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SUBJECT:

NORTH CAROLINA
STATE DEPARTMENT OF PUBLIC EDUCATION

RALEIGR,'N.C.. 27611 ,

July 1978
4

Application and Implementation of'the Policies' and Protedures
Guide for the Articulation of Vocational/Occupati al E
Programs of Instruction

TO: All Administrators, Staffs and Faculties, Nort
School Administrative Units, Public Technics
Community Colleges and State Department Staffs

Carolina Put:41.*
Bletitutes/

This Policies and.Procedures Guide has been developed as a joint effort
of the Department of Public Instruction and e Departmentof Community
Colleges with the involvement of numero in vlisJiduals from our local
school administrative units and tethnica;,institutes/community colleges
participating in the Articulation Research Project, plus others who have
expressed interest in this effort: It is intended that this guide,be a
state pilot model for the provision of policy and procedural, guidance
for the articulation of vocational/occupational education' programs between
the,public high schools and technical-institutes/community40cplleges of
'North Carolina. The provisions of this tuide are commendti for your study
and use, n this vital area of activity.

4 L
Appre fqn is expressed to the staffs of the Occupational Research Unit
of the bebArtmentof Public Indtruction and the Office of Prpgram Improve-
ment of the Department of Community Colleges for theit joineA'State level
management .of is significant endeavor. Additionally, we are indebted

ih
to the projec Director, Dr.Aarlyle P. Woelfer, for his professional and
personal colt Abutiona and dedication to the day-to-day operation'ofthe'
project durinOhe period September 1 1974-July 31, 1978.,

4

A. Phillip
State rintendent

NorthCarolins1/4Department of

Public
to.

3en E-Fountain,
State President

North Carolina Department of
Community Colleges
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PART I

INTRODUCTION

\..

Back round: Articulation of vocational/occupational education programs
between igh schools and community colleges/technIcal institutes has been
the subject of discussion in educational\c(fEles for many years. In more
recent times, the subject-hem become tblobjilit-of nationwide concern as
well as positiVe effort. Covernmen agencies at both the Federal Ad
State level are on record as advo tins the need for articulation of such
programs.

On 4 March 197 the Nozph Carolina State Board of Education issued its
pol y support ng articulation. That policy ems incorporated into the
Nor Carolina Administrative Code on 5 January 1978 under Title 16,
pep rtsent of ublic Education, Chapter 4 - Community College System;
Sub apter 4E Educational Programs, Public Schools and Community College
Systems; Parag h .0501 of Sec ion .0500 - Articulation. Vas Policies
and Procedures is Onsii t with and implements thatportion of the
code cited.- The North na State Advisory Council on Vocational
Education has added its.support to such action. Further, official support.
for articulation iikkorth Carolina is to be foundein Paragraph,2, Paid 7
of the pamphlet titled "Statements of Philosophy for The North Carolina
Co ity College System", issued by the State Board of Education, Raleigh,
N.0 October 1977.

D(finition of Articulation: To provide a common basis for understanding
and for the:purposes of this document, articulation of vocational/
occtiodtional education programs is defined as the action resulting from
policies and procedures employed to provide for:

t

1) Vocational/occupational titogram alignment and continuity
in a given occunationaloarei between high schools and
community'collegae/technical institutes conducting the
program;

2) Skills and rotated technical information required by the
stVident to achieve smooth transition through the various
levels of educational experience in thateprogram;

3) Transition of the student from one educational level to
another in a given occupational areawithout unnecessary
administrative delay or duplication of effort; and

4) Imbroved cgamonication and cooperation between institutions,
school stems and communities at Woth local area and state
level that share interest in the same occupational pro-
gram(

The above definition is recognized by many occupational educators nati ids.

7a.
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The "Open Door" Admissions Policy and Articulation: The North Carolina'
Public 'technical Institutes and Community Colleges System must by law
practice the "Open Door" policy of admissions. This policy requires that
vocational/occupational program instruction conducted by these institu-
tions start at tA, beginner's level. As a result, many vocational/
techn4sal courses have instructional content common to those of the
vocatialial courses conducted in the comprehensive high schools of the
North Carolina System of Public Elementary and Secondary Schools. For
this,roason, it is essential that articulativ be practiced in North Carolina.

The Articulation Project: The North Carolina State, Board of Education
approved the initiation of a Department of Community Colleges research and
development project which started on 1 September 1974, entitled "Articu-

. lati of Occupational Education Programs Between Secondary Schools And
Co ity Colleges/Technical Institutes". The agencies initially cooperating
to onduct this project were Duplin County Public Schools and James Sprunt
e jeical Institute of Kenansville - an articulated effort itself. This

prodict was coordinated by the North Carolina Occupational Raseirch

The purpose of this project was
school

develop a comipiVensive model plan for
the articulation of public high school vocationa edircation programs with.
the occupational education programs of the technical institutes /community
colleges which Could 'serve as a guide for articulation efforts throughoyt
the State. The Duplin County Public Schools/Jamas Sprunt Technical Inpti-
tute action resulted in the local adoption and application of five basic
concepts for articulation from which implementing policies and procedures
ere developed.

By the summer of 1975 through the joint efforts of the participating high
school and technicl institute vocational/technical teachers and instruc-
tors, the supervisors and craft advisoralemployers and workers in the occu-
pations), (with project coordinator guidance) five documents identified as
instructional objectives guides werdeveloped for as many programs.
These guides were designed to provide a common reference for use by the
educators and teachers concerned at both levels Of education to ensure that
the instructional content and performance standards applied in co:Imoi
courses of instruction were the same. An articulation policies and
cedures guide was also developed by 1976. It was Waged upon the experiences;
the concepts, policies and procedures that evolved aid were adopted during '

the development of the instructional objectives guides.

NOTE: For purposes of clarity amd.accuracy, vocational education and
teachers refer to the high school level, whereas occupational 1.

education (in most instances) and instructors refer to community
college/technical institute programs and personnel.
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Extension VA Exuanskier of The Duolln Co t7 ArticuletimPrnAect: Starting
1 Hoot 1111Cthe Duplin Comply 8ChoolaiJamme Spxunt Ti-eheirl Zsaititute'project was extendel for two years, with the funding provided by both the
Department of Community Colleees-and the Department of Publi instruction.
At this time Sampson Technical Institutikalso.entered into an articulation
agreement with t Duplin County lchools to Olovide continuity for an artic-
ulated program n longer conducted by James Sprunt Technical Institute.
The project func one were oleo extended to provide technical assistance to
other local are in the State interests,' in initiating articulation activi-
ties.

In response to the 00Ser for technical articulation assistance, during the
period July 1976 to March 1970, schools systems located in Cumberland,
Martin, Person, Mitchell, Avery, Yancey, Wishingtol and Wayne Counties
entered intoaaticulation agreements 44th the techdical institute/community
college(s) tiiift serve them. There were 8 community colleges/technical
institutes and 11 city and county school systems involved with and supported
by the project when it terminated.

Vocational teachers and occupational education instructor 'representatives
from most of the school stems and c it collo ea/technical institutes
involved in the articulation project met in J y 1977 (together
with craft advisors from.their areas). to r e, update and rilfine the Duplin
Area develothd ingtructinal ghlectiva a4Oss for'Auto,otive Mechanics,
Drafting and Executive Secretspy/Business IduCation Pr rams. State staff
personnel from both the D4artient of Public Instruction and the Department
of Community Colliges Articipate0 in this effort. The result of the joint
action was the developsent of "State Pilot MosaY"iiittional
objectives guides for the prove= concesned that Mould be used in the
articulation of subject mattes by all participants,

I
t

Policies and Procedure. Guide'Devel nt: 'This document- is an effort to
provide a State Pilot Model for arty anion policies and procedures. It ,'
is the result of the combinad'input o pereonnel at all levels of education
directly involved in the Articulation Project or with intertst in the artic-
ulation of vocational/occupational education progress between the high
schools and the community collages/technical institutes of the State. Such
persona were aske4 to reviewend comment onthe d aft copy of this guide.

ug;

It too is based upon the guide originally develo d in'Duplin County.
Research efforts and studies conducted on tie s jelft-o, articulation in
North Carolina, Minnesota, Texati, Michigan andjWashington, plus the Voca7
tional -Technical Education COnsortium of States (V-TECS) have been used as
supportive references in the development of this guide. T for
articulation'that have be used as the bases for the Articilla on Research

he
beep

Project were developed in the research ciducted by Carlyld.P.Albelfer in
preparation of a doctoral dissertation 'A Study of Concepts, Policies and
Procedures to Accomplish Vocational -Te
Between Secondary Schools and InstAtuti
of North Carolina", North Carolina
1978 - used with permission ofAuthor.)

cal Education Program Articulation
of the Commdnity College System

University, 1977. (Copyright
The pamphlet "Student Articulation

(

ti
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Between Svonda and Post- Seconds Education ", by McKinnerney,..B.R.,
Thomas, R and Todd, H.R., Texas A&M University. June 1974, U.S. Superin-
tendent co Documents 01780-01294, can be used as a supplement to this guide..

Articulation Concepts and Rationale: The policiee and procedures that are
detailed in Part1II of this guide are based upon and grouped according to
their relationship to the concepts of articulation. The concepts are stated
below together with their rationale as a means of providtei the background
for the policies and procedures which implement the concePts.

CONCEPT I: JOINT POLICIES AND PROCEDURES ARE REQUIRED FOR SUCCESSFUL ARTIC-
ULATION OF VOCATIONAL/OCCUPATIONAL.EDUCATION PROGRAMS BETWEEN
HIGH SCHOOLS AND THE COMMUNITY COLLEGES/TECHNICAL INSTITUTES.
SUCH POLICIES AND PROCEDURES SHOULD BE(ISSUED FROM THE HIGHEST
LEVEL bF EDUCATION COORDINATING THE PROGRAM. THEY MUST INCI.UDE

PROMOTION OF CONTINUING ACTIVITIES SUCH AS COMMUNICATION,
COORDINATION, JOINT PLANNING AND MUTUAL SUPPORT OF ARTICULATION
BY ALL CONCERNED.

JI
Rationale - Concept I:. Studies and experience have shown that there is a
need for detailed guidance to implement the articulation of vocational/
occupational education program subject matter. This is further complicated
by the varying perception' and basic knowledge that educators have pertaining
to articulation. Communication between all persons involved.at all levels
is essential to the proceS-1 of articulation. Articulation guidance must be
prepared and issued as a joint effort (properly from the StOpleVel of edu-
cation) to be binding On all involved in an,..articu tion activi A wide

Isvariety policies and procedures and articulaWid ogram guide or the
same vocational/occupational education program, ear developed ifferent
local area, would be counterproductive to the effort, as wel as confusing,
a duplication of effort and costly. Maximum effectiveness. And involvement
are normally achieved if statewide user fnput from both the secondary and
post-set/Many levels is utilized to develop vocational/occupational education
programs as well as joint operational policies and procedures for articulation.
In addition to the joint State level policies, directives, coordination and
support, there is also a need for binding local area commitment to articula-
tion in the form of joint local area articulation agreements in drder to -

achieve full cooperation from most of the participants at both levels of
education. Since a purpose of program articulation is to preclude student
duplication of effort, this should extend to preclude duplication of effort-in
program development. . '

CONCEPT II: glAillgARDIZATION OF VOCATIONAL /OCCUPATIONAL EDUCATION PROGRAM
N OCCUPATIONAL SUBJECT MATTER, BASED UPON INDUSTRY

VALIDATED JOB TASK INVENTORIES WHICH SPECIFY THE COMPETENCIES
REQUIRED FOR JOB QUALIFICATION, IS NECESSARY'ZF LOCAL AREA OR
STATE ARTICULATION OF A PROGRAM IS TO BE ACHIEVED.

Rational - Concept II: Articulation of vocational/occupational education
programs resulting in the awarding of course credit at the post-secondary
level for vocational coutseinstruction successfully completed at'the
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..diecolidart.level gan_only be accomplistledbrAtandaiCasatioh of inaituctidnal, .'

,basiCtonterit.for occupationsil.coUrseaco to local area -institutions -1

-7: atOith.-levela-ofeducation. There ialgeer. agreement that this iati'be .'

t.",accoMpfrehed Orrough thejeAploymefistind ized instructIOdal objectives' '.
based upon the essenti417.job tasks (competenc-es),Conbiderednecessary by :

' .
. '"the employers and eiperienceA vOikers for2jobperforniuice. The competencies %.

44,, -. :were hsvelopedAniiialiy,by, perforMing a job analysis:' $1?oe the purpose -,,,:-- #:,'
: 1

Of_vocational/occutrailonal education is to develOplob-gualified persons*,-ft.
is only logical that to b6-lob qualifoUe'quel\have the ability to perform'
the Peeks required' by the employers lor the job. , ...

. I . a

. a

r
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CONCEPT. III STANDARDIA6PERFORMANCE-STANPARPSTOR CaMON,SUBJEC 'AREA JOB

41

TASKS ARD REQUIRED FOR EFFECTIVE LOCAL AREA ORSTA DE

ARTICULATION OF'VOCATIONAL/OCCUPATIONAL EDUC. ON PROGRAMS.
THE PERFORMANCE STANDARDS TO BE USED ARE BASED BUSINESS/
INDUSTRY INITIAL EMPLOYMENT FillORMANCE IIMITIREMENT OR THE

JOB TASK CONCERNED.

Rationale - ConceptatIII: To be realistIcall valid, performance st dards

Must'be based upon those of the business, ind try or profession .(the
employers) codcerned with the vocational/occup tional,education program,-
since the ultimate objhctive of such programs i to, develop student employa-

bility which requires the ability to meet the e loyer's job task performance
standar ." It does not appear desirable, practic 1 or realistic to have a
variety f job.task performance standards applied \orthe same tasks in
same saw I system; local area or region. Employers expect the same perfor-
mance for .same ts'ask, jobs. kevel, and pay in the same occupation. When
only primary tasks and performance standards are considered, there can be
found little significant difference in stated' performance standards for the

same task in the same oc ation by emplOyers across the State. "V-TECS has

veii the foregoing in multi-itate surveys conducted to obtain such in=
forma on. Many trade!, and Andustries,have moved or are moving toward the

`establishment of national performance stapdards. Consideration of the
-foregoing makes it obvious that.the standardization of instructional
objectives, based upoiprecognized job tasks and the application of job task
performance standards based upon employer requirements are the keys to sub-
jecmatter artfculation.

CONCEPT IV: ESTABLISHMENT OF JOINT COMMITTEES TO SERVE IN A DUAL OCCUPA-
-

- TIONAL ADVISORY ANP PROGRAM DEVELOPMENT ROLE'(BOTH AT THE
LOCAL AREA AND AT STATE LEVEW, CONSISTING OF OCCUPA-
TIONAL ADVISORS (CRAFT CONSUANTS), HIGH SCHOOL VOCATIONAL
TEACHERS, COMMUNITY COLLEGE/TECHNICAL INSTITUTE OCCUPATIONAL
INSTRUCTORSAPAND A VOCATIONAL/OCCUPATIONAL EDUCATION SUPERVISOR
OR CONSULTANT IS ESSENTIAL TO ARTLCULATION OF SUBJECT MATTER.
THERE SHOULD BE ONE SUCH COMMITTER FOR EACH ARTICULATED PRO-

- dRAM PEE LOCAL' AREA, SERVING ALL SCHOOLS' CONDUCTING THE PRO-
GRAM IN THAT AREA AND ONE AT THE STATE LEVEL.



Rationale r Concept IV: Currenthoughis prescfibe that an advisory com- ,'

- Wtee be established for each vpeational/occupational,pducatioft program

J \conducted by eackinstitutlpn at 6oth the secon ci ry A post-secdndary:-
_levels 7-.M a rule such committees consist of only the draft advisors.,
The question arises when 4bnsidering articulation: if several institutions

.)..in the same area articulate their program, wilt:if-se committee would be the

source of advisory guidance? (The area in this case, is the "service area"
of th'I Fommunit)%college/technical institute (CC/TI) serving the county

or larger area of the high schools concerned.) kOne joint .area advisory and

program committee for.a specific_vocational/occdpational edmiation program,
per post,eecondary institution service area,'appears to be a logical solu-

tion. Such acommitlee can result in better advisor service, program
standardization and consistency, for the local area schools involved in'the .-

program than a number of committees. ) 1

Each advisory and program committee is to be designed to provide occupUtiOnai

advisory service to all local area secondary schoolg and the podt-secondary
institution in the area conducting instruction in the same vocational/

-

occupational education program. Such committees are expected to include at

the local area all high school vocational teachers and all CC/TI Occupationalai

instructors involved in the occupational program, as well as occupational
advisors. This will do much to make\articulation a working fact by providing
a face-to.-face communication vehicle for the teachers/instructors and advisors

involved in the program. Such a 'procedure is used quite successfully in
several other statesAand has been employed in the Duplin County Articulation
Research Project where advisor availability to meet requirements for each
institution is a problem at the local area. A key factor is that. all
teachers/instruptors have input opportunity and can interact with the occu-

pational advisors. As a result, the productsof such committees are more
acceptable to those with interest in the area concerned. (Special procedures

are required when ,a large'number of vocational teachers and occupational

instructors are' involved in the same articulated program in the same local area.)

If articulation 'is to be practiced laterally as well as vertically, for
common programs of instruction (a practice already a matter of record), it

will be necessary to develop4a joint advisory and program committee at the.
State level with local area representative participation to coordinate and

develop the.programs and to prevent duplication of effort. Lateral articu-

lation becomes necessary to accommodate students who must transfer between
institutions at the same educational level and for those high school vocational
students who come from counties that do not have a'community college or
technical institute within the county area and as a result elect to attend

the nearest such institution to their home.

CONCEPT .V: EVALUATION OF.STUDENT PERFORMANCE, DETERMINATION AND RECOGNI-
TION OF STUDENT JOB QUALIFICATION AND DETERMINATION OF THE
CREDITS TO BE AWARDED THE' HIGH SCHOOL STUDENT TOWARD ADVANCED_,

STANDING AT THE POST-SECONDARY LEVEL' ARTICULATED PROGRAMS
IS BEST ACCOMPLISHED BY EMPLOYING THE FOLLOWING:

A. USING COMPETENCY BASED, STANDARDIZED, TEST ITEMS 411
TEST ITEM OUTLINES FOR EACH COMPETENCY (WITH PER-
FORMANCE STANDARDS STATED) DEVELOPED BY THE ADVISORY

AND PROGRAM COMMITTEE;

1
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B. PROVIDING FOR JOINT TEST 'TEAMS T ADMINISTER
ANNUALLY A PORTIONF THE STUD JOB QUALIFICAz:

TION.EVALUATION (CENTRAWED. POSSIBLE);

AND , .

f

.

, C. PROVIDING, FOR FORMAL RECOGNXTION OF, STUDENT 1434.

, . ..' GRAM ATTAINMENTS IN APPROPRIATE, STANDARD; .

PERSONNEL MANAGEMENT TERMS AS TO JOB QUALIFICA-

4. TION(S) ATTAINED, PLUS A RECORD OF POST-SECONDARY
ADVANCED STATUS CREDITL.FARNED FOR THEHIGH SCHOOL

*
STUDENTS. 4

l'

`Rationale -*Concept V': The evaluation procedures now\enTloyed in voca- k

'tional/occupational education programs vary widely between individual

teachers/instructors. Some form,6f evaluation proceaUreand test item
'standardization appears necessary to ensure that a Ittlident is job quali-

fied by employer standards andthat the high school PtIpenthas also

achieved .the competencies foriithich advanced prOgrall4redit is to be

awarded by the local area posi-secondary,institUtiol. The key to reasoni- ..

ble evaluation standardization is to develop valid and reliable test items

that are competency balite:id related to one or more of the job tasks required

431 job performande. The-,petformance standards for the test item should

be. those that abet be met for:job task qualification.

:1:4

1
Test items should concentrate upon, determining the student's task perfor- .

mance abilities and knowledge of related technical information. Type test

items or test item outlines (test .items that state test item subject end/

action only, requiring provision of specifics prior to use) should be N
developed by tfie,teachers/intitructors on *al area or state program advisory

and program committees. This type of test item informs ehe instructor as ,

to haw the 1:dent's performance can be evaluated with validity and relia-

bility, but mots ,the problem of test item compromise. Repeated use is then

possible of /test item outlines since there is no reason whys student should

not know tat job qualification\will be determined by evaluation of student

job-task p(erformance competencies.

The eva uation process in a specific vocational/Occupational program can b

made even more reliable if an evaluation is administered annually at4,

central location by a ,joint testing team for all vocational/occupati*A
cotes completed, with all local area high schools and the .local CC/itre

paricipating. Such a procedure has the advantage of providing a check on

adherence to instructional content and performance standards, ;educing /
blas and resource problems, adding validity to evaluation and providing a

means for 'quality control of vocational/occupational programs. If secondary

students are evaluated. as job qualified in one or more job duty areas, that

are identified as courses of instruction at the community college/technical

institute level, they are also considered to be qualified to be awarded

.course credit for those courses witho urther testing, if they enroll in

the advanced phases of the program of struction within certain time

limits.
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-Recognition of job qualification in personnel management recognized terms
givep the,potential employer and the former student job qualification
,identification. Current diplomas and certificates in many ca contain
only the information that the student oompl ted a program of n ruction,
but gives little or no indication as to what the holder is capabl of
doing. Employers and supervisors prefer information Milted in t with which'
they are familiet!

EDUCATOR ACCEPTANCE OF ARTICULATION CONCEPTS:

The North Carolina study on articulation conducted during the period
1973-1976 by Carlyle P. Woelfer, independently of the Duplin County
Articulation Project, was based-upon a statewide, random sample survoty of
secondary and community college/technical institute vocational/occupatpnal
educators. S ey responses indicated that over 70% of the respondents to
the survey cepted the concepts discussed in the preceding pagel; Details
of this survey are at Appendix F, Survey Results.

CLOSING STATEMENT:

Articulation of subject matter does not require specific instructional
procedures, The primary purpose of articulation from the instructional
'standpoint is to provide guidance for the achievement of instructional con:
tent standardization for vocational/occupational courses of instruction
that are common to different institutions at the saa'or different levels
of education. With the standaijization of instructional content comes the
requirement to apply the same Terminal performance st dards for the same

:?job task or competency which constitute the instructi1.1 objectives.
Articulation does not prescribe how a subject should be taught, but it
does apply .the instructional sequencing policy for duty areasand tasks
of moving from simple to complex wherever required prerequisites do not
preclude such action.

SUMMARY: V

Articulation of vocational/occupational education programs is not a com-
plex procedure, once its concepts are accepted and the participants become
used to the requirements for cooperation, coordination and communication.
The concepts art in fact five logical steps which must be implemented to'

p achieve articulation in all aspects to the benefit of the student, the
program, the institutions involved and the community. Procedural imp1e-
mentaiion of the concepts follows in Part II of this guide.

,

(
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. .

IMPLEMENTING POLICIES AND PROCEDURES FOR ARTICULATION'

INTRODUCTION

The policies andrimocedures that are presented in this portion of the guide

have been developed o guide North Carolina local area participants and the

fi
State Department of ducation Staffs in the articulation of vocational/

occupational Aducat n programs. Local area participants are considered to

be those per:ions, high schools, community colleges/teavical institutes and

local school systems that are"or plan to be officially Anvolved in the ar-

.ticulation effort. The policies and procedures as stated are based upon

and implement tht five concep of articulation presented andfdiscuised in

Part I and apply equally t i concerned. Related policies and procedures

are .grouped with the concept to which they apply. Any policy or procedure'

requiring joint action should be implemented by joint agreement. Partici -

pants.in formal articulation agreements should be.consider d s equals in

articulation activities. Articulation of vocational/oceupa nal
,

prograis

requires continuing communication and avoidance of unilatera action that ,

may impact on articulation. Either party(to an articulation agreement

should be free to suggest action, deemed necessary for the suc sti of the

*effort:

CONCEPT I: ARTICULATION SUPPORT AND ADMINISTRATION - JOINT POLICIES AND
PROCEDURES ARE REQUIRED FOR SUCCESSFUL ARTICULATION OF VOCA-
TIONAL /TECHNICAL EDUCATION PROGRAMS BETWEEN HIGH. SCHOOLS AND

TAE COMMUNITY COLLEGES /TECHNICAL INSTITUTES. SUCH POLICIES
AND PROCEDURAESHOULD BE ISSUED AV XHA HIGHEST LEVEL OF

EDUCATION COMINATING.THE PROGRAM. THEY MUST INCLUDE PRO-

MOTION OF CONTINUING ACTIVITIES SUCH AS COMMUNICATION, JOINT
PLANNING AND MUTUTAL SUPPORT OF ARTICULATION BY ALL CONCERNED.

A. IMPLEMENTATION OF CONCEPT I

1., Actions in Support'of Articulation

a. The State Superintendent of Public struction, the State

President of the Department of Comm Colleges and local '

Area administrato in both/systems should show their support

of vocational occul) ional education program articulation be-

tween the institutio and school,systeMs under their'super-

vision by the issuance joint, letters of support for articu-

lati to appropriate low level administrators and members

of a caland State educ oval staffs'with occupational

educatio terests. Prior to initiating pxogram asticulation

action, the president of the local community college/technical

institute (CC/TI) and the superintendent(s) of the local pUblic

school pystem(s) with the concurrence of their trustees and
boardOfeducation should enter into a.formal articulation

agreement. This agreement should then be publicized so that

all educatiital personnel involved are aware of its existence.

-(See -SampleAppendix M.)
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b. Occupational education staff and atministrative persqpnel
at local and state levels should,sei the etample for
ar4culation by, the practicworclose cooperation and plan- -'

ning of their programs and °their related activities, plus
"lizing joint-action proposals whenever appropriate.

) c. Articulation briefings with the objectives of informing
and'gaining the support of local boardi of education and
boards of trustees for the practice of .vocational/
occupational education' program articulation are an essen-.
tia1 art of articulation efforts. .

2. Area Vocati al/Occupational Educatioh Advisory Committees

a. This ii-an effort to involve4local area business, industry
professional addinistrators and leaders in vocational/

o cupational education support in an advisorycapacity.

b. A joint local area,vocational/occupational education

advisotTcommitte&hae the responsibility to serve. all area
institutions participating in ,the area ,articulation effort.
4 is to, serve as the local countprpart of the State
Advisory ,Council on Vocational EdUcation by providing general
advisory services in the area for vocational/occupational
education4.

c: This coimitteeis a local consolidation of the Current
,general "Occupatioial Education Advisory Committees" re-
qUired.for eacti,North Carolina'school 'system and community
college/technical institute.'

d. The primary function of this committee is to voice overall
area needs, trends and reconiftendatiOns for occbpationally

qualified persons and programs required to support such
needs as well as support for vocational/occupational
oducatiori:

An effort shOull.d be made to obtain &representation Of the
business, induktrialand professional activities leaders in
the area so that the entire area is adequately,reiresented
and that all employers' needs din be recognizedr.: Selection s.

of,otential committee members'by their ".Career Cluster of
:,Occupations- identification has merit in ensuring that all n
needs are addressed. (The career clusters are:those 15
groupings of related occupations as recognized by the U.S.
Office of Education.)

f. If Rossible, a certain number of that selected forthis
ttee should also be serving as members of a local

vocational /occupational education advisory and program coli-
mittee for a specific program to ensure' having a communica-
tion link with those important.committees.
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g. Individuals nominatek for membership on the area general
advisory committee shoGldbe invited to participate by a
joint letter from the local area eohoolrsystem superinten-
dent(s) and the president the community college/technical

--
0
institute serving the area-. Those who accept membership:;institute
should be appointed by the joint action of the local board(s)
of education and board of trustees. Every effort should be
made to publicize_siich appointments to.give the committee

tt> status.

3. Local Area Arti ation Coordinating'COmmittee .

4.

3'

(Local area administrators at both levels of education should take
joint action to establish a joint committee of vocational and occu-
pationalpational education. superviso and secondary school administrators.
This committee has the respons ility for arranging for initial
orientations...gm all - participants, coordinating the day- today ac-
tivities of articulated programs of.instructiOn and dealing with
the administrative problems inherent thereto. (See Appendix A.)
(See Appendix N for sequence of articulation activities.j-

Institutional Visitations By Teachers /Instructors and Students'
O (

Regular visit f CF/TI occupational progromlinstructors .to .the local
a ea high sCho s to visit witlythe vocational teacher(s),and to die- ,

F. 'their programs with interested secondary schoofstudents should
be cticed. In turn, provision should be made for interested high
sch l students to visit the local community college /technical insti-
tute with or without their a ac-
tivity in their area Of int t and to ask qUations. (For suchis

chers.to observea instructional ac-4
visits, small manageable groups are more effe&ive.)

5. Local Area Guidance Counselors and Articulation

a. Vocational/Occupational Program Knowledge - High school guidance
counselors should be required to achieve adequate knowledge of
and have available information of vocational/occupational pro-

, grans cohducted in their schools and the local CC/TI so that they
canrprovide appropriate guidance, 'encouragement and assistance to
thofse students who are interested in such proglins. Guidance
counselors can playa key role in successful articulation efforts.
It is desirable that guidance counselors participate in the plan-
ning and adtinistration of joint centralized testing phase gm-

, tivities for occupational evaluation. (See Appendix G.)

b. Working Relationships - Hightschool and CC/TI guidance counselors
shoed establish a close working relationship, meet together
regularly and exchange information routinely.

c. Employment Information Exchange - The CC/TI guidance counselors
in the local area should make an effort to keep current on job
opportunities and occupational trends in thearea and exchange
Winformatian'with the secondary level guidance counselors.

Q
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As a part of, the job lifo4rmation activities, it is also highly
desirable that the CC/TI guidance counselors make an effort to

keep a current4isting of both secondary and post-secondary stu-

dents who have attained occupational qualification through

local area occupational'education programs and are preparing

to enter the job market., A practice that contributes to artic-

ulation that has proved to..pay dividends to the institution ,..-

as well as '.the students; has beeniefforts by the CC/TI t:opro-

vide information and plicement srvicea to their students.
...

This is done,through contacts with the occupational advisory and

program committees, the local state employment security c

sion offices ankthe,appropriate business and industry employ-

ment offices in '&6-, area. , , -,

. _

Students whohave entered vocational/occupational education et

programa as well as those's, with such interests should be given

job market trends, needs and us information. 'In turn, the

appropriate business and ind t al activities in the area

should be informed as to what e CC/ I and the high schools

are doing in thevocationallocdtpat 1 education programs

in which they may have interest. Follow-up of students should'
be practiced as a matter of instructional interest to obtain

feedback and'to enhance future placement efforts. When potep-

tial students know that the institution will train and help them

to find a job, their interests in attendance at the institution

should'be increased. As a'community service and as part of

articulat on, this seivice should also be offered to high school

J6
graduates f vocational educatibn pitrams. This service could

also ca the high school students- -cone to the local area

CC/TI for assistance and may result in their enrollment then

or at a later date, when the advantages of advanced instruction

become more apparent. ts

.

d. Secondary School Guidance Counselors Visit Local CC/TI - Local

area secondary school guidance counselors should be provided

an opportunity to visit all progrems conducted at the local

area CC/TI and receive a full briking on their activities by

the instructors concerned.

r

B. ADMINISTRATIVE POLICIES AND PROCEDURES RELATED TO ARTICULATION

1. Advanced Credit for Occupational Qualification

a. Ap rOpriate quarter hour credit will be given by the local

CC/T or articulated program cominmaicourse work satisfactorily

complete at the high school level when a student makes appli-

cation fo advanced training and presents'local area recognized

evidence of occupational qualification for that course. Re /she

will then start at the appropriate level of instruction for

which qualified without duplicating previous work., (Recommended

procedures for determining the level of advanced instruction

qualification are at Appendix G.) .(See also Section F,

Implementation of Concept V.)

2u
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b. Students who have completed articulated high school octOpa-
tional program and have demonstrated occupational qualifi-
cation by locallyagreed uponfprocedures (or as set forth in ,

. Appendix G) and4apply for advanced instruction with valid
,Certification at the local area CC/TI should recei've priority
enrollment consideration for occupational courses. Failure ---\

by the local CC/TI to make such allowances can nee to arti
lation values. Students4with advanced credit evidince sh
be enrolled without further testing in their occupational
program unless the time limitati.ens set for the recognition

) of advanced credit have expiaed. (High school vocational educa-
tion teachers should make certain that their students are aware
of B-1(a) and (b).)

4

c. During the interiap4riod be e initial implementation of an
articulated occupational progi at the secondary level and
that time when all personnel le ng high pchool in that pro-
gram have received all available secondary instruction based
upon articulated instructional objectives guides, it should
be the practice of the CC/TI instructors ov registration person,
micto ask recent high school graduates atiregistration whit oc=
cdghtionaleducation courses they have taken for which they
would like to be challenge tested for advanced credit. Pere
who have completed occupational education instruction in
articulated program should be identified and given ch ge

test information. (See Appendix 1.-1.) Test items red for
challenge evaluation in an articulated program sho d be taken
from the appropriate block of the instructional ob ctives guide
for the program in question.

the existing Department of Community Colleges 1711cy, secondary
d. Challenge Testing Non-Articulated Programs - C stent with

school graduates of non-articulated vocational '.programs who
seek enrollment in the same program at the CC/TI level may also
be considered for advanced credit evaluation under the following
conditions:

1) The student's grade average in the vocatjnal education
courses completed is B or better. (This serves as an
indicator of potential for advanced credit.)

2) Student gives an affirmative response when questioned
on wrollment as to interest..in a:challenge test for
adviNed standing credit in the-occupational eduaation
program of concern.

3) The student's high school vocational education teacher
recommends the student for advanced status evaluatiqn.

4), Based upon the above, the student is tested. and attains,
a grade of 80Z or higher in a comprehensive, competency
based test, developed by the °cal area CC/TI occupar-

tianal education program ins ructor concerned, Such a

4
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test should also be.,coordinatedlath.the student's
high school vocational education teacher as a courtesy,
in the spirit oficarticulation and to give the high
school teachers an idea'of what is expected of the
itudentelat the CC/TI level.

1-

e. Credit for Work or Military Experience - Students who seek
eirollment.in an occupational education program at the GC /TI
level and present *Ho evidence of secondary vocational
tion anduld be asked if they have had prior mork or military
seratce experience in the occupation related to the program.
If w6rk experience is claimed, the individ uld be shown
the task listing(s) or instructional objectives for the'
initial occupational courses to determine if. work experience
is considered to have covered one or more blocks (courses) of
instruction. If review is affirmative and experience' sub-
stantiated, the student should be offered the opportunity to
be tested to determine the letel of occupational-qualificatiop
and given appropriate course (block) completion credit if qudli-
fication is demonstrated. (See Appendix L-1.) Those with
military service should have their service evaluated for course
credit based upon the Guide to Evaluation of Educational
Experience In The Armed' Services, American Council for Education,
Washington, D.C., 1976.

f. Skill. Development Course Misuse - It is most undesirable to
place high school students who lack interest or aptitude in
a specific vocational skill development course: or programs as
a means of finding something for them'to do or for career
exploration purposes.

Limitations to,Course Credit Hours Awarded In Articulated
Programs - Where proficiency testing, as part of an articulated
program, has been conducted and the student has been certified
as occupationally qualified. in the courses of instruction com-
pleted at the secondary level; there should be no limit as to
the number of such courses (blocks of instruction) for which
.credit will be granted in the same program at the post-secondary
level.

g.

h. Recording Credit Hours Awarded For Articulated Course& - Where
qualification is demonstrated by method previously discussed,
course credit towards graduation or program completion should
be recorded as credit by examination, but grades and quality
points should not be awarded. Applicants who fail the proficien-
cy test(s) for advanced credit in a specific block (course) will
be required to repeat instruction in that course (block) of
instruction to obtain credit.

1. Advanced Standing Proficiency. Examination (Challenge Tests)
Form.- See Appendli L for a sample of a form appropriate for
use i* applications for advanced standing proficieacy examina-
tions (challenge examinations). It is desirable to have copies
available together with course descriptions during enrollment at
all enrollment stations with persons performing enrollment

22
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abtions Made famili with their use. Copies should-be on

hand for use by the registrar, the guidance counselor and all

department heads. --

2. Preparation For Eighly Technical Programs

4
For highly technical programs consideration should be given to prl-

viding information to the high schools that can serve to guide the

student at that level as to the necessary academic and occupational

prere4utiites for enrollment; as a participant infir-deerired associ-

ate degree technology program conducted at the local area community

college or technical institute. For articulate programs this in-,

formation should be in the program instructionaI\objectives guide.

3. Entrance and Enrollment Procedures (Post-Secondary)

As an essential component of articulation, this activity s uld be

kept as simple as possible, while meeting, necessary State policy

directives on the subject. Multistate surveys showed that frustra-

tion with relatively complex or inconvenient adMinis;rative procedures

related to entrance into commnpAty colleges or technical institutes

have been found to cause some7Pdtential students to give up or not

te try to enroll. Some post-secondary institutions have permitted
guidance counselors and instructors to make tentative enrollments

while visiting the.high schools. This caused the student feel

committed and to go through with the enrollment. Program admission

.requirements should be well publicized and made especially well

known to the guidance counselors and the vocational instructora of 4

the area high schools. Remedial programs to overcome, rogram defi..

ciencies should also be well publicized. Interviews and counseling'

should be'readily available.for the new or.potential students to

preclude their turning away from.advadced programs because they

could not talk to anyone about the program of their interests. The

faculty and other personnel involved with students, potential or

enrolled should be made fully aware ,of entrance and enrollMent

procedures.

4. Teachers/Instructors Up -Dat Training

To ensure that vocational/occupational program teachers/instructors

have the opportunity and support fOr up-date,training in their

specific occupation and take advantage of same, arrangements should

be made and publicized regarding "in service" education,. or training.

5., Maintenance of Skills Learned and Interest ;

Every effort should be made to preclude ehe loss of interest and

,perishable skills learQed in a high school articulated program,

when the student enterda CC/TI for advanced instruction, in that

program. If possible, the student should be enrolled in at least

one, appropriate skill development course for which qualified in

the initial quarter, or be provided4some means of retaining the

skills already acquired, ie: shorthand practice, etc. 4

23



Resource. Sharing

As provid d in the State Administrative Code, 1977 regarding articu-
lation, ideration should be givenc: by the local area schools to
sharing es ntial scarce or expensive equipment, utilization of
certain fac lities dual status of certain instructors between
local area h gh schoo and the e4ea CC/TI. Funding for consumables
and expendab es would be e responsibility of the user. Joint
efforts of th
more economic
bene d.t of all
of tion pro
fro

ture are a form of articulation and can lead to
and efficient use df existing resources; tojthe
tudents and the. programs concerned. _(post lharing
ed above will require implementing instructions

State level\ in many cases.)

7. Reco tion of Job Qualification Below Program Objectives

Pro sions should be made to recognize the job qualification
achieved by those individual students who did not complete a pro-
gram of instruction;, but did complete satisfactorily enough blocks
(courses) of the program so as to achieve a recognized job entry
qualification at a level lower than the program objective. (See
Appendices G and R.) If sequential competency instruction is
practiced in vocational /occupational education programs, students
will achieve a lower level job qualification at near midpoint in
many programs with progressively higher levels accruing until the
program objective is reached.

8. Accelerated Learning

Give consideration.to authorizing credit to a student for course
completion whenever the instructor states that the individual has
met the competency requirements for the block or course. For
example, the student who has completed required occupational course
work prior to the end of scheduled instruction should be offered
some reward or incentive such as (a) permitted to start work in
the next blOck when possible; (b) given the opportunity for part -
time employment in the program. area if qualified;(c) provided with
additional' activities related to instruction in question to gain
more. experience; or (d) act as a tutor with students.in the course
needing help.

9. Individualized Instruction

Individualized instruction is most applicable to vocational/
occupational education programs. Administrators can improve the
management of articulated programs if they take steps to provide
vocational/occupational education teachers/instructors with the
nettisary training and resources to conduct individualised instruc-
tion. For example, considerable writing time is requited in pre-
paring the necessary learning pac ets and many instructors will
initially require professional hel in preparing learning packets
if this is not done for them. (Ap lies also to secondary teachers.)

24
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10. Comm unityrRelations

.1*

Continuing efforts should be made to provide the local area employers
and the public with information related to vocational/occupational
education programs in the local high schools and CC/TI. Public re-
lations and information play an important art in articulation
activities. In addition to the "Open Ho s ".acts ies and "Career
Daye commonly conducted by the individual institut , an area
type occupational trade fair sponsored jointly by bo the secondary
school system and the local CC/TI and conducted every two years, is
recommended. Trade fairs can be conducted annually, however, the
considerable effort and the costs that can be involved may make
two-year intervals more desirable. Also, the two-year intervals will
provide an opportunity,for a new group of the target audience students
to reach the age where they may have career decision interests.
This time interval would give the local area high schools and the
CC/TI an opportunity to conduct local activities at the school, such
as "Open House".

A trade fair is a vehicle to °inform the potential student, the
public and the employers regarding the vocationaljoccupational ed-
ucation programs conducted in the area and the Job qualifications
developed by such programs. This type of trade fair groups the
programs for display according to the program and career cluster

..//)

with each school, conducting that program presenting a display of
student activity in the prograijand er cluster grouping- as.
opposed to school groupings. In addlitn, the career expl ration
programs conducted in the middle schools and junior high s ools
also present a display.for each career cluster in conjunction with
the secondary and post -secondary programs to show a sequence of in-
structional activities from career exploration to job qualification
related to the occupational career cluster concerned. Business and
industry exhibitors are sought to present a display of their
activity and the types of jobs whit they have that require previous
training or experience. These are positioned so as to show the
terminal objective of the gareer cluster.

CC/TI adjacent to the area sponsoring the fair were asked to
participate and display advanced programs in career cluster areas,
not available in the area. The primary target audience for a trade
fair is students in grades 6-10 and their parents. (See Appendix J
for a suggested trade fair career cluster layout and further details
regarding trade fair organization.)

CONCEPT II: STANDARDIZATION OF VOCATIONAL/OCCUPATIONAL EDUCATION PROGRAM
COMMON OCCUPATIONAL SUBJECT MATTER, BASED UPON INDUSTRY
VALIDATED JOB-TASK INVENTORIES WHICH SPECIFY THE COMPETENCIES
REQUIRED FO 4 JOB QUALIFICATION, IS NECESSARY IF LOCAL AREA OR

\L_) STATE ARTICULATION OF A PROGRAM IS TO BE ACHIEVED. (THIS

APPLIES TO COURSES OF INSTRUCTION COMMON TO BOTH THE SECONDARY
AND POST-SECONDARY LEVELS OF EDUCATION IN AN AkTICULATEp
OCCUPATIONAL EDUCATION PROGRAM OF INSTRUCTION.)
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1KPLipENTATION OF CONCEPT II

1. Method of Developing Task Inventories

A task is a function of a job, a j'o assignment rIgularly performed
by the'worker, ie: !Replace Spark PlUgs" - a task fd an automo-
tivld mechanic. Task. inventories are _lists of job tasks for specific
jobs: They are developed by performing 'a job analysis - -what does

the worker do'that is perforManFe in nature and what must the worker
know to be capable of performing: The instructional objective sim-
ply stated is."toArovide instruction that will make the student
capable of job talk performance". Job analysis and task inventory

\ validation are primary activities, of the occupational advisors.
`(See Appendix B.)'"

Task Inventory Information. Sources and Task Surveys - Job Analysis

a. TaikInventory Information Sources - Development of a task in-
ventory by,performing a job ahalysis is time consuming and re-
quires training. Usually someone has developed a task inventory
or list that cap be used as a-task survey. Such inventories may
not be fully adequate or current fOr.the area, but they are use -
ul as a starting point'for the adVisors. It is easier to cor-
r- hand bring a list up to date than to do a full job analysis.
Ta- nventories are often available at: 1) The Educationjnfor-
mation Cehter, State Dept. of Education, Raleigh, NC, di.
ERIC search; 2) The Center for Vocational Education, Ohio Sga a:
University; 3) U.S. Dept. of Labor, Washington, DC; 4) Staik
OccupatCbnal Education Offices; and 5) many major industries.that
conduct skill development programs. Appendix B is a sample of
a Job Analysis Survey made as discussed above.

b. Job Analysis - If pre11reelists or task inventories are not
available, then a job analysis is in order. Some firms will .

have job descriptions on hand in the personnel office that will
help. See Appendix D for details on job analysis procedures.
The format used in Appendix 0 is applicable.

. The Instructional,Objectives Guides

To ensure that standardized instructional content is. presented by all
program instructors for courses organic td an articulated vocational/
occupational education program of instruction, a jointly prepared ref-
erence document, identified as an instructional objectives guide, is
desirable. Such a guide also contains the task pdrformance standards
and other information needed by the instructors. These guides also
can be most useful to administrators to serve as common program refer-
ences and link the educational levels.

4. Organization and Format of An Instructional Objectives Guide

An instructional objectives guide should be organized and contain
the following:

)a. A program sumry containing (see Appendix C):

2G
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A listing-of-the-courate-or-blockS-of-ins*UCtion organic
to the occupational content of the piOgram of instruction;

An abstract of thi.instructional'Objecti/e(s) of each
block (duty, area) orcourse o('instruction together with
the number of contact hours Vcommended for that block
fat both the high schools and CC/TI, if taught by.bOth;

3) The Department of Community Colleges and the Department of
'Public Instruction vocational/occupational course numbers
of those courses organic to.the program and the block(s)
of i truction with which identified;

4) A stimmary of the successive Job skill qualifications which
accrue frbm bid& completion ass student .progresses
through the program to the qual cation acquired by the
student upon successful completion of the total ptogram;.

5). A brief summary of the objectives of the high school por-
tion of the program and the same for the CC/TI level, which-
in most cases willbe.a 2-year program. as well as showing,
objectives for abbreviated versions (1 Year) of the program;'

6) A. listing of the academic and nonvocational /occupational
Courses whiCh must also be 'completed.to graduate from the
'program atiboth levels of education; and

7) A listing of the members of the local area or state occupa-
tional advisory and'program committee responsible for the
development of the instructional objectives guide content..

Task. Inventory Lists - This is a series -of task lists or inven-
tory of teaks according to complexity for-each block of iust.ruction.
( See.. Apibendix C -2 na,b&c.) The blocks (course') of instruc-
tion should also be arranged in an Ascending eeqUenCe of com-
plexity or, where necessary,. as a prerequisite for a sUbsequent
block of instruction. Frequency of task performance and experi-
dhce level of worker expected to perform,the task are also shown.
This information helps in determining what Should be taught and
the emphasis required. The nonskill producing,' introductory-

` type blocks of instruction normally should be the initial blocks
or courses presented.. Subsequent blocks should be of the skill-
producing type. (See Appendices B and D for development.)

The instructional block (duty area or course) guidesfollaw the
. group of task listings. The skillproducing blocks provide
specific job Skills when completed. (See Appendix,C-3.) (In
some cases, a skill-producing block of instruction successfully -I,

completed will:result in qualification to perform an identifiable
,job but at a loiter level than'the program objective job, ie: .

Qualify in the "Brake Block" as a Brake Technician; in_theAuto-
motive Michanic PrograMi assuming the completion. of prerequisites.)

'



d.-- Following the last block of instruction is a consolidated tool
and equipment list, when such is appropriate. (See Apiendix'
C-7.)

e. The last item in an instructional objectives guides.is a sample
of a "Student VoCati9hal Skills Record" sheet which.could be ,-.-

reproduced and Used by the teacher/instructor to maintain a
record of student progress and performance. (See Appendix C-8.).
This record is a list of the required.tasks for each block of
vocational/occupation01 instruction in the program, with addeC
provisions for performance evaluation.

1

. Development of An Instructional Block (Course)

A block of an. instructional oblectives'guide Will normally address
a primary fob duty area recognized by the octupation, It consists
of the following (also see Appendbe.C7.3 for sample of block instruc-
tional-guide):

a. A. block summary which contains information about the block
such -as (lee Appendix_ C-3 a, .b and c):

1) Program title and' state program identification number
for both Department of Public Instruction and Department
of Community Colleges, wherefapprOpriate;

'2) Course BloCk) title and assigned block sequence number
within.the program; ,

,-

,.,

3) Course .descriztion --The course numbers And descriptioi
used by both the. Depart -t:.of Public Instruction and'

mi

the Department of CommUO.t l:y.Colleges are shown. (This.'

is important since the ormation.is used to thee.

post-secondary level dOurse(s) and the high school'courseil
related to the block ofinstruCtion, simplifying the
awardinfrof course credits:);'

°

. 4) Initructional contact hours shoW:both,as alldcated to the
course for high schools and the CC/T. High schools often
allocate more tite to a 46ck (course) of instruction than
may be provideliat the,p6st.rsecondari level. If the course
is not taught at the hecondary level, then "None" or "Not
Taught" is shown;

5) Instructional objectives for the course or block of
instruction;.

)' Job qualification 'acquired by successful.completion Of
block of instruction is shown, if applicable;

7) TrereqUieites,are,thown if.anY1

8) Performance evaluation procedures are cited; and).

9) Equipment listing for the block is referred to, if- any.

.23
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b. Task (Competency) Instructions Pages - These are the basic
instructional reference pages. They.follaw the summary page in
a block of instruction. These Are the primary reference pages
for instructors: The task pages are placed in the same
sequedce of complexityfassigned the task listing. The first
and second digits (preceding the decimal) are reserved for:the
block sequence number, while the two digits fallowing the
decimal.normilly will be the'tiak number taken from the task
list: The page number in the block is usually the Same as' that
ofthe task number to Vhich the instructional information
pertains. The information found on the task instructional
guide page is (see-also APPendix C-4 a, b and c):

1) Block Number and title;

2) Task sequence number and title;

3) Instructional ObjeCtive The instructional objective is
normally the task title preceded by an action verb denoting.
performance, ie:J "How to"..., "Learn ", etc. The identifica-
.tion nuMber is the sem? as the task number;

4) Primary or Key Skills. (Process Objectives - A list of the
primarrakillS or pracess objectives which must pe taught
to achieve minimum acceptable task -proficiencyis provided
to guide the instructors in achieVing standardized.in
etructional content. The instructor may also teach addi-
tional essential skills not listed, if appropriate: They
should not.teach less than those listed, if articulation
is to be achieved and performance standards to be. met.
Skills are assigned sequence numbers by adding sequential
decimal digits after the task sequence number. .SkillS

normally'shpuld be taught in complexity sequence, as
limited by. prerequisite requirements (see Appendix 'C-4 a,
b and c);,

Related Technical Information - This is information the.
worker must know to be able to. perform the task. The

primary items or sources of related technical inforMation
are shown, with the. recognition thAt:there may be more that .

the initructar'will add.. Where specific technical, pro-.
fessiOnal and manufacturers' manuals and gUides are used,
they shoUl cited;

6) Task Analysis To. determine the. skills (process objectives)
and the related technical. information to be .taught, a task
analySie will be required.. This can be perf4rmed as a rUle:
by teachers/instructors of the advisory and program
committee, bUt it may 'be necessary for slupervisorg to-ACon-
duct some inetruction for-such personnel on how-to perform
_a task analysia:(see Appendix D for a summary on teak
analysis procedures); 4



'7) :Suggested Instructional Time - This is the advisory and
program,cammittee teacher/instructor estimate of the
aiveFaitenumber of contact hours Of instruction requirl4r
to teach the average, student how to,perform the task tr
to learn the task requirements. The time allocation is
an indication of complexity and importance of the task..
This time is flexible and is for planning purposes. The
objective is to provideinstruction required,for the student
to acquire the competencies and to meet job task performance
standards, for all' primary tasks. 'If a student can learn
and perform a task properly in less time, this should be
permitted. -If the student wishes to challenge 'a task or
series of tasks by taking a competencylbased evaluation,
gi*-practic4eis recommended.-'The slow stVfent, who is
trying and shows promise, but learns at a slower pace,
should not b4 required to repeat those tasks performed and
standards satisfactorily met if the block is not completed
in the quarter or semester butinstead start at the point,
where'left:off.

-4,
Required Performance Standards - This ie a stateme of
the minimum reqbirements of performance iccep for
task qualification, based upon the business/industry
requirements. Note.: The standards should include time
limitations, volume, quality and other perforaynce'in-
.dic4tors 0440 accuracy requirementa.or error limits.
If the appibp4ate standard(s):is found in a standards manu-
al or other technical reference, notice should be made, of
that faCt. The standards cited are the minimum,accaptable
for lib Qualification for initial employment. Reliance
on teacher judgment alone is:inadequate. Teachers may ,
require or encourage and recognize greater quality of
performance as a factor in course grades determination,
where such grades are required. However, the prokram ob-
jective should be to provide the student with the
ability to performi:each task to meet minimum industry/
business requirements for job-task qualification, (See.
Appendix ,C-4 c for instructional pages.)

Abbreviated Format, Instructional Blocks (Courses) - For
courses of occtipatf&nal education in an articulated pro-
gram:which may not have 'a secondary.level counterpart, it
may not be necessary to perform a task analysis foeasks
orgaido.to the course (block) dr dutY area, or to-provide
some 'of 'the other details.shown for a,Taak.(Competency)

tructional Page. (See Appendix: C-4 a, b and c.) The.
rimery area of concern in lateral articulation between,',

comiunity colleges/technical institutes is that courdA*,P',
instructional content,, objectives and required minimum
Performance standaidb are reasonably. standardized. Thit, l'44

can be done by developing a block. (course) summary asAdro-
vided in Appendix C-3 and Item C-6 above and.a Task
Listing with statements of minimum required performance

dp
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dards. If desired, instructors can use-as examples
any instructional objectives guide, which contains Task
Instructional Pages or this Policies and Procedures
Guide in performing task analyses and to develop such
pages for their advanced courses. (See Appendix C-4 a,
b and c.) A amyl* of the ifbbreviated folk:oat is at
Appendix C14(d). This vocddure is not recommended for
articulation of vocational/occupational courses between
secondary and post-secondary levels of education.

c. Test Items (See Appendix C-5 a, b and c) = The test items for

each block of instruction are prepared by teacher/instructor
meAers of the Occupational Advisory and Program Committee
during, development of the instructional olctives guide. A
test item is best developed at the conclus on of the task analy-
sis to which it pertains. These performance teat items should /

. be competency based and directed at determining the ability of
a student 'to meet the performance requirements and standards
fora specific task (instructional objective). (See Item 9;
p. iv, Appendix C.) "ThesOtest items should be used by both
secondary and poet-secondaiy institutions that conduct instruc-
tion for the block of instruction concerned to achieve relative-
ly standard evaluation procedures. Test items normally will.be
in outline form, leaving the problem detail or thespecifics
to be added by the instructor prior to use of the test item:
Desired test itenperformanoe'standards should be shown with
each..item.- The emphasis is epon application and required dogni7
tive skills to perform the task.

d. Block Tool/Equipmiht List (See Appendices C-.6 and C-7) - .There
is a list of tools and equipment prepared for each block-of
instruction,when appropriate. In ctrtain prOgrams, a consoli-
dated tool/equipment list also' prepared. (See. also Appen-
dix C, p.iv), Tool and equipment requirenents should be deter-
mined.during development of the instructional block.

6. Local ''Area Adjustments to. inetruCtional Objectives Guides

The following applies to instructional objectives guides prepared
at. the Btate level:

The State'Advisory and Program Committee developed job-task
listings and job-task performance standards should be those
common tocertain jobs or a job level in the business/industry/
profession in the state' or region. If in a lobal area most
employers'have commenOb tasks or differences net provided for
in the instructional objectives guide prepared by the State.
level committee that Would affect. the ability of. the student
to be locally jOb.qualified, then adjustment of the program
blocks is\appropriate. such adjustment is subject to majority
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agreement of- the members-of -the- local area advisory and pro-
gram committee. This adjustment should be accomplished
primarily by the addition'of the local area 41que essential
tasks, rather than by deletion of state or industry recog-
nised standard tasks. In this way the student will still be
employable beyond the local area. If the course (block) is
adjusted more than 152 -2q% instructional content and time,
it may, be more appropria to add a new course.

Time Adjustments - If local area adviaOrs state a general
valid need for competencies not.includa6 in a state gild.,
they should be added by all those,local:institutions cones
corned. Artv, instruction kl time requireients for the additional
instructional objectives esn be provided in several ways, ie:

1) Echdnkadministrators may allocati additional timaOto
the occupational program, or

2) Necessary time requirementimay be also mat by reducing,
but not eliminating, the instructional time allocated

w,to certain instructional objectives which receive little
applicatory emphails in the local area concerned. )

c. Adjustments such as discussed in the foregoing are not in-
tended

,.
where a special course is required to prepare personnel

under tha."New Industries Program" or for major changes in -

task and skill requireMents for .local industries based upon
locally developed new processes, etc. Such courses should
be developed separately by the local committees for the spe-
cial situation.. Information as to changes accomplished in
irtatiiiiida..PrOitinit'byjocal,cOMmitteeafor40041:OecuMitrities,
should be'provided to the state committee.

:

Purpir of Instructional Obieatives Guidis.

A derailed summary of. the purpose(of tha instrnctionidobjective*.
- guide should. be placed.. in the' program immaairy if'the Polici a

..

Procedures Guide is not available to.0414-' (See p. iii, Appen v\C;)
A simple 'local joint letter supporting guide use is at Appendix E.

CONCEPT III:. STANDARDIZED PERFORMANCE STANDARDS FOR COMMON SUBJECTS AREA
JOB TASKS ARE REQUIRED FOR EFFECTIVE LOCAL AREA Ot STATE-
WIDE AKTICULATION OF VOCATIONAL/OCCUPATIONAL EDUCATION
PROGRAMS. PERFORMANCE STANDARDS TO BE USED ARE BASED UPON
BUSINESS/INDUSTRY INITIAL EMPLOYMENT PERFORMANCE REQUIRE-
MENTS FOR JOB TASK CONCERNED.

. Statewide perfO ce Standard:3 established for a specific job
task in e vocet /occupational program 'of instruction. must -be
booed, upon. per ice standards recognized by the business/
indMetry/profae ion concerned; These e4ndards should be the
minimum require :Its for job -task performance4t initial employment.



2. Performance Standards Differences - No differences shall exist in

t,:cest2ptheobtsiairmanandardsalied.whenin the qual-
ificatiohofahigh schoolorCC/n'svglat's ability to meeZ initial
emarment level reouirements to perform the same Job task at the

eams'iob level. This applies to final evaluation standards.

3. Development of Performance Standards - When developing performance
standards for recognised job. tasks, it will be necessary to consult

a number of resources such as state craft boardi', industry standards

manuals, manufacturer's specificatione,'civil service job standards,

plus Input from the occupational (craft) advisors of the advisory

committee. From these informational resourdee'a draft of the con

"longue of ths.performancestandards to be applied tothe jab tasks

can be prepared. This listing, together with the:teaks towhiCh
they apply, should then be reviewed by the .committee craft advisors

or other' experts in the field for technical accuracy and accepta-

bility. (Much of the above Can be accomplished by mail,) The per-

formance,standards developed must be identified with the tasks to

which they. apply.
O

4. Recording of Performance Standards - The task performance standards

adopted as appropriate by program developers will be part of the.

standardised information provided to dachers/instructors'oynducting

the program in the instructional objectives guide. (See Item C-6

(b).(8) (Required Performance Standards), page 22.)

5. Stanclardized'Performance Standards References - The vocational

teachers and occupational instructors who conduct the'eame block(s)

or courses of instruction in an articulated program, at both the

secondiry and poit-secOndary levels,' should 'be provided with the

same essential technical references, rate books, standards manuals,

manufacturer's specifications manuals, and to ensure *that

appropriate inforlation and performance standards contained therein

are'availeble for use as needed.

CONCEPT IV: ESTABLISHMENT OF JOINT COMMITTEES TO SERVE IN AMUAL OCCUPA-

TIONAL ADVISORY AND PROGRAM DEVELOPMENT RODE (BOTH AT THE

LOCAL AREA AND AT STATE LEVELS), CONSISTING OF OCCUPATIONAL

ADV/SORS 4CRAFT CONSULTANTS) HIGH SCHOOL VOCATIONAL TEACHERS,

COMkUNITY COLLEGE/TECHNICAL INSTITUTE OCCUPATIONAL EDUCATION
INSTRUCTORS AND A. VOCATIONAL/OCCUPATIONAL EDUCATION SUPERVI-

SOR OR CONSULTANT IS ESSENTIAL TO ARTICULATION OF SUBJECT

)44uril*. THERE SHOLD-BEONE sumgalmmt FOR EACH ARTICULATED

PROGRAM PER LOCAL'AREA',- SERVING ALLSCHOOLS,CONDUCTING,THE
PROGRAM IN THAT AREA AND ONE AT THiLSTATE LEVEL. -f-

E. IMPLEMENTATION OF CONCEPT. IV

1. Scheele Served By Occupational Advisory, and Program Committees

One-area occupational aavisory and program committee will be

organised to serve the adVisorg. needs for..all high schools in

the same local area and 'the CC/TI serving the area for each

articulated vocational' /occupational education program common to

33
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the -insti-tutions---concernsd.--There-is----no-need-for-individual- in-
stitutional occupational advisory committees, where programs have
been articulated. If a high school does not conduct a program,
it is not served by that program committee nor does it participate
on the committee.

IP

2. Local Area Occupational Advisory and Program Committee

The' local area advisory 'and program committee for a specific
vocational/occupational,oducation program is the local activity
responsible for articulating vocational/occupational course in-
structional content. Membership and organizational activities are
discussed belows

a. All teachers and instructors conducting vocational/occupation-
al instruction in the same occupational program from both levels
of education, in all schools in the local area that .conduct
the articulated program ire automatically Members.of the col-
mitts's. When each-participating school has'two or"more
teachers/instructors for a given program with over six schools
involved, then may be desirable to consider. limiting the
size of e Gsee.during working sessions by haviing,each
school group se ect one or two representatives to attend
such meetings., The objective, is to give all' appropriate
teachers/instructors participation opportunity in a committee
large enough to do the job, without creating an unwieldy activity.

b.' Occupational (Craftl Advisors - One or more dtcupational-
(craft) advisors to represent each school participating in. the
committee shall be. nominated by the teachers/instructors from-
that.schoOl. ,In.addition;.one-at.-large advisor (more if the
numberofisigh,pchoolb could be:-nominatedJiy the
CC/TI in conjunction. with the vocational/OcCdoational educatiam,''

. supervisor:on the committee and'other interested local occupa-,.
tiopal education eupervieop:' Advisors should be qualified at
the highest 4welim the occupation and shOsld_be a cross-
section of the most respected and' knowledgeable mister 'craftsMen
ant supervisors in the occupation. They ehould.be interested:in.
tire program and able to-serve. krecent graduate of the vocation,.
al/occupational education program is also desirable asen advisor.
On occasions, it'may be necessary to go to surrounding' areasto
find enough qualified and willing advisors, if they are not avail-
able locally. Such pirionnel can participate..by telephone, and
mail if neoessary.'

c. Shascutive'SecretarY._ Occvational Advisory and Program Com mittee -
One voCational/oCcupatilial educatiOn sUperVlsor from either the
local school system(s) or the Cd/TI can participate on the Com-

ThisAndividual would appointed by jOint. agreement
of the Artibulation Advisory Committee (established in. Item A-3,
p. 11, see also Item 1; Appendix A). Andessume the position of
committee executive 'secretary. The executive secretary is expected

4:



to of se 41f r 'to rovide
faX = r "1' 11h4-committte an
appropria "vit. oftmitt as ntvact for .t tom- .

mittee. flee,AppendizA for detail,s of,fenCtions of the execu-
tive secretary end committee opeeatioti. .

.I

d. Td add prestige and'to.skteas advisor. ortaice, when the
occupational.advtalre are identifie the pre-a/clout of the
post-secondary institution and't superintendent(s) of the
local school system(srshould jointly iiivite the candidate oc-
cupational adtioors to be members of the local advisory. and pro-
ram. gram committee; Those who accept should receive "offictal"

litters' of appointment igned by both the-chairdan of the local
board(s) of education and board of trusts:a. Local publicity
should be given to such appointments and Inatitutidnal,catalogs
should list committee members.

3. Purpose of Local Area Occupational Advisory and Program Committee

I

The lace]. area occupational advisory and committee serves
several purposes. The committee is expected, tol

a. Noninatsselecteemedhers to serve. ai' representatives on
regional or the state occupational advisory and program committee;

b. Provide ajOrum for teachers and instructors to discuss their
program with. each.other and the local area advisors and to (

determine if there are local area peculiar competentes not
met by state instructional objectives guides.

c. Review draft Pioposals for progrmi instructional objectives
and submit recommendations to the state committee.

. "Develop and submit proposed chinees-to-the existilg.instrot-
ttonal objeCtivis guide for their'prOitim.

e. Co uct local area surveys regarding program requirements.
.

f. Prepare the required tlist its* for. centralized testing, using
the program outlide test items contained in the instructional
Iobjectives guide. t

g. Plan and conductthe joint centralized testinglphase for
evaluation ofistudent Occupational:qualification.

- .

h. Recommend technical upgrading instruction for program vock-
tionil/occupational teachersfinstructors when appropriate.

i. Provide technical resouice,and instructional assistance to
'program teachers/instructors as required and where feasible.

..,Arrange for Certificates and certify the .occupational quali-
fication of program studente.



-Assiet-in-the- na-and-obtainink-ploulted-instruc-
tional aids through educational channels and by dona7
tions from business Industry.

4.' The State Occupational Advisory and Program Committee

a. At the state level, the occupational advisory and program
committee for an occupational ptogram conducted statewide
in the qmmunity college system and locarachool systems
should.have at least one high school vocational teacher and
one.CC/TI occupational. program instructor. These are
selected from among the appropriste vocational/occ64tional
education prOgram local area committees in each of the
eight educational distridti in which conducted. (Sea
Appendix K for detail on advisory and program committees.)

b. In addition, there should be at least one occupational
advisor, who' is also a local committee member, from each
district on the state committee.

c. Nomination of Advisors for State Occupational Advisory and
Program Committee - The members of local committees.selected
for the state committee in their program should be nominated
initially by their local committee to a state joint committee
charged with the responsibility of selecting that commit-
tee. Persons so selected should be invited to partictpate
by joint letter signed by both State President of the
Department of Community Colleges and the State Supeiintendent
of Public Instruction or appropriate senior representatives.
Once the committee membership is determined, the official
appointments should be madeibvhe State Board of Education.

d. Executive Secretary, State Occupational Advisory and Program
Committee.- A state level:staffmember involved in vocationall.
occupational education from either education system should be
designited_by joint agreement as the executive secretary of a
specific state occupational advisory and program committee.
The functions of the state executive secretary would be
essentially the same as the local area secretary. This would
include arranging for the publication of material developed
by the committee, following necessary review,:editing ihd co-
ordination. (See Appendix K for details on state program come-
mittee executive secretary.) If possible, the state committee
should have joint staff representation. The second state staff
member could assist the executive secretary, coordinate program
activities for the staff, act as executive secretary when
required and provide necessary liaison.

5. Purpose of State Occupational Advisory and Program Committee

a
The primary purpose of a state occupational advisory and ptogtam
committee is to develop the instructional objectivee guidelor the
program, discuss the propopecd changes following local committee
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review and recommendations and finalise the document for
authentication by the Statmlulartment of Public Instruction
and Stets Department of C ty Colleges. Once the state
program instructional °I/loaves guide is published, the com-
mittee will then have the responsibility for keeping the
program up to date and for initiating action for the conduct of
joint state vocational/occupational program teacher /instructor
conferences.

6. Occupationa'Advisor Functions

Occupational advisor functions should involve primarily:

a. Stating known chews and needs in businessbeindustry that
will have impact upon the vocational/occupational program of
concern.

b. Helping to perfoim a job analysis if one is required. (See
Appendices II, C-2 and D.)

c. Voting on acceptance or rejection of proposed tasks and
perlormance standards for program, during job analysis.

Making comments and'recommendations regarding changes to
occupational tasks, kills, related technical information
and stOndert

e. ServingNes a communication link with occupational activities
and commulhity concerned, and publicizing program activity.

7: Scheduling of Occupational Advisory and Program Committee Meetings

'Committee Meetings should be scheduled at times convenient for
the most members. This will usually be best determined by dim-

' torsion with the committee members,* For either local or state.
committee meetings, adequate advance warping with follow-up'is
essential. Items, to be reviewed by the Eommittee members and
agendas should be provided to them in advance. Consideration
should be given to the following:

a. Local Committee Meetings - Meetings involving local occupa-
'tionel advisors/teachers/instructors generally-will be beet
conducted in the evening to obtain maximum advisor attendance.
rulers vocational /occupational teachers/instructors only are

been foundund to be most ' p uctive.
concerned, a jointly agreed upon school day aft: non,
usually a mid-week, has

b. State Committee Meetings - Meetings of more than one day-,
witich involve picigram development or review, may be best
condskted after the termination of the secondary schools'
spring-semester. This frees the .secondafy teachers to give
full attention to the meetings and makes use of experiences
gained in programs during the school year. Funds will
.normilly.be required to payj.he.secondary teachers:for' *

attending such meetings in addition to travel and pet diem,

3 rr
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Asgrla advance-notite-ouet be-given- -to-permit-all -involved
to plan for and prepare for,such meetings, especially
dine many secondary occupational teachers take summer
employment.

CONCEPT V: THE VALUATION OF STUDENT P RMANCE, DETERMINATION AND
RECOGNITION OF STUDENT J' UALIFICATION AND DETERMINATION
OF THE CREDITS TO BE AWARDED TEE HIGH SCHOOL STUDENT TOWARD
ADVANCED STANDING AT THE POST-SECONDARY LEVEL IN ARTICULATED
PROGRAMS IS BEST ACCOMPLISHED BY EMPLOYING THE FOLLOWING:

A. USING COMPETENCY BASED, STANDARDIZED, TEST ITEMS OR
TEST ITEM OUTLINES FOR EACH COMPETENCY (WITH PER

STANDARDS STATED) DEVELOPED BY THE ADVISORY
AND PROGRAM COMITTEE;*

B. PROVIDING FOR JOINT TEST TEAMS TO ADMINISTER ANNUALLY
A PORTION OF STUDENT JOB QUALIIFICATION EVALUATION
(CENTRALIZED WHERE POSSIBLE);:AND'

C. PROVIDING FOR FORMAL RECOGNI4,6 OF STUDENT PROGRAM
ATTAINMENTS IN APPROPRIATE, STANDARD, PERSONNEL MANAGE-
MENT TERMS AS,TO JOB QUALIFICATION(S), PLUS A RECORD
OF POST - SECONDARY ADVANCED STATUS CREDITS EARNED FOR
THE HIGH SCHOOL.STUDENTS4.

F. IMPLEMENTATION OF: CONCEPT V

1. Development of Test Items

The occupational advisory and progral committee charged with the
development of an_ instructional objectives guide (normally the
state levekcomMittee) shoUld prepare at 1440 one competency
based test item- (preferably a. test item outline) for each task.
The purpose of the test item is to ewelitate,the ability of the
student to perform the task and meet the, required performance
standards. The individual instructor or a test team.can use
these teat items by selecting appropriate items and for the outline

ell
type, add the details required to aluate student performance.
These test items constitute a t auk and are not considered
to be a standardized test since ea outline test item's specifics
will vary With the teacher/instructor and will seldom.be used et
the *ale time. They be used individually.or in groups, as
needed. The purpose of the standardized test items or test item
outlines is to suture that all atudento in the samsoccupationel
program are required.to meet approvilateiy the sine evalUation
reviriments. As 'each test item or test item outline is prepared,
the committee should also indicate the appropriate performance
standards to be net. These test items should be used in the
evaluation of occupational qualifidatia6 in addition to determining

., .

student progress during the.Instructibnal period.

as
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Joint Intralised Testing Activity

oi!

All high school vocational students with an int rest in employ-
ment in the occupation for which trained, or ha ing plans to
attend the local CC/TI for advanced instructs in the same pro-
gram should be proviOed relatively equal oppor unities to

demonstrate occupational qualification. In or r to provide

such opportunity and to improve the administration of performance
type test items, with a concurrent reduction in chance for any

bias, a phase of occupational evaluation should be conducted on at

least an annual basis at a jointly administered centralised
testing facility. Where possible* this/phase of testing should
be conducted at the local area poet-secondary institution so as
to take advantage of equipment resources and to familiarise high

school students with the institution. s

Coordinated by the program,committee.executive secretary, an
evaluation team of secondaryand pot-secondary instructors
should prepare for and administer the centralised evaluation ae
a joint effort, using the-test items from the test bank. This

probedure has several a6Sntages for the student and also provides
a means for the secondary school system vocational education
supervisor to determine weaknesses and strengths in the vocational
programs, as well as to help ensure that teachers/instruciirs are
applying the same performance standards.

t-t

Owing to time restraints, only key tasks in each block or course
of vocational/occupational instruction completed during the year

can be centrally tested._ As a result, central evaluation should
be applied as a portion (approximately 40%) of the total evalua-
tion input in determination of the student's occupational qOali-

fication for each block of instruction. The home school ted"Cher

provide* the balance of the block (See Appendix G

for procedural details.) (See Appe dix G-2, Testing Rationale.)

3. Job 4ualification Certificates

To provide- students with evidence of job qualification in terms
meaningful to the employer, they should be issued a certificate

of occupational qualification. At the high school level this
would be in addition to the conventional diploma. This certifi-

cate should state the job qualification(*) in terms used by the
business or industry concerned, or as contained in the Dictionary
of Occupation Titles.' The certificate should be sigped by the
hems school instructor() and the evaluation team and be
authenticated by the comlittee executive secretary on behalf of

advisory and program committee. On the reverse side of the
rtificate should be recorded the cdurses for which high School
raduates will receive credit if they enroll in the Post-
condary phase of the program. (Sae Appendix fl for sample of

certificeite discussed above.) (Since the certificates are issued

only to those who are job, qualified at some recogniied job level,

the certificates meet with favor by the employers and they are

3



-32-

sought after by the students.) _The_procoeupe_mipsimplify---
registration at the CC/TI level. It is not intended that the
,certificates be used solely to denote course or block grades -
rather its purpose is to denote student job qualification and
courses for which credit should be awarded by the community
college/technical institute oosairned; grades of course may be
shown.

I.

010

4. Occupational Task Performance Record Cards

As an adjunct to the certificate of qualification discussed in
Item D-3, it is also desirable to provide the student with a list
of occupational tasks in which instructed. This can be taken
from the task inventories in the instructional objectives guide
or the student vocational skills record maintained by the
teacher/instructor and based upon the format shown at Appendix
C-8. A useful method of making available such information is
to provide the student with a copy of the Occupational Task
Performance Records Cards. Those cards fold into wallet sine and are
printed on heavy paper. Tiy contain essentially the soma infor-
mation as that found in the student vocational skills record.
The student has a listing on this card of the tasks that must be
mastered in the program of instruction and the sequence of such
instruction. The Card,also permits recording of student progress.
The instructor may also maintain a copy of the card, as a handy
daily record of student progress. If desired, the teacher/
instructor's copies of the cards are authenticated and given to
the students when they leave school to seek employment or to
enroll in advanced instruction. This provides the students with
a complete record of their task performance thitt*can be shown
to the employer in addition to the certificate of job qualifica-
tion. (See Appendix I for a sample oflfhe format of an
OccupationaleTisk Performance Record,) ,

3. Policy For Students Who-Fail Centralised Testins.

A student who participates.in the centralised testing phase of
occupational evaluation and fails to Meet Sob qualification per-
formance standards for all blocks (courses), completed, will be
recognised as job qualified to perform' only those blocks in which
the minimum job qualification standards were-met.(total evaluation
score of 802)., (See Appendix CO' If, despite one or more
failures,athdents'.. are evaluated in enough blocks or courses to
receiviLriagnition of a job oualification at a recognised job
level be the program objectiVe, they should receive i job
certificate stating such 'qualification(a). (See Appendix R.)
Those who fail to receive a job certification, for any level, job
should be given a letter showing What blocks or courses were com-
pleted and the advanced,credits they:may. home. sarnid. (See
Appendix IlL2.) CC/TLC-bursa credit will not be warded for those
Courses in which idb-qaalification was not demonstrated. Should
such students enroll ih.the local CC/TI is the same occupational .

program, thpyllay present evidence of block (course) completiOn-
and requestretesting in those blocks in which not certified, or

4j 4.
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enroll in the coured.eid repeat the instructiondor those:
tasks in which they filled to meet, required performance stan-
dards. 'Retesting is appropriate only if the instructor sees

merit to ouch action. Since the student has comp eted much of
the.course work, an opportunity for early course. m.letion may

be appropriate. On entry, the student will be given full credit
for certified occupational courses (blocks). and be enrolled\

with advanced status to level* WhiCh certified or awarded\credit(s).

. Policy for Secondary Students Who Complete Articulated Courses
(Blocks) and Do Not Participate in Centralized Testing-

To reduce the testing load, those students who are enrolled it

an articulated course in high school, but have no plans for employ-

ment or advanced instruction in the dccupational program normally,

should not be required to take the centralized testing phase of
evaluation:- Therefore,they would not be certified as loli quell- .

fied bi-the advisory and program committee. Should such a,person

receive a passing grade for high school vocational course Work
,and' later apply for advanced instruction in the program at the

local post-secondary institution, they ,should' be permitted to use

the course grade as part of the support for a request.to chhIlenge

and be tested for advanced status and course Credit. If such

students elect not to be tested, they, should then be required to

enroll in the course. Owing to frequent reluctance to be tested
good vocational students with no specific plans following.gradua-

tipn should urged,to be tested to, obtain a job qualification

certificate as something to fall back upon.

. Alternate Solutions For Centralized Testing

When the number of students to be evaluated under the,-centralized

joint testing activity procedure exceeds-facility capacity or

distances'preclude such action, several solutions are possible:

a. Conduct testing on several dif erent days, utilizing

different high school teachers ach time, or

b. Conduct'testing at two or more entral testing fatiliI

ties and test .allf students at er thsotheir home

school, or

C. Organize a joint-test team(s) of teachers/instructors to
administer tests at other 'than their homerschool, with

students remaining at respective schools.

-8. Advanced Course Credit Based' Upon High School Teacher Evaluation

Only

In some-instances the,communicationbetween High school vocational

teachers and CC/TI Occupational education instructors in alocal

area maybe of thOlighest order.- ;here may be no question as to

I'



full compliance with the instructional content and performance
standards set 'forth in'the instructional .objectives guide at
both. leveltvot'instruction. The CC/TI occupational education
administratOrs and instructors may, elect under such circum-
stances to forego centralized testing and award credits for
coursed saccessfully,completed, if high school students are
certifieens job qualified by their home, school and continue to
show a high degree of proficiency'in advanced Occupational program
work. Note, there : are disAyantages to this course avaction -
(a) precludes application of quality control in the secondary
system, (b) causes the CC/TI to loses recruiting benefit, (c) re-
moves the advisory and-'program committee from certifying job
qualification and (d),deprives the student from the experience'
of demonstrating job qualification'away from the home school.



!".

Appendx A

.APpendixE

Appendix .

Appendix D

.Appendix-E

AppendixT

1
Appendix G

APPEND/CRS

Joint- Administrative COmmittees,

Job Analysis -Task Survey.

- ,Format.and Contents, Inatructional objectives

Task Analysis Proceduree.

AppendiX fl

Appendix I

Appendix J

IPP0114#

Appehd#

Appendix'M

Appendix.N

.

Use of Instructional ObjeCtives Guides

Guides

Educator 'Responses to Survey Regarding Articulation
Concepts:.

Occupational QUAlification EvalUation (Centralized
Testing),

Certificate of Occupational Qualification

Occupational Task Performanc Record Card

Al

..,, .,,

Occupational. Trade Fairs

Locgt/,Area and State Apisory and Program Comitteei

Request for Advanced Standing Proficiency Examination
(Non-Articulated Programs)

Joint Articulation Agreements

Recommended Sequence for Initiating Cuiriculum Articula-
tion-Activities in Local Areas.orNorth Carolina

f



JOINT ADMINISTRATIVE." gOMMITTEES

1; Articulation Coordinating Committee (Local Area)

qv.

This committee is expected to establish and maintatn c cation betweent_
the local area school system(s) and the community college/tichnicallinsti
tute that hiie entered or plan to enter into an articulation'agreemeni to.

.1._mske articulation work. It is primaril;ya, planning and coordinating unit,
but it is also used to ensure that articulation of to vocational/occupa-
tional education programs, to include'agreements; policies, procedures and
requirements are known and supported. The committee should be alert to
problems and deficiencies which may arise and take prompt action toward
their re-solution. The committee is especially important in the initial
Oases oearticulation to ensure that required committees and'other actions
to include workshops, orientations. and publications are provided for and
that all involved-are fully familiar, with their articulation responsibili-
ties and carry them out. (See Appendix N for sequence of articulationactivities.)

The committee ership eonsista\primarily of sup r7isorypersonnel,,
as the Seconda levellocational 'education direct r(s), the assistant
superintendent or secondary educAtion (or equivalent), tiurtbmatunitY
eollege/techni 1 institute dean of instruction (or equivalent), dire
of Innations). or occupational educaiibneducational developme0'offic or
assistant. of instruction and one or more _representatives of the .h gh
sehool. disiratora...It may.also be appropriate to have the postnsecondary
admiss ons officer and, a represenpative of the area guidance counselors'

o desirable.committee as part.:of the membershipli On occasions it may
to request .0utta reptesentative:frOmthe local beard(63,0
'the board of trustees participate in the'meetings of this
informational purposes. -

Insritntional Admissions Committee (Local Area)

.
. .

This committee .ie designed to provide a communications link between the local
area high schools andthe communlity college or technical institute on matters
pertaining' to admissions requirements, changes, problem, areas and :admissions
procedures. The coMmittee should meet at. least annually to ensure that the
secOgary educatiOn.personnel Are:kept zurrent... This.committeeshonld.con.
sist-ofaeleqedtme*k4s Of.the local commOnity!college/teChnical institute
faculty (both..ademic.and occupational), department heads,' admissions per-.
Bonne', student services personnel. and persons .from the secondary levei- in-
stitutions and systems. with related' identifications. .

ion and
e' for

N--

..

NOTE; Where more thanInid community college /technical institute have ., ,

entered into articulation .agreements With the same secondary
schodIayeiteM(s), the,committeee disengaged above should have
representation from all such institutions concerned to ensure
that lteral. articulation is achieved -and maintained. A com-
mittee as preposed in Item 1, also should be.established at

w: the State level to coordinate articulation actions,.

APPENDIX A
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JOB. ANALY S SURVEY' TO DETERMINE
1NOCCUPATI ALLY RECOGNIZED TITLES

FOR
MAJOW B OCKS OR DIVISIONS (DUTY AREAS) OF
AN ,OCCUP ION AND THE PROJECTS (MODULES),
WORK. ASSIGNMENTS OR TASKS-COMMON OR ROUTINE

TO THE BLOCKS

This is'a job analysis survey. Its purpose is to 'determine first the vari-
ous divisions or duty areas of activity peculiar to the highest skill level
job(a) n,a specific occupOkonal area, such as: Brpke Repair for a General
Autom ive Mechanic in Automdtive Maintenance & Repair or.Typing for an
Exec Live ecretary in Business and Office Occupations. Once the activity
areas are determined, you then determine what t ksor work assignments are
normally required in peiformance of. the duty or 19t activity area, such as
"Bleed Brakes" in Brake. Repair or "Prepare Manus ipts" in Typing. OcApa-
tional advpors are consideAd to be the most valid source of this informad-
tion. As used here, project and task have the same meaning.
I ,
Attache is a copy of ameraft task inventory or listing which contains. the
tasks or worker job competencies considered as commonly required in-erformante
of the subject job. These tasks have been grdluped according to the" activity
or duty area to which they are most closely or most frequently related. This
inventory was taken from recent occupational publications. Advisors are

,

requested to review the task inventory) to evure that peak groupings and tasks
listed in the group are both accurate and current with occupational require- i

meats. Titles sh ad be those most commonly used and the list should be as
complete ascpossiiie as it pertains to ilrimary or essential tasks. Since the
task ,inventory wi i- used to develop or update an occupational programNpf
instru4tion, tasks and duty areas shown should be those known to be required
for at least two or three years. into the future. Items being phased out are
nodvalid. The right hand side of each pageof the inventory provides space :,

in which to show changes you consider needed few an atcurate, valid list.
You should reflect requirements that satisfy both local and regidnal needs.\
We use the term rcomplexity"Ito desctibe duty areas and tasks that have many
activities in their performance which the wbFker must know and/or do. A
"simple" task has few components: A "compler task will have many components
or actions for completion. .,

The firit page of the inventory shows the proposed duty areas or task
groupings 'common to the occupation.

ar
. . )

Should you recommend consolidation, addition, or deletion of any of the
(blocks/divisions shown, you should feel free to make such changes. We(are
most interested in what are the most widely reco ized major divisions of the
occupation, their titres, and the order of comp xity. The least complex
being number 1, folltowed'in progression to t ost complex. Place the
numbers in front of the titles, in the space provided.



S.

Ike second ancLsuceeeding4ages.---of-the--survey-show-the-blockal-di-visiona.

divisions, work assignments, projects or tasks common, or routine to 'the
occupational division or,block. In the left hand column, identified as No. "1",
are listed subdivisions or projects of work titledasscould be determined from
information available to instructors. Please'rapk order the prolects again .

-according to their complexity, with the least complex number I progressively
numbering to the most complex, the highest number. In Column IV you may enter
titles for the subdivisions or projects which you consider misnamed or titled;
or list those to delete, add or consolidate. Be as current and accurate as
your knowledge of the occupation permits. The intent is to use titles, terms,.
etc., recognized as Common or standard for the.occupation,1 by industry or busi-
ness.

;

In Column II give your opini9n as to the frequency that the average worker will
be required to perform the'project or work ashignment, by checking "seldom",
"weekly", "daily", or:more often". This establishes the priority and impor-
tance to be attached to ,teaching the student how to perform fee project.

In Column III identify the workers' skill or competency levels expected to be
able to do all of the work involved in the work assignment or project. The
question is, "Must the new worker know how to do operations involved?" Column.'
III gives an idea as to what experience and skill level of worker that will
normally do the job. If a 4orker at lower skill levels would do only part of
the job/project such as "remove a part", "serve as 'a helper", or "type rough
drafts," leaving the finished job to more skilled, make a note to, that effect.
Tasks which only the most skilled and very experienced workers will be expected
.to perform may not always be appropriate in this course of instruction which
qualifies the individual to initial employment at the job level concerned.
However, if the worker must have the basic skills for the task to be capable of
performing other activities at job entry level or soon thereafter, so indicate.
Tasks which are best learned on the job 711Z014d-be identified where appropriate.

ir2

a
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OCCUPATIONAL DUTY AREAS; 'DIVISIONS OR
-BLOCKS-011-TWOCCUPATION-

OCCUPATION: Automotive Mechanic

Common Titles used to Identify the
,Dutylreas,BloCks or Divisions of the
Occupation. Placellumber in space
to show least complex (1) then in
Order:to most complex.

Title You or. Your BusineSe/Indus-v
try Recognize for the Listed Block/
Division if Title-Shown/is Not
Acceptable.

1 Lubrication and Vehicle
Operating Maintenance

Cooling System:Maintenance
and Repair

3 06tdmobile Reaper Maintenance.
..and Repair

8 Standard and Power Steering
Onit Maintenance and Repair

6 Power Train Maintenance and
Repair

10Automatic TransmissiOns
Maintenance and Repair

'7 Braking SyatelMaintenande,
and Repair.

4 Fuel System Maintenance and
'Repair

FrOnt,Endliaintenance and
Repair .

11 Amtomobile Air Conditioner
Maintenance and Repaiiii;i4,4:.

5 Engine Overhaul

12 Electrical Systems Maintenan
And Repair,

, ,

(NOTE: The numbers. shown in column I of Appendix B-la and B-lb are samples of
advisor entries. .Advisof receives blank formj

Driye.Liae and Rear End Repair

V,(

/.

Heating and Air'Conditianer Repair

APPENDIE B -la
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DUTY AREA, DIVISION OR B TITLE: Standard and er° Steering Unit Maintenance and Repair

TASKS,. SUB-DIVISIONS, PROJECTS OR WORK ASSIGNMENTS COMMON OR

ROUTINE TO THE DUTY AREA, BLOCK OR DIVISION OF OCCUPATION

onion Title of Task, Sib-
i, Work Assignment or

limber in Order of /'Perform
mplex as Nuther 1 to

Complex.,

(II) Frequency That Average
Worker Will Be Naired to

the Task, troject or
Sub-Division.

,

(III)' Level of Com-
plexity.; ,Normally ,

Performed By Skill
Level or Levels Checked.

(IV)
By Your
for the
sion,
Assigilikent,

Title Normally Used
Industry /Business.
Task, Sub-Divi-

Project or Work
if You Dia-

With That Shown.
Deletions,

or Addi-
to Column I if04

.1

s
a

cli
1 ti

A

1

,,,

,

agree
Also Make
Combinations,
tions
Appropriate.

,.
Idard and-rowe, r Steering

Maintenance and Repair

stworn and sector in
ring box

ect add replace
ring. spindles

ect steering

lute the power
z ing

lute the steering .

and linkage

i power steiring
rider , ' '
it or replace manual
ring

.

it or replace power
ring components

,

.

.

I

X

X

X

.

- X .

r'--

.

e.

I

..

.

. .

X

X

X

.

X

.

.

,

.

4 9
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DEVELOPING A COMMITTEE COORDINATED JOB ANALYSIS
FROM INDIVIDUAL ADVISOR .RESPONSES

. ,J
. -

The following is -a suggested method for utilizing the response:1i received from
:various persons as'input for the Job Analysis OpinionSurveys, in an effort
to achievetagreed upon listing of occupational blocks'or divisions in a
standardiz order, as well as. titles. This would be followed by a like.
effort to determine, the tasks considered to. be a normal worker.functiOn. for.
each of the-duty areas, major blocks or divisions.of the occupation.

1. Calla meeting of the adyAgory and'program mmittee and discuss
the Occupational duty areas, major b cks r divisions, baSed
upon, survey responses., and reach an a eement'with the full Com.
mittee on the duty areas and titles that appear to be most
acceptable,' ,listed in order of complexity. .

2. Following the establishment of aa,agreed upon order of the major
blocks or divisions, of the occupation, identify. the tasks organic
tcyneach block and list in sequence order of complexity or.as
required for job.perforMance. Use the titles that appear, most ac-
ceptable.. The taSks'shouldi be identified as what the worker is
expected to do, nct how. These are usually stated as action
requirements, such as draw, rePair,adjUst, audit, ,balance, make,,
record', etc. At the same time.the frequency. of the Mask and_the -

skill,or coMpeenty level should be identifiedmith the task.
The responses on the opinion surveys and the comments of the
advisors. present should be considered. (Complexity here means
number of partt or actions required in duty area or task per
formance.) Appoint an-individual to-record agreed upon master listings.

Ruled Sheets or" blank survey type forms should:be.:used to record
the task list InformatiOn developed.' These task listings become
the task inventory and will then be used to .develop the skills or
competencies (the operations) that the.learner must acquire.to be
.able to perform the task,'by the process of task' analysis for-each
task. See Appendix C-2a(1)(2)(3),

4. If.theri are common tasks or requirements to be foUnd in all
bb cks, the,canbe identifiedlas the basic element or the base
b ock. and possibly taughtearly-to avoid unnecessary. repetition.
In determining the sequenceofinstruction, there may be-certain
ones:must be completed first before others: can be performed. In

Some occupations, there may be no such element,s is others .it
may be obvious.

5. During the process. discussed in "2" above, if sufficient. .

AdVisors are present, it may be desirable to break up the larger
committeeti into:A:tub-groups- after the titles of the major activity
blocks and the sequences are determined, and basic blocks are de
termined.' These sub-groups could-be used to develop the program

APPENDIX B-2
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teak listings _that are peculiar to each division for the occupa-
tions that have a large number of divisions and taalui, such as
automotive and business education. After sub-groups have com-
pleted their portion of the blocks or divisions, time permitting,
they could read whatever had been developed, to get full commit-
tee reaction. Another approach is to'do as much as poesible. and
complete the rest at the next advisors' meeting. It essential
that enough be accomplished during -the meetings; with craft advisors
so that vocational/occupational teachers/instructors will have a'
sufficient 'amount of the occupational task inventory upon which
to perforia a task analysis. Task analyse.s can be performed without
the advisors present at a time more convenient to the teachers/
instructors.

A

k

9



A STATE ARTICULATED INSTRUCTIONAL
OBJECT IVES GUIDE

FOR

OCCUPATIONAL EDUCATION PROGRAMS,

PROGRAM

EXECUTIVE SECRETARY (DCC T-930).
AND

BUSINESS AND OFFICE EDUCATION (HIGH SCHOOL)

ND

(A PILOT MODEL)

(-AUGUST 19 77

PREPARED BY

ARTICULATION OF . OCCUPATIONAL 'EDUCATION PROGRAMS
BETWEEN SECONDARY SCHOOLS AND TECHNICAL INSTITUTES/

COMMUNITY COLLEGES PROJECT.
c/o JAMES SPRUNT INSTITUTE

P. 0. BOX 398, KENANSVILII,' NC 28349

A JOINT RESEARCH. PROJECT SPONSORED BY
THE NORTH CAROLINA STATE DEPARTMENT OF PUBLIC 114S-TRUCTION

AND, '

THE NORTH CAROLINA STATE DEPARTMENT OF 'COMMUNITY COLLEGES

APPENDIX C



POIAEWORD

This articulated instructional objectiiii-ifilae is ZesigailUtiiiTiiiie as a
reference is the articulation, of vocational education programs at the high,
school level with occupational educationVrograms at the community college/,
technical institute level and to foster competency bailed instruction and
evaluation. It is-intended primerily,fOr use j:3, instructors at,the post-
secondary level and teachers at the.:sacondery levelconducting like courses
in the same occupational program. The guide considers componalitiesin like
occupa tonal courses between high sohool.and CC/TI (community colleges/
techni institutes) tprograme-in the sate ocCupation.and implements three

cepts.

The commonality exists by virtue of the requirement by law at North
Carolina community colleges and -technical institutes condo t "Oven Door"
instruction Co include occupational programs. Obviously, such instruction
must start fiom the beginning of the total occupational prbgramraftei re-
sulting in duplication of instruction conducted. in high school. This fact
created the requirement for articulation which, if properly cohducited,
removes the need for the post-secondary student to repeat occupational in-
struction successfully completed at 'the secondary level. Such students
usually require only the more advanced occupational instruction not received
in their high school..

The three basic concepts involved in occupational program articulation
between secondary and post-secondaiY levels of diducation are:

S.

I. To ensure that vocational education instruction conducted at
the highs chool level is transferable for credit to the
CC/TI in the same oceupational prom*, it is essential that
the voctonitionaleducatidninstruction comp ts,

(courses content be standardized so as to be idantifi
with one or more like components at the CC/TI level.

2. To ensure that the student has acquired sufficient skill in
job-task performance to be given post-secondary credit for
high school work, the teachers and instructors must both use
the same task performance standards.

3. To ensure that student occupational qualification recognized
for employment or course credit is both both valid and reli-
able, It is necessary to standardize test items and _procedures
in the evaluation of student job-task performance.

Instructional content standardization is based upon job tasks considered
necessary for job qualification by the employers. The performance standards
standardization is achieved by basing them on the performance standards re-
quired by the industry/business/profession for initial job entry qualifica-
tion. The ability to perform job tasks and meat initial job entry task
performance standerds Iecognized and accepted by employers must take prece-
dence over personal opinions regarding standards or articulation cannot be
readily accomplished. Teat items and evaluation procedures for the same
job task should be Feloped jointly 'by the Just uctors and teachers ton-fY
cerned.



ARTICULATION RESEARCR PROJECT
SIGNATORIES TO LOCAL AREA OCCUPATIONAL EDUCATION.CURRICULUM

ARTICULATION AGREEMENTS 1

The following listed local area public -school system end community ollege/
technical institute adkinistratOrs have agreed to articulate their Secretarftl
Science - Business, Education_ Program of instruction. Such agreements involUe
the.empAoymentef this document as an instructional objectives .guide. High

-school students who successfully complete recognised articulated portions of
thillmogrum:and are evaluated as job qualified in work completed will be given.
appropriate credit for such work by the local area community college/technical

,w÷estitute...

Cumberland Area:

Howard E. Boudreau

Cr Wayne Collier

R. NWmcAbbot

Duplin Area:

'Carl D. Price

Charles R, Yelverton

Martin Area:-

Isaac B. Southerland

R. Eugene Rogers

Mayland'Area:

0. M. Blake, Jr.

Phil Geouge

Harry. McGee.

Edgar F. Hunter

President

Superintendent.

President

Superintendent

Fayetteville Technical Institute
Fayetteville, North Carolina
Culberland,County PuklicSChools
Fayetteville, North'Cirolina
Fayetteville City Schools
;Fayetteville North Carolina

..James Sprunt Institute.
Eenansville, North Carolina
Duplin County Public Schools
Nen4nsvill1,-North Carolina

President Martin Commutity College
Williamston,INOreh Carolina

Superintendent', Martin Cqunty Public Schools
Williatstpn, North Carolinir

President 'Mayland Technical Institute
Spruce Pine,- North Carolina.

Superintendent Mitchell County'PUblic:Schoola
Bakersville, North Carolina

Superintenddnt. Avery County Public Schools
Newland, North Carolina

Superintendent, ::Yancey County Public Schools
'Burnsville, North Carolina



Person Area:

EdwaretV. Cox

Walter' S. Rogers

Wayne Area:

Clyde A. Erwin, Jr.

John R. Wooten, Jr.

William R. Johniton

President Piedmont Technical Institute
Roxboro, North Carolina

Superintendent Person.County'Pnblic Schools
Roxboro North Carolina

President ...4layne Community College
Goldsboro, North Carolina

Superintendent Wayne County Public Schools
Goldsboro, North Carolina

Superintendent Goldsboro City Schools
Goldsboro, North Carolina

Martin-Washington-Beaufort Area:

Isaac B. -Stiutherland President Martin Community College
Williamston, North Carolina

Robert G. Alligood Superintendent Washington County Schools
Plymouth, North Carolina

James F.\Blanton President Beaufort County Technical Institute

t Washington, North Carolina
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THE ARTICULATION RESEARCH PROJECT

Background: The Articulation Research Project was initiated on 1.September
1974 as a State. Board of Education approved joint effort by the President of
James Sprunt Institute and)the Superintendent of the Duplin County Public _

Schools. It was" and is,aupported by the North Carolina Occupational Reseiich

Unit, StateDepartment ofPublic-Education with'funding-provided-jointly'by the
State Departments of Public Instruction and ComMunity,Collegea.

The occupational program instructors Of James Sprunt Institute and the teachers
from the Duplin County High Schools, assisted by appropriate,occupational ad-

visors, acting as a joint area coimittee were respOneible for the development
of the instructional material content of the initial articulated instructional
objectives guide for this pro ram. That guide Vas in turn updated, revised,: and

refined,by a state level ttee to provide a pilot model for a state articu-

lated 'instructional object es guide for'this program. This guide will be used

by'all secondary and ,post = econdary institutions, and teachers who have entered

into Iota' area articula ion agreements :for thisTrogram. .

The state level commit t at devel the revisions and refinements to the.
Dublin Area Calliitteivpr t e con sted,Of representatives froM eadh1ocal
area.joint advisory and,p fay committee or the occupation concerned that is

operations/ in'the areas o the state that. ve entered into local area articu-

lation ageeements:. E cal area sent .both secondary and post-secondary occu-

patio al tipacheri/inst ors as representatives. for each articulS6ed prograi,
plue'at least one advisor for each 'prttgrale,-.tO participate as thritate advisory''

,,,and%prOgram committee. Where possible%.a State occupational education staff

member from both the Department of ,Public Instruction and the Department of Com-
mdnity Colleges participated inthe role of acting executive secretary for each
joint State advisory and program 'committee. This committee acting as a whole

performed. the actions cited above. The joint state'advisory and program16m-,

mittee members participating from the local areas and state Staff personnel am
listed below:

NORTH CAROLINA JOINT BUSINESS EDUC4ION ADVISORY AND PROGRAM COMMITTEE

Dr. R. Jeen Overton

Katherine eadaws

41

Acting Executive Secretary

Ass't. Executive Secretary
,A A

0

Annette S.. Talton Advisor,, -Wayne Area

Arlene,G. Ta/ten

Shelton 'Norris

Advisors Wayne Area

Advisor Cumberland Area

Ass't. Dir. usiness
Programs, Department
of Community. Colleges

C6natnt, Business
and. Office Education,
Dept. of Public Instr.

.1/1

I.C.I. United States,Inc.

Pikeville, N.C.

Town of Mt. Olive.

Mt. Olive, N.C.

Southern Niel. Bank
Fayetteville, N.C.



Judy Weathersby

Herman Kieft

Anne M. Waters

Kenneth M. Neal

Judy O'Daniel

Jean A. Hollowell

Patricia L. Wells

Richard C. Jarvies

Janice Gaskid

Barbara S. Mitchell

Maril n M. Fowler

Elizabeth B. Price

Beu10-±Leppers

Cherie J. Taylor,

Joyce N. Hardison

Patti Garland

Wi lmina Hengley

(-.;

- ii -

Advisor, Wayne Area

Instructor, Duplin Area

Instructor, Wayne Area
.

Instructor, Wayne Area

Teacher, Wayne Area
r

Teacher, Wayne Area

Teacher, Wayne Area

Instructor, Cumberland Area

Teacher, Cumberland Area

TesCher, Cumberland Area

Tischer,'Cumberland Area

Instructor, Martin Are

Martin )Axes

Teacher, Martin Area

Teacher, MartinArea

Teacher, Mayland area

Teacher, Mayland'Area

- .

pirector/Hditer
Instructional Objectiires
Guides

'Carla Geiser. TyPist

Wayne Community College
Goldsboro, N. C.

James Sprunt Inst.
Kenansville, N.C.

Wayne Community College
GoIdabaro,

Wayne Comiunity College
Goldsboro, N,C.

Wayne County Schools
Wayne County, N.C.

Wayne County Schools
Wayne County, N.C.

Wayne County Schools
Wayne County, N.C.

Fayetteville Tech. Inst.
Fayetteville, N.C.

Cumberland County Schools

Cumberland County, N.C.

Cumberland County Schools
Cumberland County, N.C.

Fayetteville City Schools
Fayetteville, N.C.

Martin Community College
.Wilyamstoni N.C.

Martin CountyDchools
'Martin CoUnty, N.C.

Martin County Schools,
Martin County, N. C.

'Martin County Schools
Martin County, rt.

Mitchell County Schools
MitChell:County, N.C.

16ncey County Schools
Yancepounty, N.C.

'James Sprunt InstituE6
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Kenansville, N.C. ..



Purpose of, Instructional ObjectivesvGuides

Articulated instructional objectives guides are expected to serve the
following purposes:

1, _Serve aa_ths primary vehicle for thelirticulation-of-sUbject-matter-------------

in like occupational programme between the high schools and the
Community Collegei/technical:insiitutes though use by instructors
at both levels as a Ireference in. preparing Instruction.

2. Provide a listing of the minimum tasks that a worker is expected to
'perfOrm in the conduct of a specific level job in the occupation of
concern.

Identify the primary detailed instructional objectives which are based
upon the task listing,. The tasks are listed in the sequence of com-
plexity, with the ,least complex tasks'being listed, fitat, except where
a task must be performed as a prerequisite to performance of another.

4. Identify the skills (process objectives) and elatedlated teChnical informa-
tion which must,be taught and learned to accomplish the instructional
objective. These represent the minimum skills and related information
required for adequate occupational proficiency in task performance.

c ,

5. Designatelhe instructional contact hour ieidered necessary to con-
..

duct the-required instruction., This is an eetimate by the instrUcprs

i

of the advisory and program committee as to-the t tt required to teach
the average /earner to perform the task. Thist estimate is based
.upon the.assumptionthat the instructor will hive availible the essen-
,tial equipment, facilities andginstruciional aids required to condUct
the instruction, with the class size limited to the number of students
shown on the equipment list. ,

6. Identify the perf nce standards tome met for occupational proficiency
\in the task. P formance standards used are those.Considered to be
minimum busin s or industry standards. The ability to meet the listed
standards of performance wilfalso be considered as.qualificatidn for
mlilvanced instruction in that, occupational program.

. , .

7. Provide. a guide in the conduct of sequential occupational competency in-
struction.by duties or-blocks, resulting in qualifiration by the learner
to perform limited skill specialistjobtrof,progresbivelyhigher skills
until the program objective iv reached, ie:_____filk' to-executive :

'

secretary; brake technician to autototive*chani ,. eta. As the :learner
.becomes.proficient in the performance of twice ineuccessie more,cbm-..
ple*.blocka, more marketable ..complitenciei are gained may be identi=-
fiable as the lower level jOh.qualifidations of a specialist. This
.provides'an opportunity for,sVen the.sloW student .to eventually. gain

sufiicient skills tOperforiSSdequately'aS aspeCialist at some' level.

-' in the occupation, despite the lack of abili to co lete the, ro raM.-



The same holdi,true for the-learner who has progressed satisfactorily
through "several" initial blocks of occupational instruction (depending
_upon the program) anc1then for some valid reason is unable to.complete.
the4rogram or must leave school. Standardized sequences of instruction-
al block presentation also ensure that lateral articulation can be prac-
ticed between the high schools of a local area and simplifies vertical
articulatiOn of eject matter with the local post-secondary Institution.

8. Provide a listing of equipment required to conduct the program of in-
struction. .. Equipment listed is that considered to be the type and quan-
tity essentiallor the conduct of instruction leading to job qualifica-
tion in the occupation,. with the class limited to the size stated. In
Some cases, expensive items of. equipment, that have Limited use, can be
shared batpAten schools, if adequate transportation and scheduling sup-
port isprovided by the county school office. In some instances, it
may be possible to delay teaching of several tasks involving special
equipment and then arrange to take the class to the location of such
equipment for instruction.

O. Provide a list of standardized performance test items to be used in,
the determination of occupational proficiency. The test items listed.
cannot be easily compromised,. as long as the specifics are not provided,
and'could be used as Study guides.

10. It is recognized that there may be unlisted tasks that some employers
may require the worker to do in the occupation, when in their empl nt.
The tasks listed are the minimum requirements for qualification for he
job under average circumstances on a regional basis. The tasks are not
limited to a specific area employment 6ituation or employer. Instructors
may teach more skills and related technical information than is shown in

-'the guides. Such information should 'be limited to the students who have
completed the requirements for the tOks concerned in the instructional
objectives guide. Normally the -change of tasks to those in the guide
shOuld be based upon focal committee agreed area requirements and be
taught by all schools teaching the block of instruction. '

11. Updating and correction of items in the instructional objectives guides--
teachers/instruCtors are encourage to view the instructional objeptives
critically in an effort.to ensurethat the contents are valid aracurita
with business and industry requirements. RecommendatiOni for change or
correction should be submitted to the executive secretary of the;com-
mittee, who should then aisemble and present them to the advisory and,
p ogram committee as a whole, for review and possible adoption',

12; Instructional Blocks (Duties) er,normal circumstances, the teacher/
instructor should not plan to co duct instruction in -a given articulated

'Adock of instruction unless the apability exists to conduct all of the
instruction to -meet the instr ional objectives, with the result that
the successful learner is occ ationally qualified to perform the tasks
identified with the block. This of course means that in moat cases
the high schools will lack the capability to,conduct a full program of,_ 4



ti

instruction 4ibducted by the CC/TI owing to lack of class time, in-
structional resoUtces or instructor time.. The overall philosnphy to
-be applied in occii0itional programs is that it is better to ensure that
the learner is fully qualified to perform all of the tasks in a
limited group of blocks or modules in an occupation and may be
qualify at a lower job level, rather than to be only fadiliar with a
large number of duty areas and taski,lbut qualified to perform, none
of them.' If higher level job qualification is sought, enrollment at
the CC/TIis appropriate.

#
13. Mgt occupational programs will contain certain io.. .ocks of in-

struction without which a student would not be ide ed occupationally
qualified at any level. Such blocks are normal y idea ified as blocks
0.0 to 1.0 and on occasions blocks 2.0 and 2.5. These blocks usually
are.base blocks and should be taught early. in the program sequence.

14. The instructional objectives guide is,also designed to pro-
vide the information required to help'ensure that the vocational stu-
dent.from high school who enrolls for advanced instruction in the same,
program at the CC/TI level will-receive Appropriate credit for

articulated. occupational course workleuccessfully.completed at the
secondary education level.,
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INSTRUCTIONAL OBJECTIVES GUIDE

SUMMARY -August-4977

PROGRAM: Executive Secretary Irocc T-030)

Stenographer/Business Education (High Schools)

COURSES: Introduction to Business (Block 0.1)
Business Mathematics (Block 0.2)
Personal Development (Block 1.0)
Typing (Beginning) (Block 2.0)
Records Management. /Block.2.5)

Office-Machines (Calculating) (Block 3.0)
Office Machines (Reproduction). (Block ,4..0)

Typing (Advanced) (Block 5.0)
Shorthand (Block 6.0)
Accounting (Basic) (Block 7.0)
OtficesProcedurea.(Blotk B.0)
Bata' Processing (Concepts & Control) (Block 9)
Transcription Machines (Block .

Word Processing (Block.11.0)

Office Management.Olcia 14.0-- Business Administration
BusidesaLaw.(Block 16.0 - Business Administration)

Note: Initial Blocks - 0.1, 0.2., 1.0, 2.0, '2.5, 3:0, 4.0, 7.0 and 9.0 also
apply to Business Administration and Accounting Programs at the post-_
secondary level.

COURSE,IDEHTIFICATIONS:

5)

Department of Public Instruction

Personal Development* - No course number
Typing (Beginning) (I) No. 6111.
RecOrds Management*. .

Office Machines (Calculating)*
Office Machines (Reproduction)*
Typing (Advanced) (II)- Ho. 6112
Shorthand (I & II) No. 6212 and 6213

Accounting (Bookkeeping) (I) No. 6332
. .

Data Processing - Concepts and Control
Office Procedures (Office Practice) No. 6410 or 6431
Introduction to Business No. 60I0a -,

Business Mathematics No. 6910
Wor4 Processing No. 6421
*Note:` Usually taught asovart of 6410 or 6431 in high schools
Department of Community Colleges CrArMLIs
Personal Development - HYG 101
Typing (Beginning) (I & II) BUS 102 & 103
Records Management BUS 112
Office Machin s (Calculating) (I) BUS 211
Office Machin s (Reproduction) (II) BUS 212
Typing (Advan ed) (III, IV) BUS 104,205
Shorthanl (I, II, III, IV) BUS 106,.107, 108
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Advanced Shorthale (I.& II) BUS 206, 207, & 208
Accounting (I) BUS 120
Transcription Maallmat
Word' Processing BUS 273

Data ProCessing (Concepts & ControWEDP 104
Office Procedures BUS 213
Introduction to Business BUS 101
Buiiness With MAT 110

Office ManagemenCBUS 271
Business Law I BUS 115

SECRETARIAL (CC/TI) AND STENOGRAPHIC (Rib' SCHOOL) BUSINESS RELATED INSTRUCTIONALCONTACT HOURS:

Community Colleges/Technical Institutes:
High Schools: Total 1260 or 1440

INSTRUCTIONAL OBJECTIVES (Secretarial/Stenographic

Instructional Hours
CC/TI/HS

Block 0.1
(33 hrs/80 hrs)

B1O ck 1.0

(30 hrs/10 hrs)

if

Block 2.0
(165 hrs/180 hrs)

Block 2.5
(35 hrs/35 hrs)

Block 3.0
'(30 hrs/30 hrs)

t.

1206 or 1283

Courses):

. 7 6

Introduction to usiness: To provide the learner with a
survey of the bus nes, world with particular attention
paid to information regarding the structure of various
types of business organizations, methods of financing,
internal organizations' and management,

personal Development: To provide the learner with the
ability and knowledge to be better qualified to succeed
in business occupations by developing socially desirable
practices/habits in personal body care, grooming and dress,
ethics, interpersonal relationships, .and attitudes towards
work, reliability, and honesty.

Typing (Basic): To develop touch typeiriting cetopetency,
speed and accuracy, and typing techniques at the lowest
job level and job qualtfication Opeed es applied to tabu-
lation, manuscripts, correspOndence, business forms,
stencils, and duplicator masters.

Records Management: To provide the learner wit)1006road
background training in basic records managemene principles
and techniques, to file accurately, quickly, and systema-
tically.

Business Machines (Calculating): To provide the learner
with the techniques, processes,. operation and application
in the use of adding and calculating machines, with emphasis
upon learning the touch system for ten-key adding machines.
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Block 4.0
(33 hrs /33 hrs)

' Block 5.0

Business Machines (Reproduction): To introduce the learner
to a variety of reproduction equipment to be found in the
modern office,,and to develop proficiencyln using common
types of such machines, with-emphasis-upon the preparation

and 6se of, spirit master stencils and offset masters: Where,
possible, students should also be introduced to common image
projection equipment, withemphasis on slides and trarisparencies.

Typing (Advanced): To emphasize production typing problems to
(165 hrs/180 hrs) the learner-and speed building to achieve qualification'for

initial entry at stenographic and secretarial job levels. To
develop techniques needealby the learner in planning and in
typing projects that closely approximate the work appropriate
to the field of study. These projects include review of letter
fOres, methods of duplication, statistical tabulation, and the
typing of reports, manuscripts, and legal documents..

Block 6.0 Shorthand: To develop job qualification skills in the learner
(330 hrs/360 bra) in shorthand, plus providing typewriting, grammar usage, and

their appl cation in the production of mailable, typewritten
transcript .

,

Accounting (Basic): To provide the learner 11th the principles,,
(55-88 hrs /180 hrs) techniques, and tools of emanating to,enablethe learner tor,

apply the mechanics of accounting. To develop in the learner
. the ability to collett,,summarize, and report information about

eervice%and mercantile enterprises.

Block 7.0

Bloat .0 Office Procedures: High Schools T.provide the opportunity
(143 h 360 or to qualify the learner to perform basic records management

180 hrs) tasks (Block 2.5), to operate common business machines (Calcu-

-lating-Block 3.0) and (Reproduction-Block 4.0) plus personal
development (Block 1.0).

CC/TI Apd High Schools - To provide the opportunity for the
,practiVkl application of offide related skills and knowledge
previously acquired in the program of instruction in an actual,
or simulated office environment. To provide instruction and
training on secretarial (CC/TI) and stenographic (high school)
duties.

Block 9.0
(33 hrs/none)

Data Processing (Concepts & Control): To provide the learner
with a working knowledge of the basic theory of data processing
how to work with computer concepts,.how to perform data batch
control, and how to perform processed data control.

Block 10.0 Machine Transcription: To qualify the student in the operation,
(33-55 hrs/famil- and use of the transcription machine and to further develop pro-

iarization) fessional ability in the application of correct grammar, word
usage, punctuation, and accuracy while producing mailable copy
from machine transcribed dictation for all types of communication
forms.



r. x-

Block 11.0, fjord Procassinal (a) To develop necessary skills and to
(33-55 hrs/90-180) provide practical experience in the planning,, administration,

-and operation* of-a word processing center applicable ter
larger offices; (b) To further develop skills in high speed
manipulative techniques on a power key board, proofreading and
document revision, use oNsachine transcription, production
of mailable copy from magnetic media and rough drafts, file
log, and,maintain magnetic media, originate correct formats
and aivly'.the appropriate code for the format and determine
work priorities.

Block 14.0
(55 hrs)

Office Management: To provide the learner with the fdndsmental
principles of office management, with emphasis on the 'functions
of the office manager and how they are performed,-office auto-
matiodi planning processes, controlling, organizing, and actua-
ting office problems.

Block. 16.0 Business Law I: To inform the learner regarding certain funda-
,4 33 hrs) mantels and principles of business law, including contracts,

negotiable instruments, and agencies.

Block 0.2
(55 hrs/1110 hrs)

Business Mathematics: (Not taught as Business Course CC/TI)
To develop skills in the application of mathematics to business
problems such as, payrolls, pricing, interest, taxes, etc.



Academic and Non-Susinise Education Co a suggested for the Executive Secretary

,Curriculum at CC/TI level

iMSTRUCTIONAL CONTACT HOURS

Business Mathematics (MAT 110) or (BUS 109) 55

College Ortation.(GUI 101) 11

English Grimiest (ENG.111) k 55

English ConeiWsitiOn mid 112)

Oral Communications (ENG 204)

Applied Psychology (PSY 206)`-K

55

33

33

Business Correspondence (ENG 206) 33

State'and Local Government (POL 103) ,33

Non-Business Courses Total 308

Aiticulated Business Education Course Total 1283 or 1206

Grand Total CC/TI Secretarial Program 1591 or 1514



Non-Business Education Courses)Suggested for Stenos aphic Program Curriculum,

a

1

High Schools

Engll.sh I, II, /IX

.English (Bumbles. Communication)

General Math or Algebra

UNITS

3

1

Business Math (If not taught as part of. 1

Business Program)
'Physical SCience 1

Biology 1

US Studies 1

Health and Physical Education 1

Electives

NO.

4

2

Academic Total '12

Business Education 8

Curriculum Total 20

S.
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ARTICULATION, RESEARCR PP TECT

OCCUPATIONAL TASKS

:MOTIVE nom.
Frequency `fat ayerigi
worker will be Teiiirtd
to perform the:task.

BLOCK OR DIVIS;p14.: 4.0 (IC on' t

ILK

4E2 Inspect and replace brake slioes.
e

' 4..081 .insPect and turn rotor If:necessary'
7-7 (disc Makes),

4.682 Inepict and turn brake drupes,

LM: Radini'grind brake AO* .

Le:09 :Repair or replace wheel cylinder.

4:2 Repair or re ace master cylinder..0},

4.11,i Repair or eplace hydraulic power cylinders
and valves.

Level of, difficulty:
'normally Etrformed by

skill level or levels checked

A

4.12 Perform operational brake inspections.

13LOCK OR DIVISION: FUEL SYSTEM MAINTENANCE AND

REPAIR 5.0

.

5.01 Inspect, service, or `replace carburetor.
air cleaner..

5.02 Clean dr replac/ful. units..

5.03 Remove, .service, Or replace fuel
fuel lines and hoses.

HOMY

OR LESS

5.04 Install carburetOrs. 4
D5 Inspect and measure fuel flow and pressure

. of system.

6j

WEEKLY, DAILY

U.

LOWEST

INTER-

MEDIATE

X
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ARTICULATION RESEARCH PROJECT.

OCCUPATrONAL TASKS

DRAFTING (GRAPHIC COkqUNICATIONS)

BLOCK7OR DIVISION: Basic' Technical Drafting
(Basic 'Graphic 'Communica-

tion). (1.0

.1.01 Draw objects using orthographic
projections.

.02 Draw objects using axonometrit'
system.

1.03 Draw objects in the oblique.

1.04 Draw- objects in the perspective.

ro
td

BLOCK OR DIVISION: .Problem Solving in
Graphics. 2.0

, .
2.01 Define the problem.Cr=MM...

Identify :pr blew limits.

Frequency,. of Task

Performance By

Aveqge Worker.

Jai. Level at Which Tat ,

Zs fsually .performed o

Applies.

SELDOM WEEKLY DAILY LOWEST INTERMEDIATE' HIGHEST

la Use technical literature in developing
a research base for the problem.

.

04 Analyze available related information
and select problemeolving method.

Design. and implement a strategy or
eXperimental purposes.

Analyze and record results of mcperi-
)mental strategy.

Have an alternate strew if first
choice does not work.

X
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l'ARTItULATIOrRESRCR.PROJECT ,

¢CCOPA'FIONAL TASKS

BUSINESAIgISTRAPiON - sEcguiRT.AL SCIENCE

iccouNTIN

BLOCK OR (Basic) 2.0

(continued)

,
t

2.07 Prepare letters ,(Vusiness 'and persona )ONNIMINOWIM

2.08 Compose simple copy\ at typewriter.

2.09 Make carbon copies.

2.10, Perform simple tabulation.

t'
2.11 Prepare outlines.

2.12 Prepare manuscripts.

,2.13 fill-in forms.

Preparccharts, tables and'other tfitulated
*46. 1 1

2.15 Prepare silage agenda.

,

2:16 Prepare simple stencils and duplicator
masters.

BLOCK OR DIVION; Records Management; . '2.5

2.51 Prepare folders and other' filing material
or use.

2.52 Sort and classify material.

2.53 Use filing equiPment.

2.54 Requisition file material.

Frequency that aveihe Level of difficulty: Normally
worker will be requited ,,perfo d by skill level or
to perform the task. levels cliecke,d,
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4.00

ARTICULATION RESEARCH PROJECT

Instructidnal Guide

PROGRAM: Automotive Mechanics (DCC V-03)
(DPI 7 High Schools.- N/A)

COURSE: B4aking System Maintenance and-Repair (Block4.0)

COURSE DESCRIPTION: Department,of Public Instruction - Currently part of
T & T No 739.3 - Automotive Mechanics II,

Depatment of Conimunity Colleges -
AUT 1121 - Braking Systems

INSTRUCTIONAL OBJECTIVES:

To provide the learner with occ atiopal, instruction to evelop the skills and
required related technical knowledge to qualify the lea er to perform inspec-
tion, adjustment,and repair of automogve.brakin ems, according to menu
faCturer's specifieations and meep industry standar

QUALIFICATION OR 5t03 SKILLS GAINED:

with successful completion Of this block of instruction, to 4AClude verifica-
tion of qualification by perf9rmance evaluation, Using industry performance
:standards, the learner is qualified as an Automotive Brakes Technician.

PREREQUISITES:

High Schools and post-secondaruschgak,-- Block 0.0 or evidence of adequate .

knowledge and experience regarding W block, to be verified by the success-
,ful completion of a demonstrated'performance evaluation.

Test items (less specifics) for both written evaluation of related technical
information-and demonstrated performance evaluation for this block of instruc-
tion are attached or will be developed.

EQUIPMENT REQUIREMENTS:

General topl-list attached crthe last block of this ram. Special equipment
and tools: flat peculiar to this block is attached.;

PERFORMANCE EVALUATION:'

INSTRUCTIONAL'CONTACT HOURS: High Schools: 60

CC/T.,: 66 .

NOTE 1: Instructional time alloOationa:foreach inatructional.objectiVe are
suggested timeonly..:::, -:.'. .. ',

,NOTE2ertServicelMinuals:Areconsidered as Related Technical InfOrmation.



,Nto, ARTICULATION RESEARCH PROJECT,./

INSTRUCTIONAL'

PHOGRANIA)rafting (Graphics Communication }.

COURSE: Basic Technical Draftinglipasic GraphiCs Communication) (1.0)

COURSE DESCRIPTION: Department:OUPublic Instruction: Include in Course
,.

Numbers.7551 and 7554 Introduction to Technical
Drafting I and, Basic Technical Drafting I_ I.

Department of Community College e : ARC 1226
. . , . DFT 1121, 422

INSTRUCTIONAL HOURS: High Schools.- 160
WTI - 88*

INSTRUCTIONAL OBJECTIVES:

1. To develop a ledge about orthographic drawings.
2. To draw object ng orthographicdrawings.
3.. To draw objects using axonometric System.

4. To,draw objects using oblique drawings.
5. to draw objects using perspective drawings.

JOE-QUALIFICATION OR SKILLS GAINED:
-

This is a basic (beginning) visualization course. Upon saeisfactory
completion of.this instruction, the student is prepared to learn the
primary skills required for'activities 'cohere basic ySsual.ization skills

are needed. AlSoi the student is prepared to take Ore of-the advanced
courses in graphic communications.

PREREQUISITES: IntrodNction to GraphicS (Drafting) (Block 0.0

PERFORMANCE_EVALUATION:

By competency based procedures. The student m4st demonstrate possession
of required infotmation and ability to pergorm required tasks and m

required performance standards. See outline type test items attache

EQUIPMENT:

See consolidated equipment4ist attached to last,bie k of program.,

.*Note:

ti

At the:CO/Tr level the instruction proViding:the skills' and relattedtech-'
nical infotnation'aCqOiresyintniablock.is.repeated and used insucceeding
blockStO:prOvide the student with4ore advanced levels 1,the date baiic:
skills, resulting in up to three times,rne. initial inati ction in this area.

APPENDIX C-3b
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,

ARNULATION RESEARCH PROJECT

.INSTRUCTIONAL GUIDE
. .

`PROGRAM(S): SECRETARIAL.SCIENCE (EXECUTIVE SECRETARY - DCC T-030), ACCOUNTING
,(DGC:T.!016); AND_BUSINESS4DMINISTRATIOW,(6CC T-018)

:.000RS& Ricords'ManageMent (Block *.5).

COURSE DESCRIPTION_: Department,otTablic Instruction:- Included in 6410 and '6431

Department of Community College: Bus' 112, Aecords Managiment

. INSTRUCTIONAL HOURS:- High Schools - 35 to 45 Hours; CC/TI -.33 Hours.

INSTRUCTIONAL OBJECT/VES:

,1.. To provide learner with broad background training in basic filing principles.
and records management systems. 0,30.

2. To file accurately, quickly,, and systematically

O

JOB QUALIFICATIONS:

Thos studentswho haye successfully completed course and are certified as
- .

occu ationally Qualified, can perform basic recordsomanagement tasks as d file clerk.
Job lifIcation to be determined by performtpce testing at end of'course
or program.'

PREREQUISITES: :Basic ,:Typing (Block 2,0)

PERFORMANCE EVALUATION By perform w.4 testing (see attached test items). _Learne,,
is ekpected to meet initial entry level occupational per-
formance standards.

EQUIPMENT:. See,Equipment List.

Note,: ,Current.CivilServIce and. D.O.T. job descriptions for busihess office clerical,
stenographic and secretarial jobs ebtablish a requirement 'or records management
(filing) job skill qualification.

. A

APPENDIX C-3c

'eiCe



ARTICULATION RESEARCH'PROJECT
COURSE SUMMARY AND INSTRUCTIONAL OBJECTIVES

PROGRAM: Mechanical Drafting and Design - T -043. (2 /ear)
Mechanical .(Industrial) Draftinlf - V-017 (1 Year)

OIRSE: Design Drafting I cPrepare. Preliminary Drawings)..

COURSE NUMBER: Department of Community Colleges - DFT 205/DFT 1171
Department of Public lustrUction - NIA

. .

Pal,
- ,

INSTRUCTIONAL HOURS: 88 Hours.--2 Year Program'
88 Hours* 1 Year Program

INSTRUCTIONAL OBJECTIVES: -prolokde0ob qualificatiOn competencies recinIxed to
rform drifting tasks related to. he activity .or duty

area of preparing preliminary drawings. so included

-is, application of problem-solving proced
making, layout and design sketchi*kskills.acquired in

. Part I of this program. Use of :bindbooks, tables, ANSI
and related manuals as references will be stressed.
Problem sOlVilr liCation will be extended"to include

the preparation of ritten and oral engineer reports.

JOB QUALIFICATIONS: This course doeS:not byitself provide a specific D.O.T. or
industry identified jc6Analification. It ien major com-
ponent in the develOpment.of job qualificalon'in the special-
ty area of Mechanical Drafting and Dtsign Technician or the
A.oweleveljobrof.Mtchanical (Industrial) Drafter. It. does

A)reviewanduSe'mostf-the skills and techniques acnnyredAn
the basic-.0ortIOn of he Drafting (Graphic Communications)_-..

I: this, program .

OREREQUISITES: DPT'102/DFT1192, DFT 103/DFT 1 0, DFT 204/DFT 1125, and'Part I -
Basic.

PERFORMANCE EVALUATION: By performaAce (Competendy, Based) testing. Test items
should be Caiik performance dir cted. Perfqmance stan-
dards should ,parallel "those r ed to meet-initi4

, employment Job perforMance Egg is in related areas
, .

of activity for the task concerned.,
., .

.

EQUIPMENT: Drafting room equipment and maferials normally av ilable,and used in

the standard mechanical ting environment. ) e also Appendix A,

Part I - Aasic. Model m g materials as nee ed. To provide an .

instructional vehicle, every effort should be made to organize the
classroom and conduct instruction, class administration and supervi-
sion in a way that portrays an Engineer Oifice'atmosphere. Such
action will-provide Ole opportunity for concurrent instruction, n
"Office Practice".

. APPENDIX C -3d

,
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BLOCK OR DIVISION NUMBER: : 4.0 TITLE: Braking System Maintenance and Repair.

TASK NUrBER: 4'.083 TITLE: Radius Grind Btrake Shoes.

INSTRUCTIONAL OBJECTIVE - 4.083: How, to Radius Grind Brake Shoes.

SKILLS: (Process,Objectives)

.

4.083i - How to. -radius grind. brake shoes.

RELATED TECHNICAL INFORMATION:
,

- Equipment.manufacturer's operation man
- Manufacturer's specifications.'

SUGGESTED INSTRUCTIONAL TIME: .4.083, 2 hours.
.

REQUIRED PERFORMANCE STANDARDS:

l

Student uses proper equipment. Follows manufacturer's specifications.
- Flat Rate plus 20% -6iskperformance time.

,

.r



p.

BLOCKAMCDIVISipN AMBER: 1.0 TITLE: Basic TeChnical Drafting (Basic
Giaphic Communications) (con't.)

4 TASK NUMBER: 1.02 TITLE: ;Draw Objectp,Uaing AxondMetric System."

- 1.02 -

INSTRUCTIONAL OBJECTIVE 7.7 -L02: How to Draw Objects Usim

40k-5KrLLS: (Process Objectives)

:How to:

1.021 -. Draw an object in isometric.
1.022 - Draw an object in dimetric.
1.023 -'Draw an-object in trimetric.
1.024 - Draw axonometiricSecbions.

-.,.RELATED TECNNICAL.INFORMATIQNa.

- Know histoi-Y and oriOth:of axonometric Syst4M.
- Knqw--difference betweenprojacted and:constructed axonometric drawings.

Axorioletric System.

SUGGESTED INSTRUCTIONAL TIME: '1. , 10-20 hours. (For

REQUIRED PERFORMANCE STANDARDS:`. (Where appropriate, neatness applies0

- Draws Econometric system with 85% accuracy,

APPENDIX C -4b
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2.52

BLOCK. OR DIVISION NUMBER: TITLE: Records. Management
r

TASK NUMBER: 2.52 TITLE: Sort and ClassifyMaterial.

INSTRUCTIONAL OBJECTIVE - 2.52: How to Sort and Classify Material.

SKILLS: (Process Objectives)

NWL
'OP

2.521 -;RoWvto classify records management topics of material.
2.522 - How to sort material into alphabeteorgroups.

. 2.523 - How to handle classified or,iensitive material, to.nclude
destruction of such material when required.

RELATED TECHNICAL INFORMATION:
,p0

c,

,-jChow records management tiles'.
of classified or'sensitive material.

Rules and laws'pertaining to right of privacy. and ehe release or handling of
classified, sensitive,- or perSonal information.

SUGGESTED INSTRUCTIONAL TIME: 2.52, 20-30 hours.
,

U

REQUIRED PlitORMACE'STANDARDS:
,

4,_- -I*

-Demonstrat§ working knowledge-of filing rules and the ability,to apply same in_

classifying and sorting items to be filed, to include haggling of classified. ,4
material, according to either filing rule, with 90% cyl,. 40

..lt.

.4

a :
'4`

APPENDIX C-4c
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-205.01-

DFT 205/DFT 1171 (Cont.)

TASK LIST: Prepare Preliminary Drawings

Module .10 - Apply Special. Skills and Information to Preparation and Obtaining

Approval for Preliminary Drawings:

205.11 - Apply skills and .techniques acquirtd in Problem Solving, including

model making. (See Block 2.0, Part I - Basic.)

205.12 - Prepare written and oral engineer reports on problamsolution..

205.13 - Apply, skills and related technical information acquire.in Freehand'

brawing and Sketching and in Composition (ayout). (Part I - Basic.)

24.14 - Use handbooks, iables, ANSI and related manuals as references in problem

solving And prilimInAryArawinglreparation,

Module .20 - Prepare .Layout Drawings:

.205.-21 - Obtain' configuration information available:

205.22 - A ply Composition.techniques. Acquired in Composition Block, Part I.)

*it

205.23 -,Deterniine missing configuration details on. layout.

205.24 - ReFeive guidance'from engineer.

205.25 ,-Determine limits on. geometry of design to include manufacturing toler-

ances and showbnproduceion layout.

20526 - Effect liaison with interfering groups to resolve problem.

205.27,- Complete production lAyout,.change preliminary design as needed to

accommodate ifaterferencet

. '205.2g -r Work with elgineer to,calculaie changt in stresscaused by design change.

1

205.29 - Obt n approval fiom engineer for layout.

APPENDIX C -4d



DFT 205 /DFT 1171 (Cont.)

' -i05.94-

TASK LIST: Prepare Preliminary Drawings (font.)

Module .50 -.Prepare Material and., Standard Parts List:

205,51 - Determine material needed from specifications and diMensione in all,

detail drawings used on each assemblvp

'205.52 - Determine standard pares needed froni assemblydrawings and

lgail,drawings WhiCh altered standard partwr.

Module .60 - Check Drawings and Obtain Release Approval:
,

205.61 - Verify dimensions and references on drawings:

205.62 - Check for drafting dgissions, errors and completeness.

05:63 - Check for proper format, headings and'note completeness.

14205.64 .Check' for proper calls:t g. and, proper general totes.
e

205A65 Check .for Complianp004h company. standards and genera. appearance.
.

205.66 - Obtain final approVal.signatUies,'

MINIMUM PEIFORMANCE 4ANDARDS:.

I ,i.

ihawings conform to .ANSI Manuals wh reappropriate.
, ...

. 4
.... .

Neatness an accuracy apply. .\*

Problem solvingtjieehand:skeeching and drawing, and Composition'.(Laybut).
techniciuespropdft. applied: Reports are clear, 4onCiie and,tOthe point. e1
is well executed and portrays object., accurately. ,.

4. , . .

- Executes draWin s. within time limits 'considered acceptable for initial' employment._

Demonstwates knowledgeof related technical nformation; application of theOries
and procedures, "symbols and con4entions,, an terminology with at least 80%,accutacy.'f.

forMs tasks requiged in this dutyNafea in proper sequengeAkd conducts the
ecessary coordthatiOn .

,

b.

4 .

''.1.Tses_apOtopriate reference technical manuals. tablee-and catalOgs correctly..



TEST ITEMS - AUTOMOTIVE MECUANIC

BLOCK OR DIVIrSION,,NUMBER:. 0.00 TITLE: Introduction to Au

SUB-BLOCK NUMBER: 0.20 . TITLE:The Motor VeliCle: Assembl
and Vehicle Operation, and Op

Technolo.gy.

ficaton, Assembly
r Maintenance

TASKAUMBER: .207 TITLE: Drive Train and Manual Transmits/A-on: Know Purpose,
Operations, Major Parts and Care

P ,
4

. , 4:0

'State the purpose of t transmission.
-

, .

,lb
w,' o

State the purpope 15f followipg items through A and .C, and 1,4entify the term F.

4. Clutch disc

'b. Pressure plate

pc. Release bearing

. Release yoke

Flywheel

f. Free travel

.g. Pilot beAring

3.; Deulibe the lutch operation' in th

Engage

. Disengaged
.

;',
4., Lis ttbaree types of pressu,re*plat

a.

,

C.

- ;10

Wriie purpose of die Clr'ivelpliriev.

6. ` ". State,' the purpciae.Of the following'
t

'i - Propeller ishaf
..

Slip. joint,.

C.

terms
V de

Ugiverle Joint

*t0: bearing' support

1.

.1r
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TEST ITEMS (CON'T)

Identify the following uniVersal joint al to type:

)2
. Name four,major components_ of the power train.

. 'What kind of lubricanis used in a standard transmission?

How-often-- -should the lubricantbe-Checked:irva d ial?

part or Paris in'the power train could cause vibration?

is the purpose of the throwout.bearing?

1'

Cot ' (Performance Requirement)

A. Give 1) an automobile,Wi standard iransmiss
trainee will:

1. . Position vehicle on twin-post lift..

2. Lift vehicle.

) twin-post lift;

3..Identify,anidstate the purpose of ehe.tcansmission, drive shaft, u- joints,
and 'differential. , 4,16,

. Lowe the vehicle to the.flOok. 4

The trainee willi)e4Orm the preceding tasks accurately (100%) and safely within.15
Minutes..(If no hoist available, omit items 1,'2 and 4.)

Cavell: 1) an autOMObtle with standard ttensmission; an owner's handbook; the
. .

traineelall:

. Find the preventative maintenance items that pertain to the power train.

2: Indicate the greaie check poitti an the tranSmiss*n and the differentisr.:'

The
AO

trelaee will perforgthe R.-receding tasks accurately and safely within 15. minutes.

ta

Performance: Standards correct: when five ormore'teii

eseds



4

..(SAMPLE)'

TEST ITEMS

7.0 BLOCK: pair TRAIN AND MANUAL TRANSMISSION

MODULE; Clutch

MODULE OBJECTIVE: After completion of this module, the student will
be.able to .diagnose and repair any clutch problems to meet tanufac
turtles specifications in Flat Rate plus 20% time per vehicle.

Given safety procedures, service manuals, manufacturer's specifications,
proper tools,and equipment the student will demonszsate the following
competencies:

COMPETENCIES OR TASK TO BE PERFORMED AND PERFORMANCE STANDARD44100i,

7.11, Adjust Clutch Pedal Linkage

OBJECTIVE:, Given,ovvehicle, the student will adjust the pedal
1111kge to an 1:Ccurac .of 1/16 inch.

7.14 Road test and noise iagnosis-

OBJECTIVE: Given a' vehicle withrclutch bearing or fly-wheel
malfunction, the studentlwill riAd test andCoirectly describe
.noise encountered and.probable cause and coOkeCtion required, of
.either clutch bearing or fly-wheel.

-a*

7,15 -Refiace clutch assembly and/or release bearinglipd fork

OEJECTIVE4 -Given a vehiele with. malfunctioning clutch and/or
release bearing and fork, tbe student will remove and replace
clutch assembly 'and/or release bearing and fork so that proper
and smooth, engagement and release.is provided.

'Replaqe pilot bearing

OBJECTIVE; kiven a vehicle, the student will replace a'pilot
bearirigo provide proper fit as per-manufacturers.' specifications.-

'



TEST ANSWERS'

41

1:Igrpdse of a transmission,,- To.provide a method of Varying the gear ratio between
the engine and drive wheels..

2* a. Clulch disc; - Provides friction between pressure plate and 'flywheel.

b. Tressureplate - Provides pressure between pressre plate, Clutch disc,
and fly4heel.!

c. Release'beerimg
plate.

d. Release yoke -
clutch.

- 4116Ws a method. of releasing spring pressure of pressure

Linkage inside clutch housing used to engage and disengage
le.

Flywheel - Allows a working surface for the clutch assembly that is attached
to ,it.

Free tuevel - Amount of clutch pedal movement until reilease bearing contacts
pressureplate.

Pilot bearing - Loeated in crankshaft, alloWs for correct supprt and alignment
of transmission input shaft.

a. Engaged,- Spring'press re clamps
face.

b. Disengaged - Release bearing and linkage used to release pressure.

clutch disc betWOn pressure plate and flywheel
f$

4. a. Diaphragm

b. Coil spring

c. Centrifugal

5. Purpose t he driveOl
rear wheels.

4 4

6.

line To carry the. driving power from the panimies$On-to the

t.;

Propeller shaft - Driving shaft that
the differential.

Slip joint - Allows the 'propeller' shaft to adjust to vatiatiOns in lenge'.

connects the transmission output. shaft to.
to. \

:Univereal.joint
breaking.

- Allows the propeller shaft to

Centerrbearing support - Supports the
piece drive line istused.

7.. .CrosfOind roller

Note: Written test items may also be ed with Block 7.0 Power.Train and Manual

Transmission to evalupteknow
Block 7.0.

move. up and down without

center of the propelle shaft when a two-

dfedsof related technical information for



P

BLOCK OR DIVISION NUMBER: 6.0 TITLE:Jettering (GraphicCommunicatilans

TASK

6.01 Given a display of a series of examples of various types, styles
and techniques of freehand lettering commonly used in graphic
communication the student .will: Identify in writing, the types, styles
and teaniques of lettering displayed. .

Standard: Student identifies, 80% of. the lettering displayed acc ately.

6.01, Given a requirement to letter freehand several types and styleS letters
and apply apecif lette?ing techniques to a designated job, the student
will demonstrate Ability to select and letter freehand two types of letter-
ing_in_two-stylee, applying-a-eommon-lettering technique-selected-by-the
instructor.
Standard: Types andatyles of lettering appropriate for j41); all letters

.4orrectly formed and proportioned; technique applied correctly; time limits,,
Teasonable; neatness applies.

6.02 Given a variety of transfer and pressure sensitive type commercial letters,,
to used on a designated graphic cotmunication, the stlislent will demonstratE
abil to select and use the correct letters for job. gr

Stan ardl Letters correctly and neatly applied' (90%); letters selected are
appropriate for the job; all words are spelled correctly (100%); punctuation.,
is correct (100%). '

6.03 Given a lettering job, with a requirement to use a common mechanical lettering
device the student will: ,Demonstrate ability, to select and use the correct
mechanical" lettering items for the job.
Standards: Lettering type, style* size, etd.,. appropriate for job; words
spelled correctly with proper punctuation; letter and 'word spacing is
correct; lettering is neat and performed ina reasonable time limit.

111e

'6.04 Liven a se of letterin templates and a graphi6s job with a lettering
requirement involVirm 4 rent styles. and type:Evof -specified -letters the ..

student'Will: Letter th -job selecting and using the templatek required
for specified styles and types of lettering.

-.

Standard.: Student selects templates far the job; Student use
templates correctly, produces neat work,: correctly spaced; production time
is reasonable.

6.05 GiVen a. graphics job order with a lettering requirement that can be satisfied
by using a headliner or phototypositor to Produce required letters the student
will be requird)to:

a. 'Produce desired lettering as specified in the job order, using a
phototypositor. -

b.' Produce lettering specified by the job order using a headliner.

Standards: The student uses phototypositor correctly producing desired letterE
Aperly spaced with punctuation and spelling correct. Perfdims operator
maintenance specifie4.by manufacturer; Student uses headlines' correctly to'
produce letterpg specified in job order, properly spaced, with punctuation
ead'spellingrrect. Pierforms operator, maintenance specified-by manufacturer.

..APPENDIX.C-5b 44;
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11°
BLOCK OR DIVISION. NUMBER: 2.0 TITLE: ;Typewriting (Basic)

2.01 Given a typewriter, paper, and 100-word paragraph composed of letters,
figures, and syabola,-,type one'readable co6y using good typing posture
and tschniquesp
Standard: One dopy with no more than 5 errors.

2.02 Given a roll of gummed labels, typewriter, eraaer akliat of ten'names,
prepare labels for the ten names. %
Standard: 100% accuracy:

.
*

2.03 Prepare a postal card, given a typewriter, a postal card, an eraser, the,
Addresses (60th return and receiver address) and the message to be typed
with correct placement.

(Standard: Mairable copy.

2.04 Given a simple 200 word rough draft page of copy with proofreader's marks,
typewriter, and necessary material, prepare a final draft.
Standard: Mailable coliy in 25 minutes.

2.05 Student will demonstrate his ability to correctly address 10 envelopes and
10 labels, given the typewritef, eraser, envelopes, and gummed labels and
addresses of sender and receiver.
Standard: 95%, neatness and 100% accuracy in 20 minutes.

2.06 Given 'a 200-word printed memo form, typewriter, eraser, and message, name
and department of sender and receiver, prepare an interoffice memo.
Standard: Prepared in 15 minutes - 95% neatness, produces mailable copy

2.07 Set up and type in an acceptable letter style, a. properly positioned 200

word'business letter, given a typewriter, an eraser,' letterhead paper, and
information for an acknowledgement letter (receipt of order).

Standard: 95% neatness in 20 minutes; produCes mailable copy.

2.08 Giveh basic information for a simple business letter and necessary equipment,
compose an appropriate letter of approximately 150 words.

Standard: Mailable copiiin Noinutes.

2.09 Prepare a letter with a Carbon copy given the typewriter, letter, carbon'

paper, onionskin paper, copy paper, letterhead, eraser,.and 'erasing shield:

Standard: 100% accAtacy and90% neatness 4h 40 minutes, mailable copy.

2.10 Given a typewriter, paper, etheer, aril age of tabulated inforniation, pre

pare a copy of the information in tabulated fort.

Standard: 90% accuracy and mailable copy in one hour,

.

2.11 Given a'typewriter, copy paper, eraser, rough copy_of an outline, prepare.
.

a properly positioned,copy of an'outline.'
Standard:" 100% accuracy and mailable copy in 30 minutes.

. .
, .

. , . .

2:12 GiVena typewriter, requited material; a'page'of:rough draft manuscript with

proofreader's marks,:' lrepare in final form.

Standard: Mailable, copy 1'1.40 mires

WAPPENDIX't 5c



Special Tools and Equipment

SLQCK OR'b ISIO4 NUMBER! 6,:TILEj U______IL___________p_teerinandrrtwitEr4ablesReai:

1
.

Greer lubricator
Transmission grease
Belt tension gauge
Pittman arm puller
Crowsfoot (2)
Pressure gouge set
Special toola'for rebuilding powit steering components
Seal driver set
Bearing packer
Bushing driver set
Air chisel
Special socketS for ball joints
Steering wheel pullek A

4 ton hydraulic floor jack
King pin reamer set (optional)
Wheel balancer
Front end alignment machine, and equipment
.Power steering pump pulley puller
Tie rod remover and tie rod *lie, wrench
Inchpound wrench 1

Bench-holding fixture
'Coil spring compressor tool
Ball joint removin tool
Control arm bus ng 1 set

guo

a
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ARTIOULATION.REgEOCO PROJECT

DRA1111N0.(ORAPHIC OCIMMUNICATIONS) 'ART I (BASIC)

- AAA.
SL( ESTED EQUIPMENT LIST) '

For a school Conducting a Vocational-or Technical Drafting (GraphicCommunicktioni)
Palma hued upon 18 student class size.

Quantity

18 -4

14
31
1.'

1

1

1

1

1'

1

2
ftie

1

1

1 .

Description

,' Practical drawinioutfit
1 - drawing instrument

including

24" x 36" wide vinycliewihg 'to cove
14-square, *plea clear.plastic line17%4
.1 -'triangle) .30° x 60°,.plastic 10"
1 - triangle 45 °, plaltic 10"
1 -.adjustable triangle
1 - scale, architeces triangular, engine
1 - engineer's scaler
1 - mechanical scale
1 - Protractor, semi- circular
- set of plastic curve

1 r adjustable curve
1 3/4" drafting tape
2 - lead holders
1 r eraser, vinyl
1 --electric eraser, plugrin type
1 -sandpaper pad pencil pointer
1 - ink, black, 3/4 d/ bottle 1

5 - sets rapidrorgraph (coiliplete sets)
1 - instruCtion:boOk.on "Use and:Care of Drawing Instrnmeni

letterinrchart-
3 - H heads
2 r 4-H heade:-
1 - tube Compass lead

Benchdusteis
Draftingpachines:.,-' ;

Proportional divider
'Compass beam

CompasS, drop ,bow pen and pencil
Caliper, inside !

Diazo machine
Paper cutter (Min-36" blade)
Shears-, trimming, 12"
Pencil sharpeners
Drafting tableS:Weioolii 6-drawer storage unit (24" x 36" top
Light table.
BoOkcase,17"w x 12"d "x 86"0.,
Storage:.. cabinet witk lock, %80" x 36" x 18"

1

eif=sealing)
0"

divided,

W c.

*Note: _This ,equ pment recommended for High Schook-bnly. rofessional sfle
. drafting tables recommended .for CC/T-1.
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....
,..,

Oussititis ...ljaws crIption.
: -

.
. o .

. 1.

1 liable, library All1.60,". .-. .me
, ,

1 Filing cabinet.wiAlFlock, 5Idrawet.lull suspensidn
.

Aagel 'anti
0 i' ' Overhead projector.: with screen
.1 Opaque projector

1 0halkboard*drefting machine
18 .Mechanical leedpointers
1 Drafting pencil sharpener '

1 Film strip projector with 'cassette tape
1 Staplerand remover.

. ,

1
.
5-drawer drawing file (50 5/16" 31.38 1/2" x 2 1/2"Ikaaer)

1 Drawing file closed base - 6" high
1 Sot blackboard drawing_inetrumentoLincluding large:190 .4c_600

triangle and large compete
Lettering set (mechanical)
Sets lettering Templates

.s ,Headliner.
.

Phototypositor
. 0,,

..

Black and White Photography (Develop ah4 Print)
.. .

.ment Listre. a

. 1

1

1

1

1

4
1

1

3

3
1,

1

1

1

1

1'
1

Photo enlarger
Cantect frame
Densitometer
Print paper dFier
Magnaeighe
Developing trays
Darkroom for film develoPing
'Wash- tank

Famitanks
Film,reels ,

Film drier

35mi lament widtlenses and filters
Light meter
Polaroid.camera
Set of flood lights

Microfilm Photography

4*

Darkroom for. camera work
11Microfilm camera unit-35mm,(16m optional)
header- Printer .Unit

-Automatialgtxposure Control Unit foi Planetary.Cameras
I,Image control keyboard

°Film.loader
Film st #-age cabinets
Film 4o ng station
Film inspection station

Electrostatic. Copier

jKA

Electrostatic copier.,(available .for instruction)

g



NAME1 "

1

CERTIFIED 3Y;

INSTITUTION:

.ARTICULATION RESEARCH PROJECT

S.t(tden Vooktional'SkillsRecord

I.

COURSI: Fuel System Maintenanbe and Repair, nook 5.0

(For Instructor's File)

TITLEt.,

TAsks'

PU L4 SI Inspects, servioe4i_ot Aplaces
carburetor sir cleaner.

(U L M S) Cleans or replaces fuel filter
units.

ft) L M S) Removes; services, or *laces
fuel pumps or fuel lines and hoses.

((1 L M'SI./nstalls carburetors.'

(U L M S), Inspects and MeasUres,tuel flow and
pressure of system.

1U L M. SI Adjusts. carburetor.

(U-L M SI,Inspects,.+1eans and adjusts choke
unit (automatic and manual!).

CODE

(U L.M SI

(U L M S)

..[(1 LM S]

(U L'M S)

(U L M S)

TASKS

InSpeCtS#_4erViCeS4
replaces gas tank, cap
sending unit.

Repairs or services CST.,
.

buretors.:

Repairs or.services exhaust
emission control svatems,
to include manifold heat.

Analyzes fuel injection pro-
blems by means of.electrica:
diagnostic equipment.

Performs operationdk inspec-
fionS of exhaust emission

; control system.

p.

I.

GENERAL ATTITUDE:

-1

(U L M S]: Industrious and e ergetic
,

(U L M S) COOPekave with gssoeiateS'and instructors

L M S] Dependable

[U L M SI Pulictual

CODE F Circle appropriate letter.

U - Unqualified.
L Limited: skill,"Yequires supervision. .

M - Moderate' skill, requites minimum superVision.
S Skilled, works independently.

APPENUME 6-8a
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"SUGGESTED SAMPLE"

ARTICULATION, RESEARCH PROJECT.

STUDENT/OCATIONAL SKILLS RECORQ.

COME:. PROBLEM SOLVING IN GRAPHICS, -BLOCK .2:0

I;

, (FOR INSTRUCTOR'S Ftp)

0 !

CERTIFIED BY: TITLE:
4

INSTITUTION:'

dODE TASKS CODE
.

(U'LM Define, the Problem.* (U L M S)

(U L. M S) Identify problem limiti.*

(U L M S) Use technical literature in
developing a research base fpr
the problem.*

(U L-M 0 Analyze available ,related in-
formation and select zroblem!
solving metho?dJ'

GENERAL ATTITUDE

(U L M S) indnstrious and energet- ic

(1.1'L M Cooperative With associates and

40) L M S) Dependable

(U L M7S) Punctual
I

CODE ,'CIRCLE APPROPRIATE, LETTER!'

U Unqualified
L - Limited skill, requires sujirvision .

M - Mdderate skill, required minimum.superviSion
S -.Skilled, works independently

. TASKS t.
,

and implement a%.4rateg;
for experiMental purposes.*

,(U L M S) Andlyze and:record'resulta'di
u

experimental strategy. *' ,

L M.S) itaim, an alternate strategy .if
fiisf:6oice does not work.*

- .

Summarize and present the se -,
quenae of events and steps
utilized in problem

. from definition to solution.*

(U-L'M

S.

. ,

*These &e the tasks as shown in the task listing.

APPENDIX C4b
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1111........4

NAME:

"SUGGESTED SAMPLE"

ARTICULATION RESEARCH PROJECT

Student Vocational'SkAlls Record

coummil Personal Development, Block 1.0

(For Instructor's File)

DATE:

CERTIFIED BY, TITLE:
1041.1.11.11

CODE ,

(U DOk'S) Uses proper techniques for good.
body care.

'TASKS

(U L M S) Maintains neat, well groomed
appearance.

(U L M S) Dresses appropriately.
1

(U L Displays proper - Attitude, toward:

work.
A

' TASKS

L'M S) Practices good buainess
ethics.

Practices telephone courtesy.

M Sl nisplays physical pOise.

L M S) Meets public tactfully.

(U, L S) Practices appropriate eti-
quette.

.

GENERAL ATTITUDE:

(U L M 5) Industrious and energetic-

(U L M CCooperatiye with associates and instructors.

L M S) Dependable

(U L M S )Punctual
.11

CODE - Circle apropriate letter.

U Unqualified
L - Limited skillf'requirei AuperyisOn.
M Moderate' skill, .requires minimum superyillon:
S- Skilled, works independently..

.
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AR ICUtATED OCCUPATIONAL PROGRAM DEVELOPMENT JOB AND TASK ANALYSIS OUTLINE

OCCUPATIONAL

40B ANALYSIS.

WHAT' IS DON ON

THE JOB

OCCUPATION.

(THE WHAT)

2. OPERATIONS T

BE PERFORMED IN

TASK ACCOMPLISH-

MENT. THE REQUIRED

SKILLS OR,COMPETEN-

CIES. (TASK

'ANALYSIS)

(THE HOW)

READ INFOR- \it, TOOLS AND

MA N. THE KNOW- EQUIPMENT REQUIRE -

L REQUIRED TO MINTS.

DO THE JOB, ETC.)

(TASK ANALYSIS)

TEE (THE WITH WHAT)

5. OCCUPATIONAL

PERFORMANCE STAN-

DARDS REQUIRED FOR

JOB LEVEL QUALIFI-

CATION. c

THE HOW WELL)

6. DEVELOPMINT OF

STANDARDIZED TEST

ITEMS FOR SKILL OR

COMPETENCY LEVEL, 4

EVALUATION.

(HAS LEARNING

OCCURRED)

The occupation

or job is reduced

to:

1) Major actiV-

ity divisions

(broad general

,,sreas wihin an

I occupation or job

that are readily

identified as

major or separate

activities,'but

collectively make

up the job).,,

These divisions in

some cases can be

full-time jobs of

'low level workers

or highly skilled

specialists nor-

mally lilted in

orde of complexi-

ty, trom least

complex to the

most complex.

(continued next

page)

95

The specific actions

or performan# thaw

must be learKed to

satisfactorily do

the job. This is

what is to be

taught.

It is developed by

the instructors,

with advispr

assistance.

Some skills or

competencies are

basic to the oc-

cupation and used

throughout. These

are learned first.

0 hers are taught

d learned when

first require& in

the sequence of

instruction.

(continued next page:

TECHNICALINFORMA-

TION: 'Information

essential to job

performance.. This

information' is nor-

mally taught by the

occupational in-

structor. It ii

determined with the

assistance of the

advisors. It is

often taught Wore

the pefformance

phase of instruction

with which identi-

fied, or concurrent-

ly.

GENERAL INFORMATION:

Nice to know infor-

mation about the

occupation. Has

broadening value for

the learner.

(continued next page

The tools and

equipment required

ittbthe conduct of

insEluction as well

as that ifith which

the learner must

become qualified to

use, to be occupa-

tionally qualified.

There is much data

now aVailable in

current instruc-

tional guides with

this information.

The listings

developed should be

checked by the occu-

pational advisors to

ensure that it is

current, or essen-

tial.

(Instructors with

advisor review.)

These a e the stan-

dards th t a learner

must meet in demon-

strating the skills

or competencies that

he had acquired in i

the effort to quell-

!), for a specific

job-level in a given

occupatio.

These standards

should be those re-

quired by business

or industry, on a

wide area (State)

basis, for the occu-

pation.

The standards should

be determined by the

advisors, with

instructor assist

tance.

The test items are

developed with the

development, of the

s ills or competen-

t s for the primary

tas and the essen-

tial knowledge.

These test items

should be competency

based upon)the in-

structional objec-

tives and'test if

the learner has ,

acquired the skills

or competencies

required to perform

the task, has the

necessary technical

knowledge and can

meet the required

dccupational stan-

dards for that task.

(Developed by the

occupational in-

structors and reviewed

by the advisors to

determine if an item

will provide an ade-

quate test of the

skill or competency.)

(continued next pag)
91



ti

1. (THE WHAT)

ARTICULATED OCCUPATIONAL PROGRAM DEVELVMENT JO

0

(CONT.)

AhT TASK ANALYSIS OUTLINE,

2. (THE HOW) (THE WHY) 4. THE WITH WHAT) 5. (THE HOW WELL) 6. (HAS LEARNING

OCCURRED)

2) Breakdown of

major activity

divisions to

individual tasks

ur,routine work

projects that

may be assigned

to a worker as

the normal re-

quirements of the

job.' (These

witasks may be

I used as the

teaching unit

topics.)'

The information

needed to develop

the above "must of,

necessity be

obtained from the

occupational

advieota, to

ensure, hat it

is complete,

current, and that

occupational

needs are being

satisfied.

9 J

Each lesson and

course of instruc-

tion should develop

sequential competen-

cies.

1. (Continued)

(THE' WHAT)

The major divisions

may be the occupa-

tional courses of a

curriculum if the

divisions are

identifiable.

Advisors also iden-

tify the frequency

that the task is

performed and the

skill level require

to perform the task.

GUIDANCE INFORMA

TION: The informa-

tion the learner

needs to know in

choosing, preparing

for, securing, hold-

ing, and making

progress on the job.

May be taught by

others than by the

occupational instruc

for as well as the

instructor.

4

t

Test,items should be

tested for validity

and reliability

before use. (Maybe

outline in nature;

will require specffic

problem detail to

complete test item

for use.)

b



ARTICULATION RESEARCH PROJECT
JAMESAPRUNT INSTITUTE AND. THE DUPLIN COUNTY PUBLIC SCHOOL SYSTEM

JAMES SPRUNT TECITNiCKL INSTITUTE
P.O. BOX 398

kENANSVILLE, NC 28349

1:.

SUBJECT: Use of.Instruetional Objectives Guides in the Conduct of Instruction'
for Articulated Occupational Programs

. TO:

...

Accompanying this letter is an Instructional Objectives Guide for the occupa
tional education program of your interest, which has been developed as part of
the Articulation being conducted as a joint effort by James
Sprunt Institute and the high schools of the Duplin County Public School
System. It is expected that this,guide will be used by'all occupational edu-
cation supervisors,, principals, guidance counselors, and occupational program
teachers/instructors, secondary school system and JamesSprunt,Technical Insti
.tutein meeting the requirements for the articulation of subject matter of the.
OccupatioAal programs involved in the Articulation Research Project. The

,purpose and use. of the Instructional bjectives Guides is described in detail
Enclosuts-1, attached, and should b studied carefully.

, .

If the concepts of the Articulation Researc Project are to be given a valid
test, it is essential that the instructors us the Insttuctional Objectives
Guides to determine and apply the minimum instructional objectives, skills
.(Process Objectives) and related technical information which must be taught
to the learner to provide him with job proficiency in his chosen occupation.
Instructional contact time allocations for the various instructional objec-
tives are established for program planning puiposes and represent thettime
estimated as required to teach the average learner to become. occupationally
prsfisient in performance Of the task. Thescontact time allocations for the
04m, but motivated, or the exceptionally alltelearners will, of necessity be
guided by.the individual's needs. The performance .standards\aa stated in the

1 guide indicate the performance proficiency level the learner must demonstrate
by the end of the course or prograi to be considered occupationally qualified
and will be applied as the minimum performance( standards for the program.

To determine the effectivenesi of the articulated programs,it is essential
that the occupational teachers/instructors concerned, at the high school
level, as well as the guidance counselors, urge students interested in con-
tinuing their articulated occupational program beyqnd high school to attend

James Sprunt Technical Institute. This is the only way that learners tn the
occupational programs can be assured of receiving credit at the post-secondary
level for work successfully completed in high school, thus avoiding repetition

of work completed or retesting. If such stud s fail to attend James Sprunt
Technical institute, there is no way of dete ning the effectiveness, of the
articulation program orto measure its benef t- he students and the com-

a
munity as a whole.;

APPENDIX E

1U3'



Instructors/teachers are expected to ensure that their instructional planning and
preparation include as a minimum the instructional objectives and provision(for
the application of the performance standards contained in the instruction sa objec-
tives guide for their program. The guides do not specify how a course is to be
taught, but the emphasis should be on how to apply the processes and technical
information to be learned. Theory should be limited to'the essentials which the
learner must know to meet instructional objectives.

Articulation Project instructors and guidance counselors at both levels of educa-
tion are expected and encouraged to coremunicate *with each othet regularly and to
develop a program of mutual assistance. Equipment requirements not available to
all schools can, in some instances, be made available for instructional purposes
by proper advanced coordination and planning betweenythe instructors/teachers con-
ce

el4U1A1 10.&14400%-
Dix an S. Hall, President
James Sprunt Institute

r

kbd

Inclosure - 1

Purpose of InstructiolorObjectives Guide

Char s H. Yelverton, Superintendent
Dupl County Public Schools

Copies to:

Chairman, Board of Trustees, James Sprunt Instj.tute,
Members, Board of Trustees, James Sprunt Institute
Chairman, Board of Education, Dupli County
President( Jemes*Sprunt Institup
Superintendent, Duplin County Public School System
Dean of- Instruction, Zames-Sp4nt Institute
As istant Dean of Instruction, Jams Sprunt Institute
As istant Superintendent for Occupational Ed ation, Duplin County

Public School System
Director, Vocational Education, James Sprunt Institute

(Vocational Education Programs Only)
Orincipal)s, Duplin County Pubp.c High Schools (4)

dance Counselors, James SPkunt Institute & Duplin.County High
Schools (5)

rips rutors/Teachers for Occupational4rogram Concerned, James Sprunt
I Idstitute and Duplin County High Schools (5 or 17)

Occupational Advisors, Duplin Area Occupational Advisor & Program
Committee (for program doncernel) (5)

Atea OcCupational Education Dirtptor, State Department of Public
Inetruction, Jacksonville

1

1 each
1

1

1

1

1

1

1

1 each

1 each

2 each

1 each

1



NORTH CAROLINA EDUCATOR RESPONSES
.TO

SURVEY REGARDING ARTICULATION CONCEPTS.

The source is a random sample 'purvey conducted in 1975-76 in support of
a study titled "A Study of, Concepts, Policies and Procedures to Accomplish
Vocational-Tedhnical Education Program Articulation Between Secondary
Schools and Institutions of the Community College-Systems of North
Carolina", by Carlyle P. Woelfer, North Carolina.State University, 1977.

Persons responding to the ststewideeurvey'lncluded vocational education
supervisprs, guidance counselors and vocational education teachers at
the secondary level of education from 21 different public school systems
and their counterparts from the 11 different community colleges and
technical institutes serving those systems. The-teachers and instructor's
were primarily involved in the Automotive Mechsnics, Business Education.
Drafting and Health Occupations Programs%

-The analysis of data derived from the responses to the statewide survey
discussed above showed that more than 70% of the survey sample respon-
dents agreed with each of the concepts which form the.basei tor this guide
and are, discussed in Part I, Introduction, under the title "Articulation
Concepts and Rationale". The percentages of the type of response reteived,""
for each concept are shown below: -

Concept ' Agree Disagree Undecided

I 95.55% - 00.00% 4.45%
II 74.83Z 11.56% .14.61%

III 73.47% 17.01% . 9.52%
IV 76.71% 5.58%. 17.71%
V 70.07% 11.56% 18.37%

APENDIX

O
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1

POLICIES AND PROCEDURES
FOR

LOCAL-AREA OCCUPATIONAL -QUALIFICATION EVALUATION

1. Purpose - To determine if students satisfactorily completing two or
more blocks of vocational/occupational program instruction during the
past scholyear can meet the business/industry standards of performance
for job q ification, using the Occupational Advisory and Program Com-
mittee developed standardised test items in the program instructional
objectives guides. This evaluation also determines transferability
asecondiaby occupational course work for CC/TI credit. (See Appendix G-2

2. Who - Persons to be evaluated for job performance ezoficiency will
be those high school students in articulated vocational programs who
show occupational proficiency (passing, 77% or better) and have indi-
cated interest in employment in the program occupation on leaving high
school, or intend to enter advanced occupational instruction at the
CC/TI level.' A cross-section sample of program post-secondary students
who are completing or have completed during the year those occupational
courses common to the high school6 should also be evaluated. (See
Item 8.) CCITI'student participation is a quality control feature.
Priority for evaluation of high school students should be given.bo
those who are leaving high*,schorl by virtue of graduation or other
valid reasons. The end of the high school year (May) will be Q19 date
for the norOtal evaluation of high school vocational studenis. High
school students can be o6cupationally evaluated once a year, for in-
struction not previously evaluated, until all occupational course
requirsients have been met, or when the student leaves school. However,
there can be, exceptions made for such courses as typing and shorthand
which are offered in 2-year blocks and can be adequately tested when
the student is ready to leaveschool or has completbd the second year
of the instruction.

3. Evaluation for Occupational Qualification (Advanced Instruction)
should consist of three phases or components:

a. By the Vocational/Occupatidhal Teacher /Instructor Evaluation - This
part of the evaluation is based upon demonstrated general profi-
ciency in class, attendance, attitude, reliability, work motivation
and cooperation with the teacher and fellow students in task per-
formance. Any teacher made test grades should also be considered
in this phase of the evaluation. This score is normally combined
With item 3(b) for a course grade.

b. Task Performance Proficiency Evaluation at Holm School - This phase
is primarily the evaluation Of the recognize4 accupational tasks tin
a block of instruction, using standardized test items and applying
the performances standards. This evaluatioetiii, be performed by
the teacher/instructor concerned. This is in recognition of the
fact that it will be impossikle to evaluate a student's occupation-
al qualification fully at wrablitral testing facility in the time
that may be madeavailable.for such a purpose. This phase Of the

APPENDIX G
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.
.

evaluation can bit continuous throughout the period as the in-
struction is conducted on the instructional objective concerned.
The course or semester grade is normally a combination o 3(a)

and 3(b). r
,

% ..)
c. Joint Occupational Qualification Evaluation cted at a )

Centralised Testing 'Facility, Using Stand* zed Test-item, and
Performance Standards - This phase to be onducted at a central
testing facility, by a joint evaluatio team consisting of at
least two occ onal teachers/instr ctors (one high school
teacher and one CC TI instructor) for each articulation project pro- .

gram of instructio . The purpose of this phase is to cause thb
student demons ate to an impartial testing team that he/she
is occ tionally ualifiad to perform the tasks organic to blocks .

of inst ction c leted and to be certified accordingly: The per-

formance evaluatio will apply randomly selected test items from
the standardised te toms, withlmithe limits of the instruction
completed by the sttden esal..1t)is a "challenge" type evalue-
tion. Test items will concentrate on primary tasks and where a
complex task is involved, which required considerable completion
time, the test may require performance of only a portebn of the
task. Oral and written responses to certain test items may also
be cons dared, particularly where related technical information
is conc ad, or identification of.certain components of an1.7
assembly r an inspection is required. (See Joint.PhaselEnclosure

'1( 1.) appendix G-1)

(-4. The final joccupittional qualification for each block of instruction
of the individual being evaluated may be determined by a-total of
the three evaluation phases weighted as follows:

1) Teacher/Instructor Evaluation (Homit\School) from 3(a),
pits

2) Teacher /Instructor Adminibtered Task Performance Evaluation

3)

(Home School) from 3(b), final grade 60%

Comprehensive and/or Appl d Performance Centralized
Testing Evaluation by Joint TestTeam, 40%

100%

This evaluation series is designed to validate job qualification
and is not intended as a substitute for semester or quarter
grades,. Semester or quarter grades should, however, contribute
to the teacher/inst s evaluation phase. The student lust

achieve a combined ore of 80Z or better to be.considered occu-
patitnally qualif d in any one block or course of instruction.

4. Central Occupation'. Evaluation- Facility - This facility ulribe
centrally located to the institutions using it and have the best
facilities and required equipment 'available to conduct.the evaluation.
(In most cites., this may be the local CC /TI J Selection of the CC/TI
resources for this purpose would enhance tfticulation since it would
urthor expose thehigh school students to the post-secondary institur
t one resources.)
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S. Joint Occupational Evaluation Team - This team aboilid consist of at

pational program concerned. Where the size of the group being °value-
least owe high school teacher and one CC/TI Instructor for the.occu-

tad is large, or the test items require several test administrators,
more than one high school teacher will be required. This team will
set up and administer the test. The test items used will be those
selected by the instructors of the arch occupational program committee
Shd,should be representative of the major tasks of a block of instruc-
tion. The percentage value (based upon importance) of test items with
relation to other test.items in the evaluation should also be deter-
'mined by the committee concerned. Student performance on each test
item should be evaluated on the basis of "qual,ified" or "unqualified"
to perform the-task(s) concerned and meeting plstructional guide per-
formance standards stated in percentages.

6. Centralized Occupational Evaluation Administration Time The central-
zed occupational evaluation should be conducted in blocks of 3 or 4

hours (AM or PM).on as many days as determined by the instructors coo-
perated. Provision should be made for students to be excused from other

Achool activities during their evaluation. These evaluations should
be considered as important to the occupational student as the S.A.T.
is to the college, aspirant.

a- oe'

7. Certification of Job Level of Occupational Qualification - The student
who achieves a final combined score of 80% or better, in each of the
instructional blocks that collectively make up a recognized job will
be issued a Local Area Certificate of Occupational Qualification, Dri

leaving school. This certificate will state in standard industry/
4 business/profession or D.O.T. recognized terms and. titles the job

level of performance successfully demonstrated by the student. The

certificate of occupational qualification should be signed by the
teacher and instructor(s) administering the test at the centralized
testing facility and the home school occupational teacher. It will

be authenticated for the Occupational Advisory and PrograneCommittee
concerned by the Executive Secretary of that committee. It is also
desirable to issue, all students who have been evaluated a list of the
tasks completed for which performance standards have been met. (See

Proposed Certificate of Oc'cupational Qualification,,AppendixH.) A

A record should be kept of students centrally 'evaluated who success-
fully have met required qualification standards (for poly one or more
blocks'of instruction but did not meet evaluatidh requirements for
enough blocks (or vere not tested) for qualification for a recognized
job. Such students should receive credit for tfiorle blocks if enrolled

at a CC/TI in the program. Foy students 'remaining in High school,

such credits should be applied with work recognized the following kear

in determining job qualifications. All credits awarded should be made

a matter of record at the CC/TI with that information also provided
to high schools concerned, (see Appendix H-1) and to the students.

Those students who do not receive a certificate of job qualification
bu idid earn transfer credits, should be given a"letter that states

edits earned. (See Appndix H-2.)
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S. Testina of CC /TI Students - In view of the confliCts between spring

quarter and spring semester cqmpletion dates and the difficulties.

that may be experienced in obtlining CVTI-student participation in4
centralised testing, it may baappropriate to evaluate the CC /TI

student: in those courses with subject matter cvmsonipo the high

schools during the conduct of regular iqstruction. lhe evaluation

to include Use of the s committee prepared test items and test

procedures acwill be er re used to evaluate the high school stu-

dents during centralised-testing. The results frpm the reepooses

to those test items should be recorded and providid to the Executive

Secretary of the Load' Area 000Mpational Program and Advisory Commit-

tee concerned'for use in prafiking quality control statistics.

ft,

New

) ' #
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OCCUPATIONAL EVALUATI N POLICIES, PROCEDURES
AND RESPOWSIIIL IRS PLANNING MODEL

Joint Centralised Evaluation Phase

1. Establish date,
evaluation.

Responsibility:

time and place for each articulated program centralistic!

AssistantoSuperintendint for Vocational Education
Local Area Public School System(s) (or equivaleht).

Dean of Instruction (or equivalent); local area
CC/TI.

2. Designate teachers/initructors to participate.

a. Minimum: 1 high school occupational teacher and 1 CC/TI
instructor.

b. Student to teacher /instructor ratios '8 to 1 (may vary with Block
Tested)

Reaponsibility: High Schools - Assistant Superintendent for,Vocational
Education, Lo a1 Area Public Schook System(s),
designates school(g) to provide teachers; school

/ administrator designates individual(s).

CC/TI - Dean of Instruction or other appropriate
supervisor concerned with program to be evaluated.

1

3.- Designate students to participate in the evaluation - (6104ted to high
schoo students with employment interests in oc upation o the program

or pl for advanced instruction and at least a roes -secti

CC/TI students in common courses.) In both cases, the stud _o be

evaluated must be eligible for evaluation based upon pro siona of

Appendix G.

ResnZailbility: Teachers/instructors in progral concerned, based upon
information redeived through local school administra-
tor or Department Head from Assistant Superintendent
for Vocational Education, Assistant Dean of Instruction
or Director of Vocational Education, or like super-
visors.

4. Provide list of students to be evaluated and instructional blocks comr-
plated to evaluation team.

Responsibility: Assistant Superintendent(s) for Vocational Education
and Dean of Instruction (or esuivalent) assisted by
executive secretaries of the local area advisory
and program committees concerned.

APPENDIX C-1
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-

_. '5. ilreparation of Eialuation
.

.

4i r °

a. . Selection pf teat items, frog stancrarLdizedllistinit4

-

y ' : -

..
a

.
-

. .. ..
..',.b.' -1Provision,of test item .details to, iinclude item t lllocat#Ins.tS.

. .

)

., . 4- 0-.. . . ra .. 1, - 4 , Nui

.. . e ^ Determination of equipmentliet!acilityrequiremen0.

1..d. ,Determination of test item,Sequence and method of eval tion

,

.-.

('

t crsil, written, identification and performance); and/

, '' .-e.. .Detemi#atfon of evaluation detail procedires (114ividual re-
1

iy

sponsibilities of test.administrators).
'..--r

0., al
.

Responsibility: Teachers(s) and instructor(s).desif4nated to form :k.'''''`----,
. _

. ,-, program evaluation team. ...
6. Arrange for transportationwef students to centre valudtion facility.

Responsibility: School administrator concerned, ordApated by
Assistant Superintendent for Vocational Eiation
Local Area Public School System(s) and CC/tI Dean
of Instruction or designated person.

Suggested student evaluation load per evaluation period:

a. Automotive 15

b. Business Education.-24

.Drafting 15. o 4

Provide r..e't;acifer evaluation of occupational cinlification of stu-

o

dents-being.evaluated at central testing facility to test evaluation
team. '($fe,Bssic Guide Polictes and Procedures for Local.Area'Occupa-
tionalQUalification Evaluation - paragraph pertainingto occupational
evaluation, AppendiX G-1.)

-Responiibilityi .IndiVidpal teachers/instrUctors concerned through
,local school administrator in time fOr evaluation.

sheuld be submitted with student's:name, I)
,.possible.)

7
9. Exercise general supervision andecoordination of centralized evalua-,

tion team and centralized testing phase.

Responsibility: Executive Secretary of the Local Area PrograM'and
AdvisorY-Comaittee concerned with the otcupational
rogram in which students being tested are enrolled.

10. Arrange foal equipment and eet facility availability and preparation
based upon iequirements determined by centralized testing team in
paragraph 5-above.



4_

- Resiontibility: Occupktional edUcdtion supervisor exercising super-,
* asignate0, the occupational

teacher/instructor normally darged with. the facili-
ty'and,eqnipment. Preparation Of facility to be per-,
-formed by test"team -personnel, assiste&by fadility '-

inia-Uctoftiftotpartbf test team,, coordinated by
Executive Sikpretary of Advisory and Program, Commit-

tee concerned:

11. A Suggested Procedure to Determine.Student Test -Item Assignment'
VOcaitional/occuPational teachers /instructors will prep2re sufficient.
test items to test.stndents in the time allocated, on .each block, of.

",instructioncompteted since last. tested. Hunt previously.tesied, those
'blocks:of instruction completed during.the;school year will be tested.
Test items should be designed to be completed in relatively short" .

- periods. (Multiples.of 10 minutes are recommended.) To reduce the'
chance for compromise to permit station -type testing to expedite

61
testing, test items fr:ach block should.be numbered and grouped

according to allocated completion time. Slips of paper with.teSt item
number and sequence pf testing for that item will then be placed in
containers and the student directed to draw the appropriate number of
slips from the Various. block groups. The numbers drawn will then be
the teat items .to Which the student responds and sequence of response.

12. Test Items-for4entralized Testing - The planning committee for the
centralized testing phase should be made up of necessary. representatives
,from each participating institution in the program concerned. The
committee as a group should select the test items outlines from the
appropriate blocks of the instructional objectives guide per paragraph
11 above'. The joint evaluation test items should then be prepared by
the committee. Eadh item should be "reviewed by the committee for
validity and reliability. Following preparation of test items, they
should be gii7en to the executive secretary of their advisory and program
committee for review, necessary reproduction and safekeeping until
test day(s).

13. Grading of Test Results` and' Calculation of Qualification Scores -
Following each day's testing, test team personnel should glade test items

(administered.' If possible, qualification scores should be calculated
at this time based upon, Paragraph 3, Appendix G. ResUlts should be
given to the committee's Executive Secretary. .

'14. 'Preparation of Occupational Qualification Certificates - Responsibility
of the committee's Executive Secretary. -(See Paragraphi7, Appendix CO
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RATIONALE FOR CENTRALIZED, EVALUATION
FOR

JOB QUALIFICATION.

Centralized evaluatiOn f'or occupational program students for job,qualifi-
cation and advanced program credit is appfbpriate as,an element df the arti-
culation process: With the support and efforts of all concerned, the
following benefits can result from centialized evaluation:

1. The student is evaluate by competency based test items simply for
ability to meet job qualification standards in occupational work
completed and is not in competition with other students.

2. EvaluatiOn is based upon student ability to respond' to standardized
test items that relate to key lob tasks and are selected from test
items in the program ihstructyional objectives gulak Test items
are designed to meet both applicatory and cognitiveztsk require-
manta._ Performance standards are those recognized /by.the- occupation
for the job task concerned.

3. The centralized evaldltiOntest items are prepared for administration,
reviewed for AdeqUacy, and responses graded by the joint efkorts of
vocational/occupational teaChers/instructors of the articulated pro-
gram concerned.. The results should be better test items anclteat
adlinisttitJon than norMallirtan be done by one individual. ThaH
foregoing also helps to'valfdate.acceptance of .'evaluation results by
the pdst-secondary occupational instructors, when a student pregents\4(
high school earned job' qualifications for advanced standing credit in a
post-secondary/program. a

4. By demonstreting,job qualification through centralized iesting;:high
school studensiksimultaneously demonstrate their qUalificatisnto
receive advanced program credit for same, without furthetesting, if
they enr /ll in the program:at the post4econdary level - the purpose
of articulation.

5. Centralized testing helps to determine-if all vocational teachervand
occupational instructors are following the instruCtional'objective
gt?ide for their program in the same block of instruction. That pra,
tree ensures that the same tasks are taught and the sameiperformsnce
standards'applied - again, articulation\

13,-/Centralized testing provides the opportunity to award the successful
student With a standard, area recognized, joint certificate of occupa-
tional qualification which states the job qualificationts) demonstrated
by the student in terms having personnel management significance. The
ceitificatels issued by the occupational advisory and program commit-
tee conducting the evaluation. Si4_this is a joint educatiohal area
activity with advisor participation, it should have more credibility
than the average' institutional'diploma or certifidate.

APPENDIX C- 2
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7Y Providesta valid basis for administrators to evaluate the quality of
occupational instruction.as well as student ability in articulated
programs presented in the institution(s) for which they have admin-IP

.l

istritive'responsibility., This is a of accountability.
It also helps to ensure that adequate resou ces are provided o
support the program. -. -

44 Properly conducted, tentralized evaluation can serve adra worksh
for all involved to improve testing procedures.

Do not confuse centralized job qualificationevaluation with
(

course grades
and credits awarded the student by home school classroom teachers. Cen, ,

tralized testing is annual and normally involves all courses or blocks of
instruction completed by the student during the year, or all blocks of in-
struction in which not previously evaluated by centralized action. It is

not intended as a substitute for final examinations. The,home school
teacher could use some appropriate elements df centralized testing results,
if such was planned, as contributing to final grades for the 'spring
semester or quarter when there is a question of passing or failing a course.
The designation of "job qualified" in a specific block-of instruction is
the result of a composite-score-that is based Ton two independent evalu-
ations.. The first evaluation is that performed by the home school occupa-

-1 tional teacher during the conduct of daily instruction in the block eval-
uated. The second evaluation is the result of the centralized testing
conducted by a joint-test team of secondary and post-secondary teachers.

gCJ

a

ti
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THIS IS TO CERTIFY THAT

Jime Hockey

Has satisfactorily completed

articulated blocks of instruction
at Wallace -Rose School and has,met performance standards required

for qualificatiOn as a: File Clerk, Clerk-Typist, Clerk-General

Blo 1.0 2.0 2 5 4.0 and 5.0

the Business Education

a

program, conducted

OFFICIAL:

Date. May 12, 1977

For The Duplin Area Business Education

Advisory and Priogiam COMmittee

By: Thomas Hall

Committee Executive Secretary

)Assistant Dean of Instruction

James Sprunt Institute

SEAL

JARS SPRHNT INSTITUTE

(
Home School T

Laura C. Henan

Wallace-Rase Hill High School

Evaluation Team Members:

Laura C. Henan

liallace-Rose Ill High School

'Catherine Register

James Sprunt institute

Herman Hight

MOS SprpOt institute

I

SEAL

DUPLIN COUNT! SCHOOLS



o

Hanchey, June
Wallace-,pose Hill HAIgh_School
May 1977

N

Credit without further testing in the appropriate Business
at James Sprunt Institute, Keiansville, North-Carolina for
course. numbers lietta below, if enrolled during the scho

year follOwing completion o the Business Education progr

4

Block 1.0
Block 2.9
Block 2.5
Block 4.0
Block 5.0

//
Persona' Development
Basic Typing

.

Filing
Business Machines Reproduction)
Advanced Typing

Q - Qualification Score

r

4

S

Education programs will be g
the instructional blocks and
year 1977-1978 or the schoo
at the secondary level.

-HYG'101 Q - 96
_BUS ,102,103,

BUS 112 Q -T. 98

BUS 212 Q - 95
INIS 104,205 Q - 95



13 May 1'77

4

The students listed on the attached sheethave participated in the lin
Area centralized Testing*Program for job proficiency in Business Educa-.,
tion subjects. They-haft demonstrated ability to meet job prOficiency
performance standards in the articulated program blocks of instruction'.
shown after their name, but have not been tested in sufficient subject.areas-to

be identified as.qualified for .4 specific job recognize in the.

aNt
Dictionary of Occupational Titles CD.O.T.r. They will not be ins .-a

Duplin Area ..3ob Qualification Certificate at this .time. Theie_eval 'tion -

results will be recognized as evidence of articulated instructional` blocks
satisfactorily completed and will bet utilized together with futuilt (1977-
1978) centralized testing reports to determine job qualification. In...

addition, full credit without add °nal. testing will,be given by James
Sprunt Institute in -these subjects der the 'following cOnditions:

# ,

A. The student enrolls in one of Jearticulated business
programs during the school year 1977-1978 or; .

B.. The student enrolls in one oirthe articulated busineset
programs following completion of their current high school
business education program.

A copy of thiehreport will be kept on file in the Office of the Registrar,
James Sjrjrnt Jastitute.

Thomas Hall, ExecutiVe Secretary
Duplin Area Business Education
Advisory and Program Committee

APPENDIX H-1



,LETTER O7 AWARD
4 ,41?

OWL= COUNTiUSLIC SCHOOLS

I

4

lAtty ts, 1978

. \\,

Yom pmticipaiion in the Anti.e.utation Tethng Purim between Duptin County
Sehool4' and laalta Spitwit inss 4 4tipm.gfautt to the educational

"ptcogneu owl. county rtd La since/414 appaciated

Gee me pleased to .info IN you that yowl. tut aconu indicate th4 you meettgible 04 advanced placement Lit the iollowing meals):

JAMES SPRINT TUITXTUTS

Should you elect to melt at Jamea Spluutt Inatitute to ue Studie4
tO IL degree 81.0.67444$ Education, you mitt be medit 604

iottowl.rig com4e4:

Thee cowtoea are also applicable to am) Job Quatifrication CeAtiticate fox
wtrch you might be eligible.

Conpatulationa on youn accompliAlutvets and but of luck all iutme
endeavou.

Lloyd Stevens . AAA Outlaw, Vikectok
A64i4tantSupenintendent Vocational/Technical Education
Duptin Comity Public Schooto Jaw Institute

LS:JO/kd 11C
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Block 0;00 Introduction to Automotive

Technology

high school 180 hours

CC/ti ,) 176 hours

0.10 Shop Ilion and Safety

MS K a ibiactice shop safety.

L M S 'now fi ett requirements for

renal haters.

0IV . and

maintal mmon help tools.

L M S Identify, use properly, and .
maintain items of common shop

equip

L M S Identify, use properly, and

maintain items of common use

shop machinery.

L M S Know performance requirements

of standard shop operating

procedures,

0.20 The Pktir Vehicle: Assembly

Identificrtion, Assembly and

Vehicle Mecbanical Operation

god NW %interim

S -Know types, purpose, appli ion,

and care of lubrication and ti

_LMS Know purpose, operation, major

pink end care of cooling system

__..LMS Kvv purpose, operation, major

perk, axiom of automobile

Neer.

V

L M$ Know pu)pora, operation, major

parts, and Ore of braking system,

LMS Know,pupose, types of

' system operations, major parts,

and care of fuel system.

L M S Know purpose, operations, major

bans, and care of steering system

and front end,

L M S Know purpose, operations, major

g pens, and care of power train and

manual transmission.

L M S Know purpose, operation, major

pent end,cere of engine.

M S Kr* purpose, operation, major

parts, and care of automobile 1

air conditioners,

M S Know purpose, operation, major j

parts, and care of automatic

transmission.

L M 9 Kw purpose, operations, major

pats, and care of automotive

electrical systems.

0,30 The Automotive Winkler)

1. M S Know qpportullities and job

availability for the )atomotive

'technician.

LMS Know how to get a job, hold a

job, end ern advancement.

LMS Knee how to meet pecpleand to

be emoted by,fellow employee

L M S Know the technician's

nsibilities told his
e layer, the customer, and his

ft.cr

Block 140 Lubricetion and Vs

Operating Whine

high sclpol 25 hours

( 2 5

LMS Change 0010 filters.

M S Lubricates vehicles and iquipment,

L M S Removes, repairs or replhoe tires,

f and maintains equipment.

L'M S Winterizes vehicles.

Block 2.00 Cooling System Maintenance

and Ropiir

high epoots 30 hours

L M S Inspects end replies water h

L M S Checks tcooi la'n; freehz°06Thpointet,

L M S Pressurizes end inspects cbole t

system.,

L M S TOM' rsplion thermostat

LMS C overflow teek and

LMS REIMS and reinstalls

radiators,

LMS CNA:811y clone we flushes

ling system.

LMS Replaces voter pump,

L M S Replaces freeze plop.

Biod 300 Automobile Heger

I Maintenance and Repair

high school 30 hoursrtiti .30 hours

M S I apoptiand replaces defroster

hose,

L M S Services heater control

components.

L M S Replaces heater water control

core,

L M S Services or replaces circulating

heaters.

L M S Diagnoses heating system

'malfunctions,

Block 4.00 Braking System Maintains

and Repir

high school 60 hours

citi 66 hours

L M S Adjusts brakes.

L M S Adjusts hand brake linkage.

L M S Frees up parking brake cables.

L M S Replaces hand brake linkage.

L M S Bleeds brakes.

L M S Inspects, wail] or replaces self

adjusters.

L M S Replace brake hoses and lines.

L M S Inspects and replaces brake pads

(disc brakes).

L M g Inspects end replaces brake shoes

L M S Inspects and turns rotdr if

necessary (disc brakes).

l M S Inspects and turns brake drums.,

LMS Repairtor replete wheel cylinder.

L M S Rosin or replace meter

l M S Repairs or replaces hydraulic

power cylinders and valves,

L M S Performs operational brake

inspection

Block 5,00 Fuel Sys em Maintenance

and.Repoir

high school 55 hours

,ccit i 55 hours 6

_LMS Inspects, mice, or replaces
carburetor air clever.

l M S Cleansiir replaces fuel flItunits

L M S Removes, service, or replace fuel

line and hoses,

L M g Installs carburetors.

L M S Inspects and matures fuel flow

and pressure of system,

l M S AO* carburetor,

L M S Inspects, cleans and adjusts choke

unit (automatic and manual),

L M S Inspects, services, or replace gas

tank, cep end sending unit.

L M S Repairs and services carburetors.

L M S Repairs or services esheust

emission control system, to

include manifold heal.

L M S Analyzes fu 'njection problemsfu

by means electrical diagnostic

equipmen .

I. L M S, Performs operational insbenens

of exhaust emission control

system.

Block 7.00 rtho Train end Manual 1

Transmission .

LMS
LMS

L M S

LMS
_LMS

LMS

LMS
_LMS
LMS

I M S

_LMS

high school 165 hours

cc/ti 165 hours

Lubricates Ujoints;

Lubricates speedometer cable

drive gear and housing.

Repairs or replaces slipjoints or

Lijoints.

Replaces driveline seals.

Tests and replaces outofround

drive shaft.

Inspects drive shafts, LIjoints and

center bearing,

Replaces manual transmission

gaskets and seals (incar repairs). '
Replaces pilot bearing.

Replaces throwout bearings.

Replace transmission Mounts.

Adjusts mechanical-type clutch,

tzi
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L IA S Adjusv external ihift linkage on

mania ll mnsrnision.

L M S Inspects shifting

LMS Perform operational rimkual

transmission inspectiOnL

L M S Repios mpiusi LMS
LMS

L M S Repimet mechanics type clutch; L M S

L M S Replaces menual tranSMoOn. L M S

L M S Rebuilds mental tranmimidh L M S

info( Wits).
dr LMS Rebuild; overdriveoverdrive unit INS
_LMS **welds shaft, burirqe

and shat I'M S

LMS Replaces pinion Isl.

L M S Reim differentials. L M S

L M S Overhauls differentials.

L M S Pet am operational Ireprtions

of 'fferentiok

L MS Performs operational inspection!

of positive crinkcem ventilation

system.

MS Repairs or service crenkcam

ventilation systerra

Runs corrormsion tat.

Yams cylinder leskipe tat

Worn cYlinckgetrum tat
Diagnosis

Diignom rles thin and hor

meth/notion.

Clews engine ports Ind maks

via* chick for condition.

yak 0,41,
Remove and miry pen new

Perform cmerstionel Inmet

of engine lubrication hetet
LMS Rano end mks rims and

seek

Merriam and wire had
ed.

I hod for prang.

Mugs
Remo* dnd MO= Ohs
Grinds mks
Resurface ohs sets.

ROOMS and mime ishe !Mere.

ReITOMerd replies wive ;olds

Renew ard reply:mere
Pitching elm guides for Emil

aide

Mod 1A0 Et* Wawa, Rook
cod Otarhtd

I
tp, high mhool 220 hours

CC/U. Fe how
_LMS giro nine. )

L M S Inrcts 'Ault rmtem
LMS Inrmts or remove Ord

WW1 nwilfokk.
L MS Ilimmem Oil

MOWIL

M S

L M S

M S

LMS

LMS
M S

IMS_ CM S

LMS

L M S Removes Ind replace oil pump.

LAM S Repairs oil pumps.

L M Removes and replaces riming gears

and chains.

LMS Removes end replacei flywheel

ring mi.
LMS Vows end replaces engines

frfin vehicles.

LM S Rims end replaces connecting

. rode and swings,

LMS %MO* replay pm*
_LMS Remcms end replaces rings

pistons.

M S Remo and replaces cranks ft

and bsecirqt.

LMS Inspects crankshaft Ind (Cm*:

rod numbly using Moro niters

and otter equipment

LMS Inrecti end OWEN tiering fit.
L M S Rome had replaces corrshaf I.

L M. S Removes rd replan cartsrett

Wince.

Mock 11.0 Automotio Elortriol Syttowo

Windom rid Rook
high echlol 125 hours

cc/ti 231 hours

LMS puns pi, Kid tuts ;Perk Plugs.
L M S %pleb light butt
L M S Replace flair units.

_LMS Services animas Wm*.
*les, mil buttery boas

L M S Performs operational irscectiors

of lighting and electrical soot

_LMS Removes and replicas stoplight
switch.

LMS Adjusts hollights,
LMS Adjusts, removes, repaid, or

Mtge beck up light switches,

LMS SO ignition timing.
LMS Regrows end replace prawn

altermtort
M S Ramo and replan stoners.

_L_ L M S Repair Marrs and solenoids.
LMS *Om Taunton a altsmetort
LMS *Mrs or ream and repine

creeping rat= regulatorL

LMS Analyse *functions In the
ark Mg system

M S Rentm, rows, rows end

adjusts dittrbutor.

Code

L Limited skill, requires supervision.

M Modemp skill, requires minimum

ylendon.

S . Skilled, works independently.

1'

(NOTE: Elks card is folded

at index lurks to fit in

wallet or pocket.)

OCCUPATIONAL TASK PERFORMANCE

RECORD

Articulation Research Protect

CC/TI

and

City/County Public School System

(school)

AUTOMOTIVE MECHANIC

Pot I

(Tame)

(date)

"(instructor's certification)

to

(-)
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H
0
2
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OCCUPATIONAL TRADE FAIRS ,J

.

A vehiCle to serve as an information activity relating to occupational programs
for the commumity'as a whole, to include studentA, the fatdly,4 teachers of all
levels and subjeCta and business and industry is74-1.occupiational trade fair.
this activity_ should involve the Joint effort Of all levels of career explora-
tion and occupatiOnal instruction from junior high School through the.post -
secondary community college or technical insttitute. To show the terminal
objectives of the occupational programs, the business, industrial (to include
agricultnre),.and professionak,activities of the area should be included to
provide a complete display. Participation. of such activities will also serve
to make them more aware of the occupatiorial education programs conducted and
their poton al

.

.

.,,,
.

The gulden counselors from both secondary and post-secondary levels should
also part ipfite since they can'and should playa key role in articulation.
The local rea Employment Service Commission can support the guidance counse-
lors. *The regular Armed Services, local National Guard units, and other

'government 1 agencies that capitalize upon the use of occupational and academic
education_o tput or provide such training, should be included. In addition,
nearby comm ty colleges and technical institutes and senior collegei should
be asked to par ipate with informational action or related displays pertaining
to career clusters for which no programs are operational in the sponsoring local
area.

4
N

The junior high school, high schoOl and post.-secondary (community college/
"/ technical institute) displays should show each exploratory and occupational

program conducted, employing live action displays with students participating.
Displays should be highly organized by occupational clusters or programs
leading from the exploratory programs through each educational level to the
occupation (the employer); as opposed to each school having all, of 'its activi-

ties in a group. Within the occupational fimily, each participating school
should display by joint agreement a phase of the total program eo that the group
of displays runs progressively from the career cluster exploratorrto the
advanced instructional phase, without duplication of activity, ending in' the
vicinity of the occupational employer's exhibit. See attached schematic on

e proposed layout. The exploratory display should emphasize the occupations in

the career cluster. (See Appendix J-1.)

The career cluster employer's exhibit should list and emphasizethe types of
jot skills they employ'and the average salaries paid arid. the progression of
advancement. Such displays should also permit the showing of primary products

or services where appropriate. Sales activities by exhibitors are not considered
appropriate under these conditions.

I
The displays of each school should be separated from the others by some form
of partition. Most displays can be accommodated in spaCes from 8' x 8' to

8' x 16' of floor space. Electric lighting, power outlets and vertical.sur-

faces are needed for the average displays. Commercial exhibits on the periphery

of the school displays should be allowed more space, ie: 15' x 15' to 15' x 30'.

12.1
APPENDIX J



Arrangements fordood service are required and often will be done by local,
service clubs or like organizations. Adequate toilet facilities are required.

A tobacco sales warehouse has been found very Watisfactbry for this type
activity if large .(minimum 175' x 200') civic center's etc., which permit
vehicles on the floor,!are,not available. Ample space permits better displays.
Parking space and traffic control must be adequate.

High' school bands playing in concert can contribute a festive air to the .

event.

I
The fair Caw,be successfully C(.aUi3cted from12:00 noon to 8:00 p.m. A Friday

aiternoon'was found appropriate. The target' audience is the whole
Community; with emphasis upon.the'6th to 10th grade students and theit. parents

` who are in. the career discussion and interest period.

`At least a" ay and 'a half should be allowed for set-up of displays. Two to
three days, in a vance of display set-up, are required to erect partitions and
prepare electrica ring, if such are not readily available, A full day for
removal of displays, equipment and clean-up is also required. Student labor
groups should be organized in advance to handle 'the'many'projects.

A Fair.Board" or "Steering Committee" is required for policy and guidance
requirements. It should consist of senior local administrators from bOth
educational systems, with representation from local area business and indus-
trial activities. PerSOnnel from the local area Occupational Education
Advisory Council are highly. desirable as pafticipants.,

The local area bliness associations or service clubs should set up a "fair
business/industry,exhibitor coordinating committee" to arrange for and
coordinate commercial, industrial, service and professional participation, or
this sector may default. The commercial, industrial; business support desired
can beinitially determinetby instructoss.

A. fair'operations and coordinating committee, to include. public relations
personnel from the load educational activities, is. needed. This committee

Should be charged with actual preparation for and conduct of,the fair.
must be a joint committee and requires' energeticinnovative-supervisory
personnel. The days surrounding the fair will find this committee involved
full time.

Long -range planning and financial support is essential for a successful fair.
Failure to provide for lead time and follow-up in the business and industry
settot'as well as school displays, can cause these areas to make a poor
showing.

Police, Fire andfEmergency services can be readily provided by inviting such
local activities to participate as part of the Public Service cluster dis-

plays.
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This type fair involves'much effort and may be beat conducted every tWo.years
to be most effective. Since the primary audience is the total. community, '""

there is little to be gained by consolidating into Regional Fairs if the
purpose is to show the,potential students and the community WhatoccupatiOnal
prograns.are available in the area.

A major publicity campaign, starting about one month in advance and employing'
all available communication media, is essential to the success of the fair.:
A special target audieUce is the junior high school student.' A handbill
given to all Duplin CoUnty Public School children is attached. (See App. J-2.)

Invitations to educational activities out of the local area and to business
and industry organizatioUs, signed by the post-secOndary, institution
president and secondary Schooksystem(s) superintendent(s) are appropriate.

It,can be seen that participation in this type activity is articulation in
every respect and is an added benefit. During the progress of the fair,
inattuctors,and superviso0 should visit with others in their occupational
area as well as with the employer representatives to becoMe better' acquainted.
and to see how other prograus are handled.

4
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Dear Parent,

What:
Where:
When:

You are invited to attend
the Duplin Area Occupational Trade Fair
Sheffield's Warehouse, N.E. Railroad Street,, Wallace, North.Cardlina
Friday, April 2, from 1.9 p.m.

You have no doubt thought about career choices your children are going to make.
Perhaps you have thought about other career possibilities for yourself. In either case, you will
want to mark April 2 qn ybur calelar as the day to attend the Duplin Area Occupational
Trade Fait.

WHAT'S IT ALL ABOUT ? .
The Trade Fair will feature displays representing
occupational programs offered by Duplin County
Public Schools and at least ten-Eastern North Carolina
TechnicalInstitutes, Community. Colleges, and four
year. universities. These displays will be manned by
students and instructors who will discuss, and in
'many cases,,provide a demonstration of a'particular
occupational task. Displays featured will include
Business Education, _Building Trades, Cdsmetology;
Marine Science, Fine Artsand Humanities;.and
many more. Representatives from the Ail,med Forces
and local National Guard Units will also man bboths
to discuss the career training they offer.

WHY A TRADE FAIR ?
The purPose of this Trade Fair will be to publicize
tastudents, the general public, and potential
employers.the occupational training programs
offered in Duplin County and surrounding counties.
It is cooperatively sponsored by James Sprunt
Institute, Duplin County Public Schools, and
area businesses and industries..

EXHIBITS ,

We chink that you will,find the 'wagon wheel' layout
unique and easy to follow. Exhibits comprising each
spoke in the wheel follow a sequential
from early training to occupational employment.

As you browse through the various occupational program displays you may enjoy

MUSIC provided by the East Duplin; James Kenan; North.Duplin, and Wallace-Rose. Hill High School District Bands
and the Departments of Music, the University of North Carolina at Wilmington and East Carolina University.

and

REFRESHMENTS and PLATE DINNERS throughout the day served at a nominal charge.

We encourage you and your entire family to attend the Fair. Admission is FREE. We believe
that you will find the Duplin Area Occupational Trade Fair educational, informative, and entertaining.



ADVISORY AND PROGRAM COMMITTEES

A. Local Area Committees

1. Functions of Executive Secretary Shbuld, Include:

a. Providing necessary administrative support for committee, such
as typing, prepare correspondence,'serve as office of record,
do necessary reproduction, redOrd committee meetings, make
travelvouChers for committee members, prepae committee bud-
get, etc.
. '

12: Providing necessary logistical support, ie: office supplies,.
arrange for facilities for committee meetings.

. . .

c. Handling committee correspondence for committee chairperson.

d. Authenticating local area certificates of occupational quali-
fication.

e. Arranging for committee meetings with concurrence of commit-
tee Chairperson:.

f. Arranging for committee review of state proposed changes to
'curriculum of interest and program instructional objectives
guide.

E. 'Initiating action with craft advisors and teachers/instructors
for craft advisor replacements as necessary. Arranging for
joint approval, letters of invitation and appointment.

SrbMitting-nainde:tUtt'lOcel area ttaft,adVisor And/or vete+
tional teachet/occupational instructor for the. state ad4i0Ory
and program committee, based upon committee selection.and
apprOp 'late local administrate approval.-

i. teeppg the committee members infdrthed-regarding iteMS -of.comr
mittee interest.

j. Arranging and coordinating centralized testing phase of eval;-
cation of program students. -Obtaining necessary test items
from teaChers/initruttors.

I'

2. Committee Operations Include:
.

a. Meeting at regular intervals to disCuss prograM, Changes, prob-
.' leme, and job opportunities versus student input to program.

(Meet at least annually, but preferably twice -a year--fall and
spring.)

b. Reviewing allprOgraM, material developed by the state committee'
and determining response(e):

APPENDIX K
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Electing a craft advisor., a secopidary member vocational
teacher and a post-secondary member occupational instructor
for regional nominees as members of state advisory and program
committee.

d. If the program is unique to the local area and has no counter-
part elsewhere in the state, performing necessary actions to
develop an instructional objectives guide as the state commit-
tee for the program.

B.- State Advisory and Program Committees

1. Qualification of Nominees for. State Advisory and Program Committee:

a. Teachers/Instructors - Best qualified based on technical
experience, formal education and highly recommended as an
instructor. Should provide for a cross-section of ocCupa-
tional experience to ensure that some members have recent
work experience or refresher training in,occuOation
related to program.

b. Occupational (Craft) Advisors - Fully qualified from a
technical standpoint with several years work experience
at the top skill level. Have good reputation in the state
association for business or industry and acceptable as a
spokesperson for that occupation'.

2. Selection of Members (Large Programa):

a., Select one secondary instructor from nominees from local
area committees in 'each educational planning region.,

b. Select one post-secondary instructor from nominees from
local area committees-in each educational planning region.

c. Select one craft advisor from nominees from local area
committees in each educational planning region.

d. Sefect vocational/dccupational education staff person 'from
either state educational department using a jointscommittee
setup to appoint occupational consultants and curriculum
specialists from the 'state staffs to advibory and program
committees. The individual shoUld be placed on hose
committees which are in or related to that person's priioar
area of occupational program interest. A large nUmber of
programs and relatively small number of occupational staff
personnel will require most to serve on more than one
advisory and program committee.

e. The committee members should elect a chairperson from among
the teachers /instructors.

1 2



3. Tenure of Members'- Initially webers should be appointed for one,
-two-and-three years to provide for-regular-change of-codftittee
members, and to preclude capture of the committee by special groups.
New appointments should be sought by the executive secretary frail
local area committees. It may be desirable to preclude i'member
from,self -succession, by requiring a break-in tenure of at least
one year, (For craft advisors, this is a case-by-case considera-
tion if they are effective and if other qualified persons are not
available.)

4. Craft Advisors Utilisation - A primary function of craft advisors
is to assist in job analysis or validate the task listing or in-
ventory to be used by the program and the initial entry performance
standards to be applied to the tasks for occupational qualification,
Several sources now publish task inventories. Craft advisers should
also determine task frequency and experience level of worker nor=
.molly expected to perform the task. Craft advisors should be re-
questedto review:drafts'of proposed instructional objectives guides
for adequacy as a4uide to development of occupationally qualified
persons.. Tool and equipment lists should also be reviewed by
craft advisors.

3. Utilisation of. Vocational/Occupational Teachers /Instructors on'
State Committees -.The teacherefinstructore on state advisory and
program committees should have the function of develdOing the
.instructional objectives' guide for. their program, based upon
standardized task:listings and performance standards, which were
developed with the assistance of craft advisors.

6. Tieing of State Committee Meetings Those meetings in4oliring pro-
gral developient should be conducted after the. end of the secondary
school year to provids.vociticital tettheri the opportUnity to meet'.
for several days withOutmissing school orlayies a-substitute.
;a:rule, advisors should not be.requested to meet fOr.eare- than one
day at a time in Deny one week. Post-secondaryinetrUctors,should
not be required to meet for more than two consecutive 8 -hour days
per week if they'are Aliso teaching..

7. Executive jecretary Functions. for.State Committee' Include:

Providing,committee administrative support to include -an
offide of record, typing, notifications of meetings, prepiring
and submitting committs2.budget, preparing. necessary travel
and subeistence.vouchers.

b. Providing or arranging logistical support to include:
reproduction of committee-developed products, meeting
facilities, office supplies, mails out final products of
committee.

12i
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c. Arranging coordination of commAttee pro N'tt i appropri- ,
....A. ..L...

ate staff personnel in the Department of Mlle .Instruction
and the Department of Commuptty Colleges, ' '

rv .

d. Sending committee proaucts to lacal'area committees for
review and comment prior to publication. ReaponseA Ould
be requested frdm a limited number,of.docal'commit s.,

(Could, employ a random sample,,technique to dete ne who
responds.) To prevent loss oelocal. area s rt and
interest, those local committees not asked to respopd.should
not be precluded from so doing, if they choose to comment.

.
,

e. Coordinating, with the committee chairperson.to arrange com-
mittee,meetings. (On occasilons committewbusinest, particu-
larly with advisors, may be adequately conducted by mitil.). '

s

f. Requesting nominationS*for'state committee membership from
local area committees.

Ig.. Pending organization of initial committee .

submit recommended
membership to both State Department administrators for
approval. Once members are selected, the State Board of
Education or by joint action, state level educational admin-
litrators,ahould be requested to make such appointments
official. Onde the committee is operational, the members should
choose replacements from nominees and then submit same for
final approval and appointment as provided initially.

h. "Serving as editor of committee products or arranging for
such services..'

.

. Those educational.regioOs having no local area committees in a
specific'program:Vould not be expected to partiCiOtte in state
committeeactivities. ._

- _ r.

dr
.To: preclude ineffic nt use of personnel and to reduce costs,
where development tivities can be performed by smaller groups
than the full commi tee, subcommittees should be established by
committee action to handle situation, Ohile ensuring sufficient
secondary and post-secondary participation.-

10. Organiz ation of'Committees for Small Programs Having Limited
Participation - For those programs of instruction peculiar to one
(or two) community colleges/technical institutes, the local
institution advisory committee,.tq. include the instructor(s),
would also constitute the state advisory and program committee.
If any high schools in the.state, regardless of location-, also
conduct that program, it would be appropriate to include their
instructors and selected advisors-as part of the state committee.

11.: State Committees for Programa,Having NO Secondary Participation -
For occupational prOgrame which are taught only at the post-

.
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secondary level, local area advisory committee should be
established without secondary.164,1 participation, with the
possible exception of secondary guidince counselors. A state
level committee would' be made up of representatives from the
advisory and program committees of the post-secondary insti-
tutions that conduct the program.

\
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James Sprust Institute
-Request lor-Advenestatandin~clesay

bur &nation for
Occupational ?COMM Course Credit

It is the pilicy of this institution to permit applicants for occupa-
tional program eatollaent, who do mot have articulated progxemAtertif-
Isaias of Weal competency, to request ensoinatiou (challenge)
for advaseed t for occupaticual courses imeteed of taking the'
004400(0) which are compouente of their program of lateral!. It is
the responsibility of the ipplicant to prove that,he should be tested. -

Justifteatio, for such action would Include one of the following:

1. Successful completion of a like course or program of
instruction in high school,.

2. Succeseful completion of a like, course or preen, of
instruction in an armed forces service wheel or-evas-
ive astivity.which included thelcouree oontsnt and pro-
vided the course objective competencies,

3. Sas had work experience, to include the 11. S. Armed
Services which required performance of at least 902
of the tasks contained is the job task 'Otis* for the
oeuree(e) under consideration.reoultiao is &mainmast
of 'the coureedrbjective Competency.

Scosally there is no limit to the number of courses you can challenge.
ucA successful chalattp results in full course-hour credit, but grades

and quality points are not warded in such cases., the benefit to you
is you do not have to take the course if you are successful and
you complete the program sooner or take other courses of interest.

The coulee (instructional blodk) task-listings for articulated programs
*re contained in the Oicupational Task Performance Record Card available
with this form and/or in the Instructions* Objectives Guide for your. pro-
eiremief intermit, on hand at the counselor's office and the course ino.
sstruotor's office. "For non-articulated programs it will be necessary to
review course objectives. It will be the responsibility of the department/
instructor goi your program, of enrollment to determine if your prance..
tioa(a) for Advanced: Standing Proficiencylbuodnation is/are misquote to
justify the testing effort:

If You consider the above to apply to you, list on the attached, the courso(s)
you wish to challenge and the means by wads you developed the competency.
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ADDIXISs

BAkIVLS

MOW POI ADVANCID
STAMM PIO/WIWI TUT
(Please Print or Type)

PIMA( uri "am IMOLLINO:

Anis

Couree(a) chal2suSsd by
school satalog title and
ns,"!tre (list Below)

Pot each course challenged, show how you haws gain
ed the job qualification claimed that sill support
your request for challenge examination of aspect.-

tic course, ies (1) by a course of instruction in
a recosnized high -school, (2) by 01 the job train-

ing, or (3) by job *speciosa/only. If from a
high school or community college/technical insti-
tute, etc., show course' name, number and traneaript
grads and hours (semesters) credit. If military,

show military occupational specialty.number awarded
... 1 1

4

4

IOUs The porferneece standards to be =tithes tested for course credit are the

task *Worsen= standards required for job qualification by the mirage employer.

Case *averse-Side if Secessary).-



JAKit_ SPIUNt Tiffil

l'10/1C1121CY (CIULLDOS) EVALUATICti USULTS

S

BRIM

Pap of Pep

Course or Articulated flocks of laitrtfction in Which !valuated and Stein os (Use additional paps if required)

I t
1

'Mite Credit
Cessna (gsalified or lours

Cops Maki Title Lab! kagg

I 1111 GEN11110==.

!valuation

MMINIUMMININIMM ellm111111111110

I cettik chat the student sued nu evaluated for ukruced credit in the coune(s) listed glow on the date(s)
sham 'the evaluation results and credit hours warded He indicated, biers evaluated u "Unqualified"
Ind no creIlit warded; the student should be required to tail the couse(s).

Approved:

littiltrars

Date:

Siseeturo(s) Initiating /.astructor4

Cleo NO%

Coe. No.

I

Cst h.
ormal
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. JOIIAT*SOLUTION
...1-," -,_ .

..4. .... . .. ... ... . .

YAMES SPRUNT INSTITUTE 4 DUPLIN COUNTY
BOARD OF TRUSTEES 'BOARD_OF EDUCATION '

The James-.Sprunt Institute Board of Trustees and the Dup'ClIrli
.

County Board of Education met resPeetively and unanimoOsly adopted
the following joint resolution.

WHEREAS, it is recognized that secondary and post-secondary
institutions should provide well-coordinated occupational education
programs for their students; and

-WHEREAS, it Is recognized that, the need exists for better
cooperation and coordination of such programs between James Sprung
Institii It and the Diiplin County Public Schools; and

WHEREAS, the-aforementioned agencies have been awarded a
$37,200 grant by the, North Carolina State Boltd of Education for
the pdspose of improving articulalbn efiorts and developing -a model
articulation plan for use throughout North Carolina;

NOW THEREFORE, BE IT RESOLVED

xthat these boards hereby fully endorse the concept of
articulation and to furthermore pledge their determination to
successfUlly accomplish the objectives of this project,.

t an/ e = Sprunt InstitUte Board of ,Trustees

airman
,DURlin-County Board of Education

APPENDIX 147
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Date

06tober 14, 1974
Date



A RECOMMENDED SEQUENCE FOR INITIATING CURRICULUM
,ARTICULATION ACTIVITIES IN LOCAL EDUCATIONAL.

, AREAS OF NORTH CAROLINA

The initiation of shorts to articulate occupational education programs of in
struction between a community college/technicarinstitute and the local area
high'schools requires a series of recOmmended sequential actions, Most.Of
these actions are described in detail in the State Pilot Model Articulation
Policies and Procedures Guide. That. document is the reference used'in the
following chronological outline of re ended curriculum articulation activi-
ties. nth minor title changee,:the tion column can also be applied to.
State level educational staffarticulation activities.)

Time J' Action
. , ,

Reference
.

March-April

(First Year)

'

President and Superintendent(s) jointly
-.agree to articulate one or more pro-
grams .

.

Concept f, Item la_
Page, 9

. ; .

April-May

''(First. Year)

Board of Trustees and Board(s) of Edu-
cation announce joint support of .

articulation effort

Concept Item la

Page 9

.

April-May

(First Year)
.

.
.

-Organization of Joint Articulation
Coordinating Committee

4**,'1/4--

Concept I, Item 3",
Pagd 11;
Appendix A

.

May 1

(First Year).

.

Local administrators, supervisors, coon-
selors, and vocational/ cupational
education'Instructors programs to
be articulated are give detailed
orientation and copies of the Articu-
lation Policies and Procedures Guide

.

Concept I, Item 3,
Page 11;
Appendix A

.

M!,....

(First Year)

.

Organization f Jot Occ ationalin
Education Advisory Committee

Concept I Items.
.2 -3-

Pages 10-11

Macy

.

4p
Organization of an Occupational Advisory

and Program Committee for each program
to be-articulated

,

Concept IV, Items
1 -7.

Pages 25-30



Time Action Reference

May

(First Year)

,
.

Board of Trustees and Board(s) of Educe-
tion announce joint appointment of
appropriate Occupational Advisory and
Program Committee(e)

.

Concept IV; Item 2e
Page 27

Kay or June,

(First-Year)

.

I

For programs already aiticulated in other
areas, where an.instructional objec-
tives guide has been developed, the
local occupational advisory and program
commiitee meets to review that guide to
determine if any local area task'dif- -

ferences should be added as instruc-
tional objectives, f

0. 1

Concept IV "Items.,
2-3b
Pages 26-27

..
.

.

May
0

.

(First Year)!

Where a sprogram has not been articulated
and .several offer local areas hive an
interest in'articulating the tiogram,
'identify the instructors and advisors
for the program- to be articulated to
participate in State-level program
development actions .

, .

Concept IV, Item 3a
0

Page 27

June-July
I

(First Year)

r
State Occ patio Advisory and Program Concept IV, Items

Committee(s) set to develop task inven- 4,5,6
tories and approprite draft instruc- Pages 28-29
tional objectives guide(s) for programs- -,
not articulated. The hew joint guide Conc4pt II, 'Item
is to be used the: following school,year. Mpendix B

June-July

irst Year)

.

Draft guides are distributed for review Concept IV, Item 3,
to certain local Occupational Advisory Page 27; i

and Program Committee(s). Changes in Appendix K
appropriate instructional objectives .

guide(s) if any are submitted, to the .

state program committee.
,1

July

'(First Year)

State committee reviews -draft program Concept IV, Item 5,
guide comments and approves, final Page'28;

guide for publication Appendix K

August

(First Year)

-a\Printing of draft, mde jointstat j Concept IV, Item 4d,
instructicinal objectives guides- . Page 28;
developed in June meetings. Appendix X
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,

Time Action
. . .

ReferenCe

August

-(FirstYear

State committee developed.instructional
objectives guides' proyided to all

-

instructors, supervisori, deans,
' direCtors, counselors and principal

.

...-.
,

ConceptjVi Item 4cL

Page 28;', '

Appendix K

September-
Zume:- '

(First Year)

i.

. ,

Instructors use instructional objectives
guideato.iteach that4art of.program
which instructor capabilities and. time,
facilities and equipment, and other._
:resources allow

Concept II, Items
3 and 7

Page 18

..

_ .

_

September-...

june-:'

.. ..-

(FirktNeai)

(-,1
"Local, ,at tutionaNcondudt regula pbblic

2 .

info .:tiolv.programs tO inform mMuni-,

ty Of'artiallailon2efforts ,

1, -

t-

''I witcOntePt 2

'.2-and 9 --. '.

-.: Page& and 17
t 4

.Concept II Item 7
- Page 24 :.

(First Year)

421 'i
e

useDetermination of instrUctor.use of
guides /.

N.

.

,

.

..-,

.

t I, Item\-

: 'Page 11'

Concept II, Item 7
Page 24

'.,

Condept V, Item 2,..
Pages 31 & 33;
Appendix G

September ..

(First, Year)

tpeleFaination of -counselor awareness
of articulatiOn activities and
potentials .

4

4
.Concept I, item
7 .Pages 11-12

.

..,

r

September

(First Year)

Issuance of occupational .taak,perfor-
manoe cards. to students as well as
their orientation to personaene-..
fits of articujiltion

Concept 11,.IteM 4

Page,32
. -.:

.6'

S tember

Ni.

(First Year)

.

Practice and publicize the proVision
of adVancedcredit for occupational
qualifiCatiOn

.

-..

,,..

Concept I, Items
1-3

.° Pages 12L15
,

December

(First Teal

.e$1,:-

Determine desirability of conducting a.
joint occupational trade fair

.

1 r% _,_

'

Concept I, Item 10
Page 17

,,



Time
.

.Action
40

46:L...L

wN .

Initiate planning for jpint centralized
:. testing activity Y -._.,_

4
Reference

.

Concept V, Item. 2,

Page'31;
Appendix G

anuaky
t.

(Second
Year)

March .

(Second
Year)

COnduCt trade 'fair (if deterMined .
feasible).

,

/-1-. li

.

Concept I, Item 10,
Page 17;

Appendix J

April May

(Second-:

. ,
Year)
. \

)Prganize anctdbnduct centralized testing

. -activity

,

Concept V .Item 2,

:, Page...5 7
..APpen G

.jone

(Second.
Year_)

r

Occupational Advisory and Program:Comt
mittee(s) suggest(s) changes.in
appropriate instructional objectives
guide (s) for the following year .uSage-

Concept IV, Item 3,
Page 27;'
AppApdix K

June

(Second
Year)

Local Joint Articulation Coordinating
Committees review -St e.Pilet.Ndel
Articulation Polici

:t
and Procedures.

Guide and recommend ....Ages' (if any)

for the following year

. . .

Concept I, Itei 3,
. Page 11;
Appendix-A

,.

NOTE: If agreement4 to articulate'be reached earlier than shown on the
sequence time, schedule, the timing of preliminary actions, up to
the end of the-public school year, would be adjusted. State
level meetings of joint committees, lasting more than one day,
are best held after the end of the high school year.'


