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ABSTRACT

This gulde serves a% an introduction to six
competency -based vocational administrator modules (CE 016 506~ 511).
The ma jor components of a module are discussed and explanations
prov1dea as to how‘Iearnlng experiences are sequenced, how activities
can be structured to meet each learner's {individual needs, and why "
the. final experlence requires that competence in a particular skill
be demonstrated in an actual administrative situation. Other major
topics presented include the following: the definitioa of .
‘competehcy-based instruction; the research base upon which the
vocational ddministrator modules were developed;, definitions of
terminology unigque to the modules; and key steps in using the. _ .
. modu (The final report of the project, which developed these
‘modules, is available as CE- 016 503- 504.) (JH)
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FOREWORD

The need for strong and competent administrators of voca-
tional education has long been recognized. The rapid expansion of
vocational education programs and increased student enrollments
have resulted in a need for increasing numbers of trained voca-
tional administrators at both the secondary and post-secondary
level. Preservice and 1nseryice administrators need to be well
prepared for the complex and unique skills required to successfully

direct vocational programs.

- The effective training of local administrators has been

hampered by the limited knowledge of the competencies needed by

-local administrators and by the limited availability of competency-
based materials for the preparation of vocational administrators.
In response to this pressing need, the Occupational and Adult
Education Branch of the U.S. Office of Education, under provisions
of Part C--Research of the Vocational Education Amendments of
1968, funded The Center for a :cope of work entitled "Development

. .of Competency-Based Instructional Materlals for Local Administra-
- tors of Vocational Education."”

The project had two major objeetives as follows:

e Tog conduct research to identify and nationally verify ‘
the competencies considered important to local adminis-
trators of vocational education. ”»

. e To develop and field test a series of prototypic
T competency-based instructional packages and a user's

guide.

The identification of competencies was based upon input from
a seleCtlgroup of experienced vocational administrators partici-
pating in a DACUM (Developing A Curriculum) workshop and the
.results of an extensive and comprehensive literature search and
review. The merger of the DACUM and literature review task state-
ments resulted in a list of 191 task statements that described all
known functions and responsibilities of secondary and post- :
Qecondary vocational administrators. These task statements were
gubmitted by questionnaire to a select national group. of 130
xperienced secondary and post-secondary administrators of voca--
ional education for verification. Ninety-two percent (92%) of
hese administrators responded to the verification questionnaire
nd indicated that 166 of the 191 statements were competencies
1important (median score of 3.0 or higher) to the job of vocational

admlnlstrator For additional information about the procedures
used o) “establish the research base upon which this and other
'mod in the series were developed, see The Identification and

p\iNatl nal \Werification of Competencies Important.to Secondary and
Post=Secondary Administrators of Vocatignal Edq;gé;on, avallable

]
ffrom The \Center for Vocatlonal Education. « y
| ~ - | -
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High priority competencics were identifed and gsix Arototypic
modules and a user's guide were dOVLlOpOd field tested, and
revised. The materials are organized in modular form for use by
both preservice and inscervice vocational administrators. FEach
module includes performance objectives, infprmation shects, J[carn-
ing activities, and feedback devices to help the module uger

(learncr) acquirce e gpecified comp(-h-ncy while the modules are
basically bolt—(oytaln(d requiring few outside resources, they
are not Lntlroly sclf-instructional. A qualified resource person

{(instructor) is required to guide, assigt, and evaluate the
learner's progress.

For more Lnfoxmatlon on the development and field testing
procedures uscd, ,sce The Development of Competency ~-Based Instruc-
tional Materials for the Preparation of Local Administrators of
Secondary and Post-Seccondary Vocntlonal Education, available from

The. Centeor.

Several persons contributed to the deVQlopmont of this guide
to using competency-based instructional materials Special recog-
nition goes to Kristy L. Ross, Program Assistant, for her writing
nd editing of the manuscript. Thanks also goes to Glen E. Fardig,
R.-search Specialist, for his suggestions on manuscript content.
Finhally, credit for their contributions goes to Robert E. Norton,
"roject Director, for his overall guidance and final content
wview of the manuscript; and to James B. Hamilton, Professional
bevelopment in Vocational Education Proqram DLrector, for his
guidance and administrative assistance.

Robert. E. Taylor
Excecutive Director :
The Center for Vocational Education
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INTRODUCTION

The purpose of this guide is to aid you in using competency-
based curricular materials developed and field tested 'by The
Center for Vocational Education under a USOL, Part C-research
grant. The Center is located at The Ohio State University in
Columbus, Ohio. It is a national research and development orga-
nization which specializes in conducting research, development,
and training activities in vocational and career education.

This guide will introduce you to competency-based curricular
materials that have been developed to specifically meet the neceds
of secondary and post-sccondary local administrators of voca-
tional education. The (Center developed these materials in
response to a need for instructional materials that can help
. vocational administrators' learn the competencies they need to

more effectively carry out the responsibilities of their posi-
tions. We, at The Center, feel that competency-based instruction
is the best available method for delivery of thesc¢ competencies.

' This guide should be used in conjunction with the following
competency-based modules available from and developed by The
Center for Vocational Educationu

L
e Appraise the Personnel Development Needs of Vocatlonal
Teachers

e Develop Local Plans for Yocatidnal Education: Part‘I

e Develop Local Plans for Vocational Education: Part II

e Establish a Student Placement Service and Coordinate
Follow-up Studies’

. Organlze and WQrk with a Local Vocational Educatlon AdVlSOrX
Council ,

e Supervise. Vocatlonal Educ”tlon Personnel -

—
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THE ADMINISTRATOR AND COMPETENCY -BASED EDUCATION

\

The -need for stronqg and competvnt administrators of voca-

tional education has long been recognized. This need has par -
tially been caused by the recent, rapid ¢xpansion of vocational
cducation programs and incrcased student enrollments. To answer

this need, personnel who can provide strong administrative leader-
ship are being actively recruited into vocational education and
inservice administrators are being prepared to accept increased
and ever-changing responsibilities "

The competency-based approach to administrator preparation
is ideally suited to a variety of instructional settings. The
esspential concepts of competency-based education can be imple-
men ed in courses, workshops, and seminars held on: college and
unxvers;ty, campuses, as well as in workshops and other confgr-
ences sponsored by the state department of education. The mate-
rials and concepts are also especially well suited to usa in
field-based intern and ecxtern leadership development programs.
Preservice @dminlstratorq can use competency-based materials
individually or in groups, and the materials can be adapted to
meet their individual needs and interests.

LA
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Competency based edacatton s also an excellont method tor

developing and increasing the skills of inserviece administratorn.,
By selecting the lTearning materials, that Jdeal with the gpoecitic
competoencie:s neoded by s admrnrstrator, hie, she can galn the
skills to cope wrth Gome urgent problem. An administrator can
also, tov the most part, work independent iy with the materiatly
tor long-range protessaonal development . The nature of the matoe-
rials allows the Tearner to progregs through the materials at
his/her own pace. The competency-based instructional materialas
can also be casily adapted to large or small group inscrvice
training sessions.  The materaals may be ased in leaderaship

development seominars, intormal Jroup scettaings, workshops, inde-
pendent  stuady, and groduat e coun ses '

The beauty of competency-based education is partially found
in 1ts flexitbility.,  Whether the learner using the materials is o
a vollege student , adiministrative intern or extern, or inservicoe
administrator, he/she will (ind that the materials offoer an
excellentimethod ot lTearning new and/or updat tng previously
acquired skil b,

N

COMPETENCY-BASED EDUCATION FOR LOCAL ADMINISTRATONS

The learner using these instructional materials will find
that his/her path to knowledge will be paved with learning mate-
rials that aro competcney -based.  This innovative approach to
lgarning (competency.-based ecducation) allows the learner to
agquire and demonstrate specific competencies that, are needed by
lacal administrators of vocational education. '

The innovative competency-based approach to learning includes
among its basic characteristics the requirement that the 'learner
.be,sexplicitly informed regarding the competencies to be acquired
and demonstrated. _The learner in cempetency-based education is
told at the beginning of instruction about the criteria that will
be used to assess his her pogformancw. He/she is then held
accountable for mecting thosé criteria and progresses at hig7/her
own rate through the instructional program. _ o
It should be stated at this time that the terms "Competency-
Based Education" and "Performance-Based Education" are used syn-
onymously by most cducators. There are no universally accepted
. differences between the two terms; therefore, most educators use
' the terms interchangeably. A prefercnce for one of the terms is
usually simply a matter of word preference -to emphasize a feature
f the program. Vtor:oxample, the word "competency" is often used
fgo emphasize that the lgarning in competency-based programs 1is
structured around  carcfully didentifi¢d and verified competencies.
.In perfor;‘nancg——bg—sw({ proaramns, the word "performance" is US(E:(i‘tO
eﬁphasiqe the fact that these programs require an individual to
A

Aruitoxt provided by Eic:



A
demonsatrate his/her ability to pertorm the essential competonciesn
in an appropriate setting (¢c.g., . while working as a vocat ional
administrator) . Both programsa are likely to be basced upon sppec -
fic' competencies and the cvaluation of learning is likely tQ
require the performance of those competencies; however, the ‘terma
used will indicate the preference of the educator. In order to
clarify the concdpt of pompetency-based education and to demon-
strate how this learning approach applics to the cducation of
vocational administrators, the following example is provided.

One of the identified and verified competencies needed "by
most local administrators of vocational education is "orga-
nize and work with a local vocational cducation advisory
council.” , 1f you arc the learner and you choose to attain
this competency; you will be studying an instructional

module entitled "Organize and Work with a Local Vocational
Education Advisory Council." Before you actually begin to
work on this module, you will know-that to attain the speci-
fied competency you must demonstrate your ability to estab-
wlish and work with a local advisory council while in an
actual administrative gituation. You will also know what
criteria will be used to judge your actual performance.

Some of the criteria include successfully demonstrating thye
ability to: obtain the approval of top administrative
personnel and the school board, prepare a statement of
purposes and a charter, and act as chairperson of the dbuncll
until it 1s firmly established and officers have been eclected.
Your ability to meet these and other specified criteria
will determine whether you have achieved the required
competency--organize and work with a local veocational
cducation advisory council. :

In summary, there are five essential elements of competency-
baaedjgducation. These are as follows. '

e Competencies to' be achieved are identified, verified, and
made public "in advance.

e Criteria to be used in assessing achievement and the condi-.
tions under which achievement will be asséssed, are explic-
itly stated and made public in advarrce.

e Assessment of competehcy takes the learnerg' knowledge into
account, but depends upon actual performance as the primary
source of evidence.

e The instructional® program provides for the individual devel-
opment: and evaluation of c¢ach of the~ competenc1es specified.

. Learners progress through the instructional program at their
own rate by demonstrating the attainment of speC1f1ed compe -

tenc1es. - '

’ ’
. N
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I'n addrtiron to the bhasite charactoer it icna ot competancy- banad
cducation, there are several sdesitable charoacter ot §on which have
been incorporated anto the admend gty ot mat or 1ol ., Thege are an

tol low:.

o Loartiing actarvat e are tadivaidual ceod and selt paced.,

o Loarners are supplired waith ammediate tecedback tor all
roequirod et vt tes

o limphanvs 1 on the demonsterat ton ot competoencieog, not on
samply hnowing aboat the cotpet enoy .

J
o Materials are madulaviced, with both required and opt tonal
Tearning et fvat o,
e Upecitic criteria must bee met by the learner heforoe he:/she
1 jJudged to have attained o compet eney .
Al ) B
THE RESEARCH BASE
The compoetency -based instruct ional materials were developed
from competencices identitied and verified as being needed by
local’ L,ldmini-;gtrnltur:: ot both secondary and post-secondary voca-
tional cducation programs.  These competencices were® identificd
through a combination o! two approaches. The first approach
initiated by Centor statt members involved o comprehensive scarch
of the literature, primarily doctoral disscertations, to detormine
previously itdentitired administrator competencioes. Upon comple-
tion ot this search, o DACUM (Developing A Curriculum) workshop
was conducted in Januarvy 1976, Using tlhw DACUM approach of modi-
fied small group brainstorming, a-group of twelve carefully
selected ltocal administrators developed a list of task statements
which described their administrative work assignments. .
- //
"
€
) .
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The task atatement s genorated trom those two appt o we o

then ref sned and merged, The gtatament s wele presentoed v e
torm of an "admintstrator task anventory ™ to o cctratat e (Bt b
soecondary and post caccondary adminpintrators were o oancebaded) ompe i

ot 110 outatanding local admiRistyator tepresent itng ench of the
ten USOE geographie reqgionn., Ofnte hundred twenty admainrstratonr o

redponded to the rnventory verittyaing oo ot the 191 tank tate

ment:a asubmittoed as o ampor tanty, This nati1onal vearatrcatron resanl tood
i the adentittircation ot the task gtatoements whach torm the oo
for development of the administrator ingtructional mater a0 !
These adminstrator competencres are organtezed rnto the tol Townng
categoriren., -

No-- Program Plannaing, Development , and BEvaluat ton

B - Tnatractaronal Management

Co- - Student e v ooy

A}

D -—- DPersonnel Managemoent

Foo—-- Statf Development "~

Fo-- Protessiona]l Relatirons and Solt -Development

G —= School=Community Relatyons

H -~ Facilitires and FEguipment Management

I -- Business and FPinancial Management

THE CURRICULAR MATERIALS

Thee tevlbam matertals tor vocational admintistrators have
beern o v doand organized into instructional packages called
maodul o, S sc-lule covers one or more related administratiive
sk:1 ' a) ane 3 a3 1ty base one or more of the task statement s
ver e L s tant, To help the learner acquire competency,
eacth cootule ne .- 3 information, learning activities, and teed-
bark jeva “

'kor additional iaformation on the research procedures usced and
the task statements verificed as important, refer to Robert 1.
Norton, et al., The ITdentification and National Verification ot

Competencies Important to Sccondary and Post-Secondary Admini s-

ﬁfators of Vocational Education. (Columbus, OH: The Center for
Vocational Education, The OhJo State University, 1977).

O
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The modale o e o by el ot e anr b ot Lt 1 e

Uty L RO A B O L T R B R o, Uiy, ot vt e ot cevy Whit e
the menlubes e o 0 b b Lt vy Chey ore not el t
R TR T O bbb e el ket P o g dan o ot qquali -
Presil e IR EERTIYEEE S DI B TS A BN Phey e e aniedd O Laes e
L O N T L T T A T T P VP provee s however o they can e
et by gt e YU S I Pl el b e b bty Gttt e
I L e S £ T Y CE N I W T AU O SIS G RV S TP OIS 1 DA S B planned tao aypecy
Dol by mest i o e ks ol e e o b et Addit tonal
RO RN VO N S B LI S B DR R N et g ] Lonw
o 'l bl L ST T T T T T castly rdent gty
whoat b b v e b e as and how thoe Tearntbneg wild
N RS TP
e Jhee tidexaboa b o o b bes i oviide, mor o optiona to the
St ned te e e et e the e dect ron and
R Y T R A L e A T B A TR
o oo bl o, T et ek mer e ean Ly added
t o, it oo, o o bt e O Yox ook,

MAJOR COMPONENTS OF A MOOULE

T T L O N TSR S AR omponent g, The componentn
AT bl el nr i e o by ot anpearance 1o the module.,

Tort e Poyoe

Theo ottt i g et readaeees thee title of the medule, Through

Chee v % e vt oy ser b, Y r b s o written in performance

teermes tor vdeerot or e oty Or competenciles to be acoom-
plished by the b co 00, Dvelop Local Plans for Vocat ional
Felucat vont oy v o bt ro o o the moduale .

; .

g Introduct 1 on

, _ ,

Aoshort antredataon ty the module follows the title page.,
I41s designed 00 Stamalare th interest of the learner and moti-
yohte hamshor too ooy i oinpetency coverced in the moduleoe.
The antroduct vorne cxn b crres i competency and offerg the learnoer
A DrTet o osummars o Thportan o of, and the neod tfor, the
atsarnment ot ot et s g or Ly to be an offect jve adminig-
trator. Ptome s e oo 0y qaey to the module are identified
In the 1ntrodua -t
Module Structure and f6e
CThe module stractare and use section 1 designed to spe -
cifircally answer questions Gbous Characteristics which are
i
s .
4
o 1 <

ERIC
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unlque to, the partlcular module. “I't, when studynﬁg a module, the
(-  learner requlres basic information that applies to all modules or-

f~_ if alternatives to the normal p‘ﬁcedure are needed the, learner _ o
o shouldsrefer to "Using the\Modul 15-19 of thlS guldeq There' -
i are, however, three basic- areas that w1ll appear in this section
of each module s {/.v R _ .
e J : - .
? - Objectlﬁeg.—-Thls séction lists the ob]ectlves of each ;earnq
] 1ng experlence.' Q sample foliows ) S . . . 'u' .

2 . ’ -
n - ! ® . . h - [N

« B .z " . N

1. e - N S S &
T R l\ﬁodulo Structure and w e e :
i Py 4. - S

a3 This module coptainsg an’ Lntroduction and four sequential learning experiences.'
OVERVIEWS, which/g?bhﬁge each learning experience, contain the objective for

. ‘that experienL- and rief description of what the 1earning\experience *
f-4 . . -
N o involves. _ \¥\- , . , Y
-7 ' P . "
. N . . a ‘ ;\/‘\A '
N v . Objoc}ivos Terminal Objective: While working in an actual administrative 3
' 4ituatlon, establish a student plac&ent service and coordinate .

follow-up studles. Your' performance will be assessed by your
resource person using the "Administrator Performance ‘Assessment

“Form, pp. 95-Y8 (lLearning Experience IV).

I Enabling ()tz_]_e(‘tive )
I. Atter completing the required reading, demonstrate knowledge
of the practices and procedures involved in establishing and
+f- working with an effective school placement service (Learning

Expericonce I').

2. After vompleting the required reading, demonstrate knewledge
“ of the steps and procedures involved in planning a student
follow-up study (learning Experience II).

3. Given functioninguﬁtudenr placement and follow-up services
in an actual school, critique those services (Learning
(; Experience [11). g
~
™
£
) A ot

ERiC‘ - ':f- N i- i . L - . —
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vSary resources before he/sbe starts the module. (A _sample

Q

- - LearnPng E xpuriun( e IT

LI

Resources.~--This sectlon lists by learnlng experience,'the

quxred and optional outside resource, if any, needed to comw-.,
‘g%ete the module. This enables the. learner . to gecure the neces-

follows ) . -

' . T ‘ . ' [l

- -
-

Hoﬂou—rcd' A list Ot the ouwtside resour es whlch qupplement .thoue contained
T ~ within the modules follows. Check with your resoutce peraon
{1) to determine the avallability and the location of these

.

% resources, (2) to locate additlonal references specific to your
- e sftuation, and (]) to get !HH[HLdnLU in setting up activities
T . with peersior observatlions of skilled administrators.
~ . (' Learning Experifence 17 C 1) ’ o .
- o ) ‘ - 3 ; .
‘h T : e Optional ’ ¥ ’ - :
l - I éufnrunce:q Gellerman, Saul W.  Motivation and Productivity.
- = New York, NY: American Management Association, Inc., 1963.
Ry - - ' i - -
Lt

' ® A schaol psychologyist or counselor know]edgeable of .the
characteristics of motivation with whom you can tonsult

v
- i

i
-
~

Optional '
' . -
® Reference: Gellerman, Saul W. Motivation and Praoductivity.
! ] o New, York, NY: American Management Association, Inc., 1967.
- R " b4 - .
- ¥ o
, Z
- /' N . Ll
7 e

Seleéted Terms.—fThis section lists; end defines, terms
‘unigue; €0 these modules. ’

x N
. - 4
In addition to the above areas, selected modules require that you

have demonstrated competency in particular skills before you take
those modules. The selected modules will list these prerequisite

skills and how you can attain them in a "Prerequls;te" section.

. N S g
Learning Experiences N .

A series of learnlng experiences is contained in each module.
Each learning experience is complete with activities that are
designed to help the learner achieve a specific objective. 1In
order to achieve: the\bbjective, the activities within the learn-
ing experience may include reading an information sheet or out-
side resource, observing an experienced administrator, viewing a.
fllmstrlp, reactlng to case studies,. role-playing with peers, etc.

Completion of. the activities contalned in a learning experi-
.ence leads - -the learner toward the- accompllshment of the objective
of that learning experience. When the learner successfully ,

?

10 14 .

P

RIC | o - ’
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completes all of the learnlng experiences ‘contained in a module, ‘
he/she normally will have attained the competency ideéntified in
“the module title._, This bu1ld1ng process prgvides the learnér with
the foundation needed to’ ‘achieve the desired competency The
process, . 1ncorporated 'into a series of learning experiences, :
allows - the learner to learn information about a competency, prac-
tice or apply that information, and finally, actually. perform the
‘competency while working 1n’an actual administyrative situation.
An 1llustratlon of the. typical 1nstructlonal s quence employed in
the modules follows. : \ :

A -

_OPTIONAL ACTIVITIES . IR .
f: o 3

DEMONSTRATED

STATEMENT

: .~ | PRACTICE
COGNITIVE PLANNING OR
OF KNOWLEDGE > ACTIVITIES | . > SIMULATED COMPETENCE
OBJECTIVE ACTIVITIES '
T 1
ALTERNATE I . .
w : ‘ ACTIVITIES ' . .
VARTABEE TWE LING \ ) @
- - — —y
‘ Y
! FOR CVE MODULES

. ' . ) : 3
Overviews.--Each learning experience, except the final one,
begins with an overview. This overview .identifies the objective

of the learning experience and presents -a brief summary of what
activities the student will be dolng to complete the learnlng

experience. i
A sample overview and corresponding explanations are provided <
on p. 13. Every learnlng experience will not contaih all of the

activities described in this sample The Sample overviey 1is
intended to acqualnt the learner with the many’ dlfferentW;ypes of

activities that he/she mlght be completing when taklng a module.
R /
- . :
Final Experience. ——The last learning exgerlence in every

module is the final experience. This experlﬂgce is the one in
which the learner's ability to perform the de8ired competency will”
be assessed by a quallfled resource person(s) The objective of

3
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the final experience is called the terminal objective. Tt
describes the specific competency the learner is expected to
demonstrage while worklng in an aecthial administrative situation.’

(A sample page from a final experience .follows.)
»

T—i ! "A Leanﬁng Expgﬁanc"V _ e l ' “fT
. ﬂ# ' ‘ ‘-

FINAL EXPERIENCE —

Whilc wozklng in’‘anp actual administrative 51tuaj
tioh, supervisc .voCGational education personnel.

1!

. s
As you fulfill your administrative duties, decide
on the stylces and p¥ocedures of supervision which
you believe to be appropriate for various situa-:
tions in which yug arc superv151ng\vocatlona1 edu-
cat.ion personnel. This will include:

. dclbgating'responsibilities
. . e including staff in decision-making

' . encouraglng pOSlthe interpersonal rqlatlons
among staff

! e mecting the personél needs of individual
‘staff members

NOTE: As you complete each, of the above activi-
. ties, document your actions (in writing, on tape,
through a log} for assessment purposes, -
. - - - o— o

ROLE OF THE RESOURCE PERSON

b B
1
1

A resource person is a qualified professional educator who
is responsible for guiding and helping the learner plan and carry
- out his/her professional development program. "This individual
may be a university professor; a director of staff development;

a state department of education- supervisor; an administrator at
the state, regional, or local level; or &ther qualified person.

The resource person plays an essential role in the learner's
competency-based educational program. This individual must-be .
an advisor, helper, and evaluator. E

+
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SAMPLE OVERVIEW

After completing the required reading,
demonstrate knowledge of the procedures
for organizing a vocational education
advisory council. -

You will be reading the information
sheet, "Organzing a'Local Vocational
Advisory Couhcil,{ﬂgp. 7-29.

! 4

You may wish to interview a vocational
administrator to determine procedures
he/she followed in organizing a voca-
tional education advisory council.
R ;
. A
You will be demonstrating knowledge of
the prbcedure for organizing an advi-
‘sory cpuncil by\completing the "Self-
Check," p. 31. '
o
\

4

You will be demonstrating knowledge of
the procedures for organizing an advi-
sory council, by -discussing the items -
on the "Self-Check," p. 31, with a
group of peers.

You will be evaluating your competency
by comparing your completed "Self-
Check" with the "Model Answers,"

pp. 33-34,

o oo g

U

mumnonoﬁm’ /

A

An objective that helps learners progress

toward achievement of a terminal objec-

tive. TFor each enébling objective in a
module, there is-.a learning\ex?erience to "
help the learner achieve qit,

-~

A learning task that is designed to help
the learner achieve the objective. This
task may include such activitiesras read-
ing a case study, writing a plan, etc.

A learning task that is not required, but

is designed to supplement and enrich the
required activities in a learning experi-
ence. ) '

The final required activity always.pre-
cedes the feedback activity and provides
the learner with the opportunity to check

" his/her comprehension of the material pre-

sented in the learning experience. This
final activity may be in the form of a .~
case study, self-check, written critique,
etc. ) '

An activity which: the learner may sybsti-;\
tute for a required activity.

Feedback is used to provide for the imme-
diate reinforcement of learning at the
end of each learning experience. This
reinforcement may occur as the result of
model answers or some type of a checklist
completed by the learner, peers, and/or a

resource person.

17
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As an advisor, the resource person will: S , ’/'
e explain the competenqy-bhsedvadminiatratorrmaterials'to
the student . ) ‘ B
7

¢ help assess the learner's needs and interests

A

» ; .
e assist.the learner in selecting appropriate;pqmpetencies

b to pursue . i
: P . L )

. - ,( . . s ’ : "
help determine what modules the learper should take
) . - / . - .

help the learner detérmine in what sequence> the modules
should be taken

= O Trrerl p

- "‘)
’

J\assist Ehe'learner in deterglning what learning experi- '
E . ences should be taken withifi each module -

- .

As a he1per,‘the resource person will:. '_ T

® arrange periodic conferencel with the learner in order
to answer questions and be available for assistance

help ‘the learner locate requifed and/or optional
resources for each module T :
suggest additional resources which might benefit the
learner , ;o .

help the learner obtain access to necessary equipment
and meeting rooms ‘ ' '

help the learner obtain access to(én'admini%trqtive
setting when needed o : L
!
o assist the learner in égpting up activities with peers
‘or arranging to observe or visit a-school administrator
: - ] r

As an evaluator, the resource person will:

'SF ¢ interact with the learner regarding his/her own self-
{ . -evaluation (e.g., consult with the learner on self-
HNSM  checks and other feedback devices)

N

* helﬁ'the learner evaluate‘materials or products pro-
duced by him/her . :

e assist the learner in evaluating videotapes of his/her
own performance ‘ ' '

8

e assess the learner's readiness to complete the final -
learning experience - . :

18 o
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i @ maie the necessary arrangemengg (e.q. date, t}me, -
. place) for the learner to complete’ .final learning

1

TN

" experience. o . \ . eV

e !

1
1
| o assess the learner's performance of the desixed admin-
i Istrative competengy (terminal objec¥ive) by using the
| "Administrator Pexformance Assessment Form" ‘

! AL - . - . ~

{ . . ;
The resource person is an.integral and vital part of the
learner's competency-based instructional program. Interaction

-. pbetwedn the two individuals is essential if the learner is to

. gain the maximum advantage from this type of instruct{on., Peri-
odic conferences 'should. be arranged between the leﬁrngg and the
_resource person. These' conferences should be planned to -advise,’
assist, and evaluate the learner's progress. : Te help the learner
plan learning activities and communicate them to his/her resource
,pe;ﬁon(g), a sample "Modules Worksheet" is included on the next
page. he learner might find it helpful to.make copies for his/
her own use. The worksheet can also-be -modified to.bepter meet

"individual needs.’

2

e

) " X - USING THE MODULE

¢ - Lo ,

This section of the guide is provided as an expansion of the
"Module Structure and Use" wection that is contained in each indi-
vidual module.: It is designed to provide information which is
common to all modules such as procedures for module use, organiza-
tion of modules, and definitions of terms. For an outline of the
key steps in using a module see p. 20. ' '

3 *
Module Structure and Use

3

(.

Each module contains. an /introduction and a series gf sequen-
tial learning experiences. Overviews, which precede each learning
experience except the final one, provide brief descriptions of
what each learning experience entails. :

TWwo types of objectives form the basis of the learning expe-
riences: a terminal objective and an enabling objective. The
terminal objective describes the performance which the learner
must demonstrate to show competence in the particular administra-
tor skill addressed by the module. The enabling objectives are
designed to help the learner achieve the terminal objective. . .

- BacH learning experience has activities to help the learner
accomplish the objective, and by use of the feedback devices pro-
vided, the learner will be able to determine if he/she has g

achieved each objective.. ¢

<3
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Name

- Name

Module Title L -

. Resource“Person(s) forathis Moduleé"ip

Y

P

3

-

Phone

Phone

thp%gte the folldowing with the assistance and counsel of t?f

S . resource person: o

L
O

[]_ 3. oOther activities:

AN

2.

000000

o

. Assess present admlnlstrat;ve competency

) Y

Determlne need- to complete related modules

{

s

4, Learni g Experience I
5. Learning Experience II
6. Learning Experience TII
7. Learning Experience_IV
8. Learning %xperience Vy
9. Learning Experience VI

10. Final Experience

7 Thg,following learning experiences.have‘beeﬁ.decided upon:

- Planned )

Completjon Dates:

Actual -

3

LA

¥

The following conferences with resource persons have been sched-
uled (arrange only those needed)’:

0oooo

-

Plan for completing learning‘activities
. I r
Arrange to obtaih resources

oo

Report oh progress-

Arrange for Flnel 'Experience

B i
4

Other: N

(Té{s page may be reproduced)
{ | - 16
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The first learning experience usually provides the learner

with the needed background 1nformat10n. The following learning

axperiences (excluding the f1nal learning experience) are  designed
to give hlm/ ér-an oppq;tunlty £o _apply that information in a
practice g;} tion. Dependlng upon the amountgof information
presented ‘in the module, the following learning experiences may
alst provide additional background information and opporﬁunltles*

_to apply -that information. -The final learning experience 1is

! deslgped to allow the learner to perform the cofipetencies learned
while in an actual admlnlstrative situation. _° y N
Procedure . . . o * ' J

L 3
After readLng the "Introduction" "and becoming familiar with
/ the objectives “1isted -.in a module, the leatner should-be able to
‘determine how much, of the module he/she will need to complete in
.order to achleve the terminal objective.

e I'f the learner already has the necessary background knowledge
required for proficiency in achieving the terminal objective,
he/she may not need to complete any learning experigence
requiring him/her to read an information sheet.

) . ‘ , N :
’J e If the leagyner has  had practice in demonstratipg the com-
L

- petencies n \ded to achieve the terminal jeckive, he/ghe
P ~ may not need ta\gzgplete any learning experigfince reguiring
. him/her to pract . the competencies. {

; 3

¢ The learner may wish to skim the overviews for each learning
experience, and to skim the final learning experience. These’
pages will provide more specific information for deciding
.which expe¥iences the learner will need to complete.

e With the approval ofi the resource person, the learner may
choose to proceed directly to the final learning experienge
and attempt to achieve the terminal objective at a time w en
he/she has access to an actual administrative situation.

- . _

Terminology

-

Actual Administrative Situation -- refers to a situatibn in which
the learner is actually performing administrative duties for a
vocational program. An intern -or extern, or an inservice admin-
istrator would be functioning in an actual administrative situa-
tion. If the learner does not have access to amn actual adminis-
trative situation when taking'this module, he/she can complete
the module up to the final learning experience. The learner
would then do the final learning experience later (i.e., when
he/she has access tgTan actual administrative situation).

17
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« ™Administrator...refers to a member of the secondary or post-

s'secondary administrative team. This generic term, except where .
specifically designated otherwise, refers .to the:gommunity college .
president, vyice-president, dean, -director; or to the secondary <

A}

school principal, direqgtor,. superintendent. .

<--

. Board & .refers to the secgondary or post-secondary edusational
,governing body. Except wHere otherwise gpecified, the term
"board" is used to refer to a board of education and/or ‘a board
of trustees. - & : .
) - |
. . [ ' I
Competency...refers to achievement of the- knowledge, skills, and
attitudes required to perform aegiven task. , ’

Competeacy—BgséﬁJEducation (CBE) .. .refers to an approach to
instrug¥ion »n which the emphasis is on deVeloplng specified
_competencies rather than-on just gaining knowledge of how to do
somethlng. Many educational leader¥s use thls term synonymously
-w1th Performance -Based Education." : :

. ¢ ““é .

Module.. refers to the type of learnlng materials}ﬁbat are
developed for most competency- based educatioa pfograﬁﬁ nd orga~ %
nized into modular (package) -form. Modules vary widel;ahn form,
length, and scope from program-to program. Some.consist of a one-
Qr two-page outline while others are colprehensive self-contained
instructional packages of fifty or more pages each. Most of The .
Center's modules contain all of the essential learning material -
for achieving a'specified terminal performance objective.

{
Occupatlonal 5pec1alty...refers to a,specific area of prepara- w
tion within a vocational service areaz(l e., Trade and Industrial &
Educakion 1ncludes occupational specialties such as automobile

mechanics, weldigg, and electricity).

. : )
Peers...refers to fellow learners, fellow administrators, or
friends who aré used to (1) role-play adminjstrators, teachers,
students, etc., (2) critique the. performance, and (3) participate
in seminar-type discussions. Unless otherwise specified, these
s peers should be persons famlllar with vocational administrative
respongibilities.

Pefformance—Based Education (PBE)...refers to an approach to
instruction in which the emphasis is on developing the amility
to "perform”" in an actual situation rather than on just "knowing"
‘about the tasks. The ‘focus of PBE programs is on the adminis-

. trators' development and demonstration of competencies that have
been identified and verified as important to successful adminis-

trators.

Resource .Person...refers to the qualified professional educator
who rs,. responsible for guiding and helping the learner plan and .
carry dut his/her professional development program. This indi-
vidual may be a university professor; a director of staff develop-
ment; a state department of education supervisor; an administrator
at the state, regional, or local level; or other qualified person.

\1_“‘1 ' 18 -
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. School...refers\to a secdndapys o post-secondary educational
agency. . Except where otherwise specifiedi™this generic term is
used to refer gynonomously to 'secondary schools, secondary-voca-
tional schools, area vocationaé;c:ﬁbols, community colleges, post-
secondary vogcational and techndzal’ schools, and trade schools.

Studentgg}reférs to the person whg is enrolled and receiving .-

gstructiobn in a secondary or pos 1s§condary educational insti-
ution. . " o %, oo- . N \
. : h ’ / .

- - ) v "
Teacher...rdfers to thé person who is i%structing‘stqdents in a

seconaary.ﬁf post-secondary educational” institation.’ . ‘
) ' . N -7 ar
Vocational Program...refers to all of the vocational service

. areas and occupational specialties offered by the school or

* college. : .

~Yocational Service Area...refcrs to%@ﬂmajor vocational. field:

. Agriculfural Education, Busincss and Office Educatiaon, Distribu- -
tive Educayion, Health Occupations Education, Home Economics Edu-

. cation, Industrial Arts Education, Technical Education, or Trade

#nd Industrial Education.

You, Administrator, or Learner...refers to-the preservice or
Tnservice administrator who 1s taking the module.

~

)
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KEY STEPS IN USING THE CENTER'S ADMINISTRATOR MODULES®
f . P - AN

'
o

1. Meet with your resolrce persgon to assess present adminis-
trative competency and to determine your need to complete

"the module.

, ¥ ,

~ "\\ . . M .

" 2. Read the title page, the intxroduction, and the performance

A : criteria contained in fhe back—of each module in the
"Administrator Performance- Assessment Form," to help in

assessing your need to bbtain/the competency addressed..

3. Read the "Mbaule Structuxe and Use" .dection to identify
-module objectives and- re§§§red and optional resources; and
' " to.:become familiar with s ected’ terminology.

4. Skim the.overview page(s) of each learning experience to
identify the activities involved in each experience.

5. Determine with the help of your resource person which learn-
ing experiences you need to complete.

»

6. Arrange to obtai y additional resources needed.

7. Complete the activiti contained in each of the learning
' experiences deemed relevant to your needs.

8. Consult with your resource person as necessary, and report
your progress on a regular basis.

9. When you are ready to demonstrate your competency, arrange
for access to an actual administrative situation in which
you can complete the final eXperience.

10. In cooperation with your resource parson, schedule and com-
plete the final experience. .

*For more information about these steps, see pp. 15-19, of this
guidi,
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