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Foreword

One of the majer goals of the Mid-America Vocational Curriculum Consortium (MAVCC) is to
promote competency-based education as a method of instruction. Through the input of a
cominittee comprised of teachers, teacher educators, curriculum and instructional specialists,
educational consultants, and school administrators, MAVCC has developed the Competency-
Based Education Professional Development Series. The competencies upon which these
units of instruction are based were identified and-verified by the committee as being important
to successful teaching at both the secondary and postsecondary levels of instruction.

The design of these materials provides considerable flexibility for planning and conducting
competency-based programs for preservice and inservice of teachers, as well as business-
industry-labor trainers, to meet a wide variety of individual needs and interests. The materials
are intended for use by universities and colleges, state d3partments of education,
postsecondary institutions, local education agencies, and others responsible for the
professional development of teachers and other trainers.

Each unit of instruction provides leaming experiences thai integrate theory and application.
The materials are primarily designed for use by teachers or trainers working individually or
in groups under the direction and with the assistance of teacher educators or others acting
as resource persons. Resource persons should be skilled in the competencies being
developed and should be thoroughly oriented to competency-based concepts and procedures
before using these materials.

These instructional materials have been designed to assist teachers in improving instruction.
Every effort has been make to make these riaterials basic, readable, and by all means,
useable. The resource person will need to develup instructional strategies for localizing,
individualizing, and supplementing the text, 2nd motivating teachers who work with these
instructional materials. Special attention should be given to the teacher pages in each unit
of instruction. Suggestions for teaching the unit, suggested supplemental resources, a
criterion-referenced test, teacher supplements, and transparency masters are included in the
teacher pages for each unit. Each unit of ‘astruction may be purchased separately for use
in workshop and classroom settings.

As you use these instructional materials, we hope you will find they contribute to the
improvement of the instructional process. If any problems occur or if you have any
suggestions for improvement, please call us on our toli-free number (1-800-654-3988) or write
to the Mid-America Vocational Curriculum Consortium, 1500 West Seventh Avenue, Stillwater,
OK 74074-4364.

Larry Nelson, Chairman Jim Steward
Board of Directors Executive Director
Mid-America Vocational Mid-America Vocational
Curriculum Consortium Curriculum Consortium
v
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Use of Introductory Méterials

Introductory materials are included in the teacher edition only and contain useful information
to assist administrators and teachers in planning for instruction.

In addition to the general information such as the table of contents, foreword, and
acknowledgements page, information is included on the following:

1. Use of this serles—Explains the components of a unit of instruction and how
they should be used as part of the teaching/ learning process.

2. Instructional/task analysis—Provides a quick review of contents of each of the
units; identifies cognitive (knowledge) skills and psychomotor (doing) skills
addressed in each unit of instruction.

3. Reference list—Provides a comprehensive list of resources used in the
development of this series.

4. Glossary—Provides a comprehensive list of terms and definitions presented in
the first objective of @ach unit of instruction.

As you use these materials, it is hoped that they will provide useful information to mest a
variety of needs.



Use of This Series

Instructional units

MAVCC's Jompetency-Based Education Professional Development Series contains eight
units of instruction. Each instructional unit includes some or all of the following basic
compenents of a unit of instruction: objective sheet, suggested activities for the teacher,
answers to assignment sheets, answers to written test, written test, unit evaluation form,
teacher supplements, transparency masters, information sheet, student supplements, and
assignrnerit sheets.

All of the unit components focus on measurable and observable learning outcomes. Teachers
are encouraget' to supplement, personalize, localize, and motivate with these materials in
order to develop a complete teaching/learning process.

Units of instruction are designed for use in more than one lesson or instructional period.
Careful study of each unit of instruction by the teacher will help to determine the following:

. Amount of materials that can be covered in each instructional period.
- Skills that must be demonstrated. |

. Amount of time needed for demonstrations.

. Amount of time needed for student practice.

. Supplementary materials, including print and 'nonprint media and equipment and
supplies, that must be ordered.

. Resource people who must be contacted.

Objective sheet (Color code: White)

Each unit of insiruction is based on performance objectives which state the goals for
successful completion of the course. These performance objectives are stated in two forms:
unit objectives which state the expected performance of each student after completion of the
unit of instruction, and specific objectives which state what the student must do to reach the
unit objective.

The objectives should be provided for students and stressed throughout the teaching/learning
process. This will help answer any questions concerning performance requirements tor the
instructional unit. The objectives can alse help determine teaching strategies and instructional
methods. Teachers should prepare for each unit by deciding how each objective can best
be taught.

Teachers should feel free to modify, delete, or add objectives in order to meet the needs of

the students and community. When objectives are added, the teacher should remember to
supply the needed information, assignment sheets, and criterion test items.

Xi



Suggested activities (Color code: Pink)

The suggested activities assist teachers during the preparation stage of the teaching/laarning
process by providing an instructional plan, teaching suggestions, and a list of supplemental
resources. The teacher should read the suggested activities before teaching the unit and
decide how each objective can best be taught. Time should also be allowed to obtain
supplemental materials, prepare audiovisual materials, and contact outside resources. Duties
of the teacher will vary according to the particular unit.

References used in the development cf each unit are listed in the suggested-activities section,
along with suggested supplemental resources that may be used to teach the unit. These
materials can be used by the teacher to suppiement her or his knowledge of the subject area
or to help students with particular interests or objectives in the area covered.

Assignment and written test answers (Color code: Pink)

Assignment-sheet answers and written-test answers are designed to assist the teacher in
evaluation of student performances.

Written test (Coior code: Yellow)

This component provides criterion-referenced evaluation of every cognitive objective listed in
the unit of instruction. Duplication of the written test is permitted for student use. if objectives
have been added, delated, or modified, appropriate changes should be made on the written
test.

Unit evaluation form (Color code: White)

This sheet prevides teachers with a record of each students performance on a unit of

instruction. It includes space for assignment sheet ratings, written test scores, and teacher
comments. The unit evaluation form may be duplicated.

1]
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Use of This Serles

Teacher supplements (Color code: White)

Teacher supplements are optional materials for the teacher to use. They have three
purposes: to provide the teacher with higher level materials to stretch the advanced student,
with remedial information or practice to assist the less-advanced student, and with state-of-
the-art information in which the teacher may not have background or with information that is
not readily available in other books. Some teacher supplements may be duplicated for
student use and are marked accordingly.

Transparency masters (Color code: White)

Transparencies are included to direct the students’ attention to the topic of discussion. They
may provide illustrations, charts, schematics, or additional information needed to clarify and
reinforce objectives included in the unit of instruction.

Information sheet (Color code: Green)

The information sheet provides the content essential for meeting the cognitive (knowledge)
objectives of the unit. Teachers will find that the information sheet serves as an excellent
guide for presenting background knowledge necessary to develop the skills specified in the
unit objective. Students should read the information sheet before the information is discussed
in class. Space is provided in margins for students and teachers to add notes that
supplement, localize, personalize, or provide information for the teaching of each objective.

Student supplements (Color code: White)

The information presented in a student supplement may consist of tables, charts, written
information, forms, or other information students will need in order to complete one or more
of the assignment sheets. Students are not directly tested over the information presented in
a supplement; however, their ability to apply this information may be evaluated in the
completion of assignment sheets.

Assignment sheets (Color code: Tan)

Assignment sheets provide students with pencil and paper activities that give students the
opportunity to make practical application of the knowledge in the information sheet. Criteria
are provided to objectively evaluate student performance.

Disseminating material

For best rasults, provide student materiais for each student. Material may be given out
pages at a time to keep the material before the student always new. Some teachers ask
students to furnish a three-ring binder or folder for . * current unit of study. This is
convenient for students taking the material home to study. Students should be allowed to
take their materials home at the end of the course.

i
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Instructional/Task Analysis

Related Information: What
the Student Should Know

Application: What the

Studont Should Be Able to Do

Planning for Competency-Based Education

Terms and definitions

History of
education

competency-based

Major characteristics of a
competency-based education

program

Principles of competency-based
education

Advantages of competency-based
education

Institutions or agencies that use
competency-based education
concepts

Characteristics of competency-
based education and traditional
education

Requirements for implementing a
competency-based instructional
system

Steps for curriculum alignment

Steps for developing a competency-
based instructional system

Differences among competency-
based education, individualized
instruction, and outcome-based
education

What competency-based education
means to the student, to the
teacher, to the administrator, and to
the employer
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13.

14.

15.

16.

Select statements that accurately
describe competency-based
education

Cornplete a competency-based
checklist for a course or program

Develop a philosophy statement on
competency-based education

Develop a plan to implement
competency-based education
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Related Information: What Application: What the

the Student Should Know Student Should Be Able to Do ‘
Aligning Curriculum
1. Terms and definitions 17. Determine a program or course
description
2. Steps in the curriculum alignment
concept 18. Locate sources of curriculum
materials

3.  Advantages of curriculum alignment
19. Verity a task list
4.  Proi.ems to overcome in curriculum

alignment 20. Sequence tasks
5.  Steps for curriculum alignment 21. Evaluate existing instructional
materials

6. Characteristics of a program
description 22. Select instructional materials based
on a verified or validated task list
7. Sources of curriculum materials
23. Complete a checklist for aligning
8. Procedures for completing a task test items
analysis for a program or course

9. Reasons for verifying a task list ‘
10. Benefits of involving business,

industry, and labor in curriculum

development

11.  Techniques to verify or validate task
lists

12.  Ways to sequence tasks

13.  Steps in conducting an instructional
analysis

14. Reasons to adapt or revise
instructional materials

15. Ways to adapt instructional
materials

16. Suggestions for aligning
performance and written evaluations
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18.

Related Intormation: What
the Student Should Know

Application: What the

Student Should Be Able to Do

Managing Competency-Based Education

Terms and definitions

Common aspects of maintairing and
managing the physical environment

Factors which affect long-range
planning

Reasons for developing and
maintaining a filing system

Factors that will determine the filing
system to use

Decisions to make in starting and
maintaining a filing system

Reasons for monitoring student
progress

Steps in developing a system to
monitor student progress

Reasons for developing a progress
chart

Purposes of competency profiles

Guidelines for using competency
profiles

Information to include on a

competency profile
Purposes of grading patterns

Characteristics of a good grading
pattern

Aoproaches for assigning grades
Goals of a learning contract

Steps in the development of a
learning contract

Items in a learning contract

A\

19.

20.

21,

22.

23.

24,

25.

26.

Xvii

Develop a plan to implement
competency-based instructional
materials into an existing program

Develop a plan for an appropriate
filing system

Develop a progress chart

Write a plan for using a competency
profile in a program

Apply techniques in establishing a
grading pattern

Develop a grading pattern

Complete a student performance
contract

Complete a learning contract for a
grade

ok
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Related Information: What Application: What the

the Student Should Know Student Should Be Able to Do
Writing Performance Objectives
Terms and definitions 10.  Select components of performance
objectives
Instructional intent of a performance
objective 11.  Distinguish between performance
objectives and nonperformance
Advantages of using performance objectives
objectives
12.  Convert nonperformance objectives
Things to do before writing to performance objectives
performance objectives
13.  Write performance objectives
Components of a performance
objective 4. Write test items for performance

Domains of the Taxonomy of
Educational Objectives

Criteria for writing performance
objectives

Process for developing acceptable
criteria for performance objectives

Criteria for writing test items

xviii

objectives
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12.

13.
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15.

Related Information: What
the Student Should Know

Application: What the

Student Should Be Able to Do

Developing Teaching/Learning Strategies

Terms and definitions

Teacher characteristics that support
quality learning

Strategies for meeting individual
learning styles

Concepts of individualized

instruction

Guidelines to consider in selecting
strategies for individualizing
instruction

Strategies for motivating students

Teaching strategies to increase time
on task

Techniques for instructional delivery

Steps in
approach

the problem-solving
Teaching goals for reinforcing basic
skills

Essential workplace basic skills

Stages for successful teaching/
learning process

Strategies that must be done with
instructional materials

Ways to localize and individualize
instructional materials

Factors to consider when
developing a lesson plan to teach a
unit of instruction

Xix

16.

17.

18.

19.
20.

21.

22.

Discuss perceptions of individual-
ized instruction

Determine instructional activities that
create a positive learning environ-
ment

Solve problems using instructional
strategies

Select instructional techniques
Complete a checklist for evaluating
a lesson plan using the problem-
solving approach

Determine basic skills being
reinforced by performance objec-
tives

Develop a lesson plan
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1.

Related Information: What
the Student Should Know

Application: What the

Student Should Be Able to Do

Implementing Criterion-Referenced Evaluation

Terms and definitions

Purposes for evaluation

Steps in the alignment concept
Descriptions of norm-referenced
evaluation and criterion-referenced
evaluation

Characteristics of norm-referenced
and criterion-referenced evaluation

Domains of the Taxonomy of
Educational Objectives

Categories of written test items used
to measure knowledge

Advantages of types of written test
items

Advantages and disadvantages of
using a performance test as an
evaluation tool

Types of performance tests

Types of instruments used to
assess student attitudes and values

XX
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Determine methods to use in
assessing student knowledge

Develop a performance test

Develop an instrument to assess
student attitudes



Related Information: What
the Student Should Know

Application: What the

Student Should Be Able to Do

Developing Components of a Unit of Instruction

Terms and definitions

Definition of competency-based
education

Process used in developing units of
instruction

Copyright laws and how they pertain
to instructional development

Procedure for securing copyright
permission

Components of a unit of instruction

Procedure for evaluating
components of a unit of instruction
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Related Information: What Application: What the
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2. Maj:r tpurposes of a learning activity 13. Develop a self-contained LAP
packe

3. Types of LAPs

4. Benefits of a LAP

5. Components of a LAP

6.  Suggestions for sequencing LAPs
7. Importance of indexing LAPs

8. Guidelines for selecting media for
LAPs

9. Selecting activities for LAPs

10. Copyright laws ‘

11.  Procedure for securing copyright
permission

xXii




Competency-Based Education
Professional Development Series

References

Able Insights. Dallas, TX: Center for Successful Learning, 1990.

Appleby, Judith A. Conducting Task Analyses and Developing Instructional Objectives.
Module 8. Springfield, IL: American Institute for Research, 1981.

Assessment Handbook: A Guide for Assessing lllinois' Students. Springfield, IL: lllinois
State Board of Education, 1988.

Blank, Wiliam E. Handbook for Developing Competency-Based Training Programs.
Englewood, NJ: Prentice Hall, Inc., 1982.

Bloom, Benjamin S. Human Characteristics and School Learning. New York: McGraw-Hill,
1976.

Bloom, Benjamin S. All Our Children Learning. New York: McGraw-Hill, 1980.

Brannon, Donald R., Gerald F. Day, and Don:.A Maley. How to Do a Job Analysis.
Creasaptown, MD: Western Maryland Vocational Resource Center, 1978.

Brannon, Donald R., Gerald F. Day, and Donald Maley. How to Evaluate Students in a CBVE
Program. Cresaptown, MD: Western Maryland Vocational Resource Center, 1978.

Brannon, Donald R., Gerald F. Day, and Donald Maley. How to Write and Use Competency
Profiles. Cresaptown, MD: Western Maryland Vocational Resource Center, 1978.

Brannon, Donald R., Geraid F. Day, and Donald Maley. How to Write Performance
Objectives. Cresaptown, MD: Western Maryland Vocational Resource Center, 1978.

Brannon, Donald R., Gerald F. Day, and Donald Maley. What is Competency-Based
Vocational Education (CBVE)?. Cresaptown, MD: Western Maryland Vocational Resource
Center, 1978.

Carnevale, Anthony P., Leila J. Gainer, and Ann S. Meltzer. Workplace Basics: The
Essential Skills Employers Want. Alexandria, VA: American Society for Training and
Development, 1990.

Category C: Instructional Execution. Athens, GA: American Association for Vocational
Instructional Materials, 1986.

Cohen, S. Alan. ‘Instructional Alignment: Searching for a Major Bullet." Educational
Researcher. November 1987.

Competency-Based Vocational Education in North Dakota. Bismarck, ND: North Dakota
Competency-Based Vocational Education Project, State Board for Vocational Education and
University of North Dakota, 1983.

L2l
XX



Course of Study Development. The Instructional Materials Laboratory, the Ohio State
University, Columbus, OH: 1985.

Crossroads: A Handbook for Effective Classroom Management. Oklahoma City, OK:
Oklahoma Department of Education, 1990.

Developing a Unit of Instruction. Stillwater, OK: Mid-America Vocational Curriculum
Consortium, 1985.

Developing Individualized Modules for Vocational-Technical Education. Montgomery, AL:
State of Alabama Department of Education, Division of Instructional Services, 1979.

District 214 General Learner Outcomes. Township High Schoo! District 214. Arlington
Heights, IL.

Douglass, Rebecca and Ruth Patton. Task List Verification Techniques. Springfield, IL:
NNCCVTE, 1989 rev.

Educational Leadership: Learning Styles and the Brain. Alexandria, VA: Association for
Supervision and Curriculum Development, Volume 48, No. 2, October, 1990.

Facilitator Training Manuals. Stillwater, OK: Instructional Services Division, Oklahoma
Department of Vocational and Technical Education, n.d.

Finch, Curtis R. and John R. Crunkilton. Curriculum Development in Vocational and Technical
Education: Planning, Content, and Implementation, Third Edition. Boston, MA: Allyn and
Bacon, Inc., 1989.

Fraser, Larry, Ron Genda, Ron McKeever, and Donna Richardson. The Vocational
Educator's Guide to Competency-Based Personalized Instruction. St. Paul, MN: Project
H.O.P.E., Minnesota State Department of Education, Vocational Division, 1976.

Friedenburg, Joan E. and others. Adapt Instruction for Limited English Proficient Vocational
Students. Module LEP 3. Columbus, OH: NCRVE, 1988.

Gindele, John F. and Joseph G. Gindele. An Instructional Package on How to Make an
Instructional Package. Minneapolis, MN: EDU-PAC Publishing Company, 1980.

Goodlad, John. A Place Called School: Prospects of the Future. New York: McGraw Hill
Publishing Co., 1984.

Griffin, Nancy C. and others. How to Write Your Own Curriculum Materials. Resource
Monograph #25. Gainesville, FL: University, 1981.

Gronlund, Norman E. Measurement and Evaluation in Teaching. New York: Macmillan
Publishing Company, 1985.

Gronlund, Norman E. Stating Behavioral Objectives for Classroom Instruction. New York:
The Macmillan Company.

22

XXV



Halasz, I. and J. Desy. Managing Learning Time: A Vocational Educator's Handbook.
Columbus, OH: The National Center for Research in Vocational Education, The Ohio State
University, 1984.

Harrington, Lois G. Provide Instructional Materials for CBE. Columbus, OH: Center for
Education and Training for Employment. Module K-4, 1986.

Hattaway, Brenda C. Testing. Bend, OR: Presentation to Northwest Conference on
Competency-Based Vocational Education, October 1989.

Hoover, Kenneth H. College Teaching Today: A handbook for Postsecondary Education.
Boston, MA: Allyn and Bacon, inc., 1980.

Horton, John. CBVE—What It Is and What It Isn't. Bend, OR: Presentation to Northwest
Conference on Competency-Based Vocational Education, 1989.

"Instructional Alignment.” EPIEgram. Vol. 15, No. 5, 1987. pp. 4-6.
Instructional Evaluation (Category D). Columbus, OH: CETE, Ohio State University, n.d.

Instructional units developed by Instructional Services Division. Stillwater, OK: Oklahoma
Department of Vocational and Technical Education, 1989.

Introduction to Competency-Based Vocational Education. Topeka, KA: State Department of
Education, Division of Community Colleges and Vocational Education, n.d.

Karnes, Frances A. and Emily C. Collins. Handbook of Instructional Resources and
References for Teaching the Gifted. 2nd ed. Boston, MA: Allyn and Bacon, Inc., 1984.

Kozak, Ellen M. Every Writer's Guide to Copyright and Publishing Law. New York: Henry
Holt and Company, 1990.

Mager, Robert F. Developing Attitude Toward Teaching, or SMAT's 'N SMUTs. Second
edition. Belmont, CA: Pittman Learning, Inc., 1984.

Mager, Robert F. and Kenneth M. Beach, Jr. Developing Vocational Instruction. Belmont,
CA: David S. Lake Publishers, 1967.

Mager, Robert F. Preparing Instructional Objectives. Second edition. Belmont, CA: Fearon
Publishers, 1975.

McAshan, H. H. Writing Behavioral Objectives. New York: Harper and Row.
McCage, Ron. Definition of Terms. Athens, GA: VTECs, n.d.
McCarthy, Brerida. The 4MAT System. Barrington, IL: Excel, Inc., 1986.

Mehrer, Ron. Introduction to CBVE. Bend, OR: Presentation to NWCBVE Conference,
1989.

Melnick, Steven A. and Robert K. Gable. "High School Curriculum Alignment: Much Work
to be Done." The Clearinghouse. Feb. 1989. Vol. 62, pp. 245-249.

XXV
23



Neidermyer, Fred and Stephen Yelon. "Los Angeles Aligns Instruction with Essential Skills."
Educational Leadership. May 1981. pp. 618-620.

Notes from ASCD Workshop Dimensicns of a Comprehensive Program for Teaching Thinking.
Okiahoma City, OK: 1927.

Oen, Urban T. Construct Performance and Written Evaluation Instruments. Addison, IL:
Competency-Based Individualized Vocational Education Consortium, 1985.

Oen, Urban T. and David Dimmilich. /dentify Teaching/Learning Strategies and Management
Techniques to Implement CBVE. Addison, IL: Competency-Based Individualized Vocational
Education Conisortium, 1985.

Oen, Urban T. Idsntify, Verify, and Sequence Job Tasks. Addison. IL: Competency-Based
Individualized Vocational Education Consortium, 1985,

Oen, Urban T. Write a Student Performance Contract. Addison, IL: Competency-Based
Individualized Vocational Education Consortium, 1985,

Oklahoma Minimum Criteria for Effective Teaching Performance. Oklahoma City, OK:
Oklahoma State Department of Education, 1986.

Onward to Excellence: Making Schools More Effective. Portland, OR: A research synthesis
on effective schooling practices by Northwest Regional Educationa! Laboratory, 1984.

Pasch, Marvin, et. al. Teaching Decision Making: Instructional Practices for the Successful
Teacher. New York: Longman Publishers, 1991.

Performance-Based Teacher Education Modules: Instructional Management (Category E).
Second edition. Athens, GA: American Association for Vocational Instructional Materials, n.d.

Pierce, Greg. Developing Performance-Based Test Items: A Guide for Writers. Stillwater,
OK: Mid-America Vocational Curriculum Consortium, 1987.

Popham, W. James and Eva L. Baker. Systematic Instruction. Englewood Cliffs, NJ:
Prentice-Hall, Inc., 1970.

Pocsi, Martha J. Glossary from Occupational Competencies Project. Aberdeen, NJ: New
Jersey State Department of Education, Division of Vocational Education, 1990.

Powell, Cheryl R. Competency-Based Curriculum Development Manual. Mason City, IA:
Northern lowa Area Community College, 1987.

Pratt, David. Curriculum Design and Development. New York: Harcourt Brace Jovanovich,
Inc., 1980.

Purcel, David J. Performance-Based Instructional Design. New York: McGraw-Hill, Inc.,
Gregg Division, 1989.

"Ralph Tyler Revisited.” EPIEgram. Vol. 15, No. 5, 1987. pp. 1-3.

24

XXVi



Ross, Novella M. "Assessing Readability of Instructional Materials." Voc. Ed. 54, #2, Feb.
1979. pp. 10-11,

Schlichting, Harley. Curriculum Alignment. Bend OR: Presentation to Northwest
Competency-Based Cenference, 1989.

Scott, Roger. "Curriculum Alignment as a Model for School Improvement.” Ed. 252508. pp.
15-27.

Simon, Anita and Ciaudia Bryan. You've Got to Reach'em to Teach'em. Dallas, TX:
Training Associates Press, Inc., 1984.

Skylights: A Handbook for Teaching Thinking Skills. Oklahoma City, OK: Oklahoma
Department of Educaticn, 1988.

Smith, Carole A. Landscape Management: Fisld Operator. Stillwater, OK: Mid-America
Vocational Curriculur: Consortium, 1988,

Spady, William G. "Organizing for Results: The Basis of Authentic Restructuring and
Reform." Educational Leadership. October 1988, pp. 4-8.

They're Trained, But Are They Employable. Alexandria, VA: Vocational Education Journal,
August 1987.

Walbesser, Henry H., Edwin B. Kuttz, Larry D. Goss, and Richard M. Robl. Constructing
Instruction Based on Behavioral Objectives.

What Works: Research About Teaching and Learning. Washington, DC: United States
Department of Education, 1987.

Wood, Merle. Daveloping Your Own Instructional Units. Arlington, VA: American Vocational
Association, 1980,

o
b

XXVii



Competency-Based Education
Professional Development Series

Glossary
Basic skills — The academic and occupational competencies (workplace skills) needed to
function in a technoiogically advanced society.
Note: Academic skills include reading, writing, math, and science. Workplace skills include
learning to learn, listening, oral communication, creative thinking, problem solving, seif
esteerii, motivation/goal setting, personal and career development, interpersonal relations,
negotiation, teamwork, organizational effectiveness, and leadership.
Competence — Ability to perform a task to a predetermined standard.
Competency — A learned behavior which can be repeated to a predetermined standard.
Competency-based education (CBE) — A miethodology of instruction that (a) identifies the
cognitive, psychomotor, and affeciive skills needed to meet a specified standard; (b) informs
students and teachers of the precise 2nd detailed learning objectives required to achieve
performance; (c) emphasizes performance standards in testing, course requirements, and/or
graduation; and (d) facilitates Isarning by allowing each student to master the task through
flexibility in learning time and methods.
Competency list — List of related tasks with a corresponding rating scale.
Competency profile — Record of a student’s ability to perform specified tasks.
Condition — Describes situation under which task will be performed.

Criterion-referenced evaluation — Procedure that measures student performance or
knuwledge according tc the conditions and standards stated in the performance objective.

Curricuium alignment — Agreement among the intended outcomes, instruction, and
evaluation.

Duty — A group of tasks that are related to each other by the nature of the work to be
performed; ciuster or related tasks.

Evaluation — A process by which information is gathered about the effectiveness of the
teaching/learning process and the achievement of objectives.

Grading pattern —- Plan to provide feedback based on identified criteria and rationale.

Individualized instruction — Student-centered instruction in which the materials and
activities are tailored to meet the needs of the individual student.

Note: This may also be referred to as personalized instruction.
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Instructional analysis — Identification of sequence and strategies for instruction; also
referred to as school housing and scope and sequence.

Learner outcome — Expectatinn of student performance upon completion of instruction.
Learning — A change in a student’s behavior due to an educational experience.

Learning activity packet (LAP) — Written packet utilizing a self-instructional format which
contains information o a specific topic and learning activities that lead students to specified
performance outcomes.

Learning contract — An agreement between a student and a teacher which details the
learning activities a student will complete in a given period of time.

Leerning style — Most efficient and effective method of learning for an individual.

Occupational/program analysis — Determining duties and tasks performed in an occupation
or program.

Performance objective — A statement of what the student must do in observable and
measurable terms.

* e: Performance objectives are sometimes referred to as behavioral objectives.

1. ocess evaluation — Measure of a student's ability to perform a given procedure; also a
#»rmative evaluation.

Product evaluation — Rating the product of a student's performance; also a summative
evaluation

Progress chart — A form to track a student's progress through instruction.

Self-paced Iinstruction — Process in which the student progresses at his/her own rate
toward stated objectives.

Specific objective — Objective stating performance required of a student in order to reach
intended outcome for a unit of instruction.

Note: Specific objectives may also be referred to as interim, enabling, subordinate,
subobjective, and enroute objectives.

Standard — Criteria which specify exactly what constitutes successful completion of a
prescribed performance.

Student (Learner) — One w9 receives instruction.

Task — Unit of work with a definite beginning and ending which is measurable and
observable; consists of two or more definite steps.

Task analysls — The identification of cognitive, psychomotor, and affective skills needed to
perform a specific task.



Task list — List of related duties and tasks.
Taxonomy — System of classifying objectives into types or levels.
Examples: Bloom's Taxonomy, Snyder Taxonomy

Technical committee — A group of subject matter experts from business/industry/iabor and
education who identify, then verify content of materials produced during development process.

Unit objective — Statement of thw intended purpose (overall behavioral outcome) expected
of each student after completion of a unit of instruction or a LAP.

Unit of instruction — Materials and/or information necessary for one or more instructional
periods for the teaching/learning process in order to reach the unit objective.
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Planning For Competency-Based Education is one in a series of eight units of instruction
designed to assist educators in developing and implementing competency-based education.
Each unit addresses different aspects of the competency-based instructional process.
Units are presented in a competency-based format. Each unit contains: objective sheet,
suggested activities for the teacher (including answers to assignment sheets and answers to
the written test, written test, unit evaluation form, teacher supplements, and transparency
masters), information sheets, student supplements, and assignment sheets. The materials
may be used in a large or small group setting or in an individualized instructional mode.
The following units are included in the series:

Planning for Competency-Based Education

Aligning Curriculum

Managing Competency-Based Education

Writing Performance Objectives

Developing Teaching/Learning Strategies

‘ Implementing Criterion-Referenced Evaluation
Developing Components of a Unit of Instruction
Developing Learning Activity Packets (LAPS)

It is hoped that this series will meet the needs of educators in developing or refining the
necessary skills to improve instruction.
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Planning for Competency-Based Education

Objective Sheet

Unit Objective

After completing this unit, the student should be able to develop a plan to implement
competency-based education. The student should demonstrate this competency by
completing the assignment sheets and by scoring a minimum of 85 percent on the written

test.

Specifi~ Objectives

After completing this unit, the student should be able to:

1.

2.

10.

11.

12.

Match terms related to competency-based education with their correct definitions.
Discuss the history of competency-based education.

State the major characteristics of a competency-based program.

State principles of competency-based education.

Select from a list advantages of competency-based education.

List institutions or agencies that use competency-based education concepts.

Distinguish between characteristics of competency-based education and
traditional education.

State the requirements for implementing a competency-based instructional
system.

List the steps for curriculum alignment.

Arrange in order the seven steps for developing a competency-based
instructional system.

Distinguish among characteristics of competency-based education, individualized
instruction, and outcome-based education.

Distinguish among what competency-based education means to the student, to
the teacher, to the administrator, and to the employer.

Select statements that accurately describe competency-based education.
(Assignment Sheet 1)

CBE-1



14,

15.

16.

Objective Sheet

Complete a competency-based checklist for a course or program. (Assignment
Sheet 2) B ’

Develop a philosophy statement on competency-based education. (Assignment
Sheet 3)

Develop a plan to implement competency-based education. (Assignment Sheet
4)
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Planning For Competency-Based Education

€1ygested Activities

Instructional Plan

Preparation

1.

Read the unit carefully and plan for instruction. Study the specific objectives to
determine the order in which you will present the objectives.

Review Teaching Suggestions section that follows. Plan for classroom activities.

Use Learning Steps for self-paced or individualized instruction, or as an outline for
classroom or workshop presentation.

Plan presentation for enrichment of exceptioral students as well as accommodation of
special needs students.

Make a transparency from the transparency master included with this unit. This
appears in the teacher guide only and is designed to be used with the following
objective:

TM 1—Steps for Developing Competency-Based Education (Objective 10)

Make copies of any handouts that you plan to distribute to students.

Obtain films, videotapes, posters, charts, and other items to supplement mstructlon of
this unit.

Review instructions for evaluating student performance, and make copies of the Unit
Evaluation Form.

Delivery and Application

9.

10.

11,

12.

Provide students with unit of instruction.
Discuss unit and specific objectives.

Discuss information sheet. Implement teaching plan to localize, supplement, and
personalize the unit.

Discuss the assignment sheets. Review criteria for evaluation of these activities.

Planning For CompetenC}:-Based Education
Teacher Page 1



Suggested Activities

Evaluation

13. Discuss the use of the Unit Evaluation Form with students. Discuss the rating scale
that will be used for student evaluation.

14. Make copies of the written test. Add or modify test questions as needed.

15. Give written test.

16. Compile assignment sheet ratings and written test score on the Unit Evaluation Form.
Include any additional assignments.

17. Reteach and retest as required.

Teaching Suggestions

1.

2.

10.

Find cartoons which illustrate principles of competency-based education.
Introduce the unit by discussing the importance of planning for CBE.
Explain the terminology provided in Objective 1 on the information sheet.

Collect examples of philosophy statements and implementation plans written by various
sources.

Use Teacher Supplement 1 as explanation of misconceptions of CBE when discussing
Objective 5.

Use Teacher Supplement 2 and TM 1 as further explanation when discussing Objective
10. :

Use Assignment Sheet 1 as a pre-test/post-test in reviewing principles and concepts
of CBE. The answers to this assignment shee* are based on the competency-based
philosophy as described in this unit of instruction. A student's answers may differ, but
be correct, depending on their philosophy towards competency-based education.

Lise Assignment Sheet 2 to examine a course or program. Students may be assigned
to examine other courses or programs to broaden their perspective of CBE.

Use Assignment Sneets 3 and 4 together. It is difficult to implement a plan if a student
does not have a philosophy statement and goals. Have students develop a plan to
implement competency-based education into an existing program. Explain that after
a plan has been developed the next step will be to determine competencies and tasks.

Provide students with an opportunity to share their philosophy statements.

Teacher Page 2
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Suggested Activities

Resources Used in Developing This Unit

1.

10.

1.

Bloom, Benjamin S. Human Characteristics and School Learning. New York:
McGraw-Hill, 1976.

Bloom, Benjamin S. All Our Children Learning. New York: McGraw-Hill, 1980.

Brannon, Donald R., Gerald F. Day, and Donald Maley. What Is Competency-Based
Vocational Education (CBVE)?. Cresaptown, MD: The Maryland Vocational
Curriculum Production Project, Western Maryland Vocational Resource Center, 1978.

Competency-Based Vocational Education in North Dakota. Bismarck, ND: North
Dakota Competency-Based Vocational Education Project, State Board for Vocational
Education and University of North Dakota, 1983.

Fraser, Larry, Ron Genda, Ron McKeever, and Donna Richardson. The Vo:ational
Educator's Guide to Competency-Based Personalized Instruction. St. Paul, MN:
Project H.O.P.E., Minnesota State Department of Education, Vocational Division, 1976.

Horton, John. CBVE—What It Is And What It Isn't. Presentation to Northwest
Conference on Competency-Based Vocational Education in Bend, Oregon, 1989.

Introduction to Competency-Based Vocational Education. Topeka, KA: State
Department of Education, Division of Community Colleges and Vocational Education,
n.d.

McCage, Ron. Definition of Terms. Athens, GA: VTECs, n.d.

Mehrer, Ron. Introduction to CBVE. Presentation to NWCBVE Conference in Bend,
Oregon, 1989.

Pucsi, Martha J. Glossary from Occupational Competencies Project. Aberdeen, NJ:
New Jersey State Department of Education, Division of Vocational Education, 1990.

Spady, William G. "Organizing for Results: The Basis of Authentic Restructuring and
Reform:" Educational Leadership, October 1988, p. 4-8.
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Planning For Competency-Based Educatio:

Answers to Assignment Sheets

Assignment Sheet 1

1. Yes.

2. No, the student is more accountable because he or she knows from the start what
must be done.

3. No, the emphasis is on learning activities and practice to acquire competence.

4. No, while some group instruction with lecture and demonstration may still occur,
individualized instruction and active student involvement are the primary elements.

5. Yes.

6. No, the word generally is key here. CBE emphasizes iie directly relevant
information—the "must know" rather than the "nice to know".

7. No, the student performance is evaluated against stated criteria or standards; students

‘ are not compared to other students.

8. Yes.

9. Yes.

10. No, the phrase "over a specified period of time" makes this statement false.

11.  Yes.

12. Yes.

13.  Again, the phrase "over a specified period of time" makes this statement false.

14, Yes.

15. Yes.

Assignment Sheet 2

The answers will depend on the course or program being examined. All yes answers would
indicate the course or program is competency-based.

Planning For Competency-Based Education
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Answers to Assignment Sheets

Assignment Sheet 3

Philosophy staternent should support competency-based education principles and be no more

than 50 words in Iength. Philosophy statement should be broad and goal statements more
specific.

Assignment Sheet 4

Purpose of the assignment is to develop a written plan of operation that can be implemented.
Plan should support philosophy statement developed in Assignment Sheet 3.

e
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Planning For Competency-Based Education

Answers to Written Test

N s =N

7
3
10
8
6

- oTe -

Answer should include at least five of the following:

coon

T Q™o

WW |lI—Emphasis on effective training

'50s and '60s—Systems approach

'60s—Behavioral instruction

'63—dJohn Carroll's research on student learning concluded that learning is
determined by time needed vs. time allowed

'60s—Student centered curriculum

'60s—Benjamin Bloom's mede! of school learning

'60s and '70s—James Block's, Benjamin Bloom's model for mastery learning
*70s and '80s—Research into effective teaching/learning

'80s—"Excellence" movement

'80s and '90s—Learning style research, brain research, etc.
'90s—Workplace and basic academic skills; outcome-based education

Answer should include:

Course content is based on an occupational/program aralysis.

Student performance objectives are specified in advance of instruction.

An instructional delivery system is used that allows for individualization,
feedback, flexibility, and reteaching.

A criterion-referenced evaluation system is used to measure a student's
competency ievel.

Answer should include any four of the following:

Any student in a training program can perform most tasks at a high leval of
mastery if provided with quality instruction and sufficient time.

A student's ability to learn a task need not predict how well the student learns
the task.

Individual student differences in levels of mastery of a task are mare frequently
caused by inadequacies in the learning environment rather than by
characteristics of the student.

Most students become very similar to one another in learning ability, rate of
learning, and motivation for learning when provided with favorable learning
conditions.

. ) 4 ‘
o
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10.

Answers to Written Test

e. Educators should focus more on differences in learning and less on differences
in learners.

f. The most important element in the teaching/learning process is the kind and
quality of instruction experienced by students.

a,b,degh,j

Answer should include five of the following:

a. Elementary and secondary srhools

b. Colleges and universities

C. Technical institutes

d. Vocational-technical centers

e. All military branches

f. Business, industry, and labor training programs

g.  Government agencies

h. Licensing and certifying bodies

a T e T i. C m C
b C f C j T n T
c. C g C k T 0 C
d. T h T C p T

Answer should include:

Commitment from administration, teachers, parents, and advisory committee
Written plan of operation

Competent teachers

Adequzie facilities and equipment

Instructional materials

Prolessiciial development for teachers

~oQo0o

Answer should include:

a. Determine intended outcomes.

b. Develop instructional strategies that teach toward outcomes.
c. Evaluate the same learner outcomes.

a. 3 e. 2

b. 6 f. 5

c. 1 g. 4

d. 7

Teacher Page 8



. Answers to Written Test

11. a. C e. |
b. | f. o]
¢ C g |
d. 0]

2, a T f T k. A
b. T g E l. S
C. A h S m T
d. S i S
e. S j S

. 11
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Planning For Competency-Based Education

Written Test

Score

Match the terms on the right with their correct definitions.

One who receives instruction

A methodology of instruction that (a)
identifies cognitive, psychomotor, and
affective skills needed; (b) informs
students and teachers of the p-ecise
and detailed learning objectives required
to achieve performance; (c) emphasizes
performance standards in testing,
course requirements, and/or graduation;
and (d) facilitates learning by allowing
each student to master the task through
flexibility in learning time and methods

A learned behavior which can be
repeated to a predetermined standard

A group of tasks that are related to
each other by the nature of the work to
be performed; cluster of related tasks

A process by which information is
gathered about the effectiveness of the
teaching/leamning process and the
achievement of objectives

A statement of what the student must
do in observable and measurable terms

Procedure that measures stud.
performance or knowledge according to
the conditions and standards stated in
the performance objective

Unit of work with a definite beginning
and ending which is measurable and
observable; consists of two or more
definite steps

2

.

Planning For Competency-Based Education
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1. Competency

2. Competency-based
education

3. Criterion-referenced
evaluation

4. Duty
5. Evaluation

6. Occupational/
Program analysis

7. Performance
objective

8. Standard
9. Student
10. Task
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Written Test

i.  Criteria which specify exactly what
constitutes successful completion of a
prescribed performance

.  Determining duties and tasks performed
in an occupation or program

Discuss the history of competency-based education.

Note: Include at least five major events.

State the major characteristics of a competency-based program.

b.

4.3

Teacher Page 12
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Written Test ;

State four principles of competency-based education.

Select from the following list advantages of competency-based eduction by placing an
*X" next to the correct advantages.

a. Provides a skilled worker/learner upon completion of the course or
program

b. Allows teacher to function as a manager and resource person

c. Lowers standards because it allows too many people to get A’s

d. Gives student credit for prior knowledge

e. Allows student to advance at histher own pace within the program
guidelines

§.  Forces all students into the same mold
g. Promotes action-oriented instruction

h. Provides for greater accountability of the teacher and student

i.  Forces teachers to use completely new teaching skills

j.  Provides for efficient use of facilities and equipment

k. Allows teacher to be eliminated from the teaching/learning process

Planning For Competency-Based Education
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Written Teat

List five institutions or agencies that use competency-based education concepts.

b.

c.

d.

Distinguish between characteristics of competency-based education and traditional
education by placing a "C" next to competency-based education descriptors and a "T*
next to the traditional education descriptors.

— b

Content is giobal and may or may not pertain to performance of a specific
task or tasks.

Content is based on knowledge required to perform a specific task or
tasks.

Specific tasks identified—can track performance and allow more or less
time depending on student capabilities.

Hard to control lab experiences since specific tasks not well defined
Business, industry, labor, and/or advisory committee members not always
sure of what goes on in program and may not feel like they are
contributing force in the school

Business, industry, labor, and/or advisory committee members can
specifically identify what program is covering. Through review of the task
list they can contribute specific information on their needs.

Tasks and performance standards required by employers are identified;
therefore, the instructional program is more effective in mesting
employer’'s need for skilled employees.

Specific requirements of task performance are not always well identified;
therefore, instructional efforts may not produce skilled employees.

Standard or criteria for identifying competent task performance described
for student information and performance evaluation

35
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Written Test

Standard or criteria of acceptable performance not clear to students. May
not be consistent across students.

Primarily written tests

Combination written, performance, work habits, and attitude, objectively
defi.. .

Student knows what tasks are to be performed, how well they are to be
performed, and what they will be abie to do upon completion of the course
or program.

Student does not always know what is expected relative to quantity or
quality of performance.

Since instructional program is developed around a task or group of tasks,
"nice to know" information is minimal thus increasing the emphasis on the
"must know." This allows more time for practice.

Differentiation between "nice to know" and "must know" not always clear.
Can lead to wasted time and money.

State the requirements for implementing a competency-based instructional system.

f.

List the steps for curriculum alignment.

46
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10.

1.

Written Test

Arrange in order the seven steps for developing a competency-based instructional
system. Write a "1" for the first step, a "2" for the second step, and so on.

b.

c‘

g.

Develop a written plan.

Manage the learning environment.
Develop a philosophy.

Evaluate and revise the system.
Define terms.

Organize instructional resources.

Determine competencies and tasks.

Distinguish among characteristics of competency-based education, individualized
instruction, and outcome-based education by placing a "C" next to competency-hased
education characteristics, an "I" next to individualized instruction characteristics, and

an "O" next to outcome-based education characteristics.

b.

Level of performance is clearly specified
Instruction is learner-centered
Student verifies his/her learning by demonstrating competencies

Curriculum is developed to achieve exit outcomes student is expected to
demonstrate

Overall goal of instruction is to meet individual learner needs and to
provide for individual differences

Student does not complete curriculum until he/she has demonstrated the
minimum compsetencies

Instruction provides the student with alternatives from which he/she may
select learning activities adaptable to his/her learning style

Teacher Page 16
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Written Test

12, Distinguish among what competency-based education means to the student, to the
teacher, to the administrator, and to the employer by placing an "S" next to student
descriptors, a "T" next to teacher descriptors, an "A" next to administrator descriptors,
and an "E" next to employer descriptors.

a. Being allowed to become a facilitator of learning

b. Being allowed to concentrate on student motivation

c. Accommodating community educational needs for retraining and updating

d. Having a choice in how she/he will learn

e. Being given credit for what he/she aiready knows

f. Being able to work alone with individual students in order to design a
personalized curriculum

______g. Assuring qualifications of prospective employees

h. Being able to proceed at her/his own rate within program guidelines
i.  Accepting more responsibility for histher own learning

_____j. Competing against pre-set standards and not other students

k. Making articulation of secondary, postsecondary, and part-time aduit
instruction easier to accomplish

I.  Being graded on achievement of standards or criteria for each segment
of the curriculum

m. Being the key element in the teaching/learning process

*Parmission to duplicate this test Is granted.

48
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N . Planning For Competency-Based Education

Unit Evaluation Form

Student Name Unit Rating

Assignment Sheet 1—Select Statements That Accurately Rating
Describe Competency-Based Education

Comments:

Assignment Sheet 2—Complete a Competency-Based Checklist Rating
For Your Course or Program

Comments:

Assignment Shest 3—Develop a Philosophy Statement on Rating
Competency-Based Education

. Comments:

Assignment Sheet 4—Develop a Plan to Implement Rating
Competency-Based Education

Comments:

Written Test Scores

Pretest Posttest Other
Other
Teacher Signature Date
Student Signature Date

*Permission to duplicate this form is granted.

@ 10
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Name

Planning For Competency-Based Education

Learning Steps

Check the following blanks as you complete each step.

1.

2.

—————

10.

1.

12.

13.

14.

*Permission to duplicate this form is granted.

Read
Do

Stop

Study
Do

Stop

Stop

Stop

Stop

Take

Sign

Unit and Specific Objectives

Assignment Sheet 1—Select Statements That Accurately Describe
Competency-Based Education, pp. 13 and 14.

Turn in completed assignment sheet to teacher. You will have an
opportunity to review the assignment sheet in step 7.

Information Sheet, Objectives 1 through 12, pp. 3-12.

Assignment Sheet 2—Complete a Competency-Based Checklist for
Your Course or Program, pp. 15-17.

Have teacher evaluate completed assignment sheet. If evaluation
is satisfactory, continue to step 7. If evaluation is not satisfactory,
repeat steps 1 through 5.

Have teacher return Assignment Sheet 1. Review your answers
and make any desired changes.

Have teacher evaluate completed assignment sheet. If evaluation
is satisfactory, continue to step 9. If evaluation is not satisfactory,
repeat steps 4, 5, and 7.

Assignment Sheet 3—Develop a Philosophy Statement on
Competency-Based Education, pp. 19 and 20.

Have teacher evaluate completed assignment sheet. If satisfactory,
continue to step 11. If not satisfactory, repeat steps 4 and 9.

Assignment Sheet 4—Develop a Plan to Implement Competericy-
Based Education, pp. 21-24.

Have instructor evaluate completed assignment sheet. If
satisfactory, continue to step 13. If not satisfactory, repeat steps 4
and 11.

Written test. (See teacher) If your score is 85 percent or above,
continue to step 14. If you do not score 85 percent or above, ask
your teacher for directions and/or other areas of study.

Unit evaluation form to verify ratings received on assignment sheets
and written test.

ol)

Planning For Competency-Based Education
Teacher Page 21



Planning For Competency-Based Education

‘Teacher Supplement 1—Misconceptions and Concerns of CBE

Even though CBE is certainly not the answer to all educational problems, many criticisms and
doubts about CBE are based on simple misunderstandings. The following information outiines
some of the common complaints about CBE.

1.

With so much emphasis on individualized instruction, each student Is isolated
In the Instructional process. Rather than causing isolation, CBE presents more
opportunity to interact with other students and the teacher (through one-to-one
situations and small-group settings) than does the conventionally-structured classroom.

CBE Is dehumanizing. Instruction which is not competency-based is often more
dehumanizing. When students are taught as a group in a traditional program their
individual needs often cannot be met. Conventional grading systems encourage
students to compete against one another, making slower students feel inadequate and
fall further behind. 'Sometimes even the most able students are held back from
achieving their full potential in group-oriented instruction.

CBE considers each student's needs and goals, provides more time and assistance
which is necessary to achieve success, and minimizes feelings of failure and

frustration.

CBE forces all students into the same mold. In a sense, everyone in a UBE
program becomes alike in that all students are required to achieve the same minimum
competencies. Butthese competencies are the very ones workers say are required for
success on the job. Beyond these basic and minimal skills and abilities, however,
students may choose to specialize, develop particular job skills further, and study some
topics in greater depth. Thus, once students advance beyond the entry-level
requirements, they may choose where they want to go from there.

CBE lowers standards because it sllows too mary people to get A’s. Grades do
tend to be higher in CBE programs when compared to traditional programs. However,
this is mainly because CBE lets students know where they are going, thus improving
their motivation and achievement. Many teachers maintain that standards are raised,
not lowered. Objectives are specified in terms of performance and students are
evaluated according to specific criteria. Furthermore, CBE is more consistent with the
sound philosophy of education that all students achieve according to their highest
potential given the correct conditions.

0l
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Teacher Supplement 1

You give away what will be on i~ test when you let students know the exact
evaluative procedures and items In advance. You are just teaching the test. In
CBE, you do not teach in preparation for the test but for the skills the test will require.
One principle of CBE is that testing should not be a psychological game in which the
students try to outguess the teacher. A student who knows exactly how to perform for
success is more likely to learn and parform efficlently. Criterion-referenced measures
encourage the teacher to pinpoint the essential learning toward which to direct
instruction. From the student's paint of view, less time is wasted studying nonessential
information. The student can evaluate personal progress toward the standards.

CBE will not work In all program areas of education. For some courses, to specify
expected precise student outcorne:s and to direct instruction toward the desired student
performances is more difficult than others. Any course worth teaching, however, is also
worth the effort to measure its success. To measure student learning, precise
performances and standards of quality are needed. All programs should have
measurable competencles. Fortunately for educators, most courses can be converted
to competency-based instruction. Curriculum catalogs, guides, and other resources go
a long way toward helping to establish CBE programs by eliminating a tremendous
amount of groundwork which would otherwise have to be done by teachers.

CBE calis for individualized instruction. One teacher cannot provide adequate
supervision for students working on diverse learning tasks In a variety of
locations, sometimes using dangerous ecuipment or materials. Wherever
individualized programs have been tried, most students have adapted very quickly to
a more independent learning style. There are many techniques to assist the teacher
with individualized instruction. The more advanced and the more responsible students
can assist the teacher by tutoring and supervising other students as they work
independently or in small groups. In some situations, paraprofessionals or teacher
aides may be employed to assist with supervision and recordkeeping. It should be
pointed out, however, that CBE programs will not be totally individualized. There will
be group activities in the classroom.

Teachers need compietely new skills to teach using CBE. Although some new
teacher roles and skills may be required, teachers currently have most of the skills
necessary to adopt the approach. All that is needed is time, training, and a positive
attitude for teachers to be comfortable with using CBE.

CBE Is too academic and places too much emphaslis on reading. Historically,
reading has been a problem in education. What better way for a person to improve
their reading skills than through CBE. Instructional materials should be at the
appropriate reading level so as to make students want to read. Although non-reading
methods of teaching can be employed in a CBE program, it is better to assist students
in the development of reading skills.

o2
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10.

11.

12.

13.

Teacher Supplement 1

CBE seems Iike a lot of paperwork for the teacher and students. Depending on
what instructional materials a teacher uses, papsrwork may be increased or decreased.
However, CBE will organize instruction so much better that it is worth the efturt,
Students themselves can help in the control of paperwork if the instructional program
is well designed. Since student outcomes and learning activities are written, there is
no confusion on what and how a student is to learn.

CBE Is Just another name for minimal competency testing. Aithough testing is an
important element of a CBE program, the end result is not just being able to pass a
test. The instructional process and being taught how to leamn is just as important, if not
more important, as showing that one possesses the skills, attitudes, or knowledge of
a work activity. CBE is not just a series of tests, but a total instructional system.

CBE is Just another fad. Elements of CBE such as job analysis, performance
objectives, student competency sheets, and individualized instruction have been around
a long time. However, they have never been really implemented in the classroom.
CBE is not a revolutionary fad, but the result of good educational practices which have
evoived throughout the years.

The teacher is eliminated from the teaching-learning process. The teacher is the
key to any instructional process. CBE does not eliminate the teacher, but his or her
role is changed. As has been said, the teacher is more of a facilitator, motivator, and
manager of instruction in CBE.

*Permission to duplicate this form is granted.
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Planning For Competency-Based Education

Teacher Supplement —Seven Steps for Developing a Competency-Based

Instructional System

Steps

Comments

1—Develiop a Phllosophy

Although a philosophy is usually a brief statement ot bellets about the purpose of
the school, It Is well to involve participants In a discussion of what is meant by It.
Discussion should be held on how students leam, and the role of the student, the
teacher. and the school. What are the aims and purposes of the school. The
philosophy should represent a statemant of what the school hopes to become.
This should Inciude a statement of gnals for the district.

2—Define Terms

A consistent usage of terms Is needed for successful communication among
participants In a curriculum effort. It will be necessary to define terms which will be
neceszary Ingredients of the des! ad system. For exampie, what do terms, open
ended, open entry, mean In an applled setting? {ifferences should be resotved in
favor of creating successful communications. Also, the goals stated in Step One,
should be defined.

3—Develop a Plan

Given basic beliefs and goals of a phllosophy and the communications ability of
consistent terminology, a plan of the system should be designed. This will
estahiish the basic guidelines for your system. How doas the system work, how
does a student pass through it, what Is the role of the teacher, and what are the
support systems necessary for success. It Is at this point that roadbiacks should be
assessed and reallstic determinations made about how to proceed.

4—Determine Competencies
and Tasks

The learning content for each program should be determined. What are leaming
requirements for successful completion? What legal concerns and traditionnl
requirements must be met by the program? Which skills are beat learned on the
job, which In school?

§—Organize Instructional

identify needed resources such as facliities, equipment, supplies, and other
Instructional materials. Determine modes of Instruction, large groups, small groups,
individual. Determine methods of instruction to be used. Prepare audio visual aids,

Resources printed Instructional materials and other printed reference. Determine alternative
strategies for Individual differences and alternate leaming methods. Which are
most difficult, which are easiest? In what order are they best ieamned?

Prepare for management of the system. Make checkilsts and forms for
8—Manage the Learning recordkeeping. Make schedules to regulate flow of students. Prepare Instructions
Environment for students. Arrange for orientation, moritoring, providing Individual help, and

evaluation of leaming. The heart of the individualized approach Is to assess,

diagnose, and prescribe for leaming.

it Is uniikely that any Instructional system will be fauttiess In design through
7—Evaluate and Revise the | Implementation. Evaluate the system In terms of its abllity to meet goals. Does it

System accamplish the aim? Determine how unforeseen problems can be made consistent

with the overall goals of the system. Don't be afrald to change. Re-evaiuate the
original steps In light of new Information.

*For use at State, District, School, or Program level.

*Psrmission to duplicate this form Is granted.
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Steps For Developing
a Competency-Based
Instructional System

1. Develop a philosophy.

2. Define terms.

3. Develop a written plan.

4. Determine competencies and tasks.
5. Organize instructional resources.
6. Manage the learning environment.

7. Evaluate and revise the system.

o pe
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Planning For Competency-Based E. . ;ation

Information Sheet

Terms and definitions

a.

Competency — A learned behavior which can be repeated to a predetermined
standard.

Competency-based education (CBE) — A methodology of instruction that (a)
identifies cognitive, psychomotor, and affective skills needed to meet a specified
standard; (b) informs students and teachers of the precise and detailed learning
objectives required to achieve performance; (c) emphasizes performance
standards in testing, course requirements, and/or graduation; and (d) facilitates
learning by allowing each student to master the task through flexibility in learning
time and methods

Criterion-referenced evaluation — Procedure that measures student
performance or knowledge according to the conditions and standards stated in
the performance objective

Duty — A group of tasks that are related to each other by the nature of the work
to be performed; cluster of related tasks

Evaluation — A process by which information is gathered about the
effectiveness of the teaching/learning process and the achievement of objectives

Student (Learner) — One who receives instruction

Occupational/Progrcm analysis — Determining duties and tasks performed in
an occupation or program

Performance objective — A staiement of what the student must do in
observable and measurable terms

Note: Performance objectives are sometimes referred to as behavioral
objectives.

Standard — Criteria which specify exactly what constitutes successful
completion of a prescribed performance

Task — A unit of work with a definite beginning and ending which is measurable
and observable; consists of two or more definite steps

{H')
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information Sheet

History ot competency-based education

b.

WWII — Emphasis on effective training
'80s and '60s — Systems approach
'60s — Behavioral instruction

'63 — John Carroll's research on student learning concluded that learning is
determined by time needed vs. time allowed

'60s — Student centered curriculum

'60s — Benjamin Bloom's model of school learning

Note: Bloom's model had three factors affecting outcomes: (1) attitude at
beginning of instruction, (2) level of mastery of prerequisite task or tasks, and (3)
quality of instruction used.

'60s and '70s — James Block's, Benjamin Bloom's model for mastery learning

'70s and '80s — Research into effective teaching/leaming
'80s — "Excellence"” movement
'80s and '90s — Learning style research, brain research, etc.

'90s — Workplace and basic academic skills; outcome-baseri education

Major characteristics of a competency-based program

a.

b.

Course content is based on an occupational/program analysis.
Student performance objectives are specified in advance of instruction.

An instructional delivery system is used that allows for individualization,
feedbaclk, flexibility, and reteaching.

A criterion-referenced evaluation system is used to measure a studunt's
competency-level.

Principies of competency-based education

Note: These principles are based on Bloom's model for mastery learning.

a.

Any student in a training program can perform most tasks at a high leve! of '
mastery if provided with quality instruction and sufficient time.

1
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information Sheet

A student's ability to learn a task need not predict how well the student learns
the task.

Individual student differences in levels of mastery of a task are more frequently
caused by inadequacies in the learning environment rather than by
characteristics of the student.

Most students becorne very similar to one another in learning ability, rate of
learning, and motivation for learning when provided with favorable learning
conditions.

Educators should focus more on differences in learning and less on differences
in learners.

The most important element in the teaching/learning process is the kind and
quality of instruction experienced by students.

Advantages of competency-based education

g.
h.

Allows student to advance at his/fher own pace within the program guidelines
Allows teacher to function as a manager and resource psrson

Promotes action-oriented instruction

Provides for more efficient use of facilities and equipment

Gives student credit for prior knowledge

Provides for greater accountability of the teacher and the student

Note: The student becomes responsible for his/her learning. Objectives are
identified at beginning of instruction.

Provides a skilled worker/learner upon completion of the course or program
Facilitates site-based management

Allows for programs to articulate based ¢:* identified objectives

Institutions or agencies that use competency-based education concepts

a.
b.

C.

Elementary and secondary schools
Colleges and universities

Technical institutes

!
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Information Sheet

d. Vocational-technical centers

e. Al military branches

f. Business, industry, and labor training programs

g. Government agencies

h. Licensing and certifying bodies

Characteristics of competency-based education and traditional education

Criterla

Content

Practice Time

Describing Competency

Grading

Efficiency

Effectiveness

Student Acceptance

Empioyer Support

Competency-based

Task based, Fixed — Content is based on
knowledge required to perform a specific task or
tasks,

Specific tasks identified — can track
performance and allow more or less time
depending on student capabilities.

Standard or criteria for identifying competent
task performance described for student
information, and performance evaiuation.

Combination written, performance, work habits,
and attitude, objectively defined.

Since Instructional program Iis developed
around a task or group of tasks, "nice to know"
information is minimal thus increasing the
emphasis on the "must know." This allows
more time for practice, which is the primary
determinant of skiil level developed.

The tasks and performance standards required
by employers are identified; therefore, the
instructional program is more effective In
meeting employers’ needs for skilied
employees.

Student knows what tasks are to be performed,
how well they are to be performed. and what
they will be able to do upon completion of the
course or program.

Business, Industry, labor, andior advisory
committee members can specifically ientify
what the program is covering. Through review
of the task list they can contribute specific
.nformation on their needs.

0

Traditional

Teacher Preference, Variable —
Content is global and may or may
not pertain to performance of a
specific task or tasks.

Hard to control iab experiences
since specific tasks not weli defined.

Standard or criteria of acceptable
performance not clear to students.
May not be consistent across
students.

Primarily written tests

Differentiation between ‘“nice-to-
know" and "must know" not always
clear. Can lead to wasted time and
money, both taxpayer and student.

Specific requirements of task
performance are not always well
identified; therefore, instructional
efforts may not produce skilled
employees.

Student does not always know what
is expected relative to quantity or
quality of performance.

Business, industry, labor, and/or
advisory committee members not
always sure of what goes on in the
program and may not feel like they
are a contributing force in the
school.
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. Information Sheet

8. Requirements for implementing a competency-based instructional system

a. Commitment from administration, teachers, parents, and advisory committee
Note: There must be a commitment to provide quality education for students.
This commitment should show a desire to provide students with valid skills; a
realization that the development and management of a competency-based
instructional system is going to take time and effort; a willingness to accept
assistance and advice from colleagues who have had success with the system;
and a determination that you can and will make the system work.

b.  Written plan of operation

Note: Develop a philosophy statement and a plan to show how the competency-
based process is to work.

¢.  Competent teachers
Note: All that is needed is time and education for teachers to be comfortable in
a competency-based instructional system. The positive attitude of the teacher
is very important to make the system work.

. d. Adequate facilities and equipment

e. Instructional materials

f. Professional development for teachers
Examples: Inservice education, preservice education

9. Steps for curriculum alignment

a.  Determine intended outcomes.

Examples: Duty, tasks, competencies

b. Develop instructional strategies that teach toward outcomes.

Example: Select instructional materials, determine teaching method

{501




information Sheet

c. Evaluate the same learner outcomes.

Examples: Criterion-referenced tests, performance tests

Intended Instructional Evaluate the
Outcomes | Strategies Same Learner
That Teach Outcomes
Toward |
Outcomes

10. Seven steps for developing a competency-based Instructional system
a. Develop a philosophy.

Note: A brief statement of the beliefs about the purpose of the competency-
based instructional system.

b. Define terms.

Note: A consistent usage of terms is needed for successful communication.
c. Develop a written pian.

Note: This will establish the basic guidelines for your competency-based
instructional system.

d. Determine competencies and tasks.
Note: The learning content for each program should be determined.
e.  Organize instructional resources.

Note: Identify needed resources, determine methods of instruction, and
determine alternative strategies.

f. Manage the learning environment.

Note: Prepare for management of the system. Assess, diagnose, and prescribe
for learning.

g. Evaluate and revise the system.

Note: It is unlikely that any instructional system will be faultiess in design
through implementation. Evaluate the system in terms of its ability to meet
goals. Don't be afraid to change.

61




information Sheet

11. Characteristics of competency-based education, Individualized Instruction, and
outcome-based education

a.

Competency-based education

Note: Competency-based curriculum can be described as "what is to be
learned.” The terms "competency-based" and "performance based" describe a
curriculum that identifies what the student must do to successfully function in a
specific job or occupation.

. Level of performance is clearly specified

. Student verifies his/her learning by demonstrating competencies

Note;: Competencies include cognitive, psychomotor, and affective
behaviors.

. Competencies are "minimum" performance requirements

. Student does not complete curriculum until he/she has demonstrated the
minimum competencies

Note: Competency profile may become his/her transcript when seeking
employment or advancement.

. Instruction may be delivered in a traditional group setting or in an
"individualized" or "personalized" system

Individualized instruction
Note: Individualized instruction can be described as *how it is to be learned.”

The terms “individualized" and "personalized" are often used interchangeably.
Some have misconstrued these terms to mean only independent study.

. Instruction is learner-centered

. Overall goal of instruction is to meet individual needs and to provide for
individual differences

. Basic premise is that students learn different “things" at different rates, at
different times, and by different methods

. Instruction provides the student with aiternatives from which he/she may
select learning activities adaptable to his/her learning style

. Course or program length depends upon time required for student to
demonstrate competencies rather than on an arbitrary pre-set time limit

LY
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Information Sheet

c. Outcome-based education

Note: This is based on Spady's outcome-based paradigm.

Exit outcomes reflect emphasis on the broad opportunities and challenges
students will face when they leave school

Visionary exit outcomes are designed with the intent that all students will
ultimately be able to demonstrate them successtully

Note: Exit outcomes are usually designed for grades, class, school,
district, or state.

Curriculum is developed to achieve exit outcomes student is expected to
demonstrate

Key operational principles include:

Clarity of focus on outcomes

Note: Students should know what the goals of their leaming
experiences are, what criteria will be used to assess their
performance on those goals, and where they stand in relation to
each of these goals.

Expanded opportunity and instructional support

Note: Place emphasis on what student can demonstrate rather
than when the demonstration takes place.

High expectations for learning success
Note: Bloom's assertion is that Iearning results are a direct

reflection of both teacher expectations and the instructional
practices that embody and reinforce them.

12. What competency-based education means

a. To the student, CBE means

Being given credit for what he/she already knows

Being able to proceed at his/her uwn rate within program guidelines

63
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information Sheet

Having a choice in how he/she will learn

Examples: Individually on a one-to-one basis, in small groups, in large
groups, or through audiovisual means

Accepting more responsibility for histher own learning
Competing against pieset standards and not other students

Being graded on achievement of standards or criteria for each segment
of the curriculum

To the teacher, CBE means

Being allowed to become a facilitator of learning

Note: The teacher becomes more of a motivator and manager of the
learning process rather than a "giver-of-all-information."

Being allowed to concentrate on student motivation

Note: The teacher may concentrate on instilling confidence in the learner
and providing rewards for jobs well done, while serving as a modsl of
desirable work habits, attitudes, and competency in the occupational field.

Being able to work alone with individual students in order to design a
personalized curriculum

Continuing to be the key element in the teaching/learning process

To the administrator, CBE means

Using instructional staff, instructional equipment, and buildings more
efficiently

Accepting students with a wide variety of entry-level skills

Making articulation of secondary, postsecondary, and part-time adult
instruction easier to accomplish

Making evaluation of program effectiveness and instructional staff easier

£ 4
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Accommodating community educational needs for retraining and updating

Increasing opportunities to work cooperatively with business, industry, and
labor '

Demonstrating accountability to the community more easily

d. To the employer, CBE means

*Having det'+ved the skills of prospective employees

Accomplishing retraining and updating of employees more quickly and
easily

Assuring qualifications of prospective employees

Having a record of prospective employee’s skills

b
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CBE-13

Planning For Competency-Based Education

Assignment Sheet 1—Select Statements That Accurately Describe

Name

Competency-Based Education

Overall Rating

N

Evaluation criterla Rating
Followed directions

Checked eight statements

Directions: Listed below are 15 statements. Place a check mark in the blank before each
of the EIGHT statements that accurately describe CBE.

CBE is an instructional system designed to improve education.

CBE is a system in which the teacher is held most accountable for a student’s
performance.

CBE emphasizes testing and de-emphasizes instruction.
CBE emphasizes group instruction based on lecture and demonstration activities.

CBE is an instructional program in which performance objectives are made
known to a student in advance of instruction.

CBE emphasizes the generally related knowledge and hands-on skills associated
with a specific occupation.

CBE holds a student accountable for achieving passing grades when compared
to the other students in the program.

CBE places emphasis on exit requirements of a program oOr course.
CBE holds the student accountable for attaining a given competency level.

CBE is a system that recogrnizes that most students will learn over a specified
period of time.

CBE provides for frequent and/or immediate feedback to students.

CBE holds performance standards constant but allows time and learning
methods to vary.

Hb
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18.

14,

15.

Assignment Sheet 1

- CBE is a system that ensures that most students will be employable at the end

of a specified period of time.

CBE is based on performance objectives derived from an oscupational/program

.. analysis.

CBE requires the teacher to perform differently than he or she would in a
traditional instructional program.

67




ST AT e SR RO T SR I R s Ve T a.fw'.ﬁf
CBE-15
' Planning For Competency-Based Education
Assignment Sheet 2—Complete a Competency-Based Checklist for a
Course or Program
Name Overall Rating
Evaluation criteria Rating
Followed directions —
Every question has an appropriate response -

Directions: Complete the following checklist for a course or program. Place a check mark
in the blank for the appropriate response.

Course/Program Name
1. Competencles are based on role-relevant skills Moving
‘ validated by professionals within the field Yes Toward No
. Is there a competency or task list that has

been verified for the program by
representatives of business, industry, and
labor?

. Is the competency or task list verified at least
every five years?

. Are performance objectives for each
competency written in measurable terms?

. Ar .. rformance objectives stated in cognitive,
affc .ve, and psychomotor domains?

. Is the competency or task list provided to the
learner prior to instruction?

2. Criterion-referenced measures are used to
determine level of competence.

. Is there a critciion-referenced measure for
each verified competency?

. 69
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Assignment Sheet 2

Is learner achievement and performance
based on standards rather than comparison
with the performance of other learners?

Does the criterion-referenced measure test
performance of the skill, knowledge or attitude
as stated in the performance objectives?

Are the criterion-referenced testing conditions
the same as stated in the performance
objectives?

Are the learners required to perform tasks in a
manner simiiar to performance by incumbents
in the occupation for which the learner is
recsiving training?

A system exists for documenting competencies
completed by the learner

Is there a documentation system for tracking
learner performance of competencies in the
program, course, or unit?

Does the documentation systsm include each
of the following items?

- Profile title?
—  List of conpetencies completed?
—  Date of demonstrated competence?

— Rating scale or checklist for each
cornpleted competency?

Is the documentation used for achievement
records, employer information, and reports to
parents?

Is the document iisting the competancies

completed provided to each learner when
he/she exits the program?

b

Yes

Moving
Toward

o
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‘ Assignment Sheet 2

4. The instructional delivery system is structured to Moving
provide for ditferences in learner characteristics Yes Toward No
and abliities

. Are the instructional materials based on
competencies?

. Is there provision for individualized learning
opportunities and enrichment activities foreach
learner as evidenced by the use of learning
modules, assignment sheets, and/or learning

activity packets?
. Is there provision for immediate feedback or
correction?
. Is a variety of learning activities and resources
utilized? -
. Is there provision to allow learners to proceed
at their own rate?
' . Are leamners required to demonstrate each
competency?
. Is there a system in place to allow learners to

bypass instruction by demonstrating prior
knowledge of competencies associated with
that instruction?

. Is the system for converting performance to a
grading scale in place and known to the
learners?




C3E-1.
. Planning For Competency-Based Education
Assignment Sheet 3—Develop a Philosophy Statement on
Competency-Based Education
Name Overall Rating
Evaluation criterla Rating

Philosophy statement supports competency-based education principles

Goals provide direction for achieving philosophy statement

Each school district, school, department, and program should have a philosophy statement.
This states what education is, and what it does for students. A philosophy is necessary when
planning any type of instruction. If you are planning a competency-based instructional
system, your philosophy must reflect a commitment to this approach. All levels within the
school must work together in the development of a philosophy. Invoive others in a discussion
of:

‘ . What is meant by competency-based education?
. How do students learn?
. What is the role of the student? the teacher? the administrator? parents? empioyers?
. What are the aims and purpuses?
. What is the end result you want to achieve?

Example:  Philosophy Statement: To effectively and efficiently develop mutually needed
instructional materials based on a competency-based format.

" Goals: (1) Instructional materials are based on a varified
occupational/program analysis.

(2) Performance objectives are stated at the beginning of each
unit of instruction.

(3) Content is developed that supports and reinforces
performance objectives.

(4) Criterion-referenced assignment sheets, job sheets, and
written test measure individual's mastery of performance

‘ objectives.
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Assignment Sheet 3

Directions: Develop a brief philosophy statement on competency-based education. The
philosophy statement should be no more than 50 words in length. Include a list of goals to
achieve your philosophy statement.

~2
€S

ERIC

Full Tt Provided by ERIC.



CBE-21

‘ Planning For Competency-Based Education
Assignment Sheet 4—Develop a Plan to Implement Competency-Based Education

Name Overall Rating

Evaluation criterla Rating
Systematic approach was used in developing plan
Plan supports competency-based principles

Plan can be implemented —_—

Before beginning this assignment sheet, you should have (1) developed a philosophy
statement on competency-based education and (2) defined terms needed for successful
communication when implementing the desired competency-based instructional system.

Given basic beliefs and goals of a philosophy and the communications ability of consistent
terminology, a plan of the competency-based instructional system should be designed. This
. will provide the basic guidelines for your system.

in the development of an instructional system, it is wise to design a plan before starting to
work on the finished product. The following is a descriptior, of such a plan.

The basic plan of an instructional system is likely to be somewhat theoretical in concept. The
purpose of such a plan is to test reality to see if the system is operable. It should show how
the pieces must be developed to make the instructional system function as well as how the
pieces fit together.

There are at least two ways to develop a plan in organizing an instructional system:

1. A narrative description can be written depicting in detail how the instructional and
learning processes take place as a student moves through the system being planned.

2. A flow chart of the type used by systems design people can be used to graphically
illustrate the steps, components, decision points, and alternatives available or needed
in the system.

Of primary importance, however, is the plan’s ability to lay out the requirements of the system
which will affect the demands to be made upon administration, staff, facilities, students, and
special rasources.

[ N
.
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Assignment Sheet 4

If there is no hope of being able to obtain all the resources required by the plan, an alteration
of the plan would be wise. The development of a plan presents the opportunity for a
somewhat realistic analysis of demands and limitations to be confronted and provides the
communication vehicle for explaining the instructional system to staff, students, and Interested
others.

Note: To administrators: Your plan is the guideline for your staff and students in using
competency-based, individualized instruction. It must be flexible enough to allow for individual
creativity. However, it should provide a broad format to be used by the district, school,
department, and program. This system assures students that they will be able to move from
teacher to teacher, class to class, and department to department, without an entirely new
orientation to the overall system. This, of course, cannot be accomplished if an individual
program is developing the system apart from the rest of the school.

A.  Directions: Developing a plan is a total educational process that involves the
relationship of staff, budget, facilities, students, extracurricular activities, and
instructional materials. Using the information presented in this unit and your personal
experiences, answer the following questions:

1. How does the student move through the system?

R

2. Is there a standardized format for learning materials?

3.  What type of media eq.ipment will be available?




Assignment Sheet 4

What methods of instruction will be used?

CBE-23

What is the role of the administrator?

What is the role of the teacher?

What is the role of the student?

What is the role of support services?

How will the student be evaluated?

e o
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Assignment Sheet 4

10. How will records be kept?

11.  What will the grading system be?

12. How will the system be evaluated?

B. Directions: Develop a plan to implement competency-based education. Be sure to
show in detail how the instructional process takes place as the student moves through
the system.

Note: Remember that you are developing a "plan” and that several alterations will be
necessary as you strive to achieve your goals and philosophy.

ERIC

Full Tt Provided by ERIC.
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Aligning Curriculum|s one in a serles of eight units of instruction designed to assist educators
in developing and implementing competency-based education. Each unit addresses different
aspects of the competency-based instructional process.
Units are presented in a competency-based format. Each unit contains: objective sheet,
suggested activities for the teacher (including answers to assignment sheets anc' answers to
the written test, written test, unit evaluation form, teacher supplements, and transparency
masters), information sheets, student supplements, and assignment sheets. The materials
may be used in a large or small group setting or in an individualized instructional mode.
The following units are included in the series:

Planning for Competency-Based Education

Aligning Curriculum

Managing Competency-Based Education

Writing Performance Objectives

Developing Teaching/Learning Strategies

implementing Criterion-Referenced Evaluation

Developing Components of a Unit of Instruction

Developing Learning Activity Packets (LAPS)

It is hoped that this series will meet the needs of educators in developing or refining the
necessary skills to improve instruction.
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. Aligning Curriculum

Objective Sheet

Unit Objective
After completing this unit, the student should be able to align intended outcomes, instructional
materials, and test items with each other. The student should demonstrate these

competencies by completing the assignment sheets and by scoring 85 percent on the written
test.

Specific Objectives

1. Match terms related to aligning curriculum with their definitions.

n

List steps in the curriculum alignment concept.

Select from a list advantages of curriculum alignment.

> o

State problems to overcome in curriculum alignment.
Arrange in order steps for curriculum alignment.
Select characteristics of a program description.

List sources of curriculum materials.

® N o o

Arrange in order procedures for completing a task analysis for a program or
course.

9. State reasons for verifying a task list.

10. Select from a list benefits of involving business, industry, and labor in curriculum
development.

11. Match techniques to verify or validate task lists with their descriptions.
12. List ways to sequence tasks.

13. Arrange in order steps in conducting an instructional analysis.

14. List reasons to adapt or revise instructional materials.

15. Discuss ways to adapt instructional materials.

‘ 16. State suggestions for aligning performance and written evaluations

~ Si)




17.
18.
19.
20.
21,
22,

23.
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Objective Sheet

Determine a program or course description. (Assignment Steet 1)
Locate sources of curriculum materials. (Assignment Sheet 2)
Verify a task list. (Assignment Sheet 3)

Sequence tasks. (Assignment Sheet 4)

Evaluate existing instructional materials. (Assignment Sheet 5)

Select instructional materials based on a verified or validated tack list.
(Assignment Sheet 6)

Complete a checklist for aligning test items. (Assignment Sheet 7)

0o
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Aligning Curriculum

Suggested Activitles

Instructional Plan

Preparation

1.

Read the unit. carefully and plan for instruction. Study the specific objectives to
determine the order in which you will present the objectives.

Review Teaching Suggestions section that follows. Plan classroom activities.

Use Learning Steps for self-paced or individualized instruction, or as an outline for
classroom or workshop presentation.

Plan presentation for enrichment of exceptional students as well as accommodation of
special needs students.

Make transparencies from transparency masters included with this unit. These appear
in the teacher edition only and are designed to be used with the following objectives:

TM 1—To Attain Reliable Instructional Accomplishments . . . We Move From This
Situation . . . (Objective 2)

TM 2—To This . . . (Objective 2)

TM 3—What's Worth Teaching? (Objectives 2-5)

TM 4—Program: Hospitality and Tourism (Objective 12)

Make copies of any handouts that you plan to distribute to students.

Obtain films, videotapes, posters, charts, and other items to supplement instruction of
this unit.

Review instructions for evaluating student performance, and make copies of the Unit
Evaluation Form.

Dellvery and Application

9.

10.

11,

12.

Provide students with unit ot instruction.
Discuss unit and specific objeciives.

Discuss information sheet. Implement teaching plan to localize. supplement, and
personalize the unit.

Discuss assignment sheets. Review criteria for evaluation of these activities.

Aligning Curriculum e
Teacher Page 1



Suggested Activities

Evaluation

13. Discuss the use of the Unit Evaluation Form with students. Discuss the rating scale
that will be used for student evaluation.

14. Make copies of wriiten test. Add or modify test items as nseded.

15.  Give written test.

16. Compile assignment sheet ratings and written test score on the Unit Evaluation Form.
Include any additional assignments.

17. Reteach and retest as required.

Teaching Suggestions

1.

Collect a variety of task lists for students to reference in completing this unit of
instruction.

Examples: Competency profiles, performance standards, course descriptions

Use TM 1 and TM 2 when teaching Objective 2. These transparencies illustrate
curriculum misalignment anri curriculum alignment. This is a way to visualize what we
are movinq towards. There are circles representing intended outcomes, instruction,
and evaluation. When these are moved together we see they are not the same size.
The intended outcomes represent our list of what is most important to teach the
students. We do not have to teach the whole universe of instructional intents.
Theref e, this circle is sinaller. We can test a reasonable sample ot those things to
find out how we are doing, therefore the evaluation circle is smaller. Instruction shotild
give the students the opoortunity to learn all of the intentions we have for student
achievement, but it should do more than that. That is why the instruction circle is
bigger.

Use TM 3 to summarize Objectives 2 through 5. If the material is worth taking the time
to teach and the student to learn, it should be evaliated.

it students have not obtained a validated task list, you may want to use Teacher
Supplement 1 as an example when teaching Assignment ©:1gets 3 and 4. Have
students go through the pre cess of verifying the duties a:.d tasks of a vocational-
technical education teacher. Students could also seyuence the i,

Teacher Supplement 2 cuuld be usec as an illustration of how a duty and task are
broken down and conditions and standards established s you discuss Objective 8.

\

S
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Suggested Activities

Teacher Supplement 3 could be used as an example of classifications and definitions
of academic and workplace skills. According to the 1991 Federal Vocational and
Technical Education Legislation, teachers must integrate and reinforce basic academic
skills into their instructional process. Many states have developed student learner
outcomes or task lists for the basic academic skills. The tasks listed and the way they
are identified or defined will vary from state to state.

TM 4 may be used when discussing Objective 12 and Assignment Sheets 3 and 4. In
the past, educators identified all the tasks necessary with the occupation. All students
were forced to attempt the tasks. Past practices have shown that only the average and
above average will succeed to master all the tasks. Others will give up or drop cut.
In order to increase the mastery of all students, you should identify job tities for the
following reasons:

a. Students who wish to only complete a segment of the program can do so and
then exit the program for employment.

b.  Others in the commun’ = “an access your program more easily to only learn a
small segment.

c. The program will be training students for actual jobs in the community.

d. Special needs students can specialize in one or two spin-off areas which meet
their needs, interests, and abilities. They can usually master these rather than
be forced through the entire curticulum where more often than not, they will fail
or drop out.

e. The program can usually respond to quickly changing technologies of business,
industry, or labor, thereby adding or deleting job titles more readily.

Resources Used in Developing This Unit

1.

Appleby, Judith A. Conducting Task Analyses and Developing Instructional Objectives.
Module 8. Springfield, IL: American Institute for Research, 1981.

Assessment Handbook: A Guide for Assessing lllinois' Students. Springfield, !i.:
llinois State Board of Education, 1988.

Blenk, ...liam E. Handbook for Developing Competency-Based Training Programs.
Englewood, NJ: Prentice Hall, Inc., 1982.

Brannon, Donald R., Gerald F. Day, and Donald Maley. How to Do a Job Analysis.
Cresaptown, MD: The Maryland Vocational Curriculum Production Project, 1978.

59
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10.

11,

12.

13.

14.

15.

16.

17.

18.

18.

Suggested Activities

Cohen, S. Alan. "Instructional Alignment: Searching for a Major Bullet." Educational
Researcher. November 1987.

Course of Study Development. The Instructional Materials Laboratory, the Ohio State
University, Columbus, OH: 1985.

District 214 General Learner Outcomes. Township High School District 214. Arlington
Heights, IL.

Douglass, Rebecca and Ruth Patton. Task List Verification Techniques. Springfield,
IL: NNCCVTE, 1989 rev.

Facilitator training manuals. Curriculum Alignment. Stillwater, OK: Oklahoma
Department of Vocationzl and Technical Education, Instructional Services Division, n.d.

Finch, Curtis R. and John R. Crunkilton. Curriculum Development in Vocational and
Technical Education: Planning, Content, and Implementation. Inc. 3rd ed. Boston,
MA: Allyn and Bacon, 1989.

Friedenburg, Joan E. and others. Adapt Instruction for Limited English Proficient
Vocational Students. Module LEP 3. Columbus, OH: NCRVE, 1288.

Griffin, Nancy C. and others. How to Write Your Own Curriculum Materials. Resource
Monograph #25. Gainesville, FL: University, 1981.

Harrington, Lois G. Provide Instructional Materials for CBE. Columbus, OH: Center
for Education and Training for Employment. Module K-4, 1986.

“Instructional Alignment." EPIEgram. Vol. 15, No. 5, 1987. p. 4-6.

Karnes, Frances A. and Emily C. Collins. Handbook of Instructional Resources and
References for Teaching the Gifted. 2nd ed. Boston, MA: Allyn and Bacon, Inc.,
1984.

Melnick, Steven A. and Robert K. Gable. "High School Curriculum Alignment: Much
Work to be Done." The Clearinghouse. Feb. 1989. Vol. 62, p. 245-249.

Niedermeyer, Fred and Stephen Yelon "Los Angeles Aligns Instr iction with Essential
Skills." Educational Leadership. May 1981. p. 618-620.

Oen, Urban T. Identify, Verify, and Sequence Job Tasks. Addison, IL: Demonstration
Center CIVE Project, 1985.

Popham, W. James and Eva L. Baker. Systematic Instruction. Englewood Cliffs, NJ:
Prentice Hall, Inc., 1870.

Aligning Curriculum N
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20.

21.

22.

23.

24,

Suggested Activities

Pratt, David. Curriculum Design and Development. New York, NY: Harcourt Brace
Jovanovich, Inc., 1980.

"Ralph Tyler Revisited." EPIEgram. Vol. 15, No. 5, 1987. p. 1-3.

Ross, Novella M. "Assessing Readability of Instructional Materials.” Voc. Ed. 54, #2,
Feb. 1979. p. 10-11.

Schlichting, Harley. Curriculum Alignment. Bend, OR: Presentation to Northwest
Competency-Based Conference, 1989.

Scott, Roger. "Curriculum Alignment as a Mode! for School Improvement.” Ed.
252508. p. 15-27.

Suggested Supplemental Resources

1.

Douglass, Pebecca. Task List Verification Using Structured Group Interview
Technique. Springfield, IL: Beckwood, Inc.

Brochures and resources from NNCCVTE.

Cohen S. Alan. "Instructional Alignment: Searching for a Magic Bullet.” Educational
Researcher. November 1987.

Note: This paper describes results of alignment studies that have dramatic implications
for researchers and practitioners.

b
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Aligning Curriculum
Answers to Assignment Sheets

Assignment Sheet 1

1. Possible answer would include supervisor or administrator.

2. Possible questions to ask may include:
Do you have a program description? Are there any objectives or purposes already
developed for the program? Are there any limitations or constraints on what can be

taught? Has any time completion constraints been placed on the program such as one
or two years? Do you have copies of advisory committee minutes?

3. Program description is attached.

4. Possible comments may include the following characteristics:
It should be one to two paragraphs in fength for each job title or major area. It should
define the entire scope of the course or program. It should include the various duties
involved and list any special or unusual conditions under which those duties will be

carried out. It should identify the tools and equipment needed. It should identify the
training needed. It should include whether a license or certification is needed.

Assignment Sheet 2 — Student performance should be evaluated according to the criteria
stated.

Assignment Sheet 3

Step 1: Answers should include structured group interview, program advisory committee,
worker survey, worker interview, or a combination of techniques.

Step 2: Occupations or major area should be identified. Spin-off levels when students could
leave program should also be identified.

Step 3: Duties and tasks should be identified and should be measurable and observable.

Step 4: All answers should be yes. If not, have student explain why. Statements address
the three areas of the taxonomy of objectives.

Assignment Sheets 4, 5, 6, and 7 — Student performance should be evaluated according
to the criteria stated.

N
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. Aligning Currlculum

Answers to Written Test

1. a. 12 e. 1 i. 2 m 10
b. 3 f. 7 je 13 n. 9
c. 11 g. 8 k. 5
d. 6 h. 14 l. 4

2. a. Determine intended outcomes.

b. Develop instructional strategies that teach toward outcomes.
c. Evaluate the same learner outcomes.
3. becoef

4.  Any three of the following:

Various types of instructional materials do not coordinate with each other.
Textbooks often fo not match icentified competencies.

Standardized tests do not consistently measure predetermined competencies.
Teachers become frustrated when objectives, instruction, and evaluation cannot
be aligned.

apow

O QA0 TN
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6. b,cdfg
7.  Ans:ar should include any six of the following.

Commercial sources

National sources

Professional associations

University resources

State resources

Loctlly produced resources

Materials from businesses, government agencies, community entities
Persons with expertise in a particular area

Professional publications, theses, dissertations

Magazines, newspapers, periodicals

—oJeTmeaoow

Q00N
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e.
f.,

g.
h.
S
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10.

11.

12.

13.

14,

15.

Answers to Written Test

Answer should include any four of the following:

caoow

Identifies tasks affected by local codes and regulations

Notes unique procedures used by local firms

Results in greater confidence in the task list

Identifies "missed" tasks and clarifies meanings

Increases public relations benefits by including more people in the analysis

All are correct

oow

apop

aoop

=2 wW

State the basic task first before the more complex tasks.
Sequence the tasks in the order you want the students to learn them.
Group related tasks so they can be learned in a fixed order.

6 e. 3
2 f. 1
7 g. 5
4

Answer may include any six of the following:

"0 QOO Mm

— aQ

x

Modify the content to match the tasks and/or perforrnance objectives.

Involve students as active participants in their own learning processes.
Capitalize on the diversities and complexities existing in any given classroom.
Make teaching more effective for a teacher and more efficient for a learner
Apply to different learning levels.

Involve the kind of mental operations that lead to a clearer interpretation ana
understanding.

Meet descriptior of target population.

Utilize current information.

Supplement textboak.

Eliminate biases found in resources.

Accommodate variables that have impact on the instructional process.

Discussion may be in student’'s own words, but should address the following:

a.

eogo

Select segments of materials from various sources to reinforce the learning of
the objective.

Use only parts of materials that are 2ppropriate to instruction.

Select a variety of materials to reinforce the objective.

Modify test to accommodate student's abilities.

Aligning Curriculum N
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16.

Answers to Written Test

Answer should include two of the following ior each item:

Performance evaluation

Evaluation should assess the task as it is stated.

The behavior called for in the performance objective should be the same
as required for the performance evaluation.

If a process is to be evaluated, criteria or standards must be included that
assess how the st ‘ant performs the task.

if a product is * evaluated, product-related criteria or standards must
be include -

It bot~ .ocess and product are important, include items to evaluate both.

W~ (en evaluation

Test items should ‘be written to match the level as stated in the
performance objective.

Test items should measure the student's mastery of the key concepts or
facts covered in the scope of the task itselt.

Each test item should stand alone.

1L
Alignir:g Curriculum )
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Aligning Curriculum

Written Test

Match terms related to aligning curriculum with their definitions.

a.

A unit of work with a definite beginning
and ending which is measurable and
observable

Describes situation under which task will
be performed

Criteria which specifies exactly what
constitutes successful completion of a
prescribed performance

A group of tasks that are related to
each other by the nature of the work to
be performed

A learned behavior which can be
repeated to a predetermined standard

A process by which information is
gathered about the effectiveness of the
teaching/learning process and the
achievement of objectives

Expectation of student performance
upon completion of instruction

A group of subject matter experts from
business/industry/labor and education
who identify, then verify, content of

materials produced during the
development process

List of related tasks with a
corresponding rating scale

List of related duties and tasks
Agreement among the intended

outcomes, instruction, and evaluation

Aligning Curriculum
Teacher Page 13
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1.
2.

>

© ® N o o

11.

12.

13.

14.

g1

Competency
Competency list
Condition

Criterion-referenced
evaluation

Curriculum alignment
Ly

Evaluation

Learner outcome

Occupational/
Program analysis

. Performance

objective
Standard
Task

Task list

Technical committee



TSR

Written Test .

.  Procedure that measures student
performance or knowledge according to
the conditions and standards stated in
the performance objective

m. A statement of what the student must
do in observable and measurable terms

n. Determining duties and tasks performed
in an occupation or program

List steps in the curriculum alignment concept.
at

b.

cl

Select from a list advantages of curriculum alignment by placing an "X" on the blank
before each advantage.

a.  Evaluates students according to ability of other students in same program .

———b. Clarifies the objectives of the program

c.  Provides information for planning instruction for each program and for
meeting school and district objectives

d. Varies instruction so all students are not accountable for same objectives

e. Promotes the more effective use of instructional materials

-ty
-

Provides a system of accountability at all levels

State three problems to overcome in curriculum alignment.

124
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Written Test

Arrange in order steps for curriculum alignment. Write a "1" for the first step, a "2" for
the second step, and so on.

b.

h.

Implement into instructional process.

Develop, adopt, or adapt a valid task list.

Review evaluation data and revise where necessary.
Determine program or course description.

Develop, adopt, or adapt criterion-referenced test items.
Identify sources of task lists.

Identify sources of instructional materials.

Identify sources of criterion-referenced test items.

Complete an instructional analysis.

Select characteristics of a program description by placing an "X" on the blank before
each characteristic.

Should be no more than one paragraph in length for each major area or
job title

Should define the entire scope of the program or course
Should include the various duties involved

Should list any special or unusual conditions under which duties will be
carried out

Should state the teacher preference in learning styles
Should identify the tools and equipment needed

Should include whether a license or certification is needed

List six sources of curriculum materials.

37
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10.

Written Test

f.

Arrange in order procedures for completing a task analysis for a program or course.
Write a "1" for the first procedure, a "2" for the second procedure, and so on.

a. Sequence tasks.

b. Verify task list at local level.

¢. Determine standards for each task.

d. Verify task list in a timely manner.

e. Obtain a validated task list.

f.  Submit validated task list to administration for approval.
g. Determine conditions under which tasks shouid be performed.

h. Identify knowledge and attitudes student must obtain to successfully
complete task.

State four reasons for verifying a task list.

b.

C.

d.

Select from a list benefits of involving business, industry, and labor in curriculum
development by placing an "X" on the blank before each benefit.

a. Assures validity of task list to be used in development process

b. Provides greater accountability

d4-§

Aligning Curriculum
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. Written Test

______¢c. Provides opportunities for technical assistance through the use of
information, reterences, illustrations, and/or equipment

d. Roesults in an improved educational program

11.  Match techniques to verify or validate task lists on the right with their descriptions.

a. A developed questionnaire is mailed to 1. Structured Group
a representative sample of incumbent Interview (SGI)
workers employed in the identified
occupation or content area 2. Program Advisory

Committee (PAC)
b. Group that meets for the purpose of

reviewing the task list to verify or 3. Worker survey
validate tasks that could be added,

deleted, or modified 4. Worker interview

c. Group meeting involving incumbent
workers or content specialists employed
in the job for which the tasks are being

. verified

d. The tasks performed in a given
occupation or content area are
determinud by following, observing, and
interviewing a sample of workers on the
job

12. List ways to sequence tasks.

Aligning Curriculum
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Written Test

13.  Arrange in order steps in conducting an instructional analysis. Write a "1" for the first
step, a "2" for the second step, and so on.

a. Write related topics beside each task.

b. Determine cognitive content needed for each task.

c. Use accurate instructional information to ensure the best possibie
instructional planing.

d. Identify elements from the affective domain such as work habits, attituces,
safety judgements, and personal relationships needed for each task
performance.

e. Determine related technical content from other discipiin:z needed to
perform task.

f.  Analyze each task to determine information needed.

g. ldentify tools, equipment, and work aides listed in conditions that are
necessary to perform task.

4. List six reasons to adapt or revise instructional materials.

a.

b.

15. Discuss ways to adapt instructional materials.

34,
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' Written Test

16. State suggestions for aligning performance and written evaluations.

a. Performance evaluation

(1)

()

b. Written evaluation

(1)

)

*Permission to duplicate this test Is granted.

‘ 97
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‘ Aligning Curriculum
Unit Evaluation Form

Student Name Unit Rating

Assignment Sheet 1—Determine a Program or Course Description Rating

Comments:

Assignment Sheet 2—Locate Sources of Curriculum Materials Rating

Comments:

Assignment Sheet 3—Verify a Task List Rating

Comments:

‘ Assignment Sheet 4—Sequence Tasks Rating ____

Comments:

Assignment Sheet 5—Evaluate Existing Instructional Materials Rating

Comments:

Assignment Sheet 6—Select Instructional Materials Based on a Rating
Verified or Validated Task List

Comments:

Assignment Sheet 7—Complete a Checklist for Aligning Test items Rating

Comments:

(
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Unit Evaluation Form

Wiritten Test Scores

Pretest Posttest Other
Other
Teacher Signature Date
Student Signature Dai.

*Permission to duplicate this form Is grantod.

39
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Name

Aligning Curriculum

Learning Steps

Check the following blanks as you complete each step.

1. Read
2. Study
3. Do
4. Stop
5. Study
6. Do
7. Stop
8. Study
9. Do
10. Stop
11. Study

Unit and Specific Objectives.

Information Sheets, Objectives 1 through 6, pp. 3-6, and Student
Supplement 1—Aligning Instructional Materials, pp. 15-18.

Assignment Sheet 1—Determine a Frogram or Course Description,
pp. 35 and 36.

Ask teacher to evaluate completed assignment sheet. If evaluation
is satisfactory, continue to step 5. If evaluation is not satisfactory
repeat steps 1 through 4.

Information Sheet, Objective 7, p. 7, and Student Supplement
2—Sources of Curriculum Materials, pp. 19-24.

Assignment Sheet 2—Locate Sources of Curriculum Materials, pp.
37 and 38.

Ask teacher to evaluate completed assignment sheet. If evaluation
is satisfactory, continue to step 8. If evaluation is not satisfactory,
repeat steps £ through 7.

Information Sheets, Objectives 8 through 12, pp. 8-10, Student
Supplement 3—Questions to Ask at a Task Analysis Meeting, pp.
25-28, and Student Supplement 4—Hints for Developing Duty and
Task Statements, pp. 29-31.

Assignment Sheet 3—Verify a Task List, pp. 39-41, and
Assignment Sheet 4—Sequenc Tasks, pp. 43 and 44.

Ask teacher to evaluate completed assignment sheets. |f
evaluation is satisfactory, continue to step 11. If evaluation is not
satisfactory, repeat steps 8 through 10.

Information Sheets, Objectives 13 through 15, pp. 10-13, and
Student Supplement 5—Hints for Evaluating Existing Materials, p.
33.
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12.

13.

14,
15.

16.

17.

18.

Stop

Study
Do

Stop

Take

Learning Steps

Assignment Sheet 5—Evaluate Existing Instructional Materials, pp.
45-48, and Assignment Sheet 6—Select Instructional Materials
Based on a Verified or Validated Task List, p. 49.

Ask teacher to evaluate completed assignment sheets. If
evaluation is satisfactory, continue to step 14. If evaluation is not
satisfactory, repeat steps 11 through 13.

Information Sheet, Objective 16, pp. 13 and 14.

Assignment Sheet 7—Complete a Checklist for Aligning Test items,
pp. 51 and 52.

Ask teacher to evaluate completed assignment sheet. [f evaluation
is satisfactory, continue to step 17. If evaluation is not satisfactory,
repeat steps 14 through 16.

Written Test. (See teacher) If your score is 85 percent or above,
continue to step 18. If you do not score 85 percent or above, ask
your teacher for directions and/or other areas of study.

Unit Evaluation Form to verify ratings received on assignment
sheets and written test scores.

*Permission to duplicate this form Is granted.
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‘ Aligning Curriculum

Teacher Supplement 1—North Dakota Validated Task List For
Vocational-Technical Education
A. Planning the Vocational-Technical Program
1. Estabiish a rationale for the program.
2. Organize a program advisory committee.
3. Maintain a program advisory committee.
4. Develop program goals and objectives.
5.  Obtain occupational analyses that are appropriate to the program.
6.  Adapt occupational analyses to conform to program goals and objectives.

7. Plan the program course of study utilizing appropriate statewide curriculum
guide.

‘ 8. Develop long range program pians.
9. Evaluate program effectiveness.
10.  Assist with computer follow-up study.
B. Utilizing Curriculum Assistance
1.  Request assistance from the North Dakota Vocational Curriculum Library.

2. Request assistance from the State Liaison Representative of the National
Network for Curriculum Coordination in Vocational-Technical Education.

3. Request assistance from the National Center for Research in Vocational-
Technical Education.

4. Request assistance from the North Dakota State Film Library.
5. Request assistance from the North Dakota Sta:awide Curriculum Project.
6. Request assistance from commercial publishers.
7. Request assistance from state/federal government agencies.
‘ 8. Request assistance from professional associations.
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Teacher Supplement 1

9.  Request assistance from private non-profit service organizations.

10. Request assistance from private businesses.

11.  Request an Educational Resources Information Center (ERIC) search.

12.  Request a Vocational Education Curriculum Matarials (VECM) search.
C.  Preparing for Instruction

1. Develop a program of instruction for each course.

2.  Develop units of instruction.

3.  Develop lesson plans.

4.  Select instructional materials.

5. Prepare teacher-made instructional materials.

6.  Adapt instructional materials to fit local program needs.
D. Implementing Instructional Strategies ‘

1. Organize field trips.

2.  Monitor group discussions.

3.  Monitor panel discussions.

4.  Utilize brainstorming techniques.

5.  Utilize peer teaching.

6. Ultilize simulation techniques.

7.  Direct student self study.

8. Direct student laboratory experience.

9.  Assist students in applying problem solving techniques.

10.  Assist students in applying decision making techniques.

11.  Utilize the project method.
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. Teacher Supplement 1

12. Introduce a lesson.
13. Summarize a lesson.
14. Use oral questioning techniques.
15. Use positive reinforcement techniques.
16. Use instructional techniques that allow for individual differences.
17. Demonstrate a manipulative skill.
18. Demonstrate a concept/principle.
19. Individualize instruction.
20. Employ the team teaching approach.
21. Utilize subject matter experts.
’ 22. Prepare a bulletin board.
23. Use models.
24. Use real objects.
25. Use overhead projection.
26. Use opaque projection.
27. Use filmstrips/slides.
28. Use 16mm film.
29. Use audio recordings.
30. Use video recordings.
31. Use programmed instruction.
32. Use chalkboard.
33. Use flipchart.

34. Use role playing.

Aligning Curriculum
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Teacher Supplement 1

35. Use telecommunications systems.
36. Use electronic instructional systems.
37. Use computer-aided instruction.

E. Ev-luating Instruction

-t
-

Establish student performance criteria in the cognitive (knowledge) domain.
2.  Establish student performance criteria in the affective (attitudes) domain.
3.  Establish student performance criteria in the psychomotor (skills) domain.
4.  Assess student performance in the cognitive domain.
5.  Assess student performance in the affective domain.
6. Assess student performance in the psychomotor domain.
7. Track student progress.
8. Determine student grades.
9. Report student progress.
10.  Self-evaluate instructional effectiveness.
F. Managing the Instructional Environment
1. Project instructional resource needs.
2. Inventory department equipment/supplies.
3.  Assist in the budgeting process.
4.  Submit required reports/records.
5. Recommend facility improvements.
6. Maintain a filing system.
7.  Provide for student safety.
8.  Provide for first aid needs of students.
Liv
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‘ Teacher Supplement 1

9. Assist students in developing self-discipline.
10. Organize the vocational laboratory.
11. Manage the vocational iaboratory.
12. Maintain a resource library.
G. Peiforming Guidance Actlvities
1. Gather student data.
2. Utilize conference techniques.
Provide information on educational and career opportunities.
Assist students in applying for employment.
Assist students in applying for further education.

Refer students to others for specialized assistance.

N o 0 O

Assist students in making class selection choices.

H. Performing School/Community Relations Activities
1. Develop a school/community relations plan for the program.
2. Give informative/promotional presentations.

Develop promotional print media.

Develop promotional displays.

Prepare news articles/releases.

Arrange for radio prescntations.

N o o & O

Arrange for television presentations.

Conduct an open house.

© ®

Assist students to be ambassadors for the program.

10. Cooperate in providing services/products for community betterment activities.

Aligning Curriculum 106
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Teacher Supplement 1

l Advising a Vocational Student Organization

1.

2.

Establish a vocational student organization.

Prepare vocational student organization members for leadership roles.
Assist in developing and financing an annual program of activities.
Supervise activities of a vocational student organization.

Guide student participation in a vocational student organization.
Assist with state/regional/national organizing/supervising.

Integrate vocational student organization activities with the program curriculurm.

J.  Coordinating Cooperative Education Activities

1.

2.

10.

1.

Establish guidelines for cooperative education.

Manage admission, attenidance, transfer, and termination of cooperative
education students.

Secure off-campus training sites.

Develop written agreements with training sites.

Develop written student training plans.

Place students in off-campus sites.

Assist off-campus site supervisors to be effective trainers.
Coordinatz:he-job instruction with classroom instruction.
Assist on-the-job supervisors to evaluate student progress.
Provide feedback to student on employer evaluation.

Supervise an employer-employee appreciation activity.

K. Performing Professional Growth Activities

1.

2.

Develop an active personal philosophy of education.

Become involved in professional association activities.

Aligning Curriculum
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‘ Teacher Supplement 1

3. Participate in inservice activities.
4, Supervise student teachers.

5. Maintain local/state certification requirements.

Validated June 19, 1989
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Aligning Curriculum

Teacher Supplement 2—Example of Duty/Task Worksheet

Duty: F. Shampooing and Rinsing Halr

Task: F-1 Give plain shampoo

Reference for
Steps in Performing Task Conditions Standard Standards
1.  Seat patron comfortably. Given needed equipment Patron is satisfied. Van Dean Manual
2. Select and arrange required materials. and supplies and provided Oil and soil are
3. Wash and sanitize hands, with a patron. removed from hair.
4. Drape patron. Soap curds are
5. Ask patron to remove neck or ear jewelry and glasses. removed from hair.
6. Remove all hair pins from hair. Process completed in
7. Examine conditions of patron's hair and scalp. approximately 5
8. Brush hair thoroughly. minutes
9.  Adjust shampoo cape over back of shampoo chair.
10. Adjust volume and temperature of water spray.
11.  Wet hair thoroughly.
12. Apply shampoo.
13. Give manipulations.
14, Rinse hair thoroughly.
15. Apply shampoo again.
16. Rinse hair thoroughly.
17. Partially towel dry hair.

Sources Consulted

The Van Dean Manual--1974

(ep. 43-45)

Standard Textbook of Cosmetology--1972

(pp. 45-47)

10

spermission to dupiicate this suppiement is granted.
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Aligning Curriculum

Teacher Supplement 3—MAVCC'’s Academic and Workplace Skills
(Classifications and Definitions)

Skill Groups

Sub Sklils

Definitions

Learning Skills

Learning to learn

Developing ability to apply knowledge to other
situations; knowing how to learn.

Foundation Skills

Reading

Writing

Math

Science

Comprehending written information and analyzing,
summarizing, and applying what has been read to a
specific task.

Communicating a thought, idea or fact in written form
in a clear, concise manner.

Applying computation skills such as reasoning,
estimation, and problem solving as they are actually
used on the job,

Applying knowledge learned through study or practice
that is based on scientific principles as they relate to
specific tasks.

Communication Skills

Listening

Oral communication

Listening for content, conversation, long-term contexts,
emotional meaning, and directions.

Communicating a thought, idea, or fact in spoken form
in a clear, concise manner.

Adaptability Skills

Creative thinking

Problem solving
(critical thinking)

Using imagination to create something new—i.e. an
idea, invention, work of art.

Recognizing and defining problems, inventing, and
implementing solutions, and tracking and evaluating
results,

Skills

Personal Management

Self-esteem

Motivation/goal setting

Personal and career
development

Developing self-confidence and creating a positive
self-image.

Setting and meeting defined goals and objectives.

Emphasizing self-direction by establishing and
implementing a plan.

Group Effectiveness Skills

Interpersonal relations

Developing ability to maintain positive relations with
others.

Negotiation Resolving conflict betwesn two or more individuals.
Working together in a group to reach a common goal.
Teamwork
Influence Skills Organizational Adapting to the organization's goals, values, culture,
effectiveness and traditional modes of operation.
Leadership Directing/influencing group in performance of a specific

task; accepting responsibility for others.

*Permission to duplicate this supplement is granted.
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® To Attain Reliable Instructional
Accomplishments . . . We Move
From This Situation . ..

Materials/ Test items that are
. Methods not being taught

Obijectives that are
being tested but not
taught

Objectives that are
not being taught or
tested
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¢ To This ...

Students are tested on what
they are expected to learn,
and what they are expected Methods
to learn is included in the
instruction they receive.

Materials/

Achieving Curriculum Alignment

o . 113
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What's worth teaching?

That is the same question as:

What's worth evaluating?
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Program: Hospitality and Tourism

Occupational Cluster:
Travel/Tourism
Course: Tourism Specialist

Travel agent o
Customer
Tour guide service
representative
| |

PROGRAM CORE

Information
specialist

Special
Tour operator event planning
assistant
Auto rental Reservation
clerk clerk
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Aligning Curriculum

Information Sheet

Terms and definitions

a.

m.

Competency — A learned behavior which can be repeated to a predetermined
standard

Competency list — List of related tasks with a corresponding rating scale
Condition — Describes situation under which task will be performed
Criterion-referenced evaluation — Procedure that measures student
performance or knowledge according to the conditions and standards stated in
the performance objective

Curriculum alignment — Agreement among the intended outcomes, instruction,
and evaluation

Duty — A group of tasks that are related to each other by the nature of the work
to be performed; cluster of related tasks

Evaluation — A process by which information is gathered about the
effectiveness of the teaching/learning process and the achievement of objectives

Learner outcome — Expectation of student performance upon completion of
instruction

Occupational/Program analysis — Determining duties and tasks performed in
an occupation or program

Performance objective — A statement of what the student must do in
observable and measurable terms

Standard — Criteria which specifies exactly what constitutes successful
completion of a prescribed performance

Task — A unit of work with a definite beginning and ending which is measurable
and observable; consists of two or more definite steps

Task list — List of related duties and tasks
Technical committee — A group of subject matter experts from

business/industry/labor and education who identify, then verify, content of
materials produced during the development process

AC-3



Information Sheet

Steps In the curriculum alignment concept

Intended Instructional Evaluate the
Outcomes ‘ Strategies Same Learner
That Teach Outcomes
Toward
Outcomes

Determine intended outcomes.
Examples: Duties, tasks, competencies

Note: Clearly defined performance objectives are stated at the beginning of
instruction.

Develop instructional strategies that teach toward outcomes.

Examples: Select instructional materials that support intended outcomes,
determine teaching metho:.~

Evaluate the same learner outcomes.
Examples: Criterion-referenced evaluation, performance evaluation

Note: Test items should measure the stated performance objectives.

Advantages of curriculum alignment

Note: Curriculum alignment is an ongoing process that becomes more effective and
efficient as teachers and administrators become more skilled at alignment.

a.
b.

C.

Clarifies the objectives of the program
Establishes the top priorities of the program

Provides information for planning instruction for each program and for meeting
school and district objectives

Provides for sequential learning
Promotes the more effective use of instructional materiais
Promotes consistent instruction for all students

Provides a system of accountability at all levels
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Information Sheet
Ensures that students are evaluated on what they are expected to learn, and
what they are expected to learn is included in the instruction they receive
Figure 2
To Attain Reliable Instructional Accomplishments . . .

We move from this situation . . . to this . ..

Tost items that are Students are tested on what

not being taught they are expacied to learn. [ 1 oniaiey
that are and what they are expected | ycoimads
being tested but ot to leam is included in the
taught instruction they receive.
that are
not being taught of

tested

Problems to overcome in curriculum alignment

Various types of instructional materials do not coordinate with each other.
Textbooks often do not match identified competencies.
Standardized tests do not consistently measure predetermined competencies.

Teachers become frustrated when objectives, instruction, and evaluation cannot
be aligned.

Steps for curriculum alignment

a.

b.

Determine program or course description.
Identify sources of task lists.

Develop, adopt, or adapt a valid task list.
Note: Verify task list to fit local situation.
Identify sources of instructional materials.
Complete an instructional analysis.

Example: Evaluate existing instructional materials, and select insiructional
materials based on verified task list.
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h.

Information Sheet

Identify sources of criterion-referenced test items.

Develop, adopt, or adapt criterion-referenced test items that align with verified
task list.

Implement into instructional process.

Review evaluation data and revise where necessary.

Characteristics of a program description

Note: Contact a supervisor or administrator to determine if a program or course
description exists.

a.

b.

Should be one to two paragraphs in length for each major area or job title
Should define the entire scope of the program or course
Should include the various duties involved

Should list any special or unusual conditions under which duties will be carried
out

Should identify the tools and equipment needed
Should identify the instruction needed
Should state any limitations or constraints

Examples: All students must complete the program within one year.
All students must pass an exit exam for completion.

Should include whether a license or certification is needed
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Information Sheet

Sources of curriculum materials

a.

Commercial sources

Examples: Textbook publishers and software developers

National sources

Note: Many sources now have electronic search capabilities. On-line searches
probe large data bases for source information. There is usually a fee charged
for on-line searches. Many universities and large-city libraries now provide
CD/ROM searches. They purchase data bases on computer disk and provide
access, usually free of charge.

Examples: MAVCC, VTECS, AIT, CORD, NCRVE, NNCCVTE, ERIC, AAVIM
Professional associations

Note: They usually serve teachers or workers in various areas in support of
development of CBE or CBE-related materials.

University resources

Examples: Materials being developed either through university special projects
or curriculum labs such as IML, EDTC, or CETE

State resources

Note: Many state departments of education and state curriculum labs have
developed CBE instructional materials.

Locally produced resources

Note: These are CBE materials which have been developed by secondary and
postsecondary schools.

Materials from businesses, government agencies, and community entities
Persons with expertise in a particular area
Professional publications, theses, and dissertations

Magazines, newspapers, and periodicals

12
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information Sheet

8. Procedures for completing a task analysis for a program or course
a.  Obtain a validated task list.

Example: Occupation: Machinist
Duty: Performing supervisory functions
Tasks: Coordinate workers with work to be done, determine
availability of supplies and materials, maintain files, and order and
receive stock

b. Verify task list at local level.

Example: Organize an advisory committee of incumbent workers and/or
content specialists employed in the program or course you are
analyzing. The first meeting would be to confirm the task list and
to make modifications that are applicable to local needs. Follow-up
meetings would validate these changes.

c Determine standards for each task.

Examples: Identify standards used in business and industry.
Identify level of acceptance for performance needed.

d.  Determine conditions under which tasks should be performed.

e.  Identify knowledge(s) and attitude(s) student must obtain to successfully
complete task.

Note: First, identify what the student should be able to do (task) when he/she
completes the program or course. Second, identify what the student needs to
know and feel to successfully complete the task.

f. Sequence tasks.
Example: Simple to complex

g. Submit validated task list to administration for approval.

h.  Verify task list in a timely manner.

Note: It is recommended that task lists be verified at least once each year to
keep the program or course abreast of current changes and technology.
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1.

inferration Sneet

Reasons for verlfying a task list

Note: As credible as another source’s task list may be, there are benetits to educators,
as well a to business, industry, and labor representatives of the community in verifying
a task list. The verification process results in the ardition, deletion, and refinerent of
tasks that truly reflect employers’ needs in the identified nlacement area.

a.
b.
c.
d.

e.

Identifies tasks affected by local coges and regulations
Notes unique procedures used by local firms

Results in greater confidence in the task list

Identifies "missed"” tasks and clarifies meanings

Increases public relations benefits by including more people in the analysis

Benefits of Invoiving business, industry, and labor in curriculum development

Assures validity of task list to be used in development process
Provides greater accountability

Provides opportunities for technical assistance through the use of information,
references, illustrations, and/or equipment

Results in an improved educational program

Examples: Better qualified job appiicants are available for hire, greater
productivity in school and on-the-job, less on-the-job training

Techniques to verify or validate task lists

a.

Structured Group Interview (SGI) — Group meeting involving incumbent
workers or content specialists employed in the job for which the tasks are being
verified

Note: A facilitator, trained specifically for the SGI technique, leads this
verification committee through a process to identify and verify tasks. Developing
a Curriculum (DACUM) is a form of structured group interview.

Program Advisory Committee (PAC) — Group that meets for the purpose of
reviewing the task list to verify or validate tasks that could be added, deleted, or
modified
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Information Sheet

Worker survey — A developed questionnaire is mailed to a representative
sample of incumbent workers employed in the identified occupation or content
area

Note: The purpose of the survey is to obtain opinions as to the importance of
each task. Compilation of data results in a validated task list.

Worker interview — The tasks performed in a given occupation or content area
are determined by following, observing, and interviewing a sample of workers on
the job

12. Way to sequence tasks

a.

State the basic tasks first before the more complex tasks.

Example: State the cognitive (know) tasks before teaching the psychomotor
(do) tasks; state the knowledge and comprehension level cognitive
tasks before the application level

Sequence the tasks in the order you want the students to learn them.

Group related tasks so they can be learned in a fixed order.

Example: Same order as on the job

13. Steps in conducting an instructional analysis

a.

Analyze each task to determine information needed.

Example: What must the student be able to do?

Determine cognitive content needed for each task.

Note: Cognitive learning includes instruction about the skill processes and deals
with theory of operation, relationship of different processes or parts, terminology,
safety hazards.

Example: What must the student know to complete the task?

Determine related technical content from other disciplines needed to perform
task.

Note: The following questions help determine technical content—What math

principles are needed? Which science principles are applied? Which aspects
of communication—reading, writing, speaking, listening—are necessary?
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Information Sheet
d. Identify elements from the affective domain such as work habits, attitudes, safety
judgements, and personal relationships needed for each task performance.

Example: What attitudes must the student have to successfully complete the
task?

e. Identify tools, equipment, and work aides listed in conditions that are necessary
to perform task.

f. Write related topics beside each task.

Example: Task Related Topics
Make appointments Principles of scheduling

Assessing and screening patients
Setting priorities

9.  Use accurate instructional information to ensure the best possible instructional
planning.

Reasons to adapt or revise instructional materials

a. Modify the content to match the tasks and/or performance objectives.

b. Involve students as active participants in their own learning processes.

c.  Capitalize on the diversities and complexities existing in any given classroom.
d.  Make teaching more effective for a teacher and more efficient for a learner.
e.  Apply to different learning levels.

f. Involve the kind of mental operations that lead to a clearer interpretation and
understanding.

g.  Meet description of target population.

Note: This includes ability level, learning style, interests, goals, and emotional
needs.

h.  Utilize current information.

i. Supplement textbook.

j. Eliminate biases found in resources.

k.  Accommodate variables that have impact on the instructional process.

Examples: Facilities, equipment, time, class size
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Information Sheet

15. Ways to adapt instructional materials

a.  Select segments of materials from various sources to reinforce the learning of
the objective.

Example:  To address the objective "Given the length and width of a house
floor plan, the student will compute the number of square feet of
the house with 100% accuracy” the teacher may select a chapter
in a book on house floor plan dimensions, design an activity sheet
on computing different measurements, use a video tape for
demonstrating the process, pamphlets from a construction firm
emphasizing the suggested importance of accurate measuring and
mathematical computation, team work exercises from a suggested
activity sheet for practicing, measuring, and computing, and an
assessment form from a student workbook.

b.  Use only parts of materials that are appropriate to instruction
Examples: How parts might be used:
. Personalize style thai teacher desires for the classroom
. Tailor to individual student needs and interests
. Reinforce objective
c.  Select a variety of materials to reinforce the objective.

Example:  Printed matter — Relies mainly on reading

Magazines Pamphlets
Newspapers Workbooks

Audio/Visual — Requires some types of equipment; may involve
both seeing and listening

Posters Graphics
Microcomputer  Transparencies

Manipulative aides — Requires physical handling

Puzzles Games
Experiments Brainteasers
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d.  Modify text to accommodate students’ abilities.
Examples: How to simplify text:

. Identify and explain key terms.

. Convert a paragraph that explains a series of procedures
into a numbered list.

. Eliminate pronouns and replace them with nouns.

. Take out unnecessary detail.

Examples: How to challenge:

. Restructure content to incorporate concepts, thinking skills,
cognitive processes.
. Eliminate repetitious components.

16. Suggestions for aligning performance and written evaluations

Note: The foundation of competency-based education is criterion-referenced
evaluation. Criterion-referenced evaluation is the procedure that measures student
performance or knowledge according to the conditions and standards stated in the

. performance objective. This type of evaluation ensures that students accomplish a
performance objective at a given level of acceptability.

a. Performance evaluation
Note: A performance evaluation measures whether the student can actually
perform a task at a specified level of acceptability. It must be observable and
measurable.

. Evaluation should assess the task as it is stated.

. The behavior called for in the performance nbjective should be the same
as required for the performance evaluation

. It a process is to be evaluated, criteria or standards must be included that
assess how the student performs the task.

Note: A student should be observed performing the task, at least during

key steps.

. If a product is to be evaluated, product-related criteria or standards must
be included.

. If both process and product are important, include items to evaluate both.
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Written evaluation

Note: A written evaluation is used to measure a student's mastery of
knowledge-related tasks and to evaluate mastery of complex or critical concepts
underlying skill-related tasks.

. Test items should be written to match the level as stated in the
performance objective.

Note: Recall test items should require the student to "recall” from memory
the correct answer to the test item. Recognition test items should require
the student to "recognize" the correct answer from a list of alternatives.

. Test items should measure the student's mastery of the key concepts or
facts covered in the scope of the task itself.

. Each test item should stand alone.
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Student Supplement 1-—Aligning Instructional Materials

Course Description

Respiratory Therapy Technician
Program Area: Health Occupations Course Length: 1575 Clock Hours - 14 Months  CIP Code: 17.0819

This course prepares students for employment in health care facilities where they will administer respiratory care procedures
under the supervision of a physician.

The needed knowledge and skills are acquired through classroom instruction, laboratory experience, and clinical
applications. Included are the areas of anatomy and physiology of respiration, fundamentals of respiratory care, use of
equipment, microbiology, drugs, chest diseases, basic and advanced clinical procedures.

A high school diploma or equivalent is required to enter this competency-based course.

The program is accredited by the American Medical Association.

The graduates of this program are eligible to take the national entry-level certification examination and become licensed
to practice in the state of Louisiana.

Unit Competencies and Student Objectives

. UnitI: Introduction to Health Care

Competency:

1. Identify the role of the health care provider in establishing a safe and supportive environment for the
patient.
Objectives:
a. Identify school and department policies.
b. Demonstrate effective study habits.
c. Define health as related to worid health, personal hf .1, and factors influencing health.
d. Identify the purposes and funding sources of health care facilities.
e. identify the organizational structure of the health care facility.
f. Identify the responsibilities of the health care worker.
9. Identify standards of ethical and legal responsibilities used in professional conduct in health care

facilities.

h. Explain the relationship of microorganisms to disease.
i Perform handwashing procedures to prevent the spread of microorganisms.
j- Use principles of good body mechanics and alignment in positioning patients and performing

health care duties.

Operate the hospital bed safely.

Measure and record vital signs and report abnormalities.

Identify the importance of maintaining body fiuid balance.

Describe the general rules of charting procedures.

Explain the importance of appropriate preoperative and postoperative care.

Perform appropriate isolation procedures for all types of isolation.

Identity fire safety procedures related to school and hospital facilities.

Perform cardiopulmonary resuscitation (CPR) procedures for adult, child, and infant.

~evO3I3TX
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2 Relate fundamental mathematics, English, and science skills to health care.
Objectives:

Solve problems using addition, subtraction, multiplication, and division of fractions.

Solve problems using addition, subtraction, multiplication, and division of decimal numbers.
Solve problems using addition, subtraction, muitiplication, and division of percentages.

Solve problems using addition, subtraction, multiplication, and division of ratios and proportions.
Solve conversion problems involving fractions, decimals, percentages, ratios, and proportions.
Identify apothecary, metric, and household measurement equivalents.

Solve medication dosage problems using apothecary, metric, and household systems and basic
mathematical skills.

Write grammatically correct sentences and paragraphs.

Recognize the meanings of commonly used medical terminology in heaith care.

Describe fundamental laws of chemistry and gas physics related to respiratory care.

T e@~eo@aogm

Instructional Analysis

Unit 1: ___ Introductio, to Health Care Course: ___Respiratory Therapy Technician
Competency: 1. ider.ity the role of the heaith care provider in establishing a safe and supportive environment for the patient,
Suggested instructional Suggested Instructional
Student Objectives Subject Matter Content Activities Resources
&~ y A
5. identify the organizctional 5. Organizational Structure 5. Discuss handout Textbook:
structure of the health A. Administrators 6. Eubanks, Comprehensive
care facllity. 8. Department heads Show organizational chart Respiratory Care, Module
C. Physicians and explain lines of 2
D. Health care worker communication and chain
of supervision. Handout:
Pamphiet: "Your Hospital
Stay Under Medicare’s
Prospective Payment
Plan® by U.S. Dept. of
Health and Human Ser-

vices. Pub. No. HCFA
02163 ICN 488334, 1987.

QOrganizational chart
6. Identity the responsibilities 6. Responsibilities of the 6. Conduct class discussion Textbook:
of the health care worker. Health Care Worker on the responsibilities of 11. Rambo, ., .ursing Skilis for
A. Understanding health care workers, Clinical Practice, Unit Il
yourself
B. Good mental health As a class, compile a per-
C. Communication skills sonal appearance check-
D. Professional list. Have siu‘fents use
appearance checklist for salf-
E. Good personal heaith evaluation.
Have students demon-
strate communications

skilis by role playing.
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6. Susceptible host

have students as a class,
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Suggested Instructional Suggested Instructional
Student Objectives Subject tiatter Content Activities Resources
7. Identify standards of 7. Ethicat and Legal 7. Discuss the "Code of Textbook:
ethical and legal respon- Responsibilities Ethics” handout. Have 11. Rambo, Nursing Skills for
sibilities used in pro- A. Ethical behavior students define legal and Clinical Practice, Unit
fessional conduct in 8. Legal issues ethical terms.
health care facilities. 1. Terms Handout:
2. Standards of care Using hypothetical legal "Code of Ethics,” Amer-
C. Professional conduct and ethical situations, ican Association of Res-

piratory Care, 1920 Regal

apply "Code of Ethics” Row, Dallas, TX 75235,
principles to decide Phone (214) 630-3540
issues.
. Explain the relationship of . Introduction to Micro- . Present information on Textbooks:
microorganisms to biology microorganisms and 6. Euban's, Comprehensive
disease. A. Microorganisms growth conditions using Respiratoty Care
1. Pathogenic lecture/transparencies/ 13. Kacmarek, The Essentials
2. Non-pathogenic chalkboard format. of Respiratory Therapy
8. Conditions affecting 15. Wistreich, Microbiology
the growth of micro- Draw on chalkboard the and Human Disease
organisms chain of infection cycle, 16. Delaat, Microbiology for
1. Food citing specific examples. the Allied Health Pro-
2. Moisture fessions
3. Temperature
4, Oxygen Videos:
§. Light "Aids: What You Need to
C. Chain of infection Know" by Future Vision
1. Causative or- "Aids: Medical Education
ganism for the Sommunity” by
2. Reservoir Med-Ed Productions
3. Portal of exit Availabie on loan from
4. Mode of trans- the Curriculum Center,
mission P.O. Box 1159,
5. Portal of entry Natchitoches, LA 71457
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INSTRUCTIONAL RESOURCE LIST COURSE:__ Respiratory Therapy Techniclan
BOOK COPYRIGHT
NUMBER TITLE AUTHOR PUBLISHER ADDRESS DATE
1. English the Easy Way. 5th | Schachter, Norman | South-Western Publishing | 5101 Madison Road 1985
Ed. ISBN: 0-638-05880-3 | Clark, Alfred Co. Cincinnati, OH 45227
Phone: 800-543-8444 or
513-527-6950
2 Dean Vaught 350: Damon Instructional 80 Wilson Way 1983
Learning System Medical Learning Systems Div- Westwood, MA 02090
Terminology ision Phone: 617-329-4300 or
1-800-348-0025

(John Primrose, Sales
Rep. 504-488.1575)

3 Essentials of Human Marieb, Elaine Addison-Waesley 2725 San Hill Road 1984
Anatomy and Physiology Pubiishing Co. Menlo Park, CA 94025
ISBN: 0-201-15862-5 and Nursing Division
Workbook ISBN: 0-203-
6731-4
4, Respiratory Therapy McPherson, Steven |C. V. Mosby Co. 11830 Westline Industrial 1985
Equipment ISBN: 0-8016- | Spearman, Charlas Dr.
3312-5 St. Louis. MO 63146
Phone: 312-726-9733 or
800-621-9262
5. Respiratory Therapy Rau, Joseph Year Book Madical 200 North LaSatle St. 1988
Pharmacology. 3rd Ed. Publishers, Inc. Chicago, IL 60601
ISBN: 0-8151-7076-9 Phone: 312-726-9733 or
800-621-9262

Source: Respiratory Therapy Technician, Instructor's Guide, Louisiana Technical Resource
Center
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Student Supplement 2—Sources of Curriculum Materials

Note: This is not an all-inclusive list of sources but is a representation of resources available
to vocational and technical educators.

a.  National Network for Curriculum Coordination in Vocational and Technical Education
(NNCCVTE) is a federally-sponsored network of all states and trust territories devoted
to improving vocational and technical education. Sic regional centers and state
representatives in each state and trust territory can access the Network’s Curriculum
Clearinghouse for task lists, instructional materials, and test item banks being
developed in the public sector of vocational and technical education.

NNCCVTE Project Officer: Bernice Anderson
U.S. Department of Education
Room 4512, Switzer Building
Washington, D.C. 20202-7242
(202) 732-2372 FAX (202) 732-3897 AVO0051

Regional Curriculum Coordination Centers (CCC)

‘ East Central CCC Midwest CCC Northwest CCC
Rebecca Douglass Richard Makin Bill Daniels
IVCC/ECN, F-2 Oklahoma Department of Oid Main—Room 478
Sangamon State University ~ Vocational and Technical Saint Martin's College
Springfield, IL 62794-9243  Education Lacey, WA 98503
(217) 786-6375 1500 West Seventh Aveniue (206) 438-4456
FAX (217) 786-6036 Stillwater, OK 74074-4364  FAX (206) 459-4124
AVO1727 (405) 743-5192 AV05976
FAX (405) 377-5142
AV04602

Northeast CCC Southeast CCC Wastern CCC
Martha Pocsi Rebecca Love-Wilkes Lawrence F. H. Zane
Division of Vocational Mississippi State University  University of Hawaii
Education Research and Curriculum Wist Hall 216
New Jersey State Depart- P.O. Drawer DX 1776 University Avenue
ment of Education Mississippi State, MS 39762 Honolulu, HI 96844-0001
Crest Way (601) 325-2510 (808) 956-7834
Aberdeen, NJ 07747 FAX (601) 325-3296 FAX (808) 956-3374
(908) 290-1900 AVO3101 . AVO1476
FAX (908) 290-9678
AVO3854
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b.  State Curriculum Centers, approximately 35 states have state curriculum centers which
give, sell, or loan curriculum materials developed by their state and others. All state
vocational curriculum centers participate in NNCCVTE.

Examples: Curriculum and Instructional Materials Center (CIMC)
Oklahoma Department of Vocational and Technical Education
1500 West Seventh Avenue
Stillwater, OK 74074-4364
(405) 377-2000 (800) 654-4502 FAX (405) 743-5154

Arkansas Vocational Curriculum Development Center (AVCDC)
115 Graduate Education Building

University of Arkansas

Fayetteville, AR 72701

(501) 575-6606 (800) 632-8754 FAX (501) 575-4681

Kansas Competency-Based Curriculum Center
Washburn University, SACE

Topeka, KS 66621

(913) 231-1010, Ext. 1534 FAX (913) 231-1089

Louisiana Technical Resource Center
P.O. Box 1159

Natchitoches, LA 71458-1159

(318) 357-3155

Instructional Materials Laboratory (IML)
London Hall

University of Missouri-Columbia
Columbia, MO 65211

(314) 882-2883

Education Development and Training Center (EDTC)
East Texas State University

Commerce, TX 75428

(214) 886-5624 (800) 356-3382
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Multi-State Curriculum Development Consortia. Several consortia exist which develop
task lists, instructional materials, and test items as part of their curriculum development
process. Major consortia for vocational curriculum materials ave:

American Association for Vocational Instructional Materials ... ... (AAVIM)
Applied Biology/Chemistry . ........ ...ty (ABC)
Applied Communication ............ ..ot (AC)
Applied Mathematics .............coiiiiiiii iy (AM)
Applied Mathematics Il . ........... ... o i, (AM 11y

Basic Skills Consortium

Consortium for the Development of Professional Materials for

Vocational Education ... ........ .o, (CDPMVE)
Electric Utility Instructor Training Consortium .. ............... (EUITC)
Exploring Technology Education . . ..............covvvnn. (ETE)
Marketing Education Resource Center . .................... (MarkED)
Mid-America Vocational Curriculum Consortium ... ............ (MAVCC)
National Alliance of Community & Technical Colleges .......... (NACTC)
National Alliance of Partnershipsin Equity . . ................. (NAPE)
National Association of State Directors of Vocational

Technical Education Consortium . .......... ..o vvii ., (NASDVTE)
National Consortium of State Career Guidance Supervisors . . .. .. (NCSCGS)
National Entrepreneurship Education Consortium .. ............ (NEEC)
National Leadership Academy for Local Administrators ......... (NLALA)
National Network for Curriculum Coordination in Vocational

and Technical Education ........... ..., (NNCCVTE)
National Occupational Competency Testing Institute, Inc. . ... . ... (NOCTI)
Principles of Technology . ...........ccoiiiiiiiinne.n. (PT)
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SREB-State Vocational Education Consortium
Tech Prep Consortium
Vocational-Technical Education Consortium of States

Workplace Readiness

AAVIM

745 Gaines Schools Road
Athens, GA 30605

(800) 228-4689 or

(404) 543-7557

ABC

CORD, Suite C
601 Lake Air Drive
Waco, TX 76710
(800) 772-8756 or
(817) 231-3015

AC

AIT

1111 West 17th St,, Box A
Bloomington, IN 47402
(800) 457-4509 or

(812) 339-2203

AM

CORD, Suite C
601 Lake Air Drive
Waco, TX 76710
(800) 772-8756 or
(817) 231-3015

AM Il

CORD, Suite C
601 Lake Air Drive
Waco, TX 76710
(800) 772-8756 or
(817) 231-3015

* Proposed Consortium

Student Supplement 2

List of Consortia

CDPMVE

CETE

1900 Kenny Road
Columbus, OH 43210
(800) 848-4815 or
(614) 292-4353

EUITC

CETE

1900 Kenny Road
Columbus, OH 43210
(800) 848-4815 or
(614) 292-4353

ETE

AIT

1111 West 17th St,, Box A
Bloomington, IN 47402
(800) 457-4509 or

(812) 339-2203

MarkEd

1375 King Avenue
Columbus, OH 43212
(614) 486-6708

MAVCC

1500 West Seventh Avenue

Stillwater, OK 74074-4364
(800) 654-3988 or
(405) 377-2000

.......... (SREB-SVEC)

(V-TECS)
(WR)

NACTC

CETE

1900 Kenny Road
Columbus, OH 43210
(800) 848-4815 or
(614) 292-4353

NAPE

CETE

1900 Kenny Road
Columbus, OH 43210
(800) 848-4815 or
(614) 292-4353

NASDVTEC

1420 16th Street, NW
Washington, DC 30036
(202) 328-0216

NBSC*

CALS, Room N-6511

U.S. Department of Labor
200 Constitution Ave., NW
Washington, DC 20210
(202) 523-5600

NCATC

CORD, Suite C
601 Lake Air Drive
Waco, TX 76710
(800) 772-8756 or
(817) 231-3015



NCSCGS

CETE

1900 Kenny Road
Columbus, OH 43210
(800) 848-4815 or
(614) 292-4353

NEEC

CETE

1900 Kenny Road
Columbus, OH 43210
(800) 848-4815 or
(614) 292-4353

NLALA

CETE

1900 Kenny Road
Columbus, OH 43210
(800) 848-4815 or
(614) 292-4353

NNCCVTE

U.S. Dept. of Education
Room 4512, Switzer Building
Washington, DC  20202-
7242

(202) 732-2372

NOCTI

Ferris State University
409 Bishop Hall

Big Rapids, Ml 49307
(800) 334-6283 or
(616) 796-4695

*Excerpted from 1990 Consortia Directory produced by the NNCCVTE, East Central Region

Student Supplement 2

PT

AIT

1111 West 17th St., Box A
Bloomington, IN 47402
(800) 457-4509 or
(812) 339-2203 and
CORD, Suite C

601 Lake Air Drive
Waco, TX 76710

(800) 772-8756 or
(817) 231-3015

SREB-SVEC

Southern Reg. Educ. Board
592 10th Street, NW
Atlanta, GA 30318-5790
(404) 875-9211

TP

Suite 815

William C. Norris Institute
245 East 6th Street

St. Paul, MN 55101
(612) 297-6300

V-TECS

1866 Southern Lane
Decatur, GA 30033-4097
(800) 248-7701 or

(404) 329-6543

WR

AIT

1111 West 17th St,, Box A
Bloomington, IN 47402
(800) 457-4509 or

(812) 339-2203

136
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d.  Professional associations, companies, and union apprenticeship programs. Many
occupational areas have professional associations or unions which produce curricutum
materials.

Examples: Associated General Contractors of America (AGC)
1957 E Street, NW
Washington, DC 20006
(202) 393-2040

Associated Builders and Contractors Association (ABC)
729 15th Street, NW

Washington, DC 20006

(202) 637-8800

National Training Fund for Sheet Metal and Air Conditioning Industry
601 North Fairfax Street

Alexandria, VA 22314

(703) 739-7200

National Association of Women In Construction (NAWIC)
327 South Adams Street

Fort Worth, TX 76104

(800) 552-3506

Note: The Encyclopedia of Associations published by Gale Research, Inc., Detroit, M,

annually provides a list of major associations by subject area. This publication is
available at most libraries and resource centers.
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Student Supplement 3—Questions to Ask at a Task Analysis Meeting

To identity task statements:

1.

What does the person do in performing the job, i.e., what are the common tasks or
activities a person must be able to do?

What must a person know to be s.uccessful on the job?

What background information (knowledge) is most important for the employee to know?
What are the day-to-day activities performed by the employee?

What are the day-to-day problems encountered by the employee?

Must the employee solve problems in performing the job? If yes, what type of
problems must be solved?

What are the entrance requirements for obtaining a job with your company?
. Are special tests given? |f yes, what are they?
. Is a certain level of schooling required?

Are there handbooks or lists of rules which an employee must follow in this
organization?

What kinds of things should the students be able to do at the end of the course or
program that will facilitate their becoming a skilled technician in the least amount of
time?

To identify frequency of performance:

1.

2.

How often is the task performed?
Is the task used every day? Every week? Every month? Every year?

On the average, is the task needed five, ten, twenty-five times per day? Per week?
Per month?

138
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To identify importance of the task:

1.

o o0 2 O

Is the task essential for job entry?

Is the task desirable for job entry?

Is the task unnecessary for job entry?

What if the task cannot be developed in the educational program?

How many of your entering employees now perform this task?

How many of those who advance in your organization are able to perform this task?

To identify conditions under which task wiil be performed:

1.

Under what conditions is the task to be used or to be performed?

Where are the tasks performed?
When are the tasks performed?

How are the tasks performed?

With whom are the tasks performed?

Are there time limits within which the job or tasks must be performed?

What tools or major equipment must the employee be able to operate?

Does the employee work mainly with equipment or is there some contact with the
customer?

Does the employee need any special skills in performing the tasks.

What circumstances must exist for the task to be successfully applied?

Are there any special requirements?

Certification
Registry

Union requirements
Age restrictions

Physical requirements
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Are there special tools or equipment the employee must use?
. What is the employee supposed to do with the special tools, forms, etc.?

. What is the employee not supposed to do with the special tools?

Are there forms which must be filled out by the employee?

. What are the forms?

. When are they filled out?

What attitudinal characteristics are essential, if any, in performing the tasks?

Is the employee expected to diagnose a problem and make a decision as to what must
be done to correct the problem? If yes, how do you train the employee to diagnose
problems?

Is there a correct sequence which must be followed in the performance of the task?
Must the employee be able to recognize dangers when performing a task?

Does the employee deal with the public while on the job?

Are any special or personal attributes required for job success?

Are special manipulative skills required? If yes, what are they? What must the
employee be able to manipulate?

Must the employee be able to recall certain facts, sounds, conditions, reasons,
knowledge, etc.? If yes, what are they?

Must the employee be able to give or to receive clear and concise verbal orders or
directions? |f yes, what types or forms of speech must be used?

To Identify criteria that exhibit satisfactory performance of a task:

1.

What criteria can be used to evaluated acceptable employee performance of the task?
. What quality?

. How fast? (Time or quantity)

How well should the task be achieved?

What criteria can be used to evaluate unacceptable task performance?
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4. Must the employee be able to discriminate between items or things for a quality
judgment? If yes, what are these items?

5. What are the most common mistakes made by employees in performing the task?
. Beginning employees?
. Skilled employees?

6. Upon what basis do you evaluate your employees for promotion?

7.  What factors are used in evaluation?

8. Why do people get fired from this job?

9. Why do people get promoted?

10. Describe your best employees.

11.  Describe your poorest employees.

14]




‘ Aligning Curriculum
Student Supplement 4—Hints for Developing Duty and Task Statements

The following hints should be helpful to you when writing duty and task statements.
Duties

1. Duties are distinct, major activities involved in performing a job, and consist of a
collection of related tasks.

2. Characteristics of duties include:
. One of the worker's principal responsibilities
. Occupies a reasonable portion of the worker's time
. Occurs reqularly in the worker’s work cycle

. Describes tasks which involve closely related knowledges and skills

Example: Occupation — LPN
‘ Duties —  Performing supervised management
functions
—  Providing personal patient care and
assistance

-—  Performing comfort and safety functions
-—-  Performing aseptic techniques
—  Administering treatments
Tasks
1. Tasks are complete and distinct units of work performed by an individual on the job.
2. Characteristics of tasks include:

. Each task has a definite beginning and ending within a limited period of work
time.

. 142
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Performance of a task usually results in a product or some observable cihange
in the student or work environment.

LPN

Providing patient care and assistance
Adjust beds :
Assist patient to ambulate
Give backrub

Turn patient in bed

Apply restraints

Dress burns

Wash hands

Administer tepid baths
Administer oxygen

Apply binders

Irrigate throat

Example: Occupation
Duty
Tasks

0 T T T I I

Task Statements

1. Task statements consist of three components:

Action verb—Indicates what a person does on the job
Object—Is the element acted upon

Qualifier—Used to make a task statement more specific or to distinguish it from
similar tasks such as "apply icing by hand" or "apply icing by machine.”
Qualifiers may limit the task actions to a specific procedure or process, or may
identify a specific area of an object.

2. Characteristics of task statements

Each should be a complete statement that begins with a present tense action
verb which describes a performance which will be done by the student for
mastery.

Examples: Adjust transcriber controls
Replace brake shoes
Calculate your net salary

The performance which the task describes must be readily observable and
measurable.

Examples: Adjust transcriber controls

Replace brake shoes
Calculate your net salary
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Each is designed to communicate to the student, teacher, administrators,
parents, advisory committee members, and employers what must be done to
master the tasks.

Words like correctly, safely, according to industry standards, or to teacher's
satisfaction should not be included in a task statement.

Each task statement should be short and concise.

Each task should be typical of an assignment given to a worker in the
occupation.

Each task should be an entry level activity of the occupation for training is being
provided.

Prerequisite tasks should appear first when sequenging tasks within a duty.

Each task statement must be capable of standing alone and be completely
understood.

Two or more tasks must appear under each duty.

144
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Aligning Curriculum
Student Supplement 5—Hints for Evaluating Existing Materials

As you are no doubt aware, instructional materials, whether produced by commercial
publishers or educational agencies, can vary greatly in quality. They cannot be taken at face
value. Not all materials that claim to be competency-based really are. And not all
competency-based materials are of good quality.

Any material you consider using should first be evaluated using the criteria against which you
would measure any instructional material, competency-based or otherwise. Consider the
following criteria when evaluating existing materials.

1. lIs the content on target?
2. Does it deal specifically with the skills my student needs to achieve?

3. Isthe content concise, including only key content and not extraneous material that will
only confuse students?

4. s the content accurate and up-to-date? Totally? In part?

5. Is the material appropriate for my students? (Age, reading ability, occupational
development)

6. Can my students understand the vocabulary used?
7. Will this material motivate my students?

8. I« this material geared to tne abilities, needs, and interests of my students? All my
students? Some of my students?

9. Do | have access to the equipment necessary to use this material?
10. Do | have the facilities necessary to use this material effectively?
11. Do | have access to the funds necessary to purchase this material?
12. Is the material well produced technically?
Example: Is the printin the text easy to read? Is the film’s sound clear and audible?
13. Has the material been tested or validated?
14. Can you use the material "as is"?
15. Can the material be adapted to fit your needs?

It is more than likely that you find some materials that, with some adaption, can be made to
fit local needs. At the very least you should be able to locate a variety of excellent materials
that can be drawn together into a total, well-organized, competency-based instructional
system.
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Assignment Sheet 1—Determine a Program or Course Description

Name Overall Rating

Evaluation criteria Rating
Contact persons were listed

Questions were answered

Program description was obtained or written

Program description attached to assignment sheet

Program description changes are identified

It is important to locate or develop a program description in order to identify the parameters
of a program. You need to know the job market for graduates, types of jobs for which the
graduates are being hired, the limitations or constraints put on the program by the advisory
committee, performance standards, unions, or others.

Directions: Determine the description for & program or course by completing the following
statements and activities. Write your answers in the space provided.

1. Who should be contacted concerning obtaining a program description?

2. What questions should be asked regarding a program description?
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Assignment Sheet 1

Depending on the responses to the questions, you may or may not have identified &
program description. In order to identify the tasks, you will need to develop a prograr
description. Do you have a program description? Yes No (circle one) If yes, go ‘o
step 4. If no, you will need to write a program description before going to step 4.
(Attach a copy of program description to this assignment sheet.)

What changes or refinements are needed in the program description, before developing
the task list?
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Aligning Curriculum
Assignment Sheet 2—Locate Sources of Curriculum Materials

Name Overall Rating

Evaluation criteria Rating
Specific type of information needed was determined
Types of curriculum materials needed was determined
Possible sources o: curriculum materials were identified

Possible sources of curriculum materials were contacted

It is important to locate sources of curriculum materials. Many hours of valuable time and
resources may be saved by locating task lists, instructional materials, and test items
developed by other sources. '

Directions: Using the information provided in this unit, locate sources of curriculum materials
for a program or course by completing the following statements:

1.  Determine the type of information needed.
Note; Be specific as possible. Most searches are done by subject area or specific

item. There are hundreds of articles on competency-based education but fewer on
aligning instructional materials.

2. Determine the types of curriculum materials needed.

Examples: Task list, instructional materials, LAPs, test items
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3. Identify and contact possible sources of curriculum materials.

Examples: MAVCC, NNCCVTE

Contacted

Yes No
Name 0 0
Address
Phone
Name O 0O
Address
Phone
Name O 0
Address
Phone
Name O 0O
Address
Phone

14
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Assignment Sheet 3—Verify a Task List

Name Overall Rating

Evaluation criteria Rating
Verification techniques were stated

Occupations or major areas of program were identified
Tentative list of duties and tasks were completed

Duties and tasks were verified

Competency-based education prepares the student to perform at predetermined and stated
performance standards. Each task becomes a competency to be achieved and is the
foundation upon which a competency-based program is based.

To develop a competency-based program, the tasks with an occupation or content area must
be identified to establish the competencies to be learned. Tasks should be identified for each
learning domain—psychomotor {do), cognitive (know), and affective (attitude). Next, steps
needed to be done to accomplish each task must be specified. Therefore, a task analysis is
conducted to determine what tasks are done. From the tasks that are identified through the
task analysis, task steps and student performance objectives can be written.

Since the success of a task analysis is affected by the reliability of the information collected,
a combination of techniques can be used to obtain information to assure accurate and
complete information. Verification of information is easily accomplished since facts omitted
while using one method will usually be obtained through the use of a second technique.

Directions: Verify duties and tasks by completing the following steps. Write your answers N
the space provided. Additional information may be attached.

Step 1: Determine technicues you will use to verify duties and tasks.
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Step 2:

Step 3:

Step 4:

Assignment Sheet 3

Identify occupations or major areas of program.

Program:

Occupation or major area:

Spin-off levels:

Develop a tentative list of duties and tasks based on your course or program
description.

Note: This list may be secured from other sources or developed from scratch.
See Student Supplement 2—Souirces of Curriculum Materials.

Duty:

Tasks:

Verify the task list you have developed.
Process answered the following statements:
a. Duties were verified. Yes No

b. Task statements identified what the
student should be able to "do". Yes No

101
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c. Task statements identified what the
student should "know" to be able to
complete the "do" statements. Yes No

d.  Task statements identified appropriate
"feelings or attitudes" student should
show. Yes No

e.  Conditions for successful completion of
tasks were identified (i.e. tools and
equipment, performance steps, etc.). Yes No

f. Criteria or standards were verified. Yes No

g.  Basic skills to be reinforced by the "do"
task statements were identified. Yes No

2}
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Assignment Sheet 4—Sequence Tasks

Name Overali Rating

Evaluation criteria Rating
Followed directions

Selected a duty area

Determined a sequencing pattern

Sequenced tasks based on pattern

Since the completion of tasks takes place over a period of time, you must consider the
sequence in which the student will encounter the tasks. In developing your instructional
program, you should place the tasks in the sequence you want the student to learn them.
The transition flom one task to another should be smooth and meaningful for the student.

Example:  The student needs to know how to use the spray gun and prepare a vehicle for
painting before attempting to spray paint a vehicle.

Tasks can be divided into two groups.

1.  Those related to each other in one or more ways
It usually is necessary to learn one or more tasks before learning others. Sequencing
depends upon the following: Are the tasks basic tasks? Are they tasks that are
common to doing many tasks? Are the tasks part of a list necessary to learn before
the student can master the more complex tasks?

2. Those which are unrelated to each other

The order of learming does not make any difference. Sequencing is not a problem.
You can sequence any wa you want.
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Assignment Sheet 4

Directions: Select a duty area you have verified in Assignment Sheet 3. Determine which
of the following techniques you will use to sequence the tasks:

State the basic tasks first before the more complex tasks
Sequence tasks in the order in which you want the students to learn them

Group related tasks so they can be learned in a fixed order. Sequence tasks using the
technique you have determined.



Aligning Curriculum

Assignment Sheet 5—Evaluate Existing Instructional Materials

Name Overall Rating

Evaluation criteria Rating
Followed directions

Evaluated instructional materials using criteria

Key strengths of the material were identified accurately
Key weaknesses of the material were identified accurately

Given its quality and content, decision conceming use of the materials
was appropriate

Proposed modifications to the material would increase its appropriateness
or usability

There are some additional criteria that need to be considered if the instructional material you
are evaluating is a package that you intend to use basically "as is" with students. Although
the specific criteria may vary depending on the way you or your institution (or district or state)
define the fundamental characteristics of instructional materials, the evaluation checklist
should be similar to the one in this assignment sheet.

By taking the time to review the materials already available to you, and by carefully
considering each in light of some specific quality criteria, you can save yourself a good deal
of unnecessary effort. There may be instructional materials you can use just as they are.
Ideally, you could find a set of competency-based instructional materials that fit your students
and your competencies precisely, but don’t count on it.

Directions: Using existing sources of materials, locate and obtain competency-based
instructional materials covering a competency in your area.

Note: If circumstances make it difficult for you to acquire a learning package through outside
sources, you may check with your teacher.

Evaluate the instructional materials against the following set of criteria. Then, describe in
writing how you wouild rate the materials by answering the questions following the criteria.

150

AC-45



46

Assignment Sheet 5

Instructional Materlals Checklist

Name
Directions: To evaluate the instructional materials, place an *X" in the No,
Partial, or Yes box beside each item to indicate how well the materials meet Title of Materials
that criterion. If a criterion is not applicable to the materials in question, place
an "X" in tha N/A box. Date

1. The learning package contains the following basic components:

a.

Clear directions for using the learning package or a self-
explanatory format ................ ... . . i,

A rationale or introduction explaining the purpose and
importance of the skills beingcovered . ...............

A competency statement and/or performance objective . . . .

Clear, complete explanations of the activities to be completed
in order to achieve each enabler and final competence . . . .

Instruction sheets or reference to other resources references
containing the needed information .. .................

Devices for immediate feedback ....................

A performance checklist designed to measure actual student
performance of the competency ....................

2. The learning package also contains the following components
(depending on your criteria for learning package content and format):

a.

b.

C.

A listing of prerequisites ..........................

A listing of special terminology, and any resources and
materialsrequired ............... ... . . ...

Apreassessmentdevice .. ..........oiiiini.n.

3. Thelearning package either includes all necessary materials or clearly
specifies what outside materials areneeded ................

1514,

RATING
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0o0oaoad
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0000
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‘ Assignment Sheet 5

4, The learning package contains a variety of activities to suit a range of

learning abilitiesand styles . . . .......... ...t googaag
5.  Opportunities for recycling activities are included ............. ooogoo
6. The learning package provides opportunities for students to interact
with peers, instructor, andothers . ............ ... ... ... oO0Ogg
7.  Supplementary enrichment activities are provided to meet the needs
ofinterested students .. ............ ...l ogoogog
8.  Although the learning package could be enhanced by group activities,
a student could complete it on an independent basis .......... o0ogo
9. The leaming package activities are sequenced in alogicalorder . O O O O
10. The reading level, technical level, and interest level are appropriate to
the target studentgroup . ...l ooooo
11. The learning package is well produced (e.g., good grammar, correct
spelling, clear layout, cleancopy) .............coiiun.t. oo0oag
. 12. Tne learning package is attractive . .. ............. ... .. ... oonoag
Questions

How would you rate the instructional materiais?

1. Overall rating:

2.  Specific strengths: —

3. Specific weaknesses:
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Assignment Sheet 5 ‘

4. Would you use the materials? Yes No

How?

5.  What, if anything, would you do to modify the materials?

15¢
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Assignment Sheet 6—Select Instructional Materials Based on a
Verified or Validated Task List

Name Overall Rating

Evaluation criterla Rating

Followed directions

Course description was stated

Validated task list was used

Suggested matter content was outlined
Suggested instructional activities were stated
Suggested instructional resources were identified
Resource list was prepared

T

Once a task list has been validated, instructional materials need to be identified which will
assist the teacher and student in achieving the tasks. The following is a systematic approach
. for mastering that task.
1. State the course description.
2, Identify the validated task list to be used.
3. Prepare a spread sheet to include:
a.  Duty or unit objective—States in broad terms the subject matter to be covered

b. Tasks or specific objectives—States the specific perforniance to be achieved

c.  Subject matter content—Outlines the body of knowledge, skill, and attitudes that
are necessary for students to accomplish the specific objectives

d.  Suggested instructional activities—Provide activities which will best assist
students in accomplishing the specific objectives

Note: Teachers are encouraged to supplement these activities and methods of
instruction.

e.  Suggested instructional resources—Suggest instructional materials that may be
used to support instruction

Directions: Select instructional materials based on a validated task list. Use a systematic
. approach similar to the example in this assignment sheet. Student performance will be
evaluated according to the criteria listed.
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Aligning Curriculum

Assignment Sheet 7-—Complete a Checkilist for Aligning Test items

Name Overall Rating

Evaluation criteria Rating
Followed directions

Evaluated test items according to criteria provided in assignment sheet

Competency-based education focuses on how each student performs against pre-determined
standards. Competency-based standards take into account the mastery of identified skills and
knowledge, the student's ability to attain stated performance objectives, and the individual
abilities of each student. Evaluation, in the form of criterion-referenced test items that match
the stated objectives, serves a two-fold purpose. [ ‘dcuments the mastery of program or
course content and is one indicator of the quality o nstruction being offered. Criterion-
referenced tests provide individual students with an assessment of their competency levels
in a given course by identifying strengths and weaknesses.

The purpose of this assignment sheet is to assist you in determining the criteria necessary
to align test items with the stated performance objectives.

Directions: Select this unit of instruction or one for your program or course. Evaluate the
alignment of test items with the stated performance objectives by using the criteria provided
in this assignment sheet.
Criteria for performance evaluation

Yes No

1. Do items measure whether thie student can perform
a given task?

2. Is each item objective and measurable?

3. Are items listed in the order they occur?

4. Are items written at a high enough level to ensure
competence of those passing the evaluation?

5. Is the student told exactly what to do?

1610
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10.

11.
12.

13.

Assignment Sheet 7

Are process items included if the process is important
for competence?

Are product-related items included if the quality of a
finished product is critical for competence?

Are criteria for acceptability of product-related items
spelled out clearly?

Do the standards for criterion levels specify the
performance, conditions, and criteria necessary to
achieve a given objective?

Have various levels of performance criteria been
established for each criterion level?

Can checklist be rated yes or no?
Are any special restrictions mentioned?

If applicable, is any time limit mentioned?

Criteria for written evaluation

Do all items relate directly to the "must know"
knowledge involved in the performance objective?

Do the test items test the same performance called
for by the performance objectives?

Do the test items follow the same sequence as the
performance objectives?

Is there a test item for each performance objective?
Are the test items stated in clear, concise language?

If the task involves mastery of higher-level concepts,
does the test evaluate this?

Is the acceptable score indicated?
If applicable, is a time limit mentioned?

Doss the test provide accountability?

161
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Managing Competency-Based Education is one in a series of eight units of instruction
designed to assist educators in developing and implementing competency-based education.
Each unit addresses different aspects ot the competency-based instructional process.
Units are presented in a competency-based format. Each unit contains: objective sheet,
suggested activities for the teacher (including answers to assignment sheets and answers to
the written test, written test, unit evaluation form, teacher supplements, and transparency
masters), information sheets, student supplements, and assignment sheets. The materials
may be used in a large or small group setting or in an individualized instructional mode.
The following units are included in the series:

Planning for Competency-Based Education

Aligning Curriculum

Managing Competency-Based Education

Writing Performance Objectives

Developing Teaching/Learning Strategies

. Implementing Criterion-Referenced Evaluation
Developing Components of a Unit of Instruction
Developing Learning Activity Packets (LAPS)

It is hoped that this series will meet the needs of educators in developing or refining the
necessary skills to improve instruction.
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MCBE-1

Managing Competency-Based Education

Objective Sheet

Unit Objective

After completing this unit, the student should be able to develop a system for monitoring
individual progress and maintain individual records. The student should demonstrate these
competencies by completing the assignment sheets and by scoring a minimum of 85 percent
on the written test.

Specific Objectives

After completing this unit, the student should be able to:

1.

10.
1.
12.
13.

14,

Match terms related to managing competency-based education with their correct
definitions.

State the common aspects of maintaining and managing the physical
environment.

State factors which affect long-range planning.

State reasons for developing and maintaining a filing system.
State factors that will determine the filing system to use.

State decisions to make in starting and maintaining a filing system.
State two reasons for monitoring student progress.

Arrange in order steps in developing a system to monitor student progress.
State reasons for developing a progress chart.

State purposes of competency profiles.

Arrange in order the guidelines for using competency profiles.

List information to include on a competency profile.

Select from a list purposes of grading patterns.

State the four characteristics of a good grading pattern.

State approaches for assigning grades.
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16.
17.
18.

19.

20.
21,

22.

23.
24,
25.
26.

Objective Sheet

Complete statements concerning goals of a learning contract.
Arrange in order steps in the development of a learning contract.
State the items in a learning contract.

Develop a plan to implement compsatency-based instructional materials into an
existing program. (Assignment Sheet 1)

Develop a plan for an appropriate filing system. (Assignment Sheet 2)
Develop a progress chart. (Assignment Sheet 3)

Write a plan for using a competency profile in a program. (Assignment Sheet
4)

Apply techniques in establishing a grading pattern. (Assignment Sheet 5)
Develop a grading pattem. (Assignment Sheet 6)
Complete a student performance contract. (Assignment Sheet 7)

Complete a learning contract for a grade. (Assignment Sheet 8)

16¢



Managing Competency-Based Education

Suggested Activities

Instructional Plan

Preparation

1.

Read the unit carefully and plan for instruction. Study the specific objectives to
determine the order in which you will present the objectives.

Review Teaching Suggestions section that follows. Plan for classroom activities.

Use Learning Steps for self-paced or individualized instruction, or as an outline for
classroom or workshop presentation.

Plan presentation for enrichment of exceptional students as well as accommodation of
special needs students.

Make a transparency from the transparency master included with this unit. This
appears in the teacher edition only and is designed to be used with the following
objective:

TM 1—4-Tier Filing System (Objective 4)

Make copies of teacher supplements that you plan to distribute to students.

Obtain films, videotapes, posters, charts, and other items to supplement instruction of
this unit.

Review instructions for evaluating student performance, and make copies of the unit
evaluation form.

Delivery and Apbplication

9.

10.

11.

12.

Provide students with unit of instruction.
Discuss unit and specific objectives.

Discuss information sheet. Implement teaching plan to localize, supplement, and
personalize the unit.

Discuss the assignment sheets. Review criteria for evaluation of these activities.

Managing Competency-Based Educalion
Teacher Page 1
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Suggested Activities

Evaluation

13. Discuss the use of the Unit Evaluation Form with students. Select and discuss the
rating scale that will be used for student evaluation.

14. Make copies of the written test. Add or modify test items as needed.

15.  Give written test.

16. Compile assignment sheet ratings and written test score on the Unit Evaluation Form.
Include any additional assignments.

17. Reteach and retest as required.

Teaching Suggestions

1.

2.

3.

Find cartoons which illustrate management techniques.
Explain the terminology provided in Objective 1 on the information sheet.
For Assignment 3heet 1, consider the following:

a. Gather examples of various classroom and laboratory layouts to illustrate
different management techniques.

b.  Provide an instructional analysis fc* those sti«dents who do not have an existing
program.

Note: The introductory pages of most MAVCC instructional materials have an
instructional analysis, a list of tools and equipment, and a list of references.

For Assignment Sheet 2, consider the following:
a.  Obtain filing indexes from different program areas.

b.  Develop an example of an instructional materials filing system.

Managing Competency-Based Education
Teacher Page 2 1 b‘ _ ’
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Suggested Activites

Numerous filing systems have been designed to accommodate the specific
needs of individual businesses, schools, and agencies which need a highly
organized and efficient filing system. Encourage students to review one or more
of the following supplementary references:

. Dictionary of Occupational Titles (DOT) published by U.S. Department of
Labor

. USOE Occupational Coding System published by U.S. Office of Education

. Dewey Decimal System, commonly used by all public libraries

. USOE Occupational Clusters

. Agdex: A System for Classifying, Indexing, and Filing Agriculture
Publications by Howard L. Miller and Ralph J. Woodin and available from
the American Vocational Association

. Filing: Distributive Education published by Clemson University

. Reference books on filing and records management will provide student
with detailed descriptions of the various filing systems available.

Use TM 1 to illustrate a 4-tier filing system.

For Assignment Sheet 3, develop examples of completed progress charts.

For Assignment Sheet 4, consider the following:

a.
b.

C.

Obtain a list of performance standards for your state.
Gather examples of competency profiles from your state and other states.

Be prepared to discuss the strengths and weaknesses of the different vating
scales.

For Assignment Sheets 5 and 6, consider the following:

a.

b.

Discuss "why grades?".

Have students discuss their grading pattern.
Present procedure for developing a grading pattern.
. Define categories.

. Assign value to each category.

Managing Competency-Based Education
Teacher Page 3 1 .
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Suggested Activities

. Calculate final grade.
. Enter grades in record book.

. Develop an attendance code.

d. Use Teacher Supplement 1—Contract Grading to provide for additional

discussion on grading patterns and learning contracts.
e.  The Florida Center for Instructiona! Computing
University of South Florida
College of Education - EDU 123 H
Tampa, FL 33620
(813) 974-3470
has evaluated numerous software grade book packages
For Assignment Sheets 7 and 8, consider the following:
a. Obtain examples of various learninn contract forms.
b.  Obtain examples of completed contract forms.
C. Consider having student develop a learning contract for this course or workshop.

Provide students with an opportunity to share their system for monitoring individual
progress and maintaining individual records.

Resources Used in Developing This Unit

1.

Brannon, Donald R., Gerald F. Day, and Donald Maley. How to Write and Use
Competency Profiles. Cresaptown, MD: Western Maryland Vocational Resource
Center, 1978.

Facilitator Training Manuals. Stillwater, OK: Instructional Services Division, Oklahoma
Department of Vocational and Technical Education, n.d.

Goodlad, John. A Place Called School: Prospects of the Future. New York: McGraw
Hill Puolishing Co., 1984.

Mager, Pobert F. Developing Attitude Toward Teaching, or SMATs 'N "SMUTs.
Second edition. Belmont, CA: Pitman Learning, Inc., 1984.

Qen, Urban T. Construct Performance and Written Evaluation Instruments. Addison,
IL: Competency-Based Individualized Vocational Education Consortium, 1985,

Managing Compelency-Based Education
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Suggested Activities

6. Oen, Urban T. Write a Student Performance Contract. Addison, IL: Competency-
Based Individualized Vocational Education Consortium, 1985.

7. Oklahoma Minimum Criteria for Effective Teaching Performance. Oklahoma City, OK:
Oklahoma State Department of Education, 1986.

8. Onward to Excellence: Making Schools More Effective. Portland, OR: A research
synthesis on effective schooling practices by Northwest Regional Educational
Laboratory, 1984.

9.  Performance-Based Teacher Education Modules: Instructional Management (Category
E). Second edition. Athens, GA: American Association for Vocational Instructional
Materials, n.d.

10. Powell, Cheryl K. Competency-Based Curriculum Development ‘4anual. Mason City,
IA: Northern lowa Area Community College, 1987.

Suggested Supplemental Material

Performance-Based Teacher Education modules developed by the Center for Education and

Training for Employment (CETE), The Ohio State University, may be ordered from AAVIM,
120 Driftmier, Engineering Center, University of Georgia, Athens, GA 30602, (404) 542-2586.

1 P? ~,
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Managing Competency-Based Education

Answers to Assignment Sheets

Assignment Sheet 1 --- Student performance will be evaluated according to criteria listed on
assignment she~t and the criteria for each part as specified below:

Part A — Student should answer each question.

Part B — Student should have developed a plan to demonstrate when instructional materials
will be taught.

Part C — Student should develop a complete list of instructional materials, tools, and
equipmant needed for student (class).

Assignmeni Shieet 2 — Student performance will be evaluated according to criteria listed on
assignment sheet.

Asgignment Sheet 3 — Student performance will be evaluated according to criteria listed on
assignment sheet and by referring to Option A,

Lot R

(-
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Answers to Assignment Sheets

Assignment Sheet 4 — Student performance will be evaluated according to criteria listed on
assignment sheet.

Assignment Sheet 5 — Student performance will be evaluated according to criteria listed on
assignment sheet. Answers should include the following:

1.

Ms. Hauf's grading pattern is shaky at best. She has not explained to Jim, or
presumably to the rest of the class, just how grades are determined. She repcrts
student's grades to them in letters (Jim got a C~ on his exam), yet she used points to
determine their final grade. Also, her sample of student performances is limited. Jim
has a job related to the course, and evidently his employer is very satisfied with his on-
the-job performance, yet Ms. Hauf has not included on-the-job experience in her
grading system.

Ms Hauf is confused about her grading system, and has given Jim false information.
A weight of .50 for exams and lab assignments does not mean that both contribute
equally to the final grade. This is true because the number of points for exams (300)
is grew.2er than the number of points for lab assignments (100). Rather than counting
as half, Jim's -: - 1ms count as 75% of his grade. If Jim received a 70 on the last exam
his grade woula be calculated as follows:

Exams (70 + 72 + 70) = 212 x .50 = 106
Lab Assignments (5 @ 20) = 100 x .50 = 50
156 = C

If Jim gets a 100 on the last exam, it is impossible to get an A in the course:

Exams (70 + 72 + 100) = 242 x .50 = 121
Lab Assignments (5 @ 20) = 100 x .50 = _50
171 =B

If Jim gets a B in the course, there is no way for his employer to know what a B means
in terms of Jim's performance unless Ms. Hauf attaches a more specific evaluation of
Jim's work to the grade report. A letter grade will not reflect the fact that Jim's job
performance is outstanding, because it is an average of all his work.

Assignment Sheet 6 — Student performance will be evaluated according to criteria listed on
assignment sheet. Possible answers may include:

1.

Grading symbols are determined by the school and should be the same for all
participants.

The number of categories is manageable. There should be no more than 7 and no
fewer than 3.

The elements make logical sense for the individual's program. Ask for an explanation
if logical sense is not clear.

Managing Competency-Based Education
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Answers to Assignment Sheets
Job conditioning skills listed in the daily grade are observable and reasonable. Look
for specific applications to specific programs, i.e., dress code, safety, etc.
Percentages, fractions, or total point values total 100%.
Weight distribution is fair.
Daily grade can be translated to values equivalent to other elements.

Attendance symbols are sufficiently different and can be easily discriminated (if
attendance grade is in line with school policy).

When completed, the activity sheet should be checked and initialed by an administrator.

17y
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. Answers to Assignment Sheets

Assignment Sheet 7 — Student performance will be evaluated according to criteria listed on
assignment sheet and by referring to the following:

Student Performance Contract

Student Name John Doe ID Number_111-11-111

Program___Desktop Publishing
Duty __ Produce a newsletter and multipage document

Starting Date _September 8 Expected Completion Date October 14

Expected Actual
Completion Completion  Instructor

Task Date Date Initials
1. Proofread a document Sept. 14
2. Determine specifications for a Sept. 21
newsletter
. 3. Determine specifications for a multi- Sept. 28
page document
4.  Stack graphics and text October 2
5. Produce a newsletter October 9
6. Produce a multi-page document October 23
7.
8.

Plan cooperatively developed by and agreed to by:

Student Signature Date Instructor Signature Date

Note: This plan may be renegotiated upon request by the student or instructor when deemed
necessary and mutually agreed upon by both parties.

Assignment Sheet 8 — Student performance will be evaluated according to criteria listed on
assignment sheet and by referring to the Contract for Grade on the following page.

.y .
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Answers to Assignment Sheets
Contract for Grade

This contract is entered into by Jane Darrow, student at Green Technical School, and Jim
Spruge, teacher of Technical Training at Green Technical School. This contract is good for .
the nire-week period beginning March 15, 19 _and ending May 1, 19 .

|, Jane Darrow, am contracting for a grade of A based on my mastering the objectives for
Personnel Security during the nine-week period and my receiving an acceptable rating on my
work habits and attendance.

Option 1: Requirements for an A
Receive a skilled rating on:

Locate security devices in and around your training station.
Complete a security checklist concerning your work environment.
Solve management problems.

Prepare a weekly schedule for transporting money to the bank.
List preventive techniques for burglaries and robberies.

Identify locations where a thief could be hidden in your training station.
Prepare an emergency procedure poster.

Make a door code device for determining an offender’s height.
Complete a crime fact sheet.

Complete a crime vulnerability checklist.

Apply on-the-job security procedures in crime-related situations.
Solve problems related to personal assauit.

Receive a minimum score of 85 percent on the written test for the following units of
instruction:

1.  Establishing a Secure Work Environment
2. Applying On-The-Job Security Procedures
3.  Taking Precautions for Personal Safety

Option 2: Requirements for a B
Receive at least a moderately skilled rating on:

Locate security devices in and around your training station.

Complete a security checklist concerning your work environment.
Solve management problems.

Prepare a weekly schedule for transporting money to the bank.

List preventive techniques for burglaries and robberies.

Identify locations where a thief could be hidden in your training station.
Prepare an emergency procedure poster.

Managing Competency-Based Education
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Answers to Assignment Sheets
Contract for Grade (continued)

Make a door code device for determining an offender's height.
Complete a crime fact sheet. ‘

Complete a crime vulnerability checklist.

Apply on-the-job security procedures in crime-related situations.
Solve problems related to personal assault.

Receive a minimum score of 85 percent on the written test for the following units of
instruction:

1.  Establishing a Secure Work Environment
2.  Applying On-The-Job Security Procedures
3. Taking Precautions for Personal Safety

Option 3: Requirements fora C
Receive at least a limited skill rating on:

Locate security devices in and around your training station.
Complete a security checklist concerning your work environment.
Solve management probiems.

Prepare a weekly schedule for transporting money tfo the bank.
List preventive techniques for burglaries and robberies.

Identify locations wh2re a thief could be hidden in your training station.
Prepare an emergency procedure poster.

Make a door code device for determining an offender’s height.
Complete a crime fact sheet.

Complete a crime vulnerability checklist.

Apply on-the-job security procedures in crime-related situations.
Solve problems related to personal assault.

Receive a minimum score of 85 percent on the written test for the following units of
instruction:

1. Establishing a Secure Work Environment
2. Applying On-The-Job Security Procedures
3. Taking Precautions for Personal Safety

It is understood that 5 percent of my final grade will be based on an acceptable rating on my
work habits. Also, 5 percent of my final grade will be based on attendance. This 10 percent
may reduce my final grade by one letter. The grading pattern for the course has been
explained to me by my teacher.

Signed: Date:
(Student)

Sigried: Date:
(Teacher)

(1
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Managing Competency-Based Education

Answers to Written Test

a. 9 e 7 i, 1
b. 10 f 3 j. 2
C. 4 o] 5
d 6 h 8

Answer should include:

General management
Environmental management

Tool and equipment management
Maintenance of equipment
Managing student participation
Scheduling facility use

Answer should include two of the following:

a Determine time available for instruction

b.  Sequence units of instruction

c Determine physical facilities and equipment needed and available
d Consult advisory committee

Answer should include four of the following:

a.  Organize teaching and instructional materials for convenient storage and quick
retrieval

Reduce a cluttered look in the classroom

Preserve instructional materials and visual aids

Keep records and reports accessible for current and future use.

Remove out-of-date materials

Become a more efficient and well oraanized teacher

~oQ0QC

Answer should include three of the following:

Types of instructional materials used

Kinds of storage facilities that are available

Types of instructional and laboratory equipment used
Types of records to be maintained by teacher

Kind and amount of occupational information to be filed

P00 o
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10.

11.

12.

13.

Answers to Written Test

Answer should include three of the following:

- Y

o

o

oo

Answer should include three of the following:

o000 oW

What materials should be filed?

How materials should be filed?

Where should materials be filed?

What equipment and supplies are needed?

What is your plan to update and discard out-of-date materials?

To provide a basis for student guidance to assist students in either reaching or
exceeding their goals
To document tasks mastered

NE=20Om

Identifies tasks student must do to complete the program or course
Assists teacher to monitor student progress
Allows students to check their progress

a.  Provide an individual profile of where student stands in achieving the
competencies of the course or program.

b.  Provide an instrument of accountability.

c. Provide specific information for prospective employers.

d.  Provide a reporting system which supplements the present grading system.

e.  Provide a program description.

a 3

b. 1

c. 4

d 2

a.  Background information

b. Rating scale or checklist

C. Units of instruction or duty areas

d.  List of minimum competencies or tasks

acdfg

15 o
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14,

15.

16.

17.

18.

Answers to Written Te-

Answer should include:

aoop

o

aoo

oo

e~ oaoow

~oQaoow®

Sets clear expectations

Based upon a wide area of student skills

Uses established standards or criteria for all students
Uses clear, consistent symbols in record system

Awarding grades for the number of objectives mastered and the amount of time
taken

Utilizing learning contracts

Assigning points and weights for learning activities that have been completed
Converting average of student performance ratings and objectives into a grade

Tasks

Time
Progress
Mastery
Competency
Deadlines

1 d
2 e.
3 f.

[« ) IS B

Student data

Grading information

Tasks to be mastered

Order of task mastery

Signature of student and instructor
Program data

Dates for task completion
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‘ Managing Competency-Based Education
Written Test

Name Score

1. Match the terms on the right with their correct definitions

a. Unit of work with a definite beginning 1. Competency

and ending which is measurable and
observable; consists of two or more 2. Competency profile
definite steps
3. Duty
b. Materials and/or information necessary
for one or more instructional periods for 4. Grading pattern
the teaching/learning process in order to
reach the unit objective 5. Learning
c. Plan to provide feedback based on 6. learning contract

identified criteria and rationale
7. Progress chart

. d. Anagreement between a student and a
teacher which details the learning 8. Self-paced instruction
activities a student will complete in a
given period of time 9. Task
e. A form to track a student’s progress 10. Unit of instruction

through instruction

f. A group of tasks that are related to
each other by the nature of the work to
be performed; cluster of related tasks

g. A change in behavior due to an
educational experience

h. Process in which the student
progresses at his/her own rate toward
stated objectives

i. A learned behavior which c'n be
repeated to a predete:mined standard

____Jo Record of a student's ability to perform
specified tasks
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Written Test

2. State the common aspects of maintaining and managing the physical environment.

a.

e.

f.

3.  State two factors which affect long-range planning.

a.

b.

4,  Gtate four reasons for developing and maintaining a filing system.

a.

b.

C.

d.

5. State three factors that will determine the filing system to use.

a.

b.

C.

6. State three decisions to make in startirg and maintaining a filing system.
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10.

1.

Written Test

State two reasons for monitoring student progress.

a.

b.

Arrange in order steps in developing a system to monitor student progress. Place a
"1" by the first step, a "2" by the second step, and so on.

a. Develop a method to certify competence.

b. Develop a grading pattern that is fairly administered and based on
identified criteria.

c. Develop a method to plan student work.

d. Develop a method to document task mastery.
e. Develop a method to monitor student progress.
State three reasons for developing a progress chart.

a.

b.

C.

State three purposes of competency profiles.

a.

b.

C.

Arrange in order the guidelines for using competency profiles. Place a "1" by the first
step, a "2" by the second step, and so on.

a. Upon student's completing or leaving program, the teacher should file
student's completed profile in the student's perma.ient record.

b. Upon student's entry into program, the teactier should begin a profile.
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12.

13.

14,

Written Test
- c. Upon request, and with student’s permission, the teacher will provide a
copy of the student’s profile as part of the educational placement process.
—___d. The teacher should keep student's profile updated and on file.

List information to include or a competency profile.

a.

b.

C.

d.

Select from a list purposes of grading patterns. Place an "X” beside sach item that is
a purpose.

a. Provide a basis for student guidance.
b. Facilitate instruction.

c. Measure teacher effectiveness.

d. Establish ana maintain standards.

e. Evaluate teacher outcomes.

f.  Determine student performance.

... 9. Establish a basis for grades.

State the four characteristics of a good grading pattern.

a.

b.

I56
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° Written Test .

15. State the four approaches for assigning grades.

a.

b.

C.

d.

16. Complete statements concerning goals of a learning contract. Write your answer for
gach statement in the blank provided.

a.  Plan a student's work by developing a sequential list of
to be mastered.

b.  Allow flexibility to negotiate the contract based upon mutual agreement and
within set limits.

C. Monitor student's

w d. Document task ___for future reference.
e.  Cenify
f. Identify and due dates.

17.  Arrange in order steps in the development of a learning contract. Place a "1" by the
first step, a "2" by the second step, and so on.

a.  Help student select a realistic specific goal.

b. Determine if student has desired prerequisites for success.

c. Prescribe appropriate alternative instruction, if necessary.

d. Identify tasks necessary to arrive at goals.

8. Wirite learning contract to develop skills necessary to achieve goals.

f.  Determine the student's starting point in the curriculum.
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18.

Written Test

State the items in a learning contract.

a.

b.
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Managing Competency-Based Education

Unit Evaluation Form

Student Name Unit Rating

Assignment Sheet 1—Develop a Plan to Implement Competency-Based

Instructional Materials into an Existing Program

Comments:

Rating

Assignment Sheet 2—Develop a Plan for an Appropriate Filing
System

Comments:

Rating

Assignment Sheet 3—Develop a Progress Chart

Comments:

Rating

Assignment Sheet 4—Write a Plan for Using a Competency
Profile in a Program

Comments:

Rating

Assignment Sheet 5—Apply Techniques in Establishing a
Grading Pattern

Comments:

Rating

Assignment Sheet 6—Develop a Grading Pattern

Comrnents:

Rating

Assignment Sheet 7—Complete a Student Performance Contract

Comments:

Rating
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Unit Evaluation Form

Assignment Sheet 8—Complete a Learning Contract for a Grade Rating

Comments:

2

Written Test Scores

Pretest Posttest Other
Other
Teacher Signature Date
Student Signature Date

*Permission to duplicate this form Is granted.

L)
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Name

Managing Competency-Based Education

Learning Steps

Check the following blanks as you complete each step.

11,

12.

13.

14,

Read
Study
Do

Stop

Study
Do

Stop

Study
Do

Stop

Study
Do

Stop

Study

Unit and Specific Objectives.
Information Sheets, Objectives 1 through 3, pp. 3-5.

Assignment Sheet 1-—Develop a Plan to Implement Competency-
Based Instructional Materials into an Existing Program, pp. 33-38.

Ask teacher to evaluate completed assignment sheet. If evaluation
is satisfactory, continue to step 5. If evaluation is not satisfactory,
repeat steps 2 through 4.

Information Sheets, Objectives 4 through 6, pp. 5 and 6.

Assignment Sheet 2—Develop a Plan for an Appropriate Filing
System, pp. 39-42.

Ask teacher to evaluate completed assignment sheet. If evaluation
is satisfactory, continue to step 8. If evaluation is not satisfactory,
repeat steps 5 through 7.

Information Sheets, Objectives 7 through 9, pp. 6 and 7.
Assignment Sheet 3—Develop a Progress Chart, pp. 43-46.

Ask teacher to evaluate completed assignment sheet. If evaluation
is satisfactory, continue to step 11. If evaluation is not satisfactory,
repeat steps 8 through 10.

Information Sheets, Objectives 10 through 12, pp. 7 and 8.

Assignment Sheet 4—Write a Plan for Using a Competency Profile
in a Program, pp. 47-50.

Ask teacher to evaluate completed assignment sheet. If evaluation
is satisfactory, continue to step 14. If evaluation is not satisfactory,
repeat steps 11 through 13.

Information Sheets, Objectives 13 through 15, pp. 8-10.
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15.

16.

17.

18.

19.

20.

21.

22,

Read

Stop

Study

Stop

Take

Sign

Learning Steps

Student Supplement 2—The Grading Pattern, pp. 17-19, and
Student Supplement 3—A Grading Pattern Model, pp. 21-30.

Assignment Sheet 5—Apply Techniques in Establishing a Grading
Pattern, pp. 51 and 52, and Assignment Sheet G—Develop a
Grading Pattern, pp. 53-55.

Ask teacher to evaluate completed assignment sheet. |f evaluation
is satisfactory, continue to step 18. If evaluation is not satisfactory,
repeat steps 14 through 17.

Information Sheets, Objectives 16 through 18, pp. 11 and 12 and
Student Supplement 4—Example of a Learning Contract, p. 31.

Assignment Sheet 7—Complete a Student Performance Contract,
pp. 57 and 58 and Assignment Sheet 8—Complete a Learning
Contract for a Grade, pp. 59-63.

Ask teacher to evaluate completed assignment sheet. If evaluation
is satisfactory, continue to step 21. If evaluation is not satisfactory,
repeat steps 18 through 20.

Written Test. (See teacher.) |f you score 85 percent or above,
continue to step 22. If you do not score 85 percent or above, ask
your teacher for directions and/or other areas of study.

Unit Evaluation Form to verify ratings received on assignment
sheets and written test.

*Permission to duplicate this form |s granted.
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Managing Competency-Based Education

Teacher Supplement 1—Contract Grading

Contract grading allows the student to make a contract with the teacher for a particular scope
of work and to receive a predeterminer grade after meeting the terms of the contract.
Contract grading is most effective if you explain how the system works and then give the
student two or three weeks to decide on a contract. While two or three weeks may seem a
bit long, it is crucial that students understand the system thoroughly before making a
commitment.

Several types of contractgrading are used, each offering more or less freedom to the student
and demanding different degrees of maturity and responsibility. Tne most flexible type of
contract lists the minimum requirements which must be met by students to receive a "D" or
a "C". Students who contract for a "B" are then allowed to select (from a list of possible
assignments) the additional assignment they wish to do. Students may propose special
assignments they will do to receive an "A".

Contracts are cumulative in that work which receives a low grade must be completed
satisfactorily before the student can receive higher level grades. Additionally, all work is
graded S or U. If any work is judged to be unsatisfactory, the student is told why it is
unsatisfactory, and allowed to revise it until it is acceptable. If you use this type of contract
grading, you must be careful that contracls are not simply quantity-oriented, but quality-
oriented as well. That is, students should not receive a "B" simply by doing more of the same
calibre work students do who contract for a "C".

Another type of contract grading gives students complete freedom to do whatever they choose
to receive their final grade. As the teacher, you ask students to write down what they plan
to do for the grading period, then review each student’s proposal and decide whether it is
acceptable or not. This type of contract grading is flexible and informal, and very appropriate
for post-secondary students. Most high school students, however, are not able to plan a
scope of work without guidance from the teacher.

Variable grade contracts are quite useful in vocational courses. These are contracts which
specify a scope of work, but allcw students to decide how much weight each type of work will
have in determining their final grade. Students are free to assign more wsight to their strong
areas (e.g., class reports) than to their weak areas (e.g., written examinations) in contracting
for their final grade. Since the teacher sets a minimum and maximum percentage for each
category of work, the student must demonstrate at least minr‘ral performance in each area.

Variable contracts allow you to assess student performance on either a traditional (A, B, C,
D, F) or a competency (S/U) basis. Variable contracts may be incorporated into the S/U
grading system by letting students redo unacceptable work until a satisfactory level of
performance is attained.

You should realize that contract grading requires more time than many other grading systems
because each student's grade is determined differently according to his/her individual contract.
Contract grading also takes more time if you allow students to redo work until they are
satisfied with their performance. However, contract grading is highly motivating to many
students, and gives them an opportunity to develop self-discipline and personal responsibility.

Managing Competency-Based Education
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Teacher Supplement 1

Laboratory Variable Grade Contract

Directions: Select the percent value you wish each of the ‘~llowing activities to count for
your quarter laboratory grade. You may choose any value within the indicated limits,
providing the total for all items equals 100%. Enter the percent value you select in the
blank to the left of each item. Complete both copies and return them to the teacher. This
contract is final and may not be renegotiated during the quarter.

% Desired Experiences to be Evaluated

% 30-60%. Complete and accurate records of school laboratory and
on-the-job experiences in the record book provided.

% 10-40%. Laboratory work habits as shown on the Co-op Student
Cvaluation Form completed by the teacher.

% 10-30%. Laboratory performance tests; 5-10 will be given during the
quarter.

% 0-15%. Home improvement projects as approved by the teacher at
the beginning of the quarter and evaluated by the teacher before the
final week.

Signature of Student Date Signature of Teacher Date

Source: Richard Gustafson, Montgomery County Joint Vocational School, Clayton, Ohlo.
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‘ Teacher Supplement 1

Related Class Variable Grade Contract

Directions: Select the percent value you wish each of the following activities to count for
your quarter laboratory grade. You may choose any value within the indicated limits,
providing the total for all items equals 100%. Enter the percent value you select in the
blank to the left of each item. Complete both copies and return them to the teacher. This
contract is final and may not be renegotiated during the quarter.

% Deslred Experlences to be Evaluated
% 30-60%. Complete and accurate records of school laboratory and
on-the-job experiences in the record book provided.
% 10-40%. Laboratory work habits as shown on the Co-op Student
Evaluation Form completed by the teacher.
% 10-30%. Laboratory performance tests; 5-10 will be given during the
quarter.

‘ % 0-15%. Home improvement projects as approved by the teacher at
the beginning of the quarter and evaluated by the teacher before the
final week.

% 5-20%. Written final examination.
% 5-20%. Relevant class participation and behavior consistent with

meeting the goals of the program.

Signature of Student Date Signature of Teacher Date

Source: Richard Gustatson, Montgomery County Joint Vocational School, Clayton, Ohlo.
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® 4-Tier Filing System

_/ Departmental File\
/ Teaching File\

/ Student Material File

/ Test File\__
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MCBE-3

‘ Managing Competency-Based Education
informatlon Sheet

1. Terms and definitions

a. Competency — A learned behavior which can be repe ated to a predetermined
standard

b. Competency profile — Record of a student’s ability to perform specified tasks

c.  Duty — A group of tasks that are related to each other by the nature of the work
to be performed; cluster of related tasks

d.  Grading pattern — Plan to provide feedback based on identified criteria and
rationale

e. Learning — A change in behavior due to an educational experience

f. Learning contract — An agreement between a student and a teacher which
details the leaming activities a student will complete in a given period of time

‘ Examples: Student performance contract, contract for grade
g.  Progress chart — A form to track a student's progress through instruction

h. Self-paced instruction — Process in which the student progresses at his/her
own rate toward stated objectives

i. Task — Unit of work with a definite beginning and ending which is measurable
and observable; consists of two or more definite steps

j- Unit of instruction — Materials and/or information necessary for one or more
instructional periods for the teaching/learmning process in order to reach the unit
objective

2. Common aspects of maintalning and managing the physical environment

Note: A well-managed physical environment is a source of satisfaction and pleasure.

The teacher works with a minimum of stress and a great sense of accomplishment.

The students learn the skills and find joy in learning. School administrators appreciate

the efficient way in which the community’s resources are being used.

a.  General management

Note: The physical environment is organized and managed so that all students

‘ are productive.

107




Information Sheet

Environmental management

Note: This includes proper heating, healthful ventilation, adequate lighting, and
controlled noise level.

Tool and equipment management

Note: Tools are devices or instruments used in the course of work. They are
in constant use by students, and must be readily available to them. Yet, they
must be managed by the teacher to keep the tools in good condition and under
control.

Maintenance of equipment

Note: It will be done much better, and involve less of the teacher’s time ana
effort, if the whole maintenance procedure is planned and carried out
systematically.

Managing student participation

Note: Students can participate in physical environment management in two
basic ways: (1) routine cleanup and (2) in the day-to-day running of the
laboratory.

Scheduling facility use

Note: The teacher must work cooperatively with the administration and with

others involved to establish policies fair to all groups. Policies should be
established to protect the facilities and equipment.

Factors which affect long-range planning

Note: Curriculum is a total educational process that involves the relationship of staff,
budget, facilities, students, extracurricular activities, and instructional materials.

a.

Determine time available for instruction.

Examples: Outside activities, seasons, weather, type of program, competitive
events

Sequence units of instruction.

Note: Consider difficulty of content, number of performance objectives, and
outside activities.
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MCBE-5

. Information Sheet

c. Determine physical facilities and equipment needed and available.
d. Consult advisory committee.

Note: The advisory committee will help prioritize sequence of instruction
according to regional and local employability needs.

4. Reasons for developing and maintaining a filing system

a.  Organize teaching and instructional materials for convenient storage and quick
retrieval.

b.  Reduce a cluttered look in the classroom.
c.  Preserve instructional materials and visual aids.
d.  Keep records and reports accessible for current and future use.
e.  Remove out-of-date materials.
f. Become a more efficient and well organized teacher.
‘ 5. Factors that will determine the filing system to use
a. Kinds of storage facilities that are available

Examples: Vertical files, horizontal files, portfolio, computer, cabinets, card
index, boxes

b.  Types of instructinnal and laboratory equipment used
Examples: Tools, instructional equipment, specialized laboratory equipment
c.  Types of instructional materials us<
Examples: Instructional units, LAPs, resource and reference materials, display
materials, computer disks, filmstrip and slides, handouts,
transparencies

d.  Types of records to be maintained by teacher

Examples: Student personnel records, assessment test scores, special needs
of students, progress charts, grade or record book

e. Kind and amount of occupational information to be filed

. Example: Occupational opportunities available to student
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Information Sheet

Decislons to make In starting and maintaining a flling system

a.

b.

d.

e.

What materials should be filed?

How should materials be filed?

Examples: Alphabetically, numerically
Where should materials be filed?

What equipment and supplies are needed?

What is your plan to update and discard out-of-date materials?

Reasons for monitoring student progress

a.

b.

To provide a basis for student guidance to assist students in either reaching or
exceeding their goals

To document tasks mastered

Steps In developing a system to monitor student progress

a

Develop a method to plan student work.

Examples: Learning contract, progress char, individualized education plan
(IEP)

Develop a method to monitor student progress.
Examples: Progress chart

Develop a grading pattern that is fairly administered and based on identified
criteria.

Develop a method to document task master;.

Examples: .Progress chart, unit of instruction evaluation form, written and
performance tests

Develop a method to certify competence.

Examples: Certificate, competency profile
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' Information Sheet

9. Reasons for developing a progress chart
a. Identifies tasks student must do to complete the program or course
b.  Assists teacher to monitor student progress

Note: The teacher can easily identify students who are near completion and/or
are having difficulties.

C. Allows students to check their progress
10. Purposes of competency profiles

a. Provide an individual profile of where the student stands in achieving the
competencies of the course or program.

b. Provide an instrument of accountability.

Note: Teacher, school personnel, parents, and student can track student's
progress.

c Provide specific information for prospective employers.

Note: A profile assists school personnel and students in the job placement
. process. Also assists employer in the hiring, supervision and training of program
completers.

d. Provide a reporting system which supplements the present grading system.
e. Provide a program description.

Note: A competency profile can assist school personnel and students in course
selection. It may also serve as a public relations tool for information relating to
program.

11. Guidelines for using competency profiles
Note: A school should develop a process or procedure for using competency profiles.
a. Upon student’s entry into program, the teacher should begin a profile.
Example: Student's name, anticipated completion date
b.  The teacher should keep student’s profile updated and on file.

c. Upon student's completing or leaving program, the teacher should file student's
completed profile in the student’s permanent record.

d. Upon request, and with student’s permission, the teacher should provide a copy
of the student's profile as part of the educational placement process.

Examples: Students, prospective employers, educational institutions, parents
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Information Sheet

12. Information to include on a competency profile
a.  Background information
Examples: Student's name, teacher's name, program name, occupational goal
b.  Rating scale or checklist

Nota: It is crucial that established and clear criteria are followed.

Exasaples:
Oyption A Option B

4 - Skilled—Can perform task with no additional Yes—Can perform task
instruction. with no additional training.
3 - Moderately skilled—Has performed task
during instruction; limited additional No—Is unable to perform
instruction may be required. task satisfactorily.
2 - Limited skil—Has performed task during
instruction; additional instruction is required'
to develop skill.
1 - Unskilled—Is familiar with process, but is
unable to perform task.
0 - No exposure

c. Units of instruction or duty areas

d.  List of minimum competencies or tasks
Note: Competency statements should conta