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Introduction - - v

The purpose of this module is to provide the curriculum -
specialist with knowledge of the basic skills and techniques
necessary-to plan and manage vocational education programs.

The Vocational Education’Amendments of 1976 stressed ‘the impor-—

[}

tance of broad-based planning. -~ ’

More effective planﬁﬁlg is needed to address a number of
critical factors: limited resourges, requests to improve, or .
develop programs, pressures to decentrallze decision-making at
the policy-making and administrative levels, and increased .
demands for accountability regarding, programs and services.,

Planning is discussed in depth in this module. The plan-
ning process is also featured in the modules in this series that
deal with curriculum design, development, and implementationm.

-

Overview . J

»
! .
.

Goal 1 discusses various mamagement attivities in which the
currlculum spegialist might become involved. ‘Described here are
technlques for selecting instructors; providing facilities,
equlpment, and supplies; scheduling; and preparing a budgEt.

Goal 2 covers-a var1ety of pldnning and management tech-
niques. Many of these techniques originated in business, indus-
try, or the military, and have been successfully utilized imn
education as well. The specific techniques discussed in the
module and the required text include Management by ObJectlves -
(MBO), th%P);ogram'Evaluatlon and Review Technique (PERT), the =~
Rlanning, Programming, Budgeting System (PPBS), the Delphi +
technique, the -advocate team process, and Zero—Badbd Budgeting ~~
(zBB). . - i :

Goal 3 of this module reviews-thé concept of accountability
in education, looks at the essential components of an account-—:
ability system in vocational education, and describes the rol

of the curriculum gpecialist in the system. AccountabiliQy

a systematic way of gxgluatxng vocational education programs,
services, and acé&v1t1es to determlne their efficiency and
effectiveness 1n meetlng the needs of students and the labor

market. , %
. . ’)




Instructions to thie Learner
. N A"._
The Self-Check 1tems and p0331b1e responses to them are 4
found in the appendlcgs. These questions have two éurposes.
' First, before you begﬁpgwork on the module, you may use ‘them'to )
. check qulckly whether you have already learned the information
in previous classes or teadlngs. In some 1nstances, with the
consent of your 1nstruct0¢, you mlght decide to sKip a whole
module or parts of one. The second purpose of the Self-Check
,1is to help you review the ¢ontent of modules you have studied
“ in order to assess whether ypu have achieved the module's goals

and objectives.

You can also use the listof goals and objectives that
follows to determine' whether thé_mQdule content is new to you
and requires in-depth study,wpf/;:gther this module can serve
as a brief review beforé you continue to the next module. v
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Goals and Objectives . ' 7
Goal 1: Describe management respomsibilities with which the .
p v?catlonal educatlgn currlculum specialist might become '
\ S involved. . : %

Objective 1.1: Identify the steps involved in selecting

. ~ instructors.
, N _ .
Objective 1.2} -« Identify the steps involved in°providing N
‘ facilities, eﬁy&pmpnt, and supplies. . L
. Objective 1.3: Identify the steps involved,in,scheddling.
"3 ' ' : . . . ..
- % Objective 1.4: Identify the steps involved in preparing a /'
- - '."'.,_’budgeto - - . b4 |
\‘ . ‘ "","' ’ s ) @ B - ' 1
AN ", -\ .
Goal 2: l Summarize the characterlstlcs, advantages; and dlsad-
. vantages.of major planning and management ‘techniques for use in . *_ﬂ
. vocational education. . g
o ' Q‘ ! ’ . v X
‘Nf' ‘ % Objective 2.1: Identify the characteristics and uses of |'§§ ¥
0 S Management by Objectives (MBO). : . . . .
i ‘ ~ Objéctive 2.2: Identify th2 characteristics and uses o! A S
o . o the Program Evaluation and Review Technique (PERT). ’ .
- . A T N S
. : N ” \\ Objectiye 2.3: Identify the characteristics and uses-of . o
.\ *.  the Planning, Programming, Budgeting System (PPBS)._ ‘
\ ‘ - .
\\ ‘\ Objective 2.4: Identify the characteristics and uses of '
, \\ ‘ @he Delphi technique.. . J \
\ N rooosL
, N Objective 2.5: Identlfx the characteristics and uses of _
; s the advocate team procesé. '
. N ObJectlvé\Z 6:" Identlfy the characterlstlcs and uses of '\
- ) ' ‘\] \ Zero—-Based Budgetlng (ZBB) o . .
\ TN . s ' ) -
- \- i 4 ] Y .
- _ Goal‘3: Explain t relationship between plannlng and accountr o =
ability”in vocationa} education.  ~ . . ! S
LY [ ’ . * - ! . .
. _/ , - Objective, 3.1: fine the concept of accountability im - v
N N , educatione. ¢
- - ﬁt han -
N , - DObjective 3.2: Describe the role of the vocational educa- - e
. = tion curriculum specialist in the accountability system. \
¢ N g .

\ o ' '
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‘ Objective 3.3: List essential components of an account- ‘
. ability system in vocational education. -
N » - e R N . . o
- Objective 3.4: Discuss the importance of comprehensive )
¢/ planning in vocational education, ", Co
. . , /
. ) coa i % .
3 . N » hY -
e ' S N { ) A\\\ § ‘ s *
-~ . . L. r -,
. L . N , .
, - . R v
. Resources i > - \
' 4 ; /
b . In order to complete the learning activities in this
module, you' w111 needvinformation congalned in the following - .
1ca ion.- ; . ~ ' .
’ publicat - - P
e N Lﬁmar, Cc! F. (Ed ). Comprehensive planning for voca- - )
9 . tional educations A guide for administrators (Elghth
} ’ YearbookJof the AmericantVocational Associatiom)s .
B . Washington, D C.: American Vocatlonal Association, <, )
v . 1978.. . : -
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GOAL 1: ~Descrihé management responsibilities with which the .
vocational education curriculum spec1allst might
become involved.

— - - u

Managements Responsibilities of the
Vdcational Education Curriculum Specialist
hY

o - ]

. Frequently, the curriculum specialist will be a member of
a county or district management team. In this capacity, the
curriculum gpec1allst may be asked to contribute to policy
decisions and to assist in such day-to- day management tasks as:
/[~ e employing highly qualified and efficient personnel;
e obtaining needgg facilities, equipment, and.supplies;
= .

i// preparing a budget. ‘. y
) . Y & .
Each of these management responsibilities is described in
detail in the sections that follow. ' -

- ‘
Employing Highly Qualified and Efficient Personnel

JThe curriculum specialist will want t¢ select personnel g

who are experienced. As a general rule, the characteristicg of

¢ . the ideal person for the job can be described by listing the
following information:

e

e Relévant work experijnce
o Number of years of work experience o ,

¢ Minimum edutation attained (degree or certification)’
A

‘. _Majér area of study preferred .

) Tegchlng experience-—number of years, grade level and

NN Yg;_,_._zgubJeCt . - P

e scheduI1ng, and e

s




‘ -
L

- . R ] . - .

- . ‘. e ‘. .J "
o . e Special licenses and certification required . .-

(. ) v . - ) i3 " . ’ . . o
- e Personality characteristics gr attributes A
LA S V,WV,,v_fﬁkfg; o - . . . O
<, M Total staff time required-—full-time or part-time ¢ .
. , .o . .
J

* Once the job has been described, the curriculum specialist .
will need to identify sources of potential staff members and to |, '
recruit, select, and hire a staff?y The guidelines listed below
' outline the recruitment and hiryeg process.

g : , R {
. 'Advertise. ‘The curriculum specialist should develop an ~
advertisement that ¢ontains background informatiom about the
school, position qualifications, conditions of employment,ﬁ - .
specific information about the position, and the person to ’ - iy
contact about the position. . - T -
- These advertlsements for new staff should be sent to such
. likely locations as colleges or universities offer1ng majors in
%‘ subjects related to the Job vacancy. When-deciding where to -
. " send advert1sements, the curriculum "specialist will want to
d o consult with specialized advisory committees and members of :
£ organ1zat1ons representing occupat1ons for which staff are to (
#7777 7 'be Tocated.” T T T T I

1

Analyze responses. After compiling a list of all inter-
:L ested applicants, the curriculum specialist should ask those
) . % who meet the qualifications to submit a, complete plication,

. . credentials, and-other information .required by" the imnstitution.
App11cants should be kept up to date on the status of their
applications. Receipt of a p11cat1ons should be acknowledged

- and app11cants.sh0uld.be notified when positions have been
filled.

- . 1

-

Interview most qualified candidates. The curriculum spe-
cialist should invite the most qualified candidates to visit the ) ' .
institution. Candidates shbuld be informed in advance whether o
~ . travel, motel, and meal expenses will be paid so Ehat thére is
/ no misunderstanding.

After the candidates tour the facilities and learn what
will be expected of them, they should be encouraged to ask’

questions. The following points might be covered at this time; N
: A
e Background and philosophy of the schoql ‘ .

LN

e Background and philosophy of the school's vocational
education program

-~

. 14
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- : \
e Future plarns for school and vocational programs

~

. ° Administretive structure of. the school :

® Background for the development of the new course or
program P

¢ Content of the new course or program

e What will be expected of thg person hired for the
p031t10n -

>

The candidates should be interviewed after the orientation.
The division, department, or program chalrperson and several
staff memberZ’should meet with omne candidate'at a time.- The .
appropriate Administrator should also have .the ortunity to
interview the candidates. The following information might be
sought from the candidate during the interview:

.

. Y
‘ . Philosophy toward vocational programs
e Attitude ‘toward occupational areag and instructional
programs to.train students for the area

~

e Skill® possessed by the candidate ‘

e An assessment of thescandidate's strengths and weak-

nesses.
Y

Hire best qualifed candidate. After the interviews are
conducted, the curriculum specialist should meet with the staff
to review the strengths and weaknesses of each candidate and to
decide which candidate is to be recommended, for hiring. To
assist with this procedure, the currlculum spec1a113t will want
to develop an interview sheet on which each member records the
candidate's strengths and weaknessegs and ranks them in order of
preference. s

vl

Following established institutional policy, the curriculum,
specialist will then prepare a recommenddtion to employ the
candidate who has been_ﬁelected. When final (Board) approval
is given and the contract signed by the/recommended candldate,
the curriculum specialist should send Tetters to all the other .,
people who applied for the p031t10n, thanking them for thelr

] interest in applying and.informing them that the poaltlon is
filled (Davis & Borgen, 1974). . ) : .

.

(V4
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Obtaining Needed Fagilities, Equipment, and Supplies

The time to ‘specify needed facilities, equipment, and{sup-
1n§trudt16nal “objectives, nnlts,
methods, and evaMation procedures have been planned.

2 Y

The fié‘&)factgr to consider is the number and type of work
stations that are needed for the course. A work station is the
bench, machine, desk, study cdrrel, or place where one student
may work or headquarter for a period of time. It is worthwhile
to search the literature for recommended fac111t1es, equipment,
and supply and space requirements for the proposed course. In
addition, the curriculum specialist will-want to talk with edu-
cators who have ofered simildr programs anqpvlth representa- ',
tives from business and industry. These educators and repre-
‘sentatives should be able to discuss the adequacy of their own
facilities, equipment, and supplies and to offer some helpful
suggestions regardlng minimum and ideal course requirements.
The curriculum spec1a115: should be sure to provide these edu-
cators and representatlves with the following data:

-

’
-

e The expected number_of gtudents to be served-—-total
- number, and number per class séssion
N - —

) Thé course_ and program to be offered

¢ The instructional ﬁéthodoiogy that will be used--
classrooms, laboratories, audiogisual—tutorial
carrels, othhe—job wbrk experiences

o The hardware (equlpment) that you plan to use (Davis &
Borgen, 1974),

7

Py
L

Planning facilities. When planning facilities, the curri-
culum specialist should work "with experlenced program directors.
to determine the space requlred for the equipment, the space
required for the classroom 1nstruct10nal'%rea, the total squareé
footage required for the classrooms and laboratories, and the
typesof facilities and structure(s) needed for-the Cl&SStéBQS
and for housing the hardware. In ing this .determination,

. the curriculum specialist should consider the following:

»

- 1s wingow space needed?

" ’

. Is ventilation needed--exhaust fans or hoods?

e Is air conditionitig or refrigergtion needed? .
*

e Should lighting be natural qrAartificial?
’ ’ .

»

' - - 18

L y 16
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1

@ et type of aneis '
, L., What type of artificial-lighting is needed? ,
T v
. .- e What ceiling height is ‘needed? .
- ) " = o ;
[ [-
/// . e What size doors are/peeded? .
- . . ’ . - *

e . What electricity igyneeded--110, 220, 440, 880, and
. 31ng1e phase or thfee phase voltage? -

[y

° Is rdénlng water needed?

.
h 3 Lo »

¥
.

’ ® Are special wash facilities needed for students (Davis.
Y & Boeﬁen, 1974)7 g . .

As a gené?%l rule, the curriculum specialist should follow
these guidelines when preparing new facilities:

i

L

e . Prepare for del;yg in construction. -

. B e Consult with teachers and with pe¢presentatives from ,
- / business and 1ndustry§when determining constructlon
4 spec1f1cat:10ns. . .

. ’
‘

N

e Don't rely on other 'vacational facilities--your needs

. may be different; and real-life requirements may have , . ‘
‘ ! . changed. * .
' e Avoid the "dual use" idea. These economy efforts often
= ' " _result in neglected vocafional program objectives.
- .

e Choose'an architect with prior experience in voca-
. . tiomal facility planning.

. -, e Don't overlook strong public relations aspects when
planning fac111t1es.

v -

specificatidns that have been researched and substan—

. N
e Build faci{;;ies after you have develdped educatjonal
tlated by(fa ts.

\

Mob11e unlts can be an alternative to traditional facili-
ties., Three types of .mobile units are most commonly wused. One
is the commercially available "house' type unit outfitted by
firms in the bu31ness of prowiding mobile. classrooms. Another
, ) is an old passenger or school bus with the equipment for the -
program built in by either the school or a commercial firm. The
third is a trailer constructed on a purchased chassis.

‘l

~
The reasons for using mobile units vary widely. Some dis- \\“’
tricts hope to promote permanent programs by demonstrating what

. + ) R M . .

- O ‘ . o i ) tl ' l ,
-=ERIC . ‘ ' ‘ 7
T - ) ) .
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’ - .
can be accomplished with a mobile unit. Other districts use
them when low. enrollments do not warrant g permanent facxllty
Still others find it feasxble to share the cost of'the labora-
tory and the instructor's salary among schools. For example,
each day ‘a district in Colorado shuttles an electromnics
facility between two schools 18 mlles apart. Advantages of
mobile units include the following: ”

e They are initially less expensive than adding a

, building to g school. ,

- - k]
¢ The cost per stude is lower when the program can be
shared with one or’more additiomal dﬁstricts.

e Expensive equipment is used to a greater degree since
the mobile unit moves to another school when 1nstruc-

tion is completed.

Disadvantages of mobile units include:

e The facility depreciates rather bapidly. )y
A ' ’ ¢ ) v
e The tractor or power unit involves high malntenance
. costs——gasollng oil, tlreg, and repairs

» N

. Delicate instructional mechanisms *and equ1pment may be
damaged when transported over rough terr&nn.

e The safety zones and work space around the macﬁines
are usually limited because .of the narrow widths of
the mobile units (Silvius & Bohn, 1975).

| L. ¢

Locating eq;ipmeﬂf. The next step 1s to purchase, or—-if

possible--locate already purchased equipment for -the vocational
program. The curriculum specialist should comsider the numng
of hand tools, instruments, utensils, or other items of spe-
cialized equipment needed for the program. To determine the

minimum dmount of special equipment needed by students at any

one time, the teacher and curriculum specialist need to antici-
pate the kinds of units, projects, experiments, Or activities
that will be completed at the work statjomns.-

A

When curriculum planners have identified the equipment

necessary for onme student, the follow1ng factors need to be
considered: «

<

-

e thad n&hben of work stations at which such a project,
experiment, or activity is 11ke1y to be perfoFmed

concurrently; )
A

20. LY
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the degree to which tools, instruments, er other 1tems
are used in performing an operation or task; and

3 .
. the amount of student cooperation expected in the usée
of any one piece of equipment (Silvius & Bohn, 1975).

*
*

Instructional supplies vs. instructional equipment. For.
budget and aCCountlng purposes, it is important to dlstlngulsh
items as e1ther instructional supplies or instructional

equipment. ) =

&

One distinction often made is that instructional supplies
are those items that are used in some way to facilitate a unit
of work or are used in the construction of a project; they are
usually used once, or a few times, by the student. They are
the expendable items. Instructional equipment, on the ogher
hand, includes the tools and machines at can.be used again
and again over a period of time. They| are not expendable.

a

F

Exampls of equipment and supplies include: ~ -~
Equipment Supplies

Wheelchdir (for trans-

Medicine droppers

potrting patients) , Paper
Cash register * "Tool bit
Machine lath Flour A

Refrigerat

Purchase gspecifications. Before pdr@hasigﬁ equipment and
supplies, the curriculum special¥st will have to write specifi-
cations, request bids, and evaluif‘ the submitted bids.

Purchase specificgtions are precise descriptions of equip-
ment and supplies intended for purchase. They describe the —
quality and quantity required. Specifications should be broad
enough to ensure that several manufacturers or suppliers will
be able to bid on the equipment. . -

' The deyvelopment and design-of thé specifications-vary with
each institution and individual. Before drawing up specifica~
tions for bids, the curriculum specialist should consult with
the school's business manager to learn what state and, local
guidelines and legal constralnts should be cons1dered€‘

24

The following are general guidelines for tﬁeﬁprcpardtlon

of specifications to be used_in the purchase of \pstrutt1onal

equipment -and supplies: :

-

T 21 )
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‘for rgcording®the specification data. The following

v" . * .
Assemble'a'coufse outline specifying the learning
activities for the courseg.

Review ‘the course, considering‘the instructional *
objectives and the methodology to be used. Prepare a
list of needed equipment ahd supplies. For assis-
tance, iconsult with state advisors, advisory commit-
tees, vendors, and others who hgbe taught\gye class.

Estimate the total cost of equipment and instructional
supplies. -

Rank instructional equipment and supplies according to
priority. Since it is not usually posgible to acquire
all the instructional equipment and supplies desired

*

for a given course, this ranking will help in select-

ing the most critical items.

Identify the local institutional policies for purchas-
ing,(geqqesting bids, and receiving quotes.

’ '
Prepare purchase specifications for the equipment.
Refer to industry- or government-prepared standards,
or call in salespeople involved with the'products to
discuss specifications with them. Prepare a worksheet

shbu}d be included on the worksheet:

'

€1) Size ’ !

(2) Shape. .

(3) Weight o o, ~

(4) Color ‘ ;
(5) Quantity

(6) Quality -

(7) Conditions of delivery--when and where

. (8) Conditions of payment--when

-

-~

Cataloging equipment and supplies. After instructional

equipment andgﬁuppltgﬁhhave beenvpurchésed, they should be num-
bered and recordeéd on an inventory record showing number and
name of item, size or description, date acquired, quantity, .
purchase price, years to depreciate, and location. ' All equip-
ment should bé given-a tag“and number _so that it is identified
as belonging to the school, state government, or federal gov-
ernment.

hfand.

-
,t

This inventory should be kept up to date so that program
staff members are always aware of equipment and supplies on
An inventory will also help locate and identify those

[}

v 22 B
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. i
items that are missing or broken. Finally, the inventory, if
updated annually, will indicaté which equipment needs replace-
‘ment. A checkout system for lending materials to students
should also be developed. .

Scheduling . ¢

Well designed schedules encourage the efficient use of
facilities and of student and staff tige. When preparing a
program schedule, begin by identifying local 1nst1tut10nal
policies and prattices related to scheduling, work load of
teachers, work load of students, and forecastlng number of

’ sections. This information may be available from a master
:eacher or from institutional policy manuals. In addition, a
set ‘of forms for developing a room schedule and for setting up

* instructor and department schedules for one year should be
prepared. The institution may already have _.such £orms and a

( pracedure for their completiom.

Y

Before developing a schedule), the curri¢ulum spegialist
should take time to consider how the following types of
instruction might be used--eithet as described or in a mod1f1ed
form--td improve the effectiveness of a program.

. .~

Team teaching. Team teaching refers to several teachers
{ysually two to five) working together as a "team" with a com~
mon group of students. The team of teachers has joint respon-
sibility for planning, developing, impI&mentjgg, and evaluating
an educationJﬁ program for these students. Each teacher might
have a special competency and area of interest; thus, the total
team would include a dumber of specialists, each capable of
leading the planning and perhlaps teaching a major part of Ttheé
instruction in his or her area of expertise.

P

Individualized instpuction®™*®This term refers to a method
of instruction in which $tudents work alone, at their own pace,
on assignments desigﬁed to meet their 1nterests, needs, and
‘abilities. “®he subjectlkatter studied may be’ cooperatively
determined by both the instructor and the learner. During
%lasstime, the teacher is available to answer students' ques-
‘tions and to provide needed assistance. ’

Differentiated staffing. The roles and responsibilities of
teachers are highly structured under differentiated staffing.
With this plan, some of the more experienced teachers function
‘as master teachers or \program leaders and assume a responsi- e

N ' 23
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bility for program development wogt that is not expected of the.
beginning teacher. The master teachers also assist beginning
teachers. Routine qr nonteaching tasks are assigned to. labora-
tory assistants, teacher aides, and maintenance and clerical
staff. >

Y .

"

~
Moduf;r scheduling. The modular sched;be, or variable
class schedule, is a descriptive term used indicate some
type of student cycling over a varied period of time. Modular
scheduling might fefer to actual scheduling or to facilities,

' students, or units of instruction. The following definitions

may help to clarify these terms:

o Module of time refers to the amount of instructional
time allotted for a given module. For instance, if a
module is designed for 20 minutes of @nstructional
time, a 6-hour day would encompass §pproximately 18
modules.

e HModular facilities are classrooms ig which the space
can be adjusted to fit varied needs. Inner classroom
partitions are flexible sb that they may be opened or

closed as needed. .
L]

e Modular scheduling involves classes “that meet s veral
days a week. The length .of a'class might be different
each day or for each subject matter area.’ For
instagce, if a student needed to spend 300 minutes, in
Home Economics 101 each week, that student might me
for five 20-minute modules three days a week, or
two 20-minute modules three days a week and- one 180>
minute lab per week. Modular scheduling allows for
block scheduling, which is essential for laboratory

-sessions and many vocational classes.»

e
. Modular unit of instruction refers to the breakdown of

a course into smaller packages or units of instriction
designed for individual Students. As students com-
plete modules, they take a test and, if they pass,

.- begin the next module. .

Preparing a Budget ‘ \
. S
Before a)new program can be implementedi the necessary
ejuipment and instructional materials purchased, or staff
hired, a budget must be prepared and approved. A budget con-
trols course expenditures and can be modified slightly after

completion. !
i Y,
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Individual Study Activities . L

being taught p
B topic, however,
‘the subject o a\course in your setting'
selected a topic, complete the following activities.

1. Select a vocgﬁig:al topic or content ared that is 'not »

(a)

(b)

(b)
* (o)

(d)

(e)

3. (a)

sently in your school or iunstitution. The-
hould be one that high{_conceivably be

After .you have.,

<

List the dhalifications an instructor should kaveée in

each of the following categorieéﬁif\hg or she were to

teach your course. ) o .
4

e. Relevant work experience . .

e Number of years of work experience t

v

e Minimum education attained
e Major area of study

° Teachiné experience’(number of years, .grade level,
and subject) L. -

L . \ . -
[ Spe%zél licenses and certification A !

e Personality characteristics or attributes
L4
List the most important steps you would ‘follow to
advertise for, recfuit, and select an instructor.
: . . .
Should needed facilities be specified before or after
course objectives are written? ) . .

What is.the definition of "work station'? .

“’..
What factors determine the number of tools, instru-
ments, or utensils needed for a course or program? »

What is the difference ‘between "instructiional sup- *
plies” and "instructional equipm€nt"? l

. . -
What are some of the advantages and disadvantages of
mobile laboratories? - -

List the state guidelines and restrictiond that apply
to purchasing supplies in your school dfWkrict. For
instance:

® What is the maximum amount you caf spend on an
itef without requesting bids?
5

. . .

27 ’ .
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Individual Study Activities . L

being taught p
B topic, however,
‘the subject o a\course in your setting'
selected a topic, complete the following activities.

1. Select a vocgﬁig:al topic or content ared that is 'not »

(a)

(b)

(b)
* (o)

(d)

(e)

3. (a)

sently in your school or iunstitution. The-
hould be one that high{_conceivably be

After .you have.,

<

List the dhalifications an instructor should kaveée in

each of the following categorieéﬁif\hg or she were to

teach your course. ) o .
4

e. Relevant work experience . .

e Number of years of work experience t

v

e Minimum education attained
e Major area of study

° Teachiné experience’(number of years, .grade level,
and subject) L. -

L . \ . -
[ Spe%zél licenses and certification A !

e Personality characteristics or attributes
L4
List the most important steps you would ‘follow to
advertise for, recfuit, and select an instructor.
: . . .
Should needed facilities be specified before or after
course objectives are written? ) . .

What is.the definition of "work station'? .

“’..
What factors determine the number of tools, instru-
ments, or utensils needed for a course or program? »

What is the difference ‘between "instructiional sup- *
plies” and "instructional equipm€nt"? l

. . -
What are some of the advantages and disadvantages of
mobile laboratories? - -

List the state guidelines and restrictiond that apply
to purchasing supplies in your school dfWkrict. For
instance:

® What is the maximum amount you caf spend on an
itef without requesting bids?
5

. . .

27 ’ .
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A. A .
How many bids muif be requested before a\puzghigé
is made? ) N\ ' N

s <y

° Under what c1rcumstances can telephone b1ds be

used? ) . e - <

/

(b) List the steps that should be completed to purchase
equipment. ) - ) . .

: . -

What afe three advantages of malntalnxng an up-to-date -
inventory of all materials and equipment?

* v

activities, using the topic you

Complete the followin
selected ih Activity

-

ollowing typeé of teaching schedules

could or could got be used for your particular topic:

team teachiagg;,”individualized instruction; and modular
scheduling. . . . t

-

(a) Explain why the

.t =

(b) Briefly descyibe the type of management system you
would use to manage your course. Then, descrlbe how
you would plan a schedule of classes .and teaghers.

Complete the following activities by referring to the

course or program you selected for Actiwity 1.

(a) Obtain the budget forms used by your school or dis-
tfi¢t. If they do not have a form, or if you are

2

allowed to do''so, develop your own. ™~

(b} If possible, interview students to determine interest
in the course; also interview teachers and administra~
tots to determine student fees, state apportionment,
afid other relevant budgeting information.

(c alculate the expected revenue and the expected expen-—
ditures. Then determine the difference between them
in order to get-the net cost or gain.

(d) Submit your budget plan to your imstructor fzr review.

Be ready to support your figures and to justify why

the course should be given.

[

Read Chapter 5 in Lamar, C. F Comprehensivegplanﬁing for
vocational education (Eighth Yearbook of the American

Vocational Association). ~Washington, D.C.: American
Vocatiénal Association, 1978. It provides a good descrip-
tion of the resources needed to support planning functions

:28 “

' ) ' \
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. Must you purchase equipment from the lowest biddef?‘
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in vocational education. To summarize your reading,
answer the folléw}ng questions: . . .
'|1 >
L4
(a) What are the four general categories of resources ‘' . .
needed to support the planning function?

(b) What are three general approaches for securing these
-mreseurges?

Discussion Questionsg> '

-~ . -

1. Discuss the following problem: "Should I plan a program
that is limited to the equipment and instrugtional sup~
plies now available to me?" ‘s

L] A ©

2. Discuss the following problem: MHow do I cope with an

instructional program for which it is qnly possible to get : .

the needed equipment a little at a time?" } ) v

-

Group Activity . . ) ' ™

. - 3 .

1. In groups of about five students, briefly describe a shop,
home economics, medical care, or other vocational course

. that requires sgpecial facilities. Each group should

- describe how it would design such facilities--the type of :
equipment it would use, how it would be arranged, and what
special, indiv%dudlized features would be included.

v
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GOAL 2: Summarize the characteristics,’advantaggs, and disad-
. vantages of major planning and management techniques
for use in vocational edugation. '

-
@
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Planning and Management Techniqués’

When planning and evaluating curriculum, the vocational
education curriculum specialist will want to rely on omne or

“m rewuiéthEJpb&ﬁﬁyngmaad:management“techn1ques described in
thds section. These techniques can help the curriculum spe- >

c1flist communicate to administrators and to the general public

the costs and benefits of curriculum changes.

A

Planning Techniques and Systems Analysis z

All planning techniques are based on the concepts of sys-
tems analysis. The salient features of systems amalysis are:

e clear delineation of long- and short-range objectives
capable of being translated into operationally mean-
ingful activities and subsequent evaluation; _ -

e recognition of the dynamic nature of goals and ability
to sense when new ones have emerged or when a reorder-
ing of priorities among existing objectives is impera-
tive; ) ~

] utlllzatlon of quantitatively or1ented tools and pro-
cedures in analysis of systems; and

e high priority given to planning and progiamming
activities by top echelon administrators. .
o

Systems analysis-is a useful tool when planners know the
specific outcomes they want to achieve but are not sure what
resources, people, and events should be used. It is also
usefql when determlnlng the costs of act1v1tze8 or_programs,
although it is not a cost-reporting system péer se. Described
below and in the outside readings are several management tech-
nlques based on systems’analysis. )

33
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Management by objectives. Management by objectives (MBO)
is a process oriented toward the accomplishment of a predeter-
mined objective at: sope p01nt in the future. The emphasis is
on where the organization is g01ng, what is to be accomplished,
what are alternative ways of achieving a predetermined objec-
tive, what resources ,and.activities are’'to be generated in the
environment-in Which—atconptistisit 1§ to 6CCUT, and how well

the actual performance>conforms teaége desired level of VY

performance. -

Management by objectives is used extensfvely by business.

—\Ié~25“often referred to as management by results or goal man-
-~ a

gepient, One characteristic of MBO is that it encourages the
integration of many different 1eveIs of ‘individuals., They all
cooperate to achieve an objective agreed on by the organization'
MBO is a particularly good method if motivation is a
problem. Participants, once they have agreed on the value of
the objective, are usually enthusiastic in helping to achieve
the objective.

s 4

PERT. The Program Evaluation and Review Technique (PERT)
is a diagrammatic planning technique for scheduling complex and
numerous events in a way that shows interrelationships and
dependencies.: PERT attempts to help planners reduce the lag
between estimated project completion .time and actual completion
time. It is used primarily for project management functions:

.planning, scheduling, controlllng, and evaluating events and

activities.
~ . N

The purpose of a PERT system is to evaluate the progress
made in the attainment of project goals; to focus attention on
potentlal and actual problems 1n_gr03ecﬁs, to provide manag%
ment with frequent and accurate status reports; to predict the
11ke11hood of reachlng project objectives; and to determine the
shortest time in which a project could be completed.

»
-y

» The diagram on the following page %2s an example of a PERT
chart for completing the basic construction of a two-story
‘building. The circles represent completed events., The lines
represent activities, with time for their completion specified.
LConnecting lines rgpresent interdependencies. :

®
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AN EXAMPLé OF A PERT FLOWCHART OR NETWORK*
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PPBS*. Planning, Programming, Budgeting Systems (PPBS)

commanded a lot of attention when it EiTst appeared. Unfortun-
ately, the PPBS concept was quickly distorted b¥ claims and
misinformation. As-a consequence, many people couldn't decide
what PPBS is and what it is supposed to do.

-, o History of PPBS. The PPBS concept was developed for
government agencies by thé RAND Corporation in the 1950s. PPBS

Luv&%ﬂﬂﬁﬁh€0¥8%34w@Gm&%&&j;?%&&n&agwxbudgeiLng?_amigqrﬂuﬂf1nn
processes into a systemati¢ whole.

The first application of this system was the reorgamiza-
tion of the Department of Defense under Robert McNamara in 1961.
This application was so successful that by 1965, President
Johnson directed all major federal departments and agencies to
implement a PPB system. L.

Since then, PPBS has been used by state and local govern-
ments ip many_areas, including the administration and manage-
ment of such public services as }ipraries and educational
institutions.

e Schools and PPBS. 1In the past, the management of public
school districts has been divided: the business office has
been responsible for accounting and analysis; the instructiomal
division has been responsible for developing objectives and
curriculum; and the school board has been responsible for over-
all digtrict policies. For'general operating purposes, these
divisions are quite useful. But in budgeting and, planning,
these divisions have too frequently worked at cross-purposes,
or ‘in ignorance of each other, resulting in a great lack of
efficiency. ’

The function of PPBS is to tie these separate elements and
their activities into a comprehensive management system for the
purposes qf: .

e planning and organizing school curriculum and suppor-
tive activities most effectively;

e evaluating school activities initggms of student
achievement; and
‘ 7
e systematically budgeting for each activity, at least
partly oh the basis of objectives, cost, and effec-
tiveness.

2

- . /"\

. . . : ? .
* This section is adapted from Management Systems for Vocational

-

and Tecimical Education. Columbus), Ohio: ERIC Clearinghouse
on Vocational and Technical Educatiom, 1971. |

-
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¢ Key feature of PPBS.' Thk key feature of a PPB system is
its emphasis on the organfzatiop of all school activities imto
programs. A progtanf is a cgtegory consisting of either a major
area of study, such as mathem ics or home economics, or a part
of the.educational support system, such as iransportation or - ;
food services. ) . o o
] : 4§

P

When resources are allocated directly to programs, the

cost of each program.can ined _and related to

&

the progr;g}s purpose and importance. By establishing appro- i;_
priate peifformance criteria, the program can also be evaluated 0
and revised if necessary.

B

- To summarize, PPBS provides the structure neceésary for,
identifying where money is being spent, and, conversely, for
/{revealing the cost of reaching program objectives and goals.
> Furthermore, with its emphasis on program analysis and evalua-
tion, it provides a sound basis for decisions regardidg curri- -
culum revisions. ‘ ’ ¥

,

¢ How PPBS works. Naturally, PPBS does not operate by {/
itself. Am operational PPBS needs the cooperation and involie-
ment of the entire school and district staff. First, teachers
and administrators specify learning objectives and plan new pro-
grams, using evaluation data from past programs. Administrators
organigh¥ all program information into a useful district-wide
structure, and project the costs of every program and propgsal.
The school or district mBnaggment team formulates a plan epcom- . ;
passing all district programs that can be implemented through
the budget; the plan is based in part on the analysis of pro-
gram objectives,’costs, and effectiveness. . ’
- . 2/
i\g\::
be organized into several convenient documents. The number and
scope of these docuthents can vary Bomewhat depending on the
particular needs of the school system. Generally, however, e

o PPBS documents. A PPB system requires that informat
there are four major documents: —

(1) Program Structure--The first document is called the ~
program structure. The program structure organizes
all school programs into categories and levels basged \
+ on program purpose and scope. For instance, instrfc-
tional programs, instructiomal support, pupil services,
general support, and community services are u::;lly .

the first-level divisions for all district progyams.
Goals are developed for all of these categories.

‘ g

In the next fevel, instructional programs, for example,
_are usually divided into general education, special *
education, vocational education, continuing education,

¢ .

37 ’ .
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o ' ~ . - '
) . - and summer school. Appropriate goals are also devel- a
a oped for these categories. . .
Ny ) ' .

Next, for example, general education is divided into
preformal, elementary, secondary, and adult programs,
- each with its own set of goals. - , .
Elementary, secondary, and adult programs- are- further .
divi¥ed into curriculum department subjects such as
drama, English, and mechanical drawing. At this

~ level, objectives are specified for each department. -

The final level d’ﬁldes each department into gpecific
classes or courses. - "
A complete program structure provides a framework for
reporting to the state board and others information
about what district programs are supposed to accom™ $
plish. However, this information about the projected
accomphshment:gof all district activities would be
useless without some sort of evaluation criteria.
This is the purpose of the second document.
. (2) Program Report--The program reporty provides feedback - ~
to school and district management on the successes and\
failures of each program. Each report covers an
entire ongoing program, and includes:

. the criteria and methods used to evaluate the
program;
= ?
° anys variations betyeen estimated and %ctua} stu-
dent performance,~ .

e general and spgcific.progréss of the program; and
i v N
e problenp areas éhg any other pertipent material N
that may eventually be used to assess the achieve-

ment of educationmal and fiscal objectives.

y Usually, distrié?s implementing PPBS appoint an indi-
. vidual to collect and analyze evaluation data at

) planned, periodic intervdls, dnd to cpordinate all
district evaluation activities. . "

: " (3) Program Description=-The third document PPBS uses is ’/’; |
i

. calied the program description., ‘This summation is a
: - major analysis of each program. It ligts program

) choices or options and their implications.
< 4
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B831ca11y, a program description is a comprehensive
stgtement of program content. It describes:
"~ »
e the activities to be performed; £
e the time period in which they are to be accom-
plished;

e the resources assigned;

2

e the objectives the program is-designed to achieve;
e the resources assigned;

Y e the schedule of activities to be performed;
1]
\
¢ the criterid that will be used to measure the
students' achievement of the objectives; and
L]

e the responsibilities assigned to the teacher or
s department head.

i

The fourth and final document is Etéfared by central
district staff. 4.

(4) Multi-Year Program and Financial Plan--The multi-year

- program and financial plan (MPFP) is a summary of the
budgeting and planning from all other PPBS docSﬁénts.
It includes:

e all major program decisions and their implications
for future planning;

e program objectives and evaluation égateria; and
5

e estimated funding requirements for each program
for the first year and four subsequent years.

-

The MPF& has several purposes: .

e It summarizes program decisions and allows an
overall examination of program costs and bemefits.

e After approval and possible revisiqn by district
board membérs, the MPFP bec0mes the basis for
program 1mp1ementat10n.

° It shows where the various school programs are
going, and how they are going to get there.

: |
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v a® It serves as the basis for future budget docu-
ments, because it permits comparlsons between the,

cost and the effectiveness of a given program.

e It is an excellent vehicle fof’informing the com~
munity and state leglslaturt of the uses of tax
money, and what is to be"accomplished with that

-parisons, etc., upon which to make decisions.

—money-s— . - -
/

Obviously, a PPB system cannot answer every question one _

may ask. PPBSlis an information-gathering device that'-the
administrator dses for more effective decision making. PPBS
does not make decisions; it ‘does, however, provide facts, com-
It does not
address itself “to the problems of work effigiency, persoqnel
selection, or administrative procedures.

There are many advantages to the PPB system:

e PPBS encourages ghoices supported by facts. r
, ¢ Implicit in the system is a continuous review and
analysis of all school programs and activities.

o The system makes long-range program and cost planning
routine,

M It makes more and better information available.

) It can 31gn1f1cant1y aid in determlqlng pr10r1t1es for
scarce resources. - .

e It can link program evaluation Eo‘future planning.
e PPBS promotes community-school relations by effec-

tively informing the public of program decisions,
. accomplishments, and priorities.

-
=
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Individual Study Activity .
1

1. Read Chapter 9, "A Survey of Planning Techniques," in
Lamar, C. F. (Ed.). Comprehensive planming for vocational -
education (Eighth Yearbook of the American Vocationmal
Association). Washington, D.C.: American Vocational
Association, 1978, It describes a number of planning
techniques. From Your reading in the modulg and the text,
answer the fallowing questions as they relate to manage—’

1
N 4

ment by objectives, PERT, PPBS, the Delphi techmique, tLhe
advocate team process, and Zero—Based Budgeting. -

e What are the characteristics of this technique?

e When should this tecﬂﬁique.be used?

| - .

. L3 . . . . . 13
« e VWhat is a possible application of this technique in
' vocational education?

3

Discussion Questions

S

ﬁ 'l.  Discuss your experiences with each of the planning tech-
niques cited above. Was the technique utilized success-
. - fully? If-rot, what were the problems involved in its
: use? Would you recommend the technique for use by others?

2. Should the community be involved in the PPBS process? At
what point?

. 3. What problems do you see in the PPB system?

4.  What advanpages do you see in the PPB system?

{‘-




14 B
GOAL 3: .Explain the relationship between planning and accoun-
tability in vocational education.

¢ , AN

- : What-is-Accountability? )

Full Tt Provided by ERIC.

Accountability can be defined as a plan or procedure
whereby the effectiveness of instruction is determined, and
appropriate personnel held responsible. Landers defined
.accountability as follows:

First, it [accountability] directs public
, attention to the results of the educational process
rather than to its components. Second, it attempts
to fix responsibility for these results. Third, it.
addressées itself to the consequences of no results

or poor results.
hd . .

. None of these ideas is entjrely new. Thus

parents and [others in the] community, as well as
educators have always been greatly concerned with

the results of education; but the focus of atten-—
tion-—and of praise or blame--was generally {placed .
on] ‘the child rather than the-institution or its
individual practitioners... 7 |

¥ .

There are{many interpretations of the concept of educa- .

- tional accountability. However, underlying them all is the

assumption that responsibility for students' success or failure
rests with the administrators and teachers. It is also gener-
ally agreed that an accountability system must provide proce-
dures for: :

- . A
e determining student learning needs;
e ‘determining the effectiveness of the educational
process in meeting these needs (How well do we meet
these needs?); and’ .

e ‘determining the efficiency of the educational process
in meeting these'needs (Can we spend less money or ,
. - time?) (Good, 1973).

»
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Implementlng an Accountablllty System ’

The essentlal components of an accountability system 1nc1ude
learning goals and instructional objectives, eriterion-referenced
tests, a monitoring system to gather data on students, and accur-
ate cost data. If you've studied other modules in this series,
many of the components of an accountability system will already
be familiar to you. Seven steps for setting up an accountability
system are described briefly be}ow: ~

-~ \ _

il Identify program goals. The general goal of a s;stem of
) vocational education may be to provide entry-level training in

a specific occupation through the use of individualized instruc-—
tional methods. This is a broad goal--too broad for the class-
room. As such, it would apply to the program as a whole. The
identification of program goals is discussed in more detail in
the module in this series devoted to;vocational needs assegs-
ment and curriculum developmert.

¢ L
’ v Identify classroom and course level goals. The second step
is.to deyelop more exp11c1t goals at the classroom and course
levels. q&r instance, one course goal mlght be to provide’
training for clerk- typlsts. I1f placement is part of the goal,
there must be 2~ reasonable expectation of job-openings. Job
opportunities can be checked by conducting an employment survey
of the area. This is.where community cooperation comes in.
“Area or regional business associations should be helpful in

estimating and projecting employment needs. Information is

. also available through”cooperating agencies such as state

) employment departments.

Since job placement is affected by contingencies beyond the
school's control, it is not usually included in the school's
accountability system. Traditionally, however, it has been
included in the accountability system for vocational educationm.

3

Zz

Determine the skills, knowledge, and attitudes the course
should teach. This means analyzing the job as a series of tasks
to be performed and then determining the skills needed to per-
form those tasks (Elias & Reece,'1973) Again, the business/
industry community should be involved in the decision-making
process. Only through close cooperation with the business/
industry community can the teacher and curriculum specialist
‘decide which skills and knowledge, as well as attitudes, are
important and should be taught.

4 't (Jt
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. ) Teachers and curriculum specialists who develop their .
objectives independently shouid validate the objectives with _
someone who currentlz‘perfprTs or supervises the job. This is
g one of the major roles of the vocational curriculum specialist--
" to act as a bridge between the Business/industry community and- .
. . the classroom teacher. The determination of course content is
) covered in depth in the module in this series devoted to con-
" ' ducting -task analyses and developing intructional objectives.

’ Y
. — Develop the criterion-referenced tedt. This test will be " .
/ 'used to measure the degree to which students have achieved the, N
course and program objectives. At least one test item for each -
/ objective is preferable. For more information on this topic,
you may wish to refer to the module in thig series devoted to
selecting instructional strategies and assessing student

acgfevement.

[y

Develop the curriculum. The curriculum will help the stu-
J;nts achieve the objectives and pass the tests. Curriculum
development is described in detail in other modules in this
series.

L4 -

&

« RN .
' \ Déﬂelop a monitoring system. The monitoring system will :
help teachers and administrators to keep track of student pro-
gress. This system should be as uncomplicated as possible. It
can, for example, be simply a list of test items that students
check off as each is passed. If the course has been'taught.
previously, a time chart comparing the progress of each current
student with the average progress of previous students might be
useful. . - :

AS

1

Maintain a record of expenses. This record should be up.
to date and accurate so that interested parties cam, at any
time, determine the. cost of a given course. Because of the
compartmenta{ized nature of school. budgets, it is virtually
impossible to assign costs on an individual ¢lass basis. How-
. ever, the more cost details that can be provided, the easier it ’
. is to estimate program costs. . ¢

Conduct an Evaluation ‘

Evaluating the results of the teaching effort is, of
cburse, essential to fulfilling the concept of accountability.
There are two pjases in such an evaluation. The first is the

. ' \\\ F ' ;
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immediate'évaluation; which 1s concerned with the following.
‘questions: - . .
~ .

. y &

e Have students achieved the objectives?

= 2 ~

) e Did we teach the correct objectives? (Can students
. use the skills and knowledge we have taught in a -
) real-world s%tuation?)

. ‘ £ .
. e Have we increased student interest:in the subject
___ taught? J

~ . «

These are the most important questions to ask when evaluating

- teaching efforts. They are the points over which teachers and
schools have direct influence -and responsibility (Kaufman,

1973). -
B . ,
The gsecond phase in evaluating teaching effgrtsvfollows
: . thé first and is usually thought of.as a follow-up or exit
. evaluation. This phase is’concerned with the following s
© questions: . '
) , : - 4P
‘ e Is the course responding to labor market needs?
£ e Can graduates o6f the program be placed in jobs commen-
surate with their training and their expectations? -
e Do graduates of the program feel the course was
relevart? - R
e What are the grliduates' salaries when they begin work
. and after six months or a year on the job.in compari-
. ’ son with general education graduates?
s ' e Were students overtrained? If yes, what was the cost
. , of that overtrainimg? .
- . 7
e . ‘ ' For more information on evaluation, the reader may wish to .
- T, consult, the modules in this series devoted to“evaluating ’
v , instructional curricula, conducting follow-up &tudies, and com-
' municating and using evaluation results.
« 1 4 X ' _ -
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e Has the teaching process been as efficient as possible?




- Indiéidual Study Activities

1.

. . 2.

What is the concept of "accountablllty" in éducation?

N

What is the role of EEE following personnel
ability process? Try to determine the' role of the voca-

in the account=-

tional curriculum specialist in your partlcular e1tuat10n.l

° the teacher . . «
e _“the administration
e .the student .

e the vocational curriculum specialist
What dre the comﬁonents of an accountability system?
Why are instructional obJectlves and cr1ter10n-referenced

tests essentlal for an accountability system? "

—

Read Chapter 1, "An, Overview of Comprehensive Planning,"
in Lamar, C. F.,(Ed.). Comprehensive plapning for voca-
tional education (Eighth Yearbook of the American Voca-
tional Association). Washington, D.C.: American Voca-
tional Association,[192§. It will give you a broad view
of planning at the various levels of vocational education.
The concepts you've been studying in this module are tar-
geted at the local level, but these concepts are just as
applicable at state and natlonal levels, as you'll see
from this reading. When you 've completed the readlng,
write a paragraph summarizing the importanee of comprehen~
sive planning in vocational education. .

7 b.

Discussion Questions

1.

Accountability often loses its appeal because of the test-
ing requirement. Why do you tbink this is the case?

If a program is not effective in-teaching a skill and does
not result in studepts achieving the objectives, but it
does increase student 1nterest greatly, can it be jus-

"tified? . ) B

.ot f
Why has job placement traditionally been considered a cri-
terion for evaluating voca;ionai programs when it is not
so considered by educators in general?

wo
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Assume that you have determined the cost of your program,
as has John Doe with a similar program in a neighboring
high school. Assume also that the costs for both programs
are equal. If a'follow-up study of the graduates of both
programs shows that you placed twice as many graduates in -
jobs, which program is most cost effective?

those mentioned in the module ‘-

What criteria 8th§§ th
valudte a program? .

might be used to

In evaluating a vocational program, why is it important to
consider whether students were overtrained?

Group Activity

4.

Accountability could lead to preoccupation with education- -
al goals that are observable and measurable. The ability
to choose wisely, make critical judgments, and think inde=
pendently cannot always be measured but is no less impor-
tant than the ability to perform technical skills. To
assume responsibility for immeasurable learning entails a
certain amount of risk, but it also implies an open view

of education, whereas accountability, though safer, lends
itself to conformity and a mechanistic approach.

Two groups should conduct a debate on the points
brought up by this statement. Each group-should take a ———
few minutes to solidify its points of view and appoint a
spokesperson. This spokesperson will be respomsible for
making the grdup's initial pnesg&iftion. A debate by the
two teams should follow. .

»

.
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. Summary
0 L% ’ -
: k4
In thls ‘module, you learned about the vital role of lan-
ning in vocational education; planning is the first and primary
function of management. - The Education Amendments of 1976 empha-
sized comprehen31ve planning to meet demands for the expansion
and improvement of programs and serv1ces in a time of decreasing
resources. , ’
] ,
Yot learned that a cu;ﬁicuium specialist will need to
demonstrate efficient use ¢f resgurces; verify goals &nd objec-
tives; identify target studen’and consider school, course,
student, and community require ts when planning for curricu-—
tum change. Additiomally, the curriculum specialist may be
called upon to help select instructors; provide facilities,
equipment, and supplies; schedule, and prepare a budget.
. <
You were exposed to a variety of planning techniques. All
of these techniques are based on systems ana1y31s the separa-
tion of a system into its component subgystems in order to

~ ek%amine their relationships to one another and to the system as

a whole. Flnally, you learned about the concept of educational
accountability: . the demand of p611t1c1ans, taxpayers, parents,
and_ trustees that educational resources be effectively and
efficiently used. ‘ éﬁ ! »
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Study Activity Ré%pbnses

——

% ’ .
¥ <
- GOAL 1  ° ‘ '
’ L
. 1. a. Thé‘criteria you establish as required for your course
|- instructor depend entirely on ‘the subject to be taught
- ~ and the level--high school jynior ovllege, etc.--of
: " the course. \ ‘(
- p.' To advertnse for, recruit, and select an 1nstruttor,
) you should have mentioned the following steps: -
" o Develof an information sheet about the job and
, instructor requirements.
o Identify the Iocation of the type of person you
> are recruiting.
& Send materials to prospective instructors.
A e Compile a list of interested instructors.
—_— - - B Al e Interview those who seem most qualified.
. e Have other staff members interview the best
. candidates.
o Together with other staff members, select the
K candidate. .
. 2, a. After course ~Zﬁect1ves are wtitten, needed facilities
~ should be spe ied.
b. "Work station" is defined as the bench, machine, desk,

frstudy carrel, or place where one student may work.

The factors that determine the number of tools needed
- for a course are the number of work stations; the
degree to which certain tools, instruments, and other
items are used during an operation; and the afount of
expected student cooperation in the use of any one

tool.
d. Instructional supplies are expendable items. Instruc—
i ' tional equ1pment includes tools and machlnes that can
- be used again and again; they” are not expendable.
. . e. Advantages of mobile laboratories include the fol-

i , lowing: . N

. They are initially less expensive than adding a

N laboratory to a school. *

.

1§
® The cost per student 1s lower when the program can
be shared with one or more dist:rict:s.&e

_"I' _ . ’ 157 T
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e Expensive equipment is used to a greater degree
since the mobile unit moves on to another school
when instruction is completed.

Disadvantages of mobile units include the following:

-
@

&% They depreciate quite rapidly.

e The tractor or power unit involves high mainten-
ance costs. ’

e Delicate instructional mechanisms and equipment
may be damaged when transported over rough terrain.

e The safety zones and work spaces around machines
are usually limited because of the narrow widths
. of the mobile units.

3. a. State guidelines vary from state to state, s0 the
specific response to this activity depends on the
state in which your school district is located. If
you have questions, discuss them with the imstructor.

~ * ;
- b. The steps that should be completed in‘order to pur-

chase equipment include:

e assembling a course outline,

e preparipg a list of necessary equipment and
-~ materials (including instructional specifications),

e calculating total costs,

e. ranking requests agccording to priority, I
! l.
{
~ e . identifying institutional policies for requesting
bids, and

e preparing purchase specifications!,
4,  An ‘up~to-date inventory:
. provides an gccurate record of inventory;

e identifies items that are missing or broken; and

® can provide a basis for building an amortized schedule
for equipment replacement.

58
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5. a.
D

“6.a=-d.

7. a.
b.

[

— —— -modular planning, or team teaching
=

“Your response to this activity depends on the topic

you selected. However, you might have mentioned the
following points: ? )

2 d

Team teaching requires specialists who teach in the{r
field of greatest experience and expertise. If no
specialists are available, team teaching is not a
particularly useful management system, ‘

-

i -

Individualized instruction is not a reasonable system
if the learning tasks might endanger students or
equipment. Individualized instpuction also requires
prepared materials for the students.
. ' -
Modular scheduling requires a number of individuals
who perform different functions. It requires close
sppervision by the master teacher to ensure that all
nctions are being-carried out. It also requires
flexibility in planning for the use of facilities and
instructors. Unless most of the vocational education
courses are designed in the modular 'system, students,
instructors, and equipment will probably not be con-
veniently scheduled using this system.

Your Yesponse to this activity depends on the topic

you selected. You should have discussed one type of

management system such as individualized instruction,
i o And you should

>

have described how the scheduling of classes and
teachers depends on the type of management system to
be used in the classroom. .

v

v

Your response to this activity depends on the course
or program you sélected. If you have any questions.
regarding the budget forms you developed, discuss them
with your instructor. ’

. -

money, personnel, information, and facibities

be aware of and take advantage of the many ‘resources
that are available at the national, regional, state,
and local levels; submit a grant or proposal for
resources available dn a competitive basis; create new
resources.

e b
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Discussion Question Responses T : }i
ll "
1. No. An inventive instructor or-curriculum specialist can
-~ _usually simulate different conditions or facilities to
. provide additional learnlngvexperlence§ With only a few
supplies, an instructor or specgalxst can demonstrate
projects and activities, rafher than having students com-
, plete them individually.

2. Sequence instructions and activities so that students’
learn to use present equipment in depth before moving on
to new equipment. If supplies are short, consider having
students pay for supplies. You may also try to locate
businesses or community members who can donate supplies
and equipment.

GPAL 2 IS

1. Management by Objectives

e Management by objectives (MBO) is a planning technique

that encourages the active c?itment’and participa-
tion of personnel at all levels of an organizationm.
ObJectlves’are agreed on by all members of the organi-
zation, “and each one is responsible for achieving his
or her part in the project.

———

<
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¢ This management system is particularly useful when
motivation is a problem.

e The response to this question will vary with the
individual. .

PERT .

e PERT is a diagrammatic scheduling technique that
demonstrates the interdependencies of events and
activities. It is particularly useful for scheduling
complex programs.

e PERT is used to sqﬂédule)events during the initial
stages of program development. It is also uged to
follow. the progress of a program-since delays in one
activity.can signal related delays in other parts of

the- schedule. . . ’
e ‘ : : : : o
. The response to this question will vary with the indi-
Vidualc * . '
.~\\\\\\\ _ 60 459
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o . . PPBS <
1 . o PPBS is a system that org;:;Les all school activitieg
/ by subject area programs. The purpose of PPBS is to

. relate costs to spec1f1c courses or. programs to shaw .

: , ~what 'dach program or éourse)costs\.

e PPBS should be used when a detailed accountlng of

s S expenses 18 required. il
. : e The response to this question will vary, with the indi-
) vidual. -

¢

The Delphi Technique - ‘

e The Delphi technique is a series of related procedures
for eliciting and refining the-opinions of a group of
people. It was developed as an intuitive methodology
for organizing and shaping forecagts of long-range
trends and their probable effects.

o + This (QEEEEE;G is useful for forecasting and for gath-
- ering a consgnsus of experts. ‘

o The response to this question will vary with the indi-

‘ vidual. 2
9

Advocate Team Process

e The advocate team process involves the selection of
several teams. These teamg are assigned a’'topic on
. - which they advﬂ;ate a cons®hsual position. The end
result is a number of strategles created for reachlng
a predetermined set of obJectlves. ;
!
° g:is technique should be used to generate alternative
ograms for achieving a given set of objectives.

* o The respoﬁ%% to th¥s question will vary with: the indi-
vidual. ‘ . ‘ .

Zero-Based Bﬁdgeting

e. Zero-Based Budgeting (ZBB) is a planning technique
. / that includes budgeting. It is comprehensive and

- A complex, although it appears simple. ZBB has three
basic steps:

(1) all organizational accygzt;es are described in
. discrete "decision units" or "decision packages,"
@ | 2 |
Z ' - M - ] )
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) ' (2) these units or packages are evaluated and ranked
- by priority, and ? S

PR

(3) resources are allocated .accordingly.
R o . This Eeéﬁﬁique should be used for planning and budget-
) " ing all orgamizational activities that are reviewed

‘ . annudlly under this system. .

e The response to this question will vary with the indi-

vidual. .

1.~ This discussion will vary with individual student experi-
ences. # ol

~

. Discussion Question Responses

-

.=
2

2. Yes. The community can provide information regarding
interests and needs. Parents are very influential in
their children's choice of educational courses, so learn—
ing parental preferences helps the schools provide rele-
vant objectives and courses. Also, local businesses'
descriptions of their labor needs can help the school
select relevant objectives. .

———

3. PPBS requires a different budgeting system. School bud-
gets have traditionally been line item budgets (e.g.,
instruction, administration, equ1pment) Under PPBS,

uuugetrng—must—be—by—program, for instance, business edu-
.cation or secretarial practices. Many Btate accounti
systems are ‘not organized to accommodate PPBS
4, Once PPBS is established, better informatssg‘and cost data
® are available.

GOAL 3

f

. ¥
1. Accountability is a systematic procedure for determining

student 1earn1ng needs, the effectiveness of the educa-
, tional pgocess in meeting these needs, and the efficiency
of the educational process in meeting thege needs.

2. o A teacher is accountable to the administrators, who
. expect certiin activities and efforts in the class-
room, and to the sfudents and the parents, who also
expéct qualified teaching behavior and efforts in the
classroom. . .

62
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e The' administration is accountable to the community and

to the teachers to provide an environment in which
instruction can be conducted. The administration is
also responsible for maintaining the necessary records
and meeting all state requirements for fundieg,
safety, and upkeep.

é .

e The student is accountable for the degree to which he
or she takes advantage of the educational setting and
applies him- or herself to the learning process.

. .

e Your résponse to this question depends on the type of

accountability system implemented by the curriculum

specizlist in your setting.
L

The essential components of an accountability system are:

e objectives,

[ N -

° criterion~referenced tests, .

e a monitoring system to gather data on the success and
failure of students, and A

e accurate cost data. .
Instructional objectives and criterion-referenced tests

are essential for'an accountability system because without
them no one knows the aim of education and, perhaps even _

Aruitoxt provided by Eic:

worse, no one knpws when or if the educational process has
been successful.

L J
Comprehensive planning in vocational education is necessary
if capital resources are to be utilized efficiently and
the nationlg :human resources effectively developed. With
increasing ¢bmpetition for limited available resources to
meet critical public needs, it 1s important that vocational
education coordinate and cooperate with all public and -
private education and job training programs and related
agencies and groups in planning job training programs for
the mutual benefit of all.

+

Discussion Question Responses

1.

If testing methqgs are not accurate, it is difficult to
determine who is responsible for the-siccess or failure of
students. Also, most tests do it accurately_assgss stu-
dent interests, emotional growth, and maturity--important
parts of the educational ﬁ;ocess.

\.\
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2 waabl—yT—i—f—t_he_expense_and_time_spant_ar.L_nQ.t_too great. ..
However, the objectives should be' examined carefully to -

.gsee if they are appropriate for the class, and the teach-

ing methods should definitely be revised so that they are . \
more effective.

3. Since vocational education programs are designed to fill )
an employment need, they have traditiomally considered ‘ -
placement a part of their program. General education does
not teach students skills that are applicable to a spe-
cific job, so placement is not a part of their program. 5 -

4. The program that places more graduates is more cost-
effective, even though the initial costs were equal.

5. Other criteria might include time spent, training, and
intrinsic value of content. )
. &~
6. Instruction that trains students to perform skills they
will not have an opportutity to use on the job wastes time
and money. :

[y ~ -
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GOAL

1.!

GOAL

1.

d.
- ' . . )
e advocate team process . ' i -

" Self-Check

1

. ¢ " r

What steps are typically invdlved in recruiting and
selecting &n instructor? .

What steps are typically involved in purchqsing equipment?

What are several alternative methods of scheduling classes

4nd teachers in vocational education? \\\
‘ -~

What steps are typically involved in preparing an annual )
budget for a specific course or program?

-

What types of resources are needed to support the planning
‘ ¢

function? ) . . ;
A
2
! . , .
The phrase mutual setting of goals by superordinates and .
subordinates best decribes the activities agsociated with . \
which of the planning and management techniqués listed
below? L ) N ‘
: r ’
a. PERT . . ‘
b. ZBB
. . - N . »
c. Delphi technique , - .
d. MBO ’ \, ’ ,

——r——

- e. PPBS | - - .
The phrase systemgkically displaying inputs, programs, and
outputs for rational planning and budgeting best describes
the activities asso%iated with which of the planning and,

management techniques listed below? ' -

. .a. ZBB g ' i ‘ 17?
. \ P =

bo' PPBS \

c. MBO ) \§ ’
PERT ' . . //
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[y
.

—~

8
~

- Ve I

® © L 4
3. % The phrase allocating Yesources according to decision:
packages ranked in order of priority best describes the

~ activities assocflated with which of \the planning and
* - management hriques listed below/

a. BB T
. < A} [
b. .-PERT

—e . ‘ ,

“ P i -

» MO LN
e w0 N

> d. PPBS , -

e. Delpiy teche}q‘ ’
. . /' :

7

7 ’

GOAL 3 , ‘ -

N A

1. What is the'mea%ing'of "dccountability" in education?
2.7 What is the role of the vocational curric¢ulum specialist

o

in an accountability systein? 4

- )

. * . ’ cqs
. What are the—egsential components of an accountability
M ?ystem? . —_—\

¢ £ s

-

3

- *
* -
A
!
. . - "‘& .
c: 2 -
. .
. g}* .
1 4 ,
. [}
) -
- * . v
.
- ’
.
.
@ [ 'l .
] P Ve -
.
9
]
- -~ .
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Self-Check Résponses .

. GOAL 1 ' -

. 1. a. Develop an 1nformat10n sheet about the job and

1nstructor requirements.

. - e

’ b. - Identlfy the location of the type of person you are
recruiting. L

L1

c, Send matérials to prg@pgctive instructors.

’ -

d. Compile a list of ipterested imstructors.

e. Interview those who seem most qualified.

’ . ]

-

* f£. Have other staff membets interview the best candidates.

g. Together with other staff members, select the can-
: didate. .

2. a. Assemble course outline.

b. Review course and prepare‘list'of necessary equipment
and materials (including instructional specifications).

Al .
c. Calculate total costs.
d. Rank requests. according to priority.

e. Identify institutional policies for requesting bids. .

f.. Prepare purchase specifications. ) / '
3. a. team teaching - ,
< b. individualized instruction
e. differenti;téd staffing .

‘ d. modular scheduling
4. a. Develop a form (or use the’one provided by thé insti-
tution) for calculating.and recording budget items.

% - b. Obtain worksheets to record details and calculate
COS%S.' ' . 5
c. Calculate revenue. ‘ 2
- S
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~ )

d. Calculate expenditures. I

e. Determine the total for both revenue and expenditures, -
and calculate the estimated net gain or loss for the . .

program. ‘

: i

a.” money .
. * 4
b. personnel . i
.
c. information ] ‘ ) /’, . .
y - .

d. facilities

s

-

Accountability is a systematic procedure for determining )
s§tudent learnxng needs, the effectiveness of the educa-

tional process in meeting these needs, and the efficiency )
of the educational process in meeting these needs. T .

-
The vocational curr1cu1um specialist s the.link between <!
the educational institution and business and industry. He
or she must ensure that learning objectives describe skills ’ ‘
as verified by bu51ness and industry representatives and
that graduates of vocational programs are prepared for the
job performance requirements of bu§1ness and industry. ,
’ .
. - . “ |
a. objectives , ‘
. s ,
b. criterion-referenced tests. ’ -
/ v '
c. monitoring data . l . T |
d. "cost data
.~ ) g
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