM

The course is supported by the Boeing Company to train flight crews to
operate commercial transport airplanes manufactured by the Boeing Com-

pany. Approximately 160 course developers and trainers are employed
by ,Boeing to develop curriculum, required media resources, hardware,
an complex simulator systemi likethe cockpit procedures trainer. A

Flight Operations Behavioral Systems Unit has been prepared which out-
lines in detail the course development process.
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COURSE TITLE: Special Food Service/Food Preparation

NNE OF FACILITY AND ADDRESS: Renton Vocational-Technical Institute
3000 N.E. 4th St.

Renton, WA 98055

CONTACT PERSON: Robert C. Roberts

PHONE NUMBER: (206) 235-2352

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Technical Institute

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 220

AVERAGE HOURS: 245

MAXIMUM HOURS: 270

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 6

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 204

APPROXIMATE TOTAL ENROLLMENT: 12

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

Ell Ell Ell El
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METHOD FOR IDENTIFICATION OF TASKS

Major skills were identified first. Each major skill was then broken

down into objectives toibe reached. The tasks were then identified in
relation to the final objectives required to reach an acceptable skill

level.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

The "job" served as the major organizer for this course. The organizer
providecra structure around which various student experiences and acti-
vities as well as instructional strategies could be developed. The ra-

tionale for-choosing the job as the key organizer was that the major
thrust of the program is on training indiViduals for specific work re-
sponsibilities. Once the job had been defined, performance objectives
could Le developed by having students learn about these particular jobs
via dikect experience, demonstrations, discussions, and encounters with
various types of media.

Validation occurs by direct observation. Evaluation reports of those

observations are completed and filed with student records throughout
the length of the course. When a student has reached an acceptable
skill level as defined by the performance objectives, that student is
assumed ready for employment in industry.

INSTRUCTIONAL DELIVERY

Instruction is delivered over a one-semester, 90-lesson plan, format.
The lesson plans are broken down into classroom units and active ex-

peTience units. The classroom units reinforce those skills necessary

to accomplish the job.

STUDENT TESTING PROCEDURES

Students are ,not tested-but ather evaluated indLvidually during the
whole semester. Job skills have been determined and students are
evaluated on those skills as the semester progresses.

COURSE EVALUATION

The program is annually evaluated by the craft advisory, committee.
Attention is given to the program's placement record as verified
through a student-based follow-up.

SUPPORT SYSTEM

The Vocational-Technical Institute is a locally controlled agency

that is principally state funded. The Board of Directors of the
local school district is assisted in governing the ungraded
(secondary/post-secondary) institutions by craft advisory committees.
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COURSE TITLE: ,Structural Engineering Technicians

NAME OF FACILITY AND ADDRESS: L. H. Bates Vocational-Technical
Institute

1101 S. Yakima
Tacoma, WA 98405

,

CONTACT PERSON: E. C. Strdng

PHONE NUMBER: (206) 597-7259

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Technical Institute

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUM HOURS: 1800

AVERAGE HOURS: 2574

MAXIMUM HOURS: 3200

COMPLETELY OPEN ENTRY/OPEN EXIT:

NUMBER OF COMPETENCIES (tasks): 126

2fil

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: 12

APPROXIMATE TOTAL ENROLLMENT: 20

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

E:3
or

JAN FEB MAR ARR MAY JUN JUL AUG SEP _OCT NOV DEC

1111 11111

.11VAIMMMMINAMMOMMINEMMUMMMMI

111 1111 1111
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METHOD FOR IDENTIFICATION OF TASKS

The instructor identified'the tasks basek, his 21 years of ex''
perience in the-field. Tasks were selected to prepare students for
job entry.

DEVELOPMENT OF PERFORMANCE OWECTIVES-

Performance objectives were developed by the instructor fon' instruc-
tion in all elements, both mentally and manipulatively.

INSTRUCTIONAL DELIVERY

Instruction is open entry/open exit. Programmed instructional, ma-
terials are utilized as well as instructor lectures.

STUDENT TESTING PROCEDURES

Students are given the California Medtal Maturity examination and
testing in basic math skills before enuring the program.

COURSE EVALUATION

The course is evaluated yearly by the instructor and his supervisor
based on industry contacts. The advisory committee composed of em-
ployers, ,certified engineering technicians, professional engineers,
and union represeAtatives also reviews the course.

SUPPORT SYSTEM

The advisdiy group meets bi-monthly. The school is supported by
federal and state funding.

0
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COURSE TITLE: Mechanical Drafting

NAME OF FACILITY AND ADDRESS: Northeast Wisconsin Technical
Institute

1601 University Drive
Marinette, WI- 54143

CONTACT PERSW: Brian G. Oehler

PHONE NUMBER,:

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Technical institute

HOURS REQUIRED TO COMPLETE THE COURSE:

MINIMUH HOURS:

AVERAGE HOURS: 720

MAXIMUM HOURS: 720

COMPLETELY OPEN 'ENTRY/OPEN EXIT.:

NUMBER OF' COMPETENCIES (tasks):

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES: ---

APPROXIMATE TOTAL ENROLLMENT: 27

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALL YEAR

E:3

or

JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC

E] Oc 0( ED ED11131

2'17
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METHOD.(FPR F I CATION OF TASKS

TaskS were rdentified through: (1) a review of literature, (2) a
survey of drafting supervisors in our vocational-technical district,

(3) an, occupational advisory. committee, (4) brief articulation with
local high schools-, and (5) the instructor's experience and exper-
tise.

DEVELOPMENT OF PERFORMANCE OBJECTIVES

The tasks were originally validated through a di.ttrict-wide occupa
trona] survey The behayioral objective's were writtenhy the in-
structor and have beeh tested by four groups of learnei.s.

'INSTRUCTIONAL DELIVERY

The complete course of 20 units is divided into 41 modules. Besides
the structured lecture/discussion method, video tapes, slidesi film
strips,. .textbooks and working drawings are utilized.

STUDENT TESTING PROCEDURES

For, the fundamental modules, the student IS required. to master :a
written criterion-referenced quiz (85%) before 'moving to the next
Module. The objectives are also-measured through the-115 required
drawings and sketches.

COURSE EVALUATIQM'

The course is evaluated by a number of people or voups; The program
must be approved by (P-the State Vocational-Technical Office, (2) the
District Supervisor of instruction through a curriculum committee, and
(3) the local advisory committee.- The burden of evaluation realisti-7

carily, falls, or the individual instructor. He must be in-tune to stu,
dent success through industry's acceptance.

SWOORT SYSTEM

The vocational-technical, system in°Wisconsil is not governed'by the
State Department of Public Instructic,l. We haveour own administra-

tion, board, and property tax-fundinTbase. Each program is -required

by law to have-PtS own advisory board.
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COURSE TITLE: Turret Lath-3 Operation

NAME OF FACILITY AND ADDRESS:

-

;,A

Milwaukee Area Tethnical College
5555-Mist Highland Road
Mequon; WI' 53092

CONTACT PERSON: Donald. L. Marlow

,PHONE- NUMBER: (414): 242450

TYPE OF FACILITY WHERE COURSE IS OFFERED: Public Technical Institute

HOURS REQUIV....1 'TO COMPLETE THE .COURSE-:

MINIMUM HOURS:

AVERAGE HOURS:

Mi XIMUM HOURS:

COMPLETELY OPEN ENTRY/OPEN EXIT: x

NOMBER OF COMPETENCIES (tasks): 95

NUMBER OF TERMINAL PERFORMANCE OBJECTIVES:

[ APPROXIMATE TOTAL ENROLLMENT: 17

MONTHS OF THE YEAR WHEN THE COURSE OPERATES:

ALLYEYEAR

or

JAN' FEB MAR APR 'MAY, JUN JUL AUG SEP, OCT NOV DEC-- 12 "1:3 EN Eg 1.2J El
219
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METHOD,FOR-IDENTIFICATION OF TASKS

The tasks were identified by working with industry to ascertain
their needs, using information supplied by manufacturers of a par-
ticular machine (in this case turret lathe) as to the various opera-
tions and tools that can be used on their equipment; and relying on
the instructor's past experience in the field.

DEVELOPMENT OF<PERFORMANCE OBJECTIVES

The student is expected-to-set up a turret lathe using goc4 methods
and procedures In a reasonable amount of time. All of the lectures
or lessons in the machine' shop are on video tape. Therefore, the
instructor has time to observe the students to be sure they are us-
ing good methods.

li.15TRIACTIOW.DECNEAY;

The instruCtions are delivered by three, methods: video tape, work-
book, and' instructor.

1. The workbook is a guide which will lead the student through the
entireiproject, and' from one project to the next, liSting
the video tabes that are available. The workboolcalso.desdribeS
all new information, .in written and: picture form.

2. The video tapes give, a complete descrlption of all tools and the
setting up of these tools. There are some 9.; ,video taped lessons
(ranging in dine from 2-24 Min.) for ti.ret lathe operation.

3. The instruc,:or helps students on particular problems with items
they did not understand by viewing the video tape or, reading the
workbook. It la,a,comple±ely open entry/open exit approach-.

STUDENT TESTING PROCEDURES

The, goal Of instruction is to-teach a student hoW toaet up- a-turret
lathe so that it can,,,roduce, large. numbers, of ,parts. After a student
Has set bp-the machine to accurately produce these parts the instruc,
for checks the setup and the part's being produced. Then the student
ahlwers questions.

COURSE EVALUATION

The turret lathe program is being used by several other schools in the
area and by many instructors. both day and evening. These instructors
give advice as to where students are having problems and how they feel,
the course can, be revised to do a more effective job. Other schools in
the country are.alsousi j these systems and we hope to get feedback
from these schools.

.SUPPORT SYSTEM

Our machine shop program does have an advisory coaimVttee who:mill make,-
suggestions ,on Course content, type of equipment, and ao forth. Fund-

ing comes from local taxes and state aids.
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APPENDIX A

-cross llefeirence of Selected Competency-Based.
Adul t..Vocat renal Education CoLwseS, and' Programs

By Vocational Subject Area

Public Sector and -Proprietary hools

cuVtural,,Education

Nursery 'OPeratioris,, 53

Business and Offite ;Education

Adult Cooperative Office Ei:tz.9tion, 169
'Beginning Shorthand, 153
BookiceePing, 25
Business Careers, 27
Career 'Development Lab for CieriCal: and

5secr_e,tar..ta3StuderaS,, 203
Clerk-Stenographer, ,I49
Computer Programming & Operations,. 71
Firs-t-Year Shorthand', 177
Introduction to,,Office Machines, 97
Office Occupeti-OnS, 21, 41
Office, PractiCe,, 163
SecretarIal,,,59
Shorthand; 39-
Transcribing Machine Operation, 81
Typewri:ting., ,61 , 63, 199

bistributive ;Education

Cashiering for Sales 'People, 49
PrincipleS' ofllarehousing, 187
Professional rhecker Training, 55

Health Occu ations Education

Nursing -Physical Assessment: A Short. Course,. 101.
,Practical Nursing, -i59, 165 , , 173

Home EconomicsQEducation

Special Food Service/Food Preparation:, 211
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APPENDIX A CONTINUED`

Trade and Industrial Education

Auto Maintenance and Repair, 23
AutO'Mechanics, 133
Blueprint Reading for Machine Trades, 89

Civil Technology (Surveying), 69
Cosmetology, 35
Electronics, 183
Electronics Assembly, 195
Machine Occupations, 127
Machine Shop, 51, 75
Masonry, 197
Mechanical Drafting, 217
.Mine Maintenance Technology, 157
}.,Tactical Radio & TV for Beginners, 13

Radio & TV Repair, 15
Sheet. Metal, 37
Structural Engineering Technicians, 213
Turret Lathe Operation, 219

Programs Including All Vocational Servi/ce Areas

Adult Vocational Program,, 139
Competency-Based Personalized Vocational-Technical InStructjon

ProgramS/, 143

ether Private Sector

Business

Commercial Landing 1, 31
.MUST (Midwestern United Sales Track) Workshop; /55

NCR 399/499 Programming, 171
Teller Training, 17

Industry

Pre-Employment Shielded'Metal Arc yelding, 45

Propeller Repairman Course 11, 93
Initial Transition & Refresher Flight Crew Training, 207

-Lebo e

Deckhand/Tankerman, 105-
Ufeboatman/Able Seaman, 109
Marine Electrical Maintenance, 113
Welding, 121
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