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DEVELOPMENT OF TRAINING MANUALS FOR
INTERVIEWING AND PUBLIC SPEAKING AT
ST. LOUIS COMMUNITY COLLEGE-MERAMEC
by
Angela Grupas, Ed.D.

The purpose of this project was to develop training manuals on the topics of
interviewing and public speaking to be used within the Oral Communication course. All
students must enroll in the basic communication transfer course of Oral
Communication. It is the Communications Department’s prime objective to enhance
.the learning outcomes of this basic communications course.

St. Louis Community College-Meramec is a large metropolitan community
college enrolling over 15, 000 students in associate degree granting programs, transfer
courses and certificate programs. Because all in-coming freshman and transfer
students must enroll in a communications course, it is has been the sole mission of the
Communications Department to offer a quality transfer course based in sound
competency-based education principles.

There were four research questions for this developmental study. First, “What
does the literature yield regarding the competency-based module and its use lin
developing learning modules for the topics of interviewing and public speaking?”
Second, “What specific subject information should be included in the training manuals?”
Third, “How can full and part-time faculty more adequately utilize the oral

communications handbook?” Fourth, “How will the modules be validated?”



Procedures were used to complete the development of the training manuals.
First, a review of competency-based education literature was conducted. Second, the
original five modules of the Oral Communication handbook were reevaluated for form
and content. Third, a formative committee consisting of three full time and three part-
time faculty was developed to access the content areas to be included in the
supplementary modules. Fourth, from this preliminary research, the study guides and
practice cycles were written. Fifth, another formative committee evaluated the draﬁs of
the supplementary modules referring specifically to the practical application of the
material. Sixth, the completed study guides and practice cycles were made available to
all oral communication instructors. Finally, a summative evaluation team consisting of
the department chair, aséistant chair, two full time and two part-time faculty members
evaluated the modules.

The expert panel agreed that the public speaking and interviewing skills
supplementary modules, grounded in competency-based education techniques, be
used in the basic transfer course of Oral Communication for the upcoming semester at

St. Louis Community College-Meramec.
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Chapter 1
INTRODUCTION

St. Louis Community College-Meramec is a large metropolitan community
college offering many associate degree, transfer and certificate programs. The
Communications Department offers a required Oral Commuﬁication course for all its
students. Since all 15,000 plus students must take this course, it is of paramount
importance to the: Communications Department and the institution to assure students of
a quality basic transfer course. Therefore, faculty members are encouraged to improve
the course by developing content information, handout material, and unique
inétructional methods.

Nature of the Problem

The Communications Department was in need of developing additional content
modules to supplement the current information available to students enrolled in Oral
Communications. The nature of the problem was that supplementary content modules
needed to be developed to include additional subject matter for skill-based assignments
in the Oral Communications course. In the past, the Communications Department at
St. Louis Community College-Meramec developed competency-based learning
modules for the basic transfer Oral Communication course. The problem appeared that
while the five sub-topic study guides and practice cycles had been considered complete
for many years, some full and part-time faculty members expressed the need for
additional subject modules. It was noted that many full and part-time faculty members
developed their own content material for such areas as public speaking and

interviewing, and while their material may have been exemplary, there was no



consistency among faculty members. Hence, students enrolled in different sections of
the course would not receive the same information.
Purpose of the Study

The purpose of this project was to develop training manuals to compliment the-
existing Oral Communication handbook. Topic areas already included in the student-
purchased handbook are as follows:
(a) process of human communication, (b) perception and self-concept, (c) verbal
communication, (d) nonverbal communication, and (e) small group communication.
The final draft of the newly developed training manuals covers two subsequent topic
areas including Interviewing Skills, and Public Speaking.

Significance to Institution

There were many reasons why the development of additional content modules
would be beneficial to St. Louis Community College-Meramec, including the students,
the Communications Department and the faculty members. There are over 50 sections
of Oral Communication offered per semester involving a total of approximately 1,250
students. The course is taught by nine of the eleven full-time faculty members and a
majority of the over 30 part-time faculty. The development of the handbook provides
standardization of course material, increased assurance of transfer credit to four-year
institutions, and compliance with standards developed by the Coordinating Board of
Higher Education.

The Communications Department has taken the initiative in incorporating

competency-based learning. While students in traditional learning environments are



accountable for learning disciplinary content, the competency-based model makes the
student also responsible for skill development and behavioral mastery.

Competency-based learning is becoming more prevalent on the campus of St.
Louis Community College-Meramec. The Communications Department has been the
mode! of success in creating learning modules for the basic Oral Communication
course. Any academic endeavor to enhance this communication haﬁdbook is
considered a valuable pursuit. By making the handbook available to other academic
and service-oriented campus departments, the influence of competency-based learning
will increase.

The development of the training manuals directly impacted the full and part-time
faculty members. Since the communication handbook contains standardized subject
content, faculty members do not need to develop course materials for the two topics.
This allows instructors more freedom in the classroom for implementation of content
material, skill assignments and class discussion. Students, having received the content
in outline form, can spend more time improving communication skills than taking lecture
notes.

Research Questions

There were four basic research questions to this developmental study. Each
question was considered in the development of the training manuals.

1. What does the literature yield regarding the competency-based model and its use in
developing learning modules for the topics of interviewing and public speaking?

2. What specific subject information should be included in the training manuals?



3. How can full and part-time faculty more adequately utilize the Oral Communications
handbook?
4. How will the training manuals be validated?
Definition of Terms
For the purpose of this project the following terms needed clarification. Study
quides refer to content information presented in outline form used to supplement
information discussed in class. The practice cycle refers to sample test questions in the

form of true/false statements. In the literature, competency-based instruction is often

used inter-changeably with mastery leaming, performance-based education, self-
directed learning or skill-based education. Competency-based education (i.e., CBE) is
an educational process that is based on objective statements that are written for

identified units of instruction.

10




10

Chapter 2
REVIEW OF RELATED LITERATURE
Communication Competence

The historical perspective of education reported in literature believed that if one
poured enough information into a student’s head, then that individual would become a
knowledgeable person. However, times have changed and it the mission of the
educator to produce competent people-"people who are able to apply their knowledge
under changing conditions...” (Knowles, 1980, p. 19). In order to achieve this goal,
students of all ages must learn how to engage in self-directed learning projects which
allow them to apply their newly acquired knowledge in unique situations.

This Iiteraturé review encompasses research on competency-based learning
including its origination, implementation and the benefits of CBE. Traditional learning
will be contrasted with competency-based education and examples of successful CBE
programs will illuminate the advantages of competency-based education. Along with
the possible pitfalls of CBE, the application of competency-based learning to SLCC-
Meramec will be examined, in addition to a call for further inquiry.

This literature review should not be referred to as a freestanding review, but one
that has lead to a study with a particular focus. The literature reviewed had a direct
cqrrelation to the development of competency-based learning modules. The
information gleamed from the research was practical based and relevant to the usage,
instead of simply the understanding, of competency-based leaming.

A report compiled and published by the Speech Communication Association

defines communication competence as knowledge and the performance of skills
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(Quianthy, project director, 1990). Recent research (Curtis, Winsor, & Stephens, 1989;
Rubin & Graham, 1988) specifically relates oral competency to academic and
professional success (cited in Gomez, Hackman and Shockley-Zalabak, 1990).
Therefore, students who acquire éommunication skills may be better able to compete in
the business arena. In a study by Rubin and Graham (1988), results indicated that
communication competence is linked to success in college.

Backlund (1990) states there are dozens of educational reports expressing a
move towards competency-based education. This project implemented the
competency-based learning model particularly regarding the subjects of interviewing,
public speaking and intercultural communication. Therefore emphasis will be placed on
communication competehce. Competent communication is interaction that is perceived
as effective in fulfilling certain rewarding objectives in a way that is also appropriate to
the context in which the interaction occurs (Spitzberg & Cupach, 1988). Typically, a
composité model of competence should include a cognitive, behavioral, affective and
ethical domains (Gomez et al, 1990). The interaction of theory, practice, and analysis
is the basis for communication competence (Littlejohn & Jabusch, 1982).

While the concept of the competency-based model is not new to the Meramec
campus, the application of it is in its infancy stage, states Mr. Dixon (personal
communication, December 2, 1993).

Competency-Based Education

Competency-based education (i.e., CBE) is a term used to define an educational

process that is based on task or objective statements that are written for identified units

of instruction (Davis & Frost, 1985). Malcolm Knowles (1980) prefers to use the ierm
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“performance-based education” in agreement with Cyril Houle's beliefs, however it is
the expression competency-based education which seems to have caught on in the
academic literature.

The Communications Department at St. Louis Community College-Meramec has
developed competency-based learning modules for the basic transfer Oral
Communication course. The Communications Department, with the exception of a few
other academic departments, has taken the initiative in incorporating competency-
based learning in its curriculum. While students in traditional learning environments are
accountable for learning content, the competency-based model makes the student also
responsible for skill development.

While some classic studies about 6ompetency-based learning was obtained, the
emphasis of this literature review regards the use of CBE in the community college
classroom. This review of literature was used to create communication modules,
therefore, emphasis was placed on communication competence. Since much of the
research on competency-based education originated in vocational and technical
education, some of that literature proved to be relevant in the understanding of the
concept of competency-based learning.

Origination of CBE

Competency-based learning was first applied to teacher education in 1968 and |
has since been applied to vocational and technical education and now increasingly in
the community college environment. Literally dozens of educational reports called for a

move to "competency based" education (Backlund, 1990).
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The mastery learning strategy is a teaching philosophy asserting that under
appropriate instructional conditions virtually any student can learn well most of what
they are taught in classes (Block, 1975). The basis for mastery learning, now often
referred to as competency-based education or CBE, was a conceptual model of school
learning suggested by John. B. Carroll (1963) and Benjamin Bloom (Joyce & Well,
1986). The model derived from the observation that a student's aptitude for a particular
subject predicted either the level to which he [she] could learn the subject in a given
time or the time he [she] would require to learn it at a given level (Bloom, 1975).

In the Carroll model of school learning, the basic thesis is that time is a central
variable in school learning and that students differ in the amount of time they need to
learn a given unit of learning to some set criterion (Bloom, 1974). If teachers can define
an appropriate criterion of achievement, then it becomes the responsibility of the
teachers and schools to provide the necessary time for students to attain the criterion.

Mastery Learning

There are different kinds of mastery learning. One type provides self-pacing by
the students while other types include auto-tutorial, and group instruction. (Jones,
Gordon, & Schectman, 1975). In Block's strategy, the teacher must assume the view
that most students could learn well and that he [she] could teach so that most would
learn well (Block & Anderson, 1975). First, the teacher must formulate what he [she]
means by mastery of the area. This requires formulating a set of instructional course
objectives. When instruction is not carefully coordinated, the interrelationship between

instructional objectives, instructional activities, and student assessment are not readily
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apparent to teachers and are not likely to be learned and used (Higgins & Hegstad,
1981).

Secondly, the instructor must decide to what mastery standards all students are
expected to achieve these set objectives. Next, the teacher must prepare a final
examination over all of the objectives at the close of instruction.

The following step is to break a course down into smaller units-—-each unit could
cover about two weeks worth of objectives. Most mastery learning units are based on
increased degrees of difficulty (Jones et al, 1975). After breaking the course down into
smaller units, then a feedback/correction procedure is designed for each unit. Each
instructor then determines what level of achievement indicates mastery. Some
instructors édopt criterion-based standards, formulated from previéus experience with
students in a particular course. Joyce and Weil (1986) proscribe Joyce and
Harootunian's (1967) idea that a "check list" would be a student's final exercise. In most
cases, the performance levels by students in previous years would parallel the
performance level of mastery testing (Bloom, 1975).

Bloom, Hasting and Madaus (197 1) believe that mastery must be both a
subjective recognition by the student of his [her] competence and a public recognition
by the school or society (p. 56). Most often mastery of a skill or behavior is determined
through some means of traditional or non-traditional testing.

Traditional verses Competency-Based Education:

Some criticisms of conventional teaching include lack of objectives, no

systematic approach to curriculum, subjectivity in grading, and passive learning. There

are however, some distinct differences between traditional learning concepts and CBE

(WY
<
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as outlined by Blank in 1984. First, competency-based education is based on preciselyl
stated competencies, instead of lecture material. Davis and Frost (1985) define
competency as a label given to the result of a comparison of a particular performance
or behavior with a static performance standard or behavioral criterion. The Speech
Communication Association in their 1990 report believe that communication
competence requires knowledge and the performance of skills (p. 18).

Another difference is that students learn from high quality packaged and

mediated learning materials in contrast to live instruction. However, individuals involved

in the development of instruction have frequently noted that classroom teachers lack
teaching skills needed to select and implement objectives-based instructional programs
(Higgins & Hegstad, 1981). Therefore, a live instruction is much better than a poorly
deVeIoped competency-based education module.

Thirdly, Blank states that students work towards mastery instead of working at a
task for a predetermined amount of time. Earlier studies revealed that students who
were taught using mastery learning strategies have greater impact and.better attitudes
toward subject matter as compared to students in other classes (cited in Uhrig, 1992).

Finally, each student must demonstrate ability to perform each task to a high
level of proficiency instead of relying on paper and pencil tests. In the communication
classroom, there are many areas in which a student could demonstrate a level of
achievement. For example, Gomez et al (1990, p 16) refer to a number of
communication issues which should be addressed in the classroom. For example,
presentational skills, communication apprehension, assertiveness, listening,

interviewing and conflict resolution were some competencies presented in the paper.

16
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There is evidence that some students learn quite well through independent study
while others needs highly structured teaching-learning situations (Congreve, 1965, cited
in Bloom et al, 1971). There are many feasible strategies for fhe implementation of
competency-based education. For example, the non-graded school, group study,
tutorial help, workbooks and programmed instruction units and academic aids are just a
few suggestions offered by Bloom et al.

Competency-based education was developed for learners as an option to
traditional learning programs. Collins (cited in Merriam & Cunningham, 1989) states
that proponents of competency-education argue that it emphasizes acquired knowledge
instead of the learning process, life skills instead of disciplinary content, learner-
centered knowledge rather than socially or institutionally centered knowledge, learner-
relevant goals instead of abstract goals, and flexible course offerings rather than rigid
curricular options. Although these contrasting statements appear to be exact opposites
of each other, the actual classroom learning environment is more apt to include a
variety of both traditional and non-traditional learning methods.

Implementation of CBE

There are two popular approaches to developing learning packages: self-
contained modules (everything is contained within the module itself) and student
learning modules (the learning guide refers the student to a variety of already available,
external learning resources) (Blank, 1984).

There needs to be the following built into all effective competency-based
education programs (Davis & Frost, 1985).

1. A determination of which competencies (objecti\;es) to be used

17
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2. Inclusion of the criterion or standard to be attained

3. Assumptions about the learner aptitude so that prerequisite(s) to the learners' being
able to understand and to learn from the objective are considered

4. Incorporation of the appropriate rhetoric and consistency of the model so that all
objectives and competencies includé a performance, standard, and condition as
necessary.

Knowles (1980) argues that hodels of competency-based instruction can be
developed in several ways. First, Knowles believes that thorough research of the
subject matter to be taught can determine the type and amount of competencies to
include in the program. Second, a thorough review of the judgments of experts can
review what they believe to be competencies of paramount importance. Literature
abounds with the ideas of expérts regarding the required competencies for performing a
variety of roles such as communicator to consumer. Third, Knowles concludes that
through actual task analysis, one can determine the required competencies which need
to be included in a complete competency-based program. A task analysis can be
conducted by having an objective outsider observe the behaviors of effective
performers who already possess the desired competencies. Then from these
observations develop a competency-based education program.

Once the competency-based program is in place, it needs to be maintained.
Blank (1984) argues that there are three areas which need to be considered for the
management of competency-based learning. First, students need to know what they

should accomplish and in what sequence. Davis and Frost (1985) state there should be
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a linear progression that can be represented in a form easily understood by the
learners. |

Secondly, since students may be pacing themselves,lthe instructor must be able
to keep accurate tabs on who is working on what. Davis and Frost (1985) warn
instructors that the flow of activity from task to task should be continuous so that there
is no reason for inactivity or procrastination on the part of learners.

Thirdly, the one often overlooked area of management is the design, layout and
management of the physical facility. Davis and Frost (1 985) suggest that lateral
movement within the system should be possible to avoid equipment overloads.

Examples of Successful CBE Programs:

Most of the examples of the successful execution of a competency-based
education program is in the area of secondary and/or higher level education. Yet,
competency-based learning has been successfully implemented in the banking
industry, railroad industry and inmate training (cited in Harrington & Kalamus, 1986).
The Maine National Bank was in the process of merging with the Bank of New England.
With this merger came a need for an increase in teller training. Trainfng was not
standardized in the beginning, yet with 800 employees in 38 branch offices, a demand
towards performance-based learning was felt. Thus, performance outcomes were
addressed and a CBE program was implemented (Miller-Beach, as cited in Harrington
& Kalamus, 1986).

By implementing competency-based education at Metro North Commuter
Railroad, a number of accomplishments were completed. For example, a "train the

trainers" course, the development of a customer service program and the evolution ofa
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safety training program were some of the products of competency-based learning.
Others include the development of a performance appraisal training program and
ongoing formation of technical skills training for locomotive engineers, crew dispatchers
and ticker sellers (Penrose, cited in Harrington & Kalamus, 1986).

Students at the Vienna Correctional Institution are placed in vocational programé
for job training. According to Hartzel L. Black, Vienna's dean of correctional education,
"we were not satisfied with the outcome performances of our students”. Because
competency-based education utilizes self-paced modules, this system worked well for
the prison environment where inmates may enter a program immediately on a space-
available basis.

At Holland College, the STEP (Self-Training and Evaluation Process) was
developed with its objective to help learners assume responsibility for their own
development while acquiring the skills needed to enter wage-earning employment
(Reese, as cited in Harrington & Kalamus, 1986.) This degree granting institution has
at its foundation competency-based education.

Benefits of CBE

A great deal of research has been conducted to determine the cognitive benefits
that implementation of mastery learning strategies provide. These studies (cited in
Uhrig, 1992) show that at least 80 percent of students can achieve competency levels
under mastery conditions at the same level as the upper 20 of students under
traditional learning conditions. According to Cross (1968) mastery learning encourages

persistence among other positive attributes.
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One summary of research studies reported by Urban Oen indicates that in a
traditional system of instruction, 70 percent of the students usually can perform 70
percent of the tasks they learned 70 percent of the time on the job. In a CBE system,
95 percent of the students usually can perform 95 percent of the tasks they learned 95
percent on the job. The resultis a 25 percént net gain in performance on the job for
those students who learned via a CBE system of instruction (Stitt, Noel & Black as cited
in Harrington & Kalamas, (1986).

A few controlled investigations have demonstrated that instruction can improve
speaking and listening competence (Basset & Boone, 1983, as cited in Rubin, et al,
1990). Skill in oral communication was significantly and positively related to
respondents success at demonstrating proficiency in reading, calcdlating, understand
documents and comprehending prose. There appears to be links between
communication competency and performance in school as well as performance on
standardized tests of academic ability (as cited in Vangelisti & Daly, 1989).

Competency-based programs with learning guides actually help keep students
motivated and reduce discipline problems, and competency-based education programs
are designed to result in success (Stitt, Noel & Black, as cited in Harrington & Kalamas,
1986). Wagner and Jones (1973) and Ames and Archer (1988) indicate that students
taught using mastery learning strategies had greater interest and better attitudes toward
subject matter as compared to students in other classes (as cited in Uhrig, 1992).
Grossman (1985) revéaled that classes using mastery learning strategies had more
student involvement, better rapport between teacher and students, and less tension

than traditional classrooms (as cited in Uhrig, 1992).
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Some advantages of using competency-based instruction are as follows: (Davis
& Frost, 1985). |
1. All resources are focused toward a measurable goal.

2. Individual needs of learners are more easily identified and met.
3. Expectations of instructor and learner are more clearly defined.
4. Standards for self-evaluation are provided.

5. Clear evidence of progress, or its absence, are provided.

6. Programs can be reﬁﬁed through revisions of small units.

7. Learners tend to be more motivated.

8. Curriculum is more easily managed.

There are a number of advantages of using packaged, mediated modules
(Blank, 1984). First, the pace of instruction can be controlled by the student, not the
instructor. Carroll (1963) contended in his original pursuit of CBE that if a student were
given the time needed, and if the student persevered until he [she] devoted the amount
of time needed, then he [she] should reach the criterion level of achievement (Bloom,
1974). The time needed would be minimal for each student if the quality of instruction
and the student's ability to understand instruction were both optimal (Block, 1985).

Since time is the central variable, and if time is given, then the attainment of the
criterion is possible for all students who can be motivated to use the time they need
(Bloom, 1974). It is also possible to use time as an index to determine the methods of
teaching and the quality of instructional materials.

The second advantage cited by Blank states that instruction can be stopped and

restarted or repeated if necessary to learn efficiently. One of the positive features of
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mastery learning is that is forces the teacher to think about goals and it focuses
students' learning. This often results in better retention (as cited in McKeachie, 1994).
When a student rewrites a paper and perhaps turns in an assignment after numerous
corrections, the student often has a clearer idea of the concepts learned.

Third, students can spend most of their day actively engaged in learning.
Success breeds motivation (Cross, 1968). Community college students because of
age, emplbyment, status and financial responsibilities make college an important
segment of their lives. With mastery learning, the student is encouraged to keep with
the pace and structure, the tasks are well-defined and the student receives frequent
feedback (Cross, 1968).

| Davis and Frost (1985) believe that CBE is particularly applicable in adult
education programs because adults move from a dependent personality to a self-
directing person. Adults tend to maké decisions affecting their lives and thén should be
capable of planning and implementing their own learning. Also, adults accumulate a
vast reservoir of experiences that may offer a great resource for learning.

Applying the concept of competency-based education to the communication
classroom is complex. Yet, the Speech Communication Association (Quaintly, 1990)
has complied the consensus of a number of communication researchers. Four
characteristics of competence have been determined. First, competence is a broader
concept that effectiveness, performance, knowledge, skill, or motivation. Secondly,
communication competence must be judged from a social perspective. Third,
communication competence refers to an individual's ability to perform skills. Fourth,

communication competence requires at least knowledge and skill. The application of
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competency-based education should, in its conceptual definition, refer to the four
elements mentioned above.

Conclusion

The topic of competency-based education has evolved. Over 25
years of research and implementation has created many forms of this non-traditional
learning method. Competency-based learning originated in teacher education
programs, then moved towards vocational and technical education, and finally in higher
education and industry. It is obvious by the research that CBE has been implemented
in a variety of situations, yet it appears its usefulness is more obvious in fields where
results are more observable (i.e. technical). When trying to implement competency-
based education within the communication classroom, the debate seems to continue
and research appears to be behind all of the vocational success stories.

While educators often aré aware of the term, competency-based learning, the
definition and conditions are rarely agreed upon. While competency-based education
emphasizes individualized instruction, some erroneously believe it is one-on-one
instruction, rather than the structured organization of learner activity designed to
optimize the effect of direct instructor contact with any individual learner (Davis & Frost,
1985). Each academic discipline seems to be on a path towards determining what are
examples of competency. The National Communication Association appears to be on
such a path.

Possible Pitfalls of Competency-Based Education
The literature appears to simplify the concept of CBE causing it to seem easier

to implement than in reality. The successes of CBE are outlined much more frequently
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than the failures. However, some authors have discussed the possible pitfalls of

implementing CBE. The authors of Models of Teaching, Joyce and Weil 1986) state

that they are not sure that mastery learning can be easily and simply implemented in
the usual classroom. When mastery learning was implemented in the markED Model
Program, there was a reported increase in workload for instructors starting mastery
learning (Uhrig, 1992).

Most teacher education programs include instruction on topics such as
instructional objectives, teaching methods and tests and measurements, yet an
absence of ihstruction in CBE. A study conducted at Arizona State University taught
teachers the ability to implement competehcy-based education in their classroom. The
results reported that teachers who participated in the tryout had highly favorable
attitudes toward the instructional materials and procedures used (Higgins & Hegstad,
1981). While much research have reported the student successes of competency-
based education, it now seems apparent that this method of learning is also helpful for
instructors.

St. Louis Community College-Meramec and
Competency-Based Education

Competency-based learning is currently being applied at SLCC-Meramec in the
Communications Department. While competency-based education is being
implemented in the classroom, instructors have not received any formal or informal
training on CBE. Therefore, it is worthy to note that it is difficult to access how CBE is
being implemented within the classroom, without an understanding how all instructors

feel about competency-based education.
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With the onset of the American Disabilities Act (ADA), most academic
departments will be required to set objectives and measure outcomes. A memo from
the ADA representative on campus suggested that departments begin to access
outcomes for each of the courses offered. The Communications Department seems to
have a head start. Yet, since CBE has been implemented in the department, it is still
difficult to determine how each individual instructor utilizes objectives-based learning.

Further Inquiry

There appears to be sufficient information available about the conceptualization
of competency-based education and its implementation. Journal articles discuss the
use of units of instruction and self-directed programs. Yet there needs to be more
examples of these self-paced modules and mediated learning workbooks. Authors are
ready to explain how the plan was implemented, but scare resources are available
about what types of materials are used to implement competency-based education.

There is much research surrounding the area of communication competence.
Researchers seem to know what communication competence is, yet the measuring of
the communication competence is still not clear. With an increase in the need and use
of exit examination, there needs to be more information about the assessment
evaluation of specific communication skills and behaviors.

Much of the research in this literature review either discussed competency-based
education or communication competence. There were few articles that examined how
CBE could be used to create communication competence in the classroom. The
reviewer of this literature had to constantly make comparisons between the articles on

competency-based education and those pertaining to communication competence.
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Further inquiry needs to occur within the communication journals regarding the use of

competency-based learning.
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Chapter 3
METHODOLOGY AND PROCEDURES
Methodology
The development problem-solving methodology was used in this project.
Procedures |

A variety of procedures were executed to complete this developmental project.

In response to the four research questions, several steps were followed and completéd.

First, a literature review of pertinent competency-based learning models provided
the theoretical background for the development of the training manuals. A perusal of
research in both the content area of communication and the theory area of adult
education, provided a thorough understanding of how com—petency-based education
can be useful in the community college classroom. The work of such scholars as
Knowles (1980), Backland (1990), Quianthy (1990), Gomez & Schockley-Zalabak
(1990) and McKeachie (1994) provided the pertinent overview of communicatibn
competency and competency-based education.

Second, the development process of the original five modules of the Oral
Communication handbook was reevaluated to insure consistency of form and style.
Two faculty members of the Communications Department aided the project designer in
evaluating form and content on such criteria as consistency, aesthetic quality,
readability, factual content and simplicity of design. Each member of the team received
a copy of the original communication handbook in advance and were told to write
descriptive comments about the above mentioned criteria. A meeting at the Meramec

campus of one hour was held to go over the composite comments from the members.
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Third, informal meetings were held with interested oral communication faculty as
to what content material should be included in the supplementary modules. A total of
five 15 minute meetings were held between classes in a vacant conference room at the
Meramec campus. This was a convenience selection of interested faculty members.
This formative committee of content and process experts included three full time and
three part-time communication faculty members. The committee decided that two
supplementary modules should be created instead of the three proposed in the original
practicum proposal. The formative committee agreed that the two newly hired full-time
faculty members be required to develop the intercultural communication module
because of their credentials and experience in intercultural communication. Thus, the
final product was the development of supplementary competency-based modules on
the subjects of public speaking and interviewing skills. A structured interview agenda
aided in the recording of the comments (see Appendix A).

Fourth, from this preliminary research, the study guides and practice cycles were
written. The final two modules include content information constructed of outlined notes
and sample exam questions in the form of true/false statements, multiple choice and
matching.

Fifth, a written request for participation in this additional evaluation committee
went out to all instructors of the basic transfer course, Oral Communication. Instructors
of Oral Communication were asked to comment on the practical a»pplication of the
modules. The individuals involved in this phase of development were not the same
members as those who participated on the formative committee. Two members from

both the part-time and full time communications staff evaluated the drafts of the
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modules referring to the practical application of the content material. These members
met separately to work on their own in order to write descriptive comments. After the
individual work, each committee member met individually with the designer of the
project to suggest revisions and changes in the original texts. Each of these meetings
lasted approximately one half hour to one hour and were held at the convenience of
both parties.

Sixth, the completed training manuals were' made available to all Oral
Communication instructors. The training manuals for the two previously mentioned
subjects appear as an appendix in this practicum report.

Finally, an summative evaluation team, consisting of the department chair,
assistant chair, two full-time faculty members, and two part-time faculty personnel
evaluated the modules. The members of thié team met individually to score the
modules on the designated criteria, then met once with the designer of the project to go
over the results of the summative evaluation. This meeting lasted approximately one
hour and occurred two weeks before the targeted date of distribution to all
communications faculty members. The evaluation team received an evaluation form to
be used as an assessment tool (see Appendix B).

Assumptions

This developmental project assumed that competency-based learning is an
effective learning tool in the communications classroom. Although the original five
module handbook was used, it was assumed the two supplementary handbooks would
prove to be as effective as the previous five modules. This project also assumed that

members of the formative committees fhat met had the knowledge and experience to
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guide the development of this project. The evaluation questions which directed the
evaluation committees were assumed to bé sound. It was further assumed that the
summative committee’s evaluation of the supplementary modules was valid. Finally, it
was assumed that a student's success is at least partially dependent on the use of the
communication handbook.
Limitations

This study contained some limitations. The Communications Department chair,
along with a few full-time faculty made the decision to supplement the training manual.
The final two topics chosen to be in the handbook may not have reflected the opinion of
the entire faculty. Even though the communication handbook is available to all faculty,
" some may choose not to utilize the information or may incorrectly interpret the content.
The communication handbook is specific only to students at St. Louis Community

College-Meramec campus.
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Chapter 4
RESULTS

From the literature, the sources reviewed indicated that the competency-based
method of instruction proved to be one of the most effective methods for the
development of the study guides. The research in both the content area of
communication and the theory of competency-based education suggested that the
communication handbook currently in use and the newly developed supplementary
modules were created utilizing a strong theoretical framework. Since the original |
communication handbook evolved without a thorough review of competency-based
education literature, it was especially useful to note that CBE was in fact, the most
effective method of instruction for this developmental project.

The committee which was required to evaluate the .original five modules of the
Oral Communication handbook completed the task with the help of established criteria.
At first, the committee was told to complete a descriptive analysis of the commun_ication
handbook without the aid of an evaluation form. Members of the committee solicited
more direction, and the creation of an evaluation form listing criteria evolved (see
Appendix C). Each member of the committee turned in his/her evaluation form at which
time the comments were -combined and suggestions made. An hour long meeting
ensued \_Nhere recommendation were made for the future of the original communication
handbook and its supplementary modules. |

From this first formative committee, members of the committee unanimously
decided that the original five modules need to be up-dated and revised. As a resuilt of

this reevaluation of the original communication handbook, the d'epartment chair is now
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working on the revision of the first original module. Subsequent revisions will be made
on the other original four modules during the following semesters.

The content review committee (the second formative evaluation committee) met
intermittently over a three week period to determine which content material should be
included in the supplementary modules. The subject material for the supplementary
modules was previously determined by the department chair and were to include the
subject areas of public speaking, interviewing skills, and intercultural communication.
This committee consisting of three full time and three part-time communication faculty
members determined that two supplementary modules should be created instead of the
proposed three. The reason for this revision was the hiring of two new faculty members
who are experts in intercultural communication. It was determined that these faculty
members be responsible for the growth of the intercultural communication
supplementary module.

A list of content guidelines for the areas of public speaking and interviewing skills
was created by this formative committee. It was determined that the content
information be basic yet provide an overview of important concepts within the areas of
public speaking and interviewing. All members of the committee with the exception of
one member agreed that the interviewing module refer specifically to employment
interviewing. Committee members felt that most students would be undertaking the
task of looking for a job and would benefit from instruction in empleyment interviewing.
The one member who did not agree with the group felt that journalistic-type interviewing
should be added to the module. It was then agreed by everyone that the

supplementary module should remain with one focus--employment interviewing.
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After the two modules were completed in draft form, an summative evaluation
committee consisting of two members from both the part-time and full-time
communications staff critiqued the practical application component of the
supplementary modules. Input from this committee suggested that sample in-class and
out-of-class assignments be added to the module. These sample assignments would
help the instructor provided application of the content material. It was also suggested
that more “hints” be provided. Instead of solely implementing references to scholarly
material, the commiﬁee members suggested that the modules include helpful hints and
suggestions for improvement in such areas as interviewing preparation, types of
questions, do’s and don't of interviewing, red-flags in interviewing, and the like. The
help hints sections were added to both the final drafts of the interviewing and public
speaking modules.

The final summative evaluation committee, consisting of the department chair,
assistant chair, two full time and two part-time faculty members completed the final
assessment. With the help of the assessment tool described in appendix B, committee
members approved of the final form of the supplementary modules. This committee
evaluated both the content and form of the modules and determined and validated their

guidelines for approval.
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Chapter 5
DISCUSSION, CONCLUSIONS, IMPLICATIONS AND RECOMMENDATIONS
Discussion

The completion of the two supplementary training manuals on the topics of
public speaking and interviewing proved to be a very worthwhile endeavor which
unearthed some unique dividends. The literature review completed for this project
confirmed that competency-based learning has its role in the Communications
Department. Prior to this project, it was simply assumed that the original
communication handbook was the proper method of disseminating content information
in the communications classroom. The information provided by Block and Anderson
(1975) suggests that while the instructor should set instructional objectives, develop
standards and prepare a final examination, Jones, Gordon and Schectman (1975)
believe it is the student who provides the self-pacing.

From the research conducted by (Basset & Boone, 1983, cited in Rubin, et al,
1990) to data provided by Vangelisti & Daly (1989), it is apparent there is a connection
between communication competency and success in school. At least for now, there
appears to be a place for competency-based learning at SLCC-Meramec.

The development of the two supplementary modules have lead to other
advancements such as a complete revision of the original communication handbook.
Because of the creation of two new modules, the original modules appeared to be out-
dated and lacked luster. The revision of the original module has begun with a rewriting

of the first unit by the department chair.
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The intercultural communication unit will now be completed by the team of two
newly hired full time faculty members. The department chair has been working on
assigning more responsibility to the new faculty members, and the creation of this
supplementary module on intercuitural communication proved to be the optimal project.

These newly formed modules has also lead faculty members to consider the
development of other supplementary materials. Some of the topics presented
informally at staff meetings include a supplementary module on listening skills, conflict
management, and gender communication.

The development of these modules also lead to the purchase of some advance
computer hardware and software for the department. Since the modules were
completed on an advanced home computer system, which is not availa_ble at the
Meramec campus, the department chair agreed to support the purchase of a new
Pentium computer and laser printer for use in the Communications Department. It
became apparent that an aesthetically pleasing document may at the least enhance a
student’s desire to read the document.

Conclusions

The expert evaluation panels agree that the Communications Department should
use the supplementary training manuals in the Oral Communication course for the
upcoming semester. It was determined that the modules could stand alone or be used
by an in-class facilitator to aid in the understanding of public speaking and/or
interviewing skills. If used as designed, students will gain a richer understanding of two

additional topics of communications. And the supplementary modules have proved to
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be another instructional resource for full time and part-time communication faculty
members as well.
Implications

Two supplementary communication modules were developed for St. Louis
Community College-Meramec. These modules can improve classroom instruction by
providing faculty members with additional learning tools and content material. These
modules can free instructors from course design and allow them more opportunity to
develop rapport with their students and to create a communication climate conducive to
learning.

The modules can also aid students in their pursuit to master additional content
areas in the field of communication. The two content areas of public speaking and
interviewing were chosen because of their skill-based nature and due to their practical
application. Most students will find themselves in a public speaking situation or in front
of an interviewer responding to questions as he/she interviews for a job. The
information gleaned from the suppleméntary modules may enhance a student’s
chances of getting a job and/or help a student combat nervousness before an important
presentation.

The development of the two supplementary modules has continued the
Communications Department’s trend towards offering unique and innovative learning
experiences for its students. These two modules will spawn the creation of similar units
in the future which will in turn produce a highly effective web of information for both

faculty and students alike.
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Recommendations

The two supplementary modules are ready to be put to use this upcoming
semester. Over one thousand students will have access to this information to help
them achieve success in the Oral Communications classroom. The Communication
Department wholeheartedly agreed to implement the use of these modules. As a result
of these modules, additional modules will be.created and original modules will be
revised. It is apparent that this creation/revision process will become an ongoing effort
within the Communications Department.

The supplementary training manuals should be evaluated after the first semester
of use by its intended target audience, the students. The results from either an informal
or formal survey of the students and faculty members who used the modules will
provide useful information for any revisions or changes which may need to be made.
While the supplementary modules are completed, they are always in the state of flux

and should be revised when necessary.
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APPENDIX A
INTERVIEW QUESTIONS
Following is a list of questions, pertaining to oral communication, all part-time and full
time faculty members were asked. The questions concern the subject areas of
interviewing, public speaking and intercultural communication.

Interviewing:

1) Do you currently assign an interviewing skill assignment? If so, how is the interview
evaluated? :

2) What type of interviews are discussed in class? (i.e. employment, journalistic,
disciplinary, counseling)

3) Do you lecture on types of interview questions? (i.e. open, closed, secondary,
. leading, forced response)

4) Do you discuss resume writing, interview preparation, career issues?

5) What would you like to teach about interviewing? What is your wish list of content
information?

Public Speaking:
1) Do you currently assign a public speech? If so, how is the speech evaluated?
2) Do you discuss speech preparation? Outlining?

3) Do you lecture on different types of speeches? (i.e. informative, persuasive,
demonstrative, impromptu)

4) How much time to you give to delivery, speech organization, audience analysis, use
of visual aids, questions/answer periods, and speech evaluation?

5) What would you like to teach about public speaking? What is your wish list of
content information?

Intercultural Communication:

1) Do you assign an assignment regarding some aspect of Intercultural
communication? If so, how is the assignment evaluated?

2) Do you include critical thinking skills in your classroom? If so, how do you
incorporate these skills in your lectures?

i
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3) Do you ever discuss issues regarding race, gender, ethnic origin, religious
preference, homosexuality, etc.?

4) Do you ever discuss international communication? (i.e. communication between
different nations)

5) What would you like to teach about intercultural communication? What is your wish
list of content information?

S
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APPENDIX B
The evaluation team, consisting of the department chair, assistant chair, and two full-
time faculty members were asked the following questions regarding the validation of the
final two modules.
EVALUATION QUESTIONS

1) Are the three modules consistent with the previous 5 sections of the communication
handbook? in appearance? structure? question development?

2) Are the objectives for each module clearly written?
Is there a balance of theory and practical application?

3) Is there enough information provided for the student regarding each of the three
topic areas? Enough examples? lllustrations?

4) Is the instructor provided with enough material to teach these three topic areas?
5) Is the readability level consistent with college-age publications?
6) Are the sample test questions clear and non-leading?

7) Can each of the questions be answered with a simple true/false response? Are
there any gray areas?

8) Can all of the answers to the sample questions be found in the study guide
material?

9) Does any of the material in the study guides contradict information presented in the
course textbook?

10) What are the overall strengths and weaknesses of the three modules?
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APPENDIX C

The committee responsible for reevaluating the original five modules of the oral
communication handbook utilized these discussion questions to aid in the evaluation
process. The committee consisted of two faculty members and the designer of the
project.

1.

N o o o o

3.

Are all five modules consistent in terms of the following:

length of unit

amount of definitional terms

degree of difficulty

amount of examples and illustrations

Rate the aesthetic quality of the following:

page layout

font style

amount of white space

amount of graphics and illustrations
paragraph and outline alignment

What is the readability of the modules? Is it consistent with college-age students?

Should new modules be created for remedial and honor classes? If the readability
index consistent with that of the textbook required for the course