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CHAPTER 1

INTRODUCTION

The purpose of this field experience project was to
organize and then use an advisory committee for the voca-
tional program of Brownstown High School. The steps in
organizing this advisory committee and the part played by
the vocational director are set forth in such a manner that
others wishing to engage in a similar project can profit by
these experiences., This is also true of the uses made of
this committee in surveying past graduates and helping
teachers in writing measurable objectives for the vocational
program.

The author of this field study was hired in the summer
of 1973 as principal of the Brownstown Junior-Senior High
School af Brownstown, Illinois. It was soon found that one
of the biggest jobs to be completed during the 1973-74 schosl
year was to organize an advisory committee for the vocationsl
program at the high school level,

This idea had first been proposed in the 1972-73 “Formét
For Preparing l.ocal District One And Five Year Plan For
Vocational And Technical Education."” Under the question,
"What and how were community resources used in planning and
implementing your proposed program?®” in section C is the
statement, "Presently our vocational personnel are working

with me on establishment of a local advisory council. We



are experiencing some problems on getting members that are
willing to devote the time and effort to make this a worth-
while committee and this is the reason that presently we do
not have a functioning advisory council."”

In the 1973-7?4 format there is a plan for setting up an
advisory committee. However, as far as this author could
find out nothing more had been done by the previous admin-
istration to form an advisory committee other than consider-
ation of the idea and perhaps sending out some feelers for

people who might be willing to serve.

wﬁgt is an Advisory Committee and What are Its Fupctions. Since

this was the author's first experience involving an advisory
committee of any kind, a lot of study was required to simply
find out the basics of what an advisory committee is and its
functien, etc. In talking to an advisor from the OVTE {Division
of Vocational and Technical Education) on September 25 it was
found that a general advisory committee should be formed for
the vocational program. By general, it was meant that it should
represent al) areas of the vocational program, i.e., agriculture,
homemaking occupations, and business, which are the three areas
of the total vocational program that is offered at Brownstown
High School. A general occupational advisory committee is
defined as a group of persons chosen from the community, district,
and surrounding area to advise regarding occupational programs.
It should provide a link between the school and the district.

In the 1973-?4 format under section C, regarding the

question "What and how were community resources used in planning



and implementing your proposed program?*, the role and function
of the advisory council is stated as follows:

l. will serve as a two-way communication link between
the school and the community.

2., will help in setting goals for our programs.

3. will help in evaluating programs.

The agriculture teacher at Brownstown High School had been
involved directly in the vocational progrém and was of consid-
erable help to the author at this early stage of organization
of an advisory committee. He was aware of a series of film-
strips which could be obtained from the REDL (Rurban Educational
Development Laboratory) at Illinois University.1 These were
obtained and previewed by the author and the vocational teachers
of Brownstown High School. From these filmstrips was obtained
such information as:

I. Role of Advisor

A. Assisting educators in determining objectives

.B. Taking part in surveys

C. Becoming informed by inspecting educational plans,
visiting schools and talking to students, and
reading such journals as the American Vocational
Journal

D. Coordinating education and employment

II, Proper Functions of Advisory Councils

A, Determining clientele and the needs

B. Determining the objective of each program

C. Developing policy

D. Evaluating



III.

E. Communicating

F. Providing service to citizens

Benefits of Citizens' Advisory Councils

A. Making students the primary benefactors

B. Helping find community needs, planning new
programs, planning program objectives, planning
program course of study, and helping the teacher

C. Advising and assisting board of education in

establishing philosophy, policy, new equipment

needs, financial needs, improving school-community

relations, and communicating

D. Giving administration advice and assistance on

extracurricula activities, instructional programs,

policies, rules, regulations, pupil personnel
services, safety programs, and school-community

relations
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CHAPTER II
ORGANIZATION OF THE ADVISORY COMMITTEE

With some idea now of what an advisory committee was
all about through talking with the advisor from DVTE and by
viewing the filmstrips, a meeting was attended at Kaskaskia
College, Centralia, Illinois, on November 15 and 16 dealjng
with the IOCP (Illinois Occupationél Curriculum Project),?
From this meeting valuable information was obtained on how to
specifically organize an advisory committee, During this
megting the author, using the IOCP forms and material, for-
mulated a set of objectives designed to organize an advisory
committee that year. (See Appendix A) Using this as a guide,
the following procedure was followed in obtaining the members
of the advisory committee,

As a result of the meeting at Kaskaskia it was decided
that the committee should be made up of the industrial, busi-
ness, agriculture. professional, labor and educational organ-
izations of the community and district. The criteria for
membership was to be (1) willingness to devote valuable time
to the committee, (2) a wide range of experiences, (3) recog-
nized leadership.

With these criteria in mind each teacher in the vocational
field was asked to submit a list of people who would be
especially interested in the particular field in which they
taught. This list was then taken to the board of education
on its regularly scheduled meeting in December to either approve

or delete the names submitted. The board was also asked to add



any names to the list it would like to recommend. This list
was then taken back to the teachers and they were asked to
list those of their own field in order of preference.

The administration then asked the board of education at
its regularly scheduled meeting in January to approve the top
three in each field, This was done pending aqceptance by those
approved. The board also approved the “"Handbook For Occupational
Advisory Committee Members® at this time.  (See Appendix B)

Before final approval by the board, the author called
on each prospective member either personally, if possible, or
by phone to see if he or she would accept. All nine prospective
members approved by the board and contacted by the author
accepted the nomination. Final approval was then given by the
board at its regularly scheduled meeting in February. A letter
was sent welcoming each member to the committee for a one year
term. The handbook and agenda for the organizational meeting
w3s enclosed with the letter. (See Appendix B and C)

With the organization of the General Occupational Education
Advisory Committee of Brownstown High School now complete, the
next job of the author (who will from now on be referred to as
the vocational director) was to put the members to work helping
to accomplish some of the objectives of the vocational program.
In order to help the members of the committee to better under-
stand their responsibilities, duties, and function before
putting them to work, the organizational meeting of February 21,
1974 was also used for an orientation. The committee was wel-
comed by the president of the board of education and each member

was introduced by the agriculture teacher. The vocational



director discussed the handbook, which had been prepared for

the committee and which contained such topics as the profile

of the school, basic policy regarding advisory committees,
advisory committees and their functions, and advisory committee
organization, The series of films from REDL referred to earlier
was then shown. A description of the existing vocational pro-
grams of office occupations, homemaking occupations, and agri-
culture was then given by the teachers in'each area. The
meeting was adjourned and the members taken on a tour of the
existing facilities.

For each meeting of the advisory committee the same
procedure of correspondencg to the members was used. This
included a letter advising the members of the plage, time,
date, and agenda of the next meeting. Once a chairman was
selected she was involved with the vocational director in
making the agenda, The secretary of the committee typed up
and ran off the minutes of the meeting which were then sent
to those members who were not in attendance along with a letter
t9 them advising them of the date of the next meeting and any
pertinent information they might have missed by not attending
the meeting. (A sample of these correspondences may be found
in Appendix C)

Perhaps something should be said at this time about the
make up of the committee, There was a total of nine members
approved by the board of education for a one year period. It
was hoped that two-thirds of the membership would remain on
the committee at the end of the first year. In this way there

would be the opportunity for different individuals in the



community to participate as well as having the benefit of the
stability and leadership of experienced members. Due to the
nature of the.way in which the members were selected for the
committee, there were three primarily interested in the agri-
cultural area, three in the homemaking occupations area, and
three in the business occupations area. These formed subcom-
mittees when working on the different projects during the
year.

The second meeting of the advisory committee on April 16,
1974 was again concerned with orienting the members of the
coﬁmittee to the vocational program of Brownstown High School
in an effort to prepare them for the work that needed to be
done. The "Format For Preparing Local District One And Five
Year Plan For Vocational And Technical Education®, to be
referred to in the future as state vocational plan, was dis-~
cussed with the committee. They were also taken on a tour
of the vocational facilities at the Okaw Area Vocational Center
at Vandalia, Illinois, where several of the Brownstown High
School students go for additional training that is not pro-

vided at Brownstown.



CHAPTER ITI
USES OF ADVISORY COMMITTEE OF BROWNSTOWN

In the 1972-73 state vocational plan for the vocational
program of Brownstown High Bchool in section C under the ques-
tion, "What are the objectives of your proposed vocational and
technical plan?" is the statement, "A follow-up of those stu-
dents is planned in an effort to measure how well our program
is equipping our students with necessary skills.” A similar
statement is made in section C under the question, "What is your
proposed improvement for 1972-73?" It is stated, "Conduct
follow-up studies of students that have completed‘the program
to ascertain areas in which our program needs improvement."

In the 1973-74 state vocational plan for the vocational
program of Brownstown High School in section C, part 1 under
the question, "What are the objectives of your proposed voca-
tional and technical program?” is the statement, "Upon com-
pletionlof a sequence of courses within a program the student
in an occupational education program will be successful in
obtaining an initial job as well as advancing toward his chosen
career objective as determined by the result of a l-year, 3-year,
and S-year follow-up study."” It is also stated that "Upon
completion of a sequence of courses within a program, 20 per-
cent of the students in an occupational education program will
receive postsecondary training and afterwards be successful
in obtaining an initial job as well as advancing toward his
chosen career objective as determined by the results of a

l-year, 3-year, and 5-year follow-up study."”
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Also, in the 1973-74 state vocational plan in Section C,
part 5 under the question, "How do you plan to evaluate your
proposed program?"” are the statements:

a. We will conduct follow-up studies to see if we have
achieved the objectives listed under Section C, part 1.

b. The Advisory Council, vocational teachers, and students
who have completed the program will evaluate it.

c. The evaluation process is designed to see to what
degree we are meeting our objectives and the needs
of our students. It will service as a basis for
facilitating further program improvement.

When the vocational director took over that job at
Brownstown High School in the fall of 1973 nothing had been
dene in advancing toward these objectives as set forth in
the vocational plans for 1972-73 and 1973-74, With the
advisory committee now organized and orientated to their job
as individual members and a committee these objectives could
now be realized in the school year 1974-75 with a lot of hard
work on the part of the committee, vocational teachers, and
the vocational director.

The advisory committee was given the project of working
on follow-up surveys of former graduates of the vocational pro-
gram of Brownstown High School at the June 4, 1974 meeting.
The committee separated into the three subcommittees representing
the three areas of the vocational program. After discussing
the surveys in the separate subcommittees the committee as a
whole then reassembled to discuss any progress that was made.
Not very much was accomplished at this meeting in the way of
formulating surveys other than making the committee, teachers,

and the vocational director aware that there was a lot of work

to be done before an adequate survey could be prepared.
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During the next meeting of the advisory committee on
August 6, 1974, sample follow-up surveys were distributed by
the vocational director to the committee members and suggestions
made on what the survey should be. The objectives of the sur-
vey were once again discussed with the committee as outlined
in the étate vocational plans. According to the sample used
and the suggestions made in the IOCP materials, the survey
should be so constructed as to give information on the former
student's employment status and how it was either related or
not related to the training he had received in the program of
Brownstown High School. It should provide an opportunity for
the person being surveyed to evaluate the program és it was
when he was a student and give some recommendations on what
could be done to improve the program in light of his exper-
iences since leaving school. The survey should be clear, easy
to complete, and to the point.

After pointing out the above to the committee, the
members.divided into their related fields of agriculture,
homemaking occupations, and busjness occupations to continue
their work on the survey. After further work on the survey
that evening each group reported to the entire committee on
the progress that had been made. With the input of the
advisory committee now complete on the surveys, the teachers
were given the responsibility by the vocational director to
present a copy of the survey to him to be presented to the
board of education for approval before being mailed to the
program graduates.

After board approval and final examination of the surveys

in their final form by the advisory committee at the October 15,
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1974 mecting, the surveys were ready to be mailed. However,
the job still remained of making a cover letter to go élong
with the surveys. With this in mind sample cover letters and
suggestions from the IOCP materials were followed and a sepa-
rate letter was prepared by the teachers with the help of their
separate subcommittees, It was suggested that the cover letter
should include such things as a descriptive titlQ of the survey,
a brief statement of the purpose of the survey, the importance
of the survey, the name of the sponsoring agency, the name and
address of the person to whom the survey is to be returned, and
the date the survey is to be returned.

It was decided that the surveys should be doné by mail
since most of the graduates would be spread over a large area
of the country making it very difficult for a personal inter-
view or a phone survey. The survey forms were sent out on
November 15, 1974. A survey was sent to each graduate of one
of the vocational programs of the years 1969, 1971, and 1973.
(See Appendix D) In order to qualify as a graduate of one of
the programs it was decided that he or she must have been in
the program for a minimum of three years. The total number of
graduates of these programs for the three years was seventy.

By December 2, 1974, there had been nineteen returned.

On December 3, 1974, a reminder was sent to those not yet
having returned the survey. (See Appendix E) By December 16,
1974, there had been twenty-eight returned. Another reminder
was then sent on December 16, (See Appendix E) By the time
the advisory committee met on February 25, 1975, a total of

forty-three had been returned. This was a response of 61 per-~
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cent and was felt to be good enough to proceed with the tabu-
lation, analysis, and interpretation of the data.

The results of the survey were tabulated, analyzed, and
interpreted by the vocational director and teachers. This was
done by year for each program and for the total of all three
years for each program. (These results may be found in Appendix F)
These were then presented to the committee at the February 25,
1975 meeting. Even though a new éommitteé for the next year
had been organized by this time, members of the past commi ttee
who were not on the new committee were asked to attend the
meeting for the purpose of seeing and discussing the results
of the survey. After discussion of these results Qith their
subcommittees, the vocational director and teachers drew up the
final conclusions, recommendations, and implications. (These
results may also be found in Appendix F)

It is difficult to answer the one measurable objective
in the 1973-74 state vocational plan calling for 2Q percent to
receive.post-secondary training and afterward obtain an initial
job as well as advance toward their chosen ebjective. The
closest answer that can be given is that of those responding,
twenty went on to post-secondary training of some kind. Of
those twenty, eleven are working at some job associated with
their vocational program or are still attending school. This
eleven of forty-three respondents gives approximately twenty-five
and one-half percent. Therefore, this objective is being met.
The other objectives called for are answered by the separate
conclusions, recommendations, and implications given by each

department.
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It is the objective of the vocational director to continue
these surveys annually for the next two years. In this way all
graduates will have been surveyed since 1969. There are ways
in which our existing surveys can be made more meaningful. The
teachers and advisory committee will be put to work on making
them so. One learns a lot by mistakes made. Since this was
the first attempt on anyone's part who worked on these surveys,
there were many lessons learned. with these corrected and with
surveys of all graduates since 1969 surveyed, there should be
a better picture gained of what needs to be done in the future
to make the vocational program of Brownstown High School a
better one. |

By using the results of this survey a better program can
be had in the future. The vocational director sees areas that
need to be strengthened as so the teachers. By making the ad-
visory committee aware of these and getting them to fulfill their
role as a link between the school and the community, results can
be achieQed. By showing these results to the board, which was
done, it becomes aware of the needs of the vqcational program

and can take action.,

Use of Advisory Committee ip Writips Measuragble Objectives. In
the 1973-74 state vocational plan under section C, part'l-b

under the question "“What are the objectives of your proposed
vocational and technical program?®, is the statement “Upon com-
Pletion of the next school year, all occupational areas will
have written, printed, and disseminated measurable objectives
for all programs and courses in the school district.® This had

not been fulfilled that year. Therefore, the vocational director
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set this as the next job on which the advisory committee could
be made of great use.

Since the vocational director could not be present at the
October 15, 1974, meeting of the committee, the agriculture
teacher discussed with the committee its next project of ad-
vising concerning the writing of measurable objectives. Before
the next meeting of the advisory committee'on November 12, 1974,
each member was sent a four-page folder, "An Aid for Writing
Measurable Objectives for Occupational Education® supplied by
the DVTE.J At this meeting the vocational director discussed
with the committee the information given in this folder. Fol-
lowing this discussion the subcommittees met to work on mea-
surable objectives. When the committee reassembled to discuss
the progress that had been made, it was found that not too much
progress had been made. It was decided that more information
was needed on just what the role of the advisory committee was
in writing measurable objectives, as well as how they were to
be written. With this in mind the meeting was adjourned with
the objective of the next meeting being to have an expert in
the field to meet with the committee to explain more fully to
them their roie.

Lauren Housel, from DVTE, was invited to attend our next
meeting of January 14, 1975, to discuss measurable objectives.
Mr. Housel presented a slide program on writing measurable
objectives, and he answered many questions that the vocational
director, teachers, and committee members had concerning the
writing of measurable objectives. He explained that there

were different levels of objectives that needed to be written.
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First, there should be objectives written for the vocational
program as a whole. Then, there should be objectives written
for each program within the vocational program: i.e., the
agriculture program, the homemaking occupations program and
the business occupations program. And finally there should be
objectives written for each course within these programs. He
suggested that the committee start at the boarder levels and
work back. Finally, Mr. Housel sﬁggested'that the committee
list clusters of jobs in each area and then advise the teachers
on what knowledge and skills the students should have when
graduating from each program in order to be gainfully employed.
(The literature given to the vocational director, teachers, and
committee members on the mechanics of writing measurable objec-
tives may de found in the Appendix G)

Since measurable objectives for the vocational program as
a whole had already been written and were incorporated in the
state vocational one- and five-year plan, the committee and
teachers were directed to concentrate on writing objectives for
each program and for the courses contained in each program. In
preparation for writing the objectives the teachers developed
a skills and knowledge survey for their particular program for
the members of their various subcommittees to either complete
themselves or send or take to various industries, individuals,
and businesses to complete. The teachers were directed to have
these ready to send to the advisory committee members by
February S, 1975, so that they would have time to work on them
and presenf their findings to the subcommittees at the next

advisory committee meeting on February 25, 1975.
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At the advisory committee meeting of February 25, 1975,
the teachers met with their subcommittees and discussed the
results of their surveys of skills and knowledge needed for
employment after school. As a result of the input the teachers
then proceeaed to write measurable objectives for their individual
programs and courses. Results of the surveys that were done
earlier gave the committee and teachers several ideas for
objectives that needed to be included also. (The skills and
knowledge surveys along with a sample of the measurable objectives

that were written may be found in Appendix H)

Appointment of New Commjttee Members. The one year term of the
1974-75 advisory committee ended on January 31, 1975. In order

to determine the make up of the committee for the 1975-76 year,
a form was first sent to each member of the 1974-75 committee
to determine whether or not they chose to remain for another
year. (See Appendix I) Four of this committee did choose to
remain another year pending their approval by the board of
education. Each member of the 1974-75 advisory committee was
asked to 1list anyone he would recommend for the 1975-76 committee.
Each teacher was also asked to list anyone he would like to see
on the committee., These two lists along with the list that was
approved by the board for the past year and anyone else the
board might suggest was presented to the board at its regular
February meeting. The teachers had ranked these names in the
order they would like to see them. The board approved these
people without any reservations. They were then contacted by
phone to see if they would accept. After they accepted, a

letter was sent welcoming them as a member of the 1975-76
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advisory committee. A letter was also sent thanking those
members going off of the committee and asking them to attend
the meeting in Pebruary so they could get irn on the wind up

of the surveys and measurable objectives work.

Recognition of Service. At the regular meeting of the board

of education meeting in February, the board was asked by the
vocational director to approve a resolution of appreciation to
be presented to the members of the advisory committee of 1974-75.
This was done and was presented to them by the president of the
board at the February 25 meeting. The committee was also cited
for its service by the board of education and notice of this

put into the minutes of the board meeting and given to the

newspaper for publication. (See Appendix J)
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CHAPTER IV

LOG OF ACTIVITIES

From bezinning of contract in summer of 1973 throuch attepdance
of workshop at Kaskaskia Cgllege duripg the week of November 1z,
1973--Time was spent acquiring information on how to go about
organizing an advisory committee. During this time occurred

such activities as meeting with advisor from DVTE on September 25,
viewing of filmstrips from REDL, and attendance of IOCP workshop
on November 15 and 16.

November 19, 1973-December 14, 1923--This time was spent in
preparing a 1ist of potential advisory committee members and

the submission of this list to the board of education at the
regularly scheduled meeting of December 13 for approval.

December 17, 1973-Japnuary 1ll, 1974--Potential advisory committee
members were listed in order of preference for each of the three

vocational areas and approved this way hy the board of education
at their regularly scheduled meeting of January 10. The board
also approved the committee handbook at this time.

January 14, 1974-Pebruary 8, 1974--Each candidate for the
advisory committee was contacted, each accepting, and given final
approval by the board of education at their February 7 meeting.

A letter advising the members of the committee of the forth-
coming organizational meeting was sent to each along with an
agenda and committee handbook.

February .1ll, 1974-February 22, 1974--This time was spent in
preparation for the organizational meeting of the advisory
committee on February 21,

February 29, 1974%-4pril 19, 1974--Further orientation as an
extention of the organizational meeting was prepared and de-
livered at the April 16 meeting of the advisory committee.

April 22, 1974-Jupe 2, 1974--Preparation was made and delivered
to the advisory committee at their meeting c¢f June 4 for them
to work on follow-up surveys to be sent to graduates of the
vocational programs of Brownstown High School of the years
1969, 1971, and 1973.

Jupe 11, 1974-August 9, 19?4--The advisory committee, teachers,

and director worked during this time and at the committee meet-
ing of August 6 to get the follow-up survey developed to the
point that it could be submitted to the hoard of education for
approval.

August 12, 1974-October 18, 1974--Teachers and the director
drew together the suggestions of the advisory committee during
this time and the survey in its final form was presented to
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the board of education for approval at their October 10 meeting.
At the October 15 meeting of the advisory committee they reviewed
the surveys once more and developed a cover letter for them.,
Measurable objectives were also discussed for the first time at
this meeting. -

October 21, 1974-November 15, 1924--Copies of surveys were pre-
pared and sent to graduates on November 15. The advisory com-

mittee again discussed measurable opjectives at their meeting
of November 12.

November 18, 1974-Decegber 6, 19724--Survays were being returned
during this time. A second copy of the survey was prepared and

sent to those not yet responding on December 3 reminding them.
Work on preparation of measurable objectives was also being
continued.

December 9, 1974-December 20, l1974--Returns of surveys were
received and another reminder was sent on December 16 to those

who had not yet sent in their survey. Work on measurable ob-
jectives was being continued.

December 23, 1974-January 17, 192%--Lauren Housel, from the

DVTE was invited to present the way in which advisory committees
might help in the writing of measurable objectives at the
advisory committee meeting of January 14.

January 20, 1975-February 28, 1979--Results of the surveys were
tabulated, analyzed, and interpreted and conclusions, recommen-
dations, and implications were drawn and presented to the com-
mittee at their meeting of February 25. A skills and knowledge
survey for the purpose of helping to write measurable objectives
was also being developed and was sent to the committee members
on February 5 to be completed by the February 25 meeting. Com-
mittee work on measurable objectives was completed and made ready
for the teachers to write them at this meeting. On January 20

a form was sent to the advisory comﬂittee members asking them to
make a decision on whether or not they would remain on the com-
mittee for another year. The board of education approved com-
mittee members for the coming year at their February meeting
from a 1ist prepared similarly to that of the past year. At
this meeting the board also approved a prepared resolution of
appreciation for the committee members to be presented to them
at the February 25 meeting. A letter was sent thanking the
members of the committee for their contribution cver the past
year and a letter was also sent welcoming the new members,

March 3, 1975-Ngzy 30, 1975--Measurable objectives were written
in their final form.
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CHAPTER V

SUMMARY AND EVALUATION

The project on whick I worked in fulfilling the require-
ments for the field experience course was one which was badly
needed at Brownstown High School. In time either I or someone
else would have probably gotten around to getting these things
done. However, once I was committed to déing this project for
the field experience it was sure to be done correctly and more
promptly. By taking the responsibility upon myself of seeing
personally that the corganization of the advisory committee and
ifs use was done right, I learned about many aspecfs of the
vocational program that I might not have otherwise. This has
also helped in areas outside of the vocational program. The
knowledge gained on how to do follow~up surveys and write mea-
surable objectives can be used in other fields also. The public
relations experience gained from working with the advisory coun-
cil is tremendous. Meeting and working with resource people
and finding out where to get information has been very important
as an administrator.

Now that I have been through the experience, it is hopeful
that the paper I have written can be used as a resource for
others who are new at doing this. It has been written in a
simple and understandable form with the idea that others might
be ahle to use it and not have the struggle I did in many areas.

The field experience might be more effectively used if the
person doing the study could have the opportunity of meeting in

a seminar situation with others who are doing similar work.



Ideas shared this way would help to keep one on the right
track in case he might be getting too far out. Making infor-

mation gained available to those who need it would be a real

help for all concerned.
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LISTING OF PROBLEMS, PRAQJECTS, AND QUTQOMES

QM A COLUMN B
Projects, prublems, cutoames, idea changes, | Essential to| Desirable to | Not to Could be
activities that you want to achieve camplete camplete this | camplete put off
this year year this year !
but desirable
to camplete

within 4 years

Organize a general advisory
committee for the vocational X
program at Brownstown High School

Publish an advisory committee X
handbook,

Hold an organizational meeting, X

Send a thank you letter for
attending the organizational : X.
neeting,

Make recormendations of advisory
committee avajilable to the X
superintendsnt and the board of
education. : '

Recognize the efforts of the
individual advisory committee X
members,




Name Dale Lane

PROGRAM MANAGEMENT OBJECTIVES WORKS:(EET
{FOR ORJECTIVES THAT DO NOT HAVE SPECIFIC QUANTITATIVE INDICATCRS)

Title and/or Position

Principal & Vocational Director

Date _11-15-73

CQNDITIONS

OUTCOME  STATEMENT

CRITERIA

Time Period and/or Target Date

Plans for Change ard Problem Solvirng

Statament Dzecribirg Corditions
T okl Exist

By the December
board of education
meeting.

By Christmas vacation.

By end of first semestgr.,

One week after the

organizational meeting}

By the February boaxrd
of education meeting,

Appointment of members to the
advisory committee,

An adviscry committee handbook will
have been prepared,

Letters will be sent to committee
members notifying them of an

organizational meeting along with
an agenda for that meeting.

| those who did not attend,

Have recommendatione of advisory
committee prepared,

Recognize committee membere,

A thank you letter will be written to
members for attending and a letter to

They will have been sent letters
indicating they have been nominated
to serve on the advieory committee

The handbook will have been sent to
committee members.

Organizational meeting will have been

all The letters will be sent.

Give them to the board for their reac

Preparation of a resolution of appreci
| a certificate of appreciation, and a

| letter of appreciation from the vocat]
director,

and will have accepted this nominatioj.

held,

ion,

ation
onal

—-ou-—



ACTIVITY WORKSHEET

Program Management Objective:

Activity : : Completion Mates .
Number Activities to Acplish Objective | Iarliest| Latest| Actual staff \Uvber Respo sible
T.1.8 | Determime criteria for membership |11-21-73 |11-26-73 Vooational dimector and voeationd
on the advisory committee, teachers,
Prepare a 1ist of potentia.l comitt.e% 11-21-73|11-28-73
members,
Contact potential members by phone, |11-28-73 |ZPrior to Vocational director.
personal contact, or letter to see December
if they w 11 accept the namination, boerd of
educatioy
meeting,
Sutemlt 1ist of potential comn ttee |December
members to board of educat on for board meeiing.
approval, '
T8 Send appointment letter.
| 1.1.8.4 Prepare an advisory committee December : Ghrii'nn -
handbook, poard meel{ing,vacaffion, Vocational director.
|
1.1.8 Send a letter of invitation to { Christmas The week Vocational direetor.
1.1.8.5 comn ttes members to attend an F after
1.1.8.6 | organizational meeting along with an Chris
1.1.8.4 agenda of the meeting, vacatio

L

- ~90-



ACTITVITY WORRELRE LU

Program Manigement Objec t_ ve:

Activity ) Czliiion Dates
Number ~ctivities to Acconulish Objective | larliest| Iauzst] Actual Ctafl “emix2r Rasponsible
Hold organizational'hgbting.____ By end of| Second Vocational director.

first csem| week after
end of first sem

L.12.8.7 end letter of thanis to committee Day By end Vocational Director,
members for attending the organizatiofal after of first
meeting meetinf, week after
meeting.
i
1.1.8 ‘ Present recormendations of the February | May Vocational director.
|advisory committee to the board of board mtg| board mij.
education.

Recognition of committee megbers, April May Vocational director,
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HANDBOOK FOR OCCUPATIONAL AJVISORY COM¥ITTEE MEMBERS

Brywnstown High Schoo®
Brownstown Commynity Unit 3201

Brownstown, [11fnois

fecemper, 16873
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PROFILE OF THE SCHOOL

Brownstown High School is a public schoo! serving tne needs of

Cormuriity bnit #201. At the present the following cceurses are teing

sffered as part of this service.

In the area

of office occupation:
Typing I and 1l
Of+ice Practice
Stc~thand I and II

Bookkeeping

In the area of homemaking occupations:

In the area

Introdustory Home Economics and Related Occupations
Clothing Management

Food Management

Child Care Guidance

of agriculture:

Agricultural Orientaticon

Animal Science I

Mechanical Skills

5¢§1 Management

Agriculturatl Electricity

Agricultural Power

Agricutural Busfness Ranagement
Agricuitu-al Construction ard Management
Agricology

Meckanical Skil’s

Small Eng - nes

.
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BASIC POLICY REGARDIYG AJVISORY COMMITTEES
Ar advisory cemmiltee nay be def'red a: a group 3f persctns chosen
frce the cbmmunity, stugent bhody, state, or raticn to advise educaters
regardir3 educational pragrams. The ¢avisary -ommittee is usually 2
formally organized cimmittee appcinrted by proper authority or authoritd2s
for a defined term. The primdary purpose of an advisory cOmmittee {s
to provide a 1iak between the commurity ard tre school district. The
function of the sdvisory committee is to provide closer cooperation
é¢nd better understanding of career educaticn by iniustry, the general
pudlic, profescions, and the schoel. It orovides a two-way system of
communications between the 3chool snd community which is essential to
all educational programs. The advisory committee serves in an advisory
capacity and has no legisiative or administrative authority.
ADVISORY COMMIYTTEES AMD THEIR FUNCTIONS
The @#ttafnment of high quality ocrupational education programs
shich are realistic in light of actual or anticipated opportunities
for gainful employment {s not possible without the close involvement
of knowledgeable persons from agriculture, business, industry, ang
labor. The nature of occupational change requires that educators, and
perticularly those who are charged with decision-waking be kept informed
ot the current anticipated skill reeds of industry. Since the
school 1s designed 10 meet so many neads, it is not possible for a
single type of advisory committee to adequately serve and advise for
311 the needs in all the cccupations. Gererally, thk2re are two tynes
of advisory committees most commornly fumnctioning at the local lavel.
Thase are:

beneral Occupational Advisory Committee

The genera'! occumatiznal advisory committee 1s corcerned with the

"
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tetz” uccourtaticr:! educatyor orograms peing of“ered at the school and to
itvite ep ey requisemerts ard priorities. Uswvally, this committee is
(acerned with proliems pertaining to the development and evaluation
{{ the overall coccugational curriculum
The general oczupaticnal advisory committe2 is usually made up of
leading nembers of the industrial, business, agricultural, professional,
tabor and educational organizations of the community. Therefore, the
rajor function of the general occupational advisory committee is to
provide advice 'n determining general policies and types of occupationai
¢cucation that are needed in the community. Other functicns of the gen-
eral occupational advisory committee are:.
1. To serve as a communication channel between the schoo! and
community groups, assisting in identification of program needs.
2. To provide ciose caoperatrion and better understanding of a
particular career program between the employer, the genheral
public, and the scihool
3. Yo speak on behalf of community teaders in suggesting new
or modified curricula
4. To suggest related and technical information that should be
corsidered in the developmert of occupational programs.
5. To suggest ways fo. iwproving dissemination of proaram information.
6. To assist in identifysing facilities for internships and on-the-
job cocperative werk sxperierce. (May he a function of the
speciatized coma ttee: ‘
7. To keep th2 scheel irnforwed on chaages ‘1 Yabor market, specific
needs, ang a ccorLtany res‘ew 0f tre curricylum in the 1ight of

"

current tncal, stave, end naticns' aeslds,
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8. To assist the s:ny0" in urderstaaniin) *he occupaticra’® education
needs o¥ the communrity.
9. To assist in rezruitirg studerts, providing facilities, ana
placing qualified g-eduates in apsrcpriat2 positions.
10. To assist in the evaluation 2f the o:éopationa) programs and
the assassment of thesdr impact 21 the <onmunity
11. To give advice on spacse needs for occupaticna’ programs
12. To recommend ways through which occupatfonal needs can dest
be met.
13. To suggest and support reeded local, state, and national
action to assure adequate occupational education programs.

Specialized Occupational Advisory Committee

The specialized occupational advisory committee is usually organ-
ized to advise the school administratcrs regarding instructional gro-
grams in specific trades, crafts, ar clusters of occupations. Most
probably there will be a3 specific committee for eash curricula or
occupational program arca. Some specific functions of the committee arc

1. To speak on behalf¥ of employers and employees from specific
occupastion} areas.

2. Serves as a communication channel between the school and
community occupational grcups.

3. Lists the specific skills and suggests retated ard technical
information for the program and courses requirad for entry
into and promotion within a career area.

4. Advises on the type of ski''s, knowledges, and attitudas
needed to prepare stiudents for entering srto a specific

occuvation.
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Be RO GREGHDGE BOybiwd Toeve Ciay &na Sypes eF equipmest needed
for a spaRific sccupatiora) program. |
8. HMake sugaagstions which will promote and assure the highest
quslity prograa. |
7. locoanoads stascards at compotency and achisvement which are
necassary for entry inte . efployment and promotion within an
occupational area.
8. Acsists with au ovl1uat1on of the program of instruction,
9. shggosts ways for {mproving the disseminatidn of program
{atcrmation tc potentisl steudents und employars.
10. Assists 1a recruiting potentfal students, providing intsrnships,
and in locating appropriete jobs for quelified gracduates.
11. Kosps tha s:5hool informed on current specific needs and changes
in the l2bor market.
12. Provides & acans for the school tc inform the community of
neaded occupatioas) programs.
13. Assesses progrem needs in terms of the needs of the community.
14, Assists in Tong-tera program planning.
ADVISOR?iCOMKiTTEE ORGANIZATION
1. Personal Qualificstions - The degree of expertise possessed by each

member, i3 often 2n inflyencing Tactor in the invitatton he receives to

serve on the advisory committea. This knowledge, coupled with & genaral
inderstanding of the t1eld of sducetion, affords the schd0? a rich scurse
of information,

The critzria for mewmbarship on an advisory committee would
fnclude:

A. ¥i1lingness to dovote veluable tims to the committees:

8. Wide ranga of experiarnce;

C. Recognized lezderahip;
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B, Ap interest in the sc¢choo',

2. Term of Membership-While Brownstown Commupity Unit #2011 {s

apprecfative of the cooperation and contribution of 811 the indivijuals
who have consented to serve ¢n the differant advisory committees,

the school reaiizes that members often have comamitments and have

busy schedules. Therefore, ft 1s our policy to appeint all coumittecs
on a one-year basis. Wa expect Chat =69e ‘rdfviduals siun &and woutld

be wi’ifng to serve additicral terms. In addftion, there are those

wvho will be invcived in sowe facet of the progirém which will make &
continuing relaticnshig with the committee and asset.

In consideration of the above, we expect to rotate the membership
so that it would not be burdensome and 30 that other individvals wio
have expressed an interest in the program may have the opportunity te
make & contribution. Even though basic pelicy calls for membership
for one-year, we hope approximately two-thirds of the committee membdor:
would be reappointed to serve as experienced members. Using a stagperad
replacement rate of one-third per yoar thara will alweys be new =mwzbers
coming into the committee with experienced members providing the
needed stabilfty and lsadership. ¥hen a torm has expired, 2 new
committee member will be appotnted b& the school.

3. Selection of Committee Members-Advisory Committee mambers aust mact

the criteria previoxsly spelled out tgd ara ussally noainated by the
many di€ferent professional organrizations, educattonal orsnn?zatfﬁn&;,
labor and manufacturing organizations wit2in 3 community, by faculty
and others, Final selection and zpproval cf adv'sory cdauiitec neRLETS
wiil be made by the scho0ql,

4. Selection of the Chairmar-The diffevent committse mambers of esc®




40

Committed wil) select thefr own chairman o préside cver the mcetings.

5. Luties of the Zh2irman-The chief duty of the chairman {s to preside
at 21)1 meetings of the committee. He will be eupacted to work closely
with the administration at ail times end will be ctonsuited when the
agenda for the mseting is prepared. The chairman will appeint sub-
committees ano raspresent the advisory committee when appropriata,

6. Hho Represents the School-The director of occupational education

wi11 represent tha adeinistration at ths general occupational adyisory
committee meetings. The director of occupationsl education will pssist
the spectalized occupational advisory committces. in their organizational
phase; however, i1t {s expected that the different department or division
chairman or program heads for aach of the major occupational areas

would be the official school representative at these spacific meatings.

7. Duties of the School Representidive-The school representative 1s

mainly present to seek advice and not to give 1t. One of the dutiet
of the school representative in consultation with the chairman 1s the
preparation of the 2genda for esch meeting. It is the responsibiliity
of the chairman and the school representative to outline the tasks

to be accomplished by the committee aand to prasent {tems or problens
needing actian to the advisory committes for thelr discussion and
recommendations. Other duties of the school representative itaclude
reproduction of the minutas, rotifying mesmdars of time and place of
meatings, arranging for meetirg rooms at the sc¢hool, and prepering:
reperts of progress. The schooi will assume the tasks providing ail
clerical assistance nesded in ths work of the committee, including
minutes, reports, recommendations, and specie! notfices.

8. Linss of Cosmunication-It w#iil be the practice of Erownstown

Community Latt #2031 to ssnd canles of the miqutes, tasluiing recommon-
datdons, %¢ the #olvewiag ‘wdividue’'s and agencies: (A} Admtnustrastva

?"D

of



41

fficers of 2hg school, (B) the different depariment chairmen of the
chaol {C) thke semhers of the advisory tommittas, asd (D) the organt.
k¢ions reprasented by the commitiee peaners,

. Numbe: of Members on the Advisory Commyttees- The number af memiwts

" 3n advisory committee u?li vary with the agture of the program sarvid
1ts yroup normslily showld not exceed twelve tc fifteen memdbers which
i1l be Yarge encugh it tend itself to ‘nforwmal constructive discussien
1¢ yet provide an adecuate cross-section of the differ2nt community

iterest groups.

). Number of Advisory Committee Meetings-There i1s no set pattern as

) the number of maetings to de held by the agvisory committee during

1& course of a yaar. The number ¢f meetings depends entirely upon the
wrticular occupational education program and the numbero'f tasks o

v accomplished. The number of meetings to te held snould he esteblinhal
r the advisory committee at the orgenizational meetirg and this agreed
on figure should be adhered to 33 clossly &s poaisible. If may b
ssible to avoid calling numerous meetirgs by polling committee members
a telaphone or by matil questioﬂnaires theraby reducing the number

" times for hoicding $n official meating.

> g
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BrownNsTOWN CoOMMUNITY UNIT ScHOOLS

THOMAS M. ROBERTSON. SUPERINTENDENT
DISTRICT 201
PHONE 427.3355

BROWNSTOWN. ILLINOIS 62418

EDITH GARRETT
ELEMENTARY PRINCIPAL
PHONE 427-3368

DALE LANE
JUNIOR.SENIOR HIGH PRINCIPAL
PHONE 427.3839

February 5, 1974

On behalf of the Brownstown Community Unit #201 Board of Education and
the Vocational teachers and Administration of Brownstown High School,

I take great pleasure in welcoming you as a member of our working team.
Your willingness to serve on the General Occupational Education Advisory
Committee for a one year term is appreciated. Your contribution is
viewed as an essential part of building quality occupational education
programs at our school. Your experience and interest in our school
makes you a valuable member of this advisory team. Not only is this

an opportunity to contribute your talent to the school, but to the
community at large as well.

Enclosed is a copy of the school advisory committee handbook. Should
you have any questions regarding the function or purpose of the advisory
committee, please do not hesitate to call me.

The first meeting of this committee will be held at the school on February
21, 1974 at 7:00 P.M. The meeting agenda is enclosed.

Thank you again for your interest in this program. The school is indeed
proud to have you as a part of our working team.

If for any reason, you will be unable to attend this meeting, please
contact me as soon as possible,

Sincerely,

Dale Lane, Principal

L/gw
Enc. 2
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AGENDA FOR ORGANIZATION ADVISORY COMMITTEE MEETING

BROWNSTOWN HIGH SCHOOL
Brownstown, Illinois 62418

AGENDA
General Occupational Advisory Committee :1eeting
February 21, 1974-7:00 P.M,

Agriculture Room
Brownstown ligh School

ORDER OF BUGINESS

1. Welcome

2. Introduction of Committee members by Glen Mills, Agriculture teacher

3. Brief review of the responsibilities, duties, and functions of the
acdvisory committee--Dale Lane and Greg Wildt

4. Description of existing vocational programs:
Office Occupations: >Mary Ann Doehring and Pete leiden
Homemaking Occupations: Phyllis Smith
Agriculture: Glen Mills

5. Set date for next meeting

6. Adjournment

7. Tour of occuvational facilities



Generaf Occupational Advisory Committee Meetding
Minutes of Meetding
Februany 21, 1974
Brownstown High School
Brownstown, TLLAnoAS

The f§4nst meeting of the General Occupational Advisony
Committee was held on Februanry 21, 1974 at. Brownstown HAgh
Schoolt.

Mrn. Dale Lane wefcomed everyone and 4ntroduced Ma. Tom
Robentson. Ma. Robertson expressed his appreciation gorn Lhe
cooperation shown by the membens 4n ornganszing the advisony
council.

Mr. Raymond McELheney, president of the school boand,
also expressed has appreciation of the willingness of the
membens to panrticipate in the council 4in behalf of the
Board of Education.

The -members of the commititee werne antroduced by Glen
MLLLs .

Mr. Lane went oven a brdief neview of the responsibilitdies,
duties, and functions of the advisory committee.

Mn. Greg Wildt showed the following f4L€mstrips about
advisony councAls:

The Role of an Individual Advisory Counc4if Memben
Propen Functions of Caitizens Advisony Councils

Citizens Advisony Council and Careen Education
Benef<ts of Advisony Councdls

L N —
“ol i B

Each teachen gave a brief descraiption of the vocational

programs 4n their area. The vocational teachens anre:



GLen MiLes, Agrnicultunre; PhylLis Smith, Home Economdics:
Mary Ann Doehning and Pete Hediden, Office Occupations.
It was decided that the next meeting would be held on
a Tuesday in March. No specific date was set.
The meeting was adjourned, and the councif was taken on

a touh ef the existing vocational facilities.



Feb. 27, 1974

Hrs. Carol Williams
Brownstown, R1. 62418

Dear Mrs. W{illfams:

tnclosed 1s a copy of the minutes of our February 24, 1974 organization
idvisory committee meeting. MWe are sorry you missed that meeting and
fope you will be able to attend the next one. The committee decided

o neet on Tuesday evenings in the future in order to avoid as many

tonflicts as possible. You will be advised of the exact date and time
for the next meeting at a later date.

{incerely,

hle Lane, Vocational Director

L/gw
inc. 1
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AGEICULTURAL QCCUPATIOHS EVLIUATION SURVEY

Nang Yesr leaving High Scheol
MAxess:  Si, or xoute Tovn, State_ _ Zp_ __ __

Blusation - Higheat prade Aditional training: Type progran

Longth of tralniug School v Company
Pragent Oeccupatien — _iocation

(titde - pusition)
Nature ef Yerk .Name of Coapeny

Self employad ___ Uneaployed _ _ Simed Jeyrices Length of Service

Tsavs at presant Job Do you alsa wexk 4. s pert-time Job

N

L]

AGRICULTURAZL OCCUPATIONS FUALUATICS €U HIGHE SCHOOL CURRICULUM

Rank asch Agrisuitime Rova 48 3 %Y tho scnool. instructos helped prepare you for
your prassat occupativn, Cirslo uns qymdol par area Uated.

Me:isie ~ A  Inadeguats « 1

AGRICULTURE JUDGIIR; CONTESTS

Aning). scioncs ) Pulilic spesidag A1
Pt scianew 7 Pav.imsntary Precadixe A I
Seils R Soll Jwdging Al
Natwssl TesewTeas Srala Judging A I
Narket g & finwace isve iteels Twdging A I
¥arm nonsgonent By Judging A1
Caxyuntry Moniznics Lontest & I
dokddrg Zeslorahdlp sctivitisa A 7
Rlocwrialhty

Farn sechinezy A

Dorear & aniinws b

FFPA Proiect A

Fl2ld irips A

F Y ]
B e Ra Ke BN o a A L S RN L RS o

FFA awaris wregyan A

Comments:
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Dear Graduate:

Enclosed is an evaluation survey fowym to be completed
and returned in the self-addressed envelope.

The Brownstown Business Education Department is asking
for your help in evaluation the school program. You, as a
former student of the business department, are in a good
position to help in the evaluation. With your cooperation and
help the school will..be able to contianue to offer and im-
prove, relevant programs of instruction to the students.

Data provided will be used only for comparisons and
averages by group areas in regard to age, education, training,
occupations, occupation areas, course subject opinions, and
recommendations.

All information will be valuable for a good evaluation.

Sincerelv vanrs

Mrs. Mary Afin Doehring
Bob Page
Business Education Dept.
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S FUDENT FOLLOW-UP SURVEY - BUSINESS EDUCATION OEPARTMLUT

Name Telephone A/C

Current Address

{Town) Staze)

Permanent Address

VAT

L Teown)

Fe
L 1
ct
5]
-8
]
e

Emplevment Items

l.‘

Wwhat i6 yosur prezent employment statuc? i(Thecl ali that

(A Employed fuli-time (mere then 33 heours por weesk)
) ___Employed part-time {less than 35 hours petr wenic)
(C)__ Enrolled as a full-time student In collicge
R Enrciled as a part-time student 1:x colliege
(B) In the Armed Services
(F) Unemployeu (if unemployed. cheak why)

(].) Heusewife

(2)__ I:ivess

{3y ther

What is the name and address of your present emd! . yer?

Y} Name of Firnm

JI>

[4
\

(B) Address __

{Towvi) (Stats), -

(41p Cede
‘C) Name <f ysir immediate supervisor R
{2} S.perviser's title_ e _———
Wrat 1s your Jjob t.tle? . o
How related is your job %o the trainina recsived at oohoal”
(), TIdanticnl
(B) Raiated

eh " Unrelaes



5. I you 3ve presently or have
Wworx., ingicate the adegualy
Brownstown High S

skl

Shnerthand Dictation Speed

Shoerthanag Accura.cy
Typing Speed

Typing Accuracy

Transcribing from Shortnand

)
2hivol Seerst

Does Not
Atply

been previausiy empiyyad 1n
£ the trainirg yo: rezeived in the
a
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~ -~
LN 20 T <
[P R

Wis Fair

More Than 8deguate Traini.ng Tre-o
Adeguate Training "
Training

P et

Transcribting from Recorded

Letters

Typing Tables

Typing from Rough Draft

Operating Machines and

Equipment
Pilling
Speliing
Yocabulary
Punctuation
Capitzlizaticn
Grammat
Composing Letters
Sentev.ie 3tru:ture
Greeting Callers
Telephone

Other Skills:

P e L et

1 e 8

———

- — s s

————

i — . — ——
— - ——
— ——
B - — —-——— -—— . r—
- - -
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6. List other skiils which you fe2l shouid have be2n taugnt in the
Brovwngtown High School Secretarial Progren.
7. {3kialls for office practice) Evaluate the school training rolelv
for performing each of the {ollowing.
Excellernt Guod Adeguite  Less thzr.
adeguats
-LETTERS

Placement on_page

Use of stationery &
carton paper

Composing

TYPING
Speed development

Business forms

Tabulation

Bugliness revoris

Finanelial statements

Legal forms

Telegrams

Interoffice memorardumns

SHORTHAND
Speced develcpment

Maiiable letters

BUSTNESS ENGLISH
Grammar

Punctuation & capitalizasion

OFFICE PROCEDURE
Mailing serviczes

Incoming maiil

Outgsing mall

Telepnon:

Remepnisn. £t idty

Personal hablts

FILING
Aphabet:c

Geographic

Numeri¢

ta

Commercial fillne gvgtens




-

s

AN

+

wAS e

Allggia o
Ri:

FINANTTAL DUTIES
Petry zash

Checkboek

Casnin_payments & receipts

Pavroisl

TRAVEL {1tinerary)

B. Flease ligt additiconal items which are niot

you {eel essential and should be
ciacs,

EDUCATION ITEMS

inetaded

ated above tas
the office pras

(4]

9, If you azre enrolled in a post-high schoel irstitution. what s

your major?
Major

Name of Institution

——— e e o

10, If you went for additional tiraining beyond high schecl. please

check reason/s why.

Dasire of parents

Keceived echolarship

EVALVATION ITEMS

Other (please explain)

Changed occupational goais

Pelt 2igh school training inadequate

11. Please rate the coiurses in which you were enraciled whi
at Brownstewn High School, accsriing te the dogree wol

you on ysur job. 2

Exzeilent

Gereral Buaginess
Business Machines
Business lLaw
Recordkeeping
crkikeeving

e 3

Seeretarial OfTlce Practice

Good

Foor

<
LD
-

%
~ bl

Of No

2 stugan:
Y helyp

valu-
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Excellent Gocd Poor Cf No Value

Typirg N

12. Which coursge (g) taken at Browrstown Hign Schoci have Deen
mast benefit t you on the jb ¢r in scllege?

13. Were there courses offered at Brawnstown High School whieh,

had you taken them, would Lave bene€itad you now on yeur job

or in csilege?

14, Do you have any sugPest‘ons fer ways 10 whz:h “rcw 1S tiwn
High Schcel could imprave its secretarial prrgram®

o — . Yo —— -
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Dear Graduate:

You, as a graduate of a‘ownstown High School, Are one of
our most valuable sources of suggestions for improving our
instructional offerings. We are certain that your learning
experiences to date, relating to fields of H.E.R.O. and ideas
for improving the program you graduated from can be of great
assistance in our efforts to do a better job of serving the
people of our community. -

Would you please help us in our efforts by taking .a few
minutes of your time to complete and return the enclosed
questionnaire, using the self-addressed stamped envelope
provided.

Please be assured that we will not use your name in any
published reports on this survey.

Your cooperation in this effort is most appreciated.

Sincerely,

Mrs. Phyllis Smith

Home Economics Dept.



I.

IX.
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BARAPLE STUDENT POLLOW-UP .:URVIEY’
Personal Informaticn

A, Nama

B e AR

B. Present Address

{(FWumber, Street or rural route)

(city/tovn) (state! (zip code)
C. Telephone Number A/C '

Bmployment Information

A. Are vou in fnll-time military service? Yes No

Xf yeu answered "yas®™, STCP HERE. [0 not fill ocur the
remaining survey, but mail this pirt back today

8., If ycu answered 'nc®™ to IJA, piease continu2 with the survey
by indicating your snmployment statua.

1. ___Empioyed full--time (35 hours or nore/week)
2. ﬁmpioysd part-time (less than 35 howur/vweek)
3. ___ Uremployed
4. “Unavailable for emp)nvmen fyou cannot accept a job
T for one of the fulluwing roasons)
‘a) ___ Raceiving further educsztion or training
(b} Zliness
{c) ~_ Houasewife or pregnancy

{3) __Other

C. If you are presentiy employed, pleas2 indicate the relation-
ship of your job to the cccupational training you received
while in school. Y am dmployed im an occupation:

3 for which 1 received training.
2, T__Which is related to my traiaing.
3. “whach is not related ¢ my trairing.

D. If you aie presently employed, please check to indicate
vour approximate hourly wages,

__ less than $2.00 per hour
52,00 ~ $2.99 per honr

~$3.00 ~ $3.99 per hour
TTT$4.0¢ - $4.33 per heux
TTe5,00 = or more per hour

&

-

n

N Lo D)

— -
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E. Please indicate below your present employer‘s name. address. etc

1. Emplover's name

2. Address of employer

3. Your present jjob title

— . —

(Street) «(¥Fown)

{State)

-

(Z1ip

III. Continuation of Education and Training

A.

you

In school

fuli~-time

are in school now, please indicate below:

.

In school part-time

you are in school now, please check. I am enrolled in a progren
in which I received previous training
which is related to wy previous training
which is not related to my previous training
are not now in school, please check
Yes

Are you interested
No

you
further occupational training? o
If vyou checked "yesa" to item III-C, please indicate below the
kind of training you are interested in,

ADEQUACY OF TPAINING R
VERY ADPQUATE | ADEQUATE INADEOUAT“ -

e——

ewing Const

b ——

Jteratlons

Jpp——

iewing for Proflt

‘cod Preparation

- —————— - &

mnagemert

-

— e — —— --.v——_.]—.—--_

ierving

-— - - - ‘_—“ML‘--—‘-“‘“--“--M-

afety & Sanltatlon

ce e e R e ——

Jse of Commercial '
nulpment

B e S N e

| (S

cae - .- -

Jiantative Cockery |
]
4

s m— a— _._,A-ﬁ .

-AF--WI‘H-" - -
mx‘d Guidance

— - o

Personal Techniques

e e

%reerq Resurie

v e S = i - e

Q

o

L]
!
|

(ensumer Edncarion o
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inprovement of ths Program
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Please indicate below howw this vorational) pregram can be

impreved.

tirme

needed,;

For exanple

etc,

18 bet

ter equipntent

re2ded

mere lap

To what extent did the training received a‘t Brownstcwn High School
help yocu with what you are presently doing:

A A great deal X ”Md ret belp at ali

Please indicate with a check mark the quality of service cx quality

B.
C.

e p—y

Scome

Very

little

[Lriest
*

—
une
S

exrtain

¢i the following functiong at Brownstown High Qchool,

sl

P s i S R A g s 2 .
" !‘ll
e .| QUALITY OF sSERVICE!
i © {
4&: g 1 o :; C.; !
» OR FUNCTION : b >v3 | o
ERVICE CREREY IR A 00
- Prmol B R o B, M !
¢ | >»inx]iO0o oDy 0
(3] N ¢ Ve > o o
Xleol|>leog O] &
e T m > i< im Skl A8 | )
A.Vocational guidance & {
counseling i
et ""-' ha Rt ".'-'- A AL e A --": - — -— = E"“"- o —— -
B.Financial aides service 1 '
) T A A e i J_WH_H_L_wJ“-4m~W v
C. Placenent
T mmwma e w TR R e — e A W S A —— amlpe: . pawell - = e o --._r'“ —
D Health services : 4 ! !
— o —— . - . - — . —  —— .A—.—m--qg--—-vi-—._-. -g- - =g ----'---— - -
E Faca eerrzﬂee i ; ! i
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L Btm..oz;t Activities ¢ 4 3 ; |
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DECEMBER 3, 1974
FROM: DALE LANE, VOCATIONAL DIRECTOR
RE: BROWNSTOWN HIGH SCHOOL SURVEY OF VOCATIONAL PROGRAM

Dear Graduate,

A few days ago we mailed yop an evaluation survey form
concerning the vocational program of Brownstown High Scbool.
If you have already completed and returmned this form, please
accept our thanks for your cooperation.

If you have not as yet completed and returned the form,
may we urge you to do so at your earliest convenience. Your
response 1is essential to the ultimate wortii of this survey.

Thank you for your help.
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DECEMBER 16, 1974
Dale Lane, Vocational Director
Brownstown High School
Brownstown, Il1linois 62418

Dear Graduate:

Recently an evaluation survey form concerning the vocational
program of Brownstown High School had been mailed to you asking that
it be completed and returned. As of today we have not received your
completed survey form. '

It is imperative that we receive a completed survey from you in
order to determine ways in which we can improve our vocational program
and thus better serve the people of our community.

Perhaps you have overlooked or misplaced the original questionaire.
If so, enclosed you will find another copy. In addition, a stamped,
self-addressed envelope is also enclosed. Please complete the survey
and return it to Brownstown High School as soon as possible.

Thank you for your cooperation.

Sincerely, _

Dale Lane, Vocational Director
Glen Mills, Agriculture
Phyllis Smith, Home Economics
Mary Ann Doehring, Business

Robert Paqe, Business
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TABULATION OF DATA FOR LACH YLAR 1969, 1971, 1973 AND TOTAL FOR ALL THIEE YzAkS FOR AGIUICULTURAL
OCCUPATIONS

AGRICULTURL 1969 197 1973 TOTAL
Animal Science A-2 I-0 A-1 I-2 A-3 I-2 A6 I-4
Plant Science A=2 I-0 A=l I-2 A3 I-2 A6 I-4
Soils A-2 I-0 A-2 I-1 a=3 I-2 A-7 I-3
Natural Kesources a2 I-0 4-0 I-2 A2 I-3 A-L, I-5
Marketing and Finance A-2 I-O A-2 I-1 A3 I-2 A7 I-3
Farm Management A=2 I-0 A-2 I-1 A2 I-3 A6 I-/
Carpentry A1 I-1 A-2 I-2 A-3 I-2 A6 I-5
Welding a2 I-0 A-3 L AL I-1 49 I-2
Electricity 40 I-2 A-2 I-2 A3 I-2 A5 I-6
Farm Machinery 4-2 I.0 A-2 I-2 43 I-2 A7 I=4
Power and Lngines A-1l 1I-1 A=2 I-2 A3 I-2 A6 I-5
FFA Projects 222, T 43 1.0 AL I1 A=9 k8]
Field Trips A-O IR A-3 I-0 A-4 I-1 A-7 I-3
FFA Awards Program A-1 I-1 A-3 I-0 AL I-1 A-8 I-2

JUDGING CONTESTS 1969 197 1973 TOTAL
?Public Speaking A1 I-1 A=l I-2 A3 I-1 A=5 I-4
Parliamentary Procedure a-2 I-O A=1 I-2 A3 I-1 A I3
Soil Judging A-1 I<1 A2 I-1 A2 I-2 A5 I-4
Grain Judging A-1 I-1 A2 I-1 A-2 I-2 &5 I-4
Livestock Judging A-1 I-1 A-2 I-1 A2 I-2 A5 Iw/
Dairy Judging Al T A-2 I-1 Al I-3 AL T-5
Mechanics Contest A-0 I-2 A1l I-=2 A-2 I-2 A-3 TI-6
Leadership Activities A-1 I-1 A=2 I-1 A3 I-1 A6 I-3

COMMERT S:

1969%-Priority should be in the areas of: Natural Resources, Plant Sclence, Soils, Public Speaking,
and Managenent.

1971-Priority needs to be put on: Ecology and Natural Resources

1972-There is a neced for more tools and teacher experience in the areas of: Farm Machinery and
Power and Engines
Engines classes are good for work on ones own car and part tlme Jjobs related to agriculture,
Business and public speaking have also helped,



ST LIS YOS, RLOCOMMENDATIONS,

DT vOSATIONAL PROGRAMS

AT IMPLICATIONS AS A RESULT
(HOMEMAKING OCCUPA'['IONS ;

(HYE

AGETIZULTURE,

CSURVEY OF 126y,
BUSINESS) OF BROWKNSTOYW:™:

197 & 2973 GRATGUE L5

iixen SCHOCL.

'fhe purpose of completing a survey i8 to gathce data which can be used fc araw conclusions and make

gerieralizations.,
should be formulated.

PRCARAM Ag&icultn&e

Tharefore, after Azta are presentad, cenclusizsns, recommendationsa, and implications

wWHA' ! ARE CONCLUSIONS?
(Concluszions are generalizations
supported by specific findings
qenzrated from the study. They
shs:ld be organized in terms of
the opjectives of the study.)

WHAT ARE RECOMMENDATIONG?
(Reccmmendations are generalizations
based upon the conclusions. They are
directed toward specific individuals
or groups with specific suggesticons.
They tell when, how much, and where.)

WHAT ARE IMPLICATIONS?
{Implications are the applica-

tion of

specifin situations.

reccmmendations to
They &g-

detailed recommendations.)

1. Farm management class will
nzed scme tZudy and work cx
clads content,

A5, Electrlcity wil Require
nase class nxganizalicn,

Lo ]
hem
L ]
.

FFA pAogram was chacked
&dequete In all aaeas,
excepd daiay judgiang ard
mechanic contesd.

1. Advisory touncil ziudy Farm
zanagement class aore despiy al
next mesarfing.

11, Tae Ag. Sub coemitlee m»akre a
none 4im depth study of eciadlewd
1w be izcluded imn Ag. Electuicit

111. To Lthe Ag. Teachker 2o woaz

more on thes: axeas 2o im-
prove sludent oppoatunities
in Lhese arcas.

1. a.

b.
c‘

1l.a,

711.a.

Look at a chance Lo
ude "Successful Faam-
ing® magazine Lin elass
Firancing

Market s2udy,

Should discuwis wkhat
48 nok taugni iR race
Lo see wheae we dre.
(Kits.}

Electrical wiring
processes. and PAc-
cedured.

Use Hoard's Daiaymca
fudging contest., AEL
dtudents studies Zhe
§97¢ team. Ik Vainy
Lthe team placed 3ad
oul of 12 teams aad
are excated abeout
going back,



AL a nzsult of student
commenrs, some attention
might be jivea to Zke
gollowing areas:

Naliral Resouis e

Ecology

Plant Science

Sox82

Public Spéaking

Managemenrt

Kore Tools

These creas miaht be dis-
cusded by «ie advisory cou-
redldl v &ee {f theae ar-
aome areas herne whkicn indeed
do need more a’ieatior,

A imases

1ny.

(L
[
\]

* {8

Mechanies has not beew
pﬁafieipa ed in fo*

Lhe paddl 7 Yyecrs gny
although students did
not check 4inadequote

in most machineay anreas
areas, Lne students cid
ekeck Low 4in mechanic
contesl.

FFA and Ag. teachen
shoutd beaome as compexl
dng in the sec2ior 4Ln
Hecharnics aa 7= !i.z.au
and Par’ = aaary Pro-
:'..".du&?,.

Inglitute insc the ciraxcula
Noxt epphaads sn thzae arecs
where 2he couvmeif Zhink
Lhere should be,



TABULATION OF DATA FOR E.CI YEAR 1969, 1971, 1973 AND TOTAL FOR ALL THRIZ Y=ARS FOR HC EMAKING
OCCUPAT ICNS

II. Exployment Information 1969 1971 1973 TOTAL
B, Imployment Sttatus
1. Employed full-time .
2, Enmployed pert-time
3. Unemployed
L. Unavailable for employment
(a) ieceiving further education
(b) DNlness
(c) Housewife or pregnancy
(d) Other
C. Lelationship of job to training
1. For which received training
2. Related to tralning
3. 1lot recleted to tralning

orno OO0 0krrwWOoN
= OO ololoNoNoN " NeN
OO ololoNoNoNoNoR N

ONOOFHPX™~0Wm

&

III. Adeguecy of Trainiag 1969 1971 1973
EKILL VaalI VL A I VAA L

fewlng Const. 2
Altcratione
-ewing for Profit
Food Preparation
Managenent
lerving
Safety & Saniteation
TUse of Commercial
Equipment
wuantitative Cookery
Child ™ridance
Perconal Technigues
Careers, Kesumes
Consumer Iducation

SIS
N ey

<3

DWW
N

—H

NHEY HNHH
—
[y
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BN HN
Hhr

[
|l

[ W =N
=MD
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IV, Corments for improvemsnt of" program:

1969-Need for better equipment, more teacher training, and more and better labs.

1973-Need for better machines,

QUALITY OF SELVICE

A,
B.
C.
D.
E-
F.
G,
H,
I.
J.
K.

Vocational Guid. and Coun.
Financial aides service
Placement

Health services

Food services

Learning resource center
Admissions program
Records and registration
Student activities
Athletics

Intramrmrel s

LVAVE RN S V)

U
1
1
g
1

[l (SN V)

E

v
13

e

T

1971 1973
GABATIU EVGABATIU EVG
1 2 .4
2 1 i X 1
1l 2 1
1 2 1
2 132
1 1 2
1 2
1 z L 2
2 2
2 1
1 1 11

S
B

MAPrONOCNLDODVVONONWLWWLWW

w D HMMMOMDDODDOHEHD

A

(ol ol SN )

—

H

H HFWWHRHEHERFRDNDG

(AVE. )
3.57
Biu33
3.43
3.11
3.25
3.29
325
2.60
4,50
3,00
EN A
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{HOMIMARING QUCURFATIONS, ACRICULTULRII, RIISINESS) OF BROWELSTOWN MIGH SCHOOL.

ne gurpose of completing a survey is to gather data which can be used te draw conclusicns and make

Jeneralizations.
skc:11d be formulated.

VAOGRAN _Homemaking Qcoupadiaons

WHAT ARE CONCLUSICNS?

{Conclusions are generalizations

supported Ly sgecific findings

wznerated from the study,

They

saouild be organized in terms of
the dObjectives of the study.)

~

Therefore, after duta are presented, conclusions. recommendations, and implication:s

WHAT ARE RECOMMENDATIONS?

(Recommendations are generalizations
based upon the conclusions.
directed tceward specific individuals
or groups with specific suggestions.
They tell when, how much, and wherxe.)

They are

WHAT ARE IMPLICATIONS?
{Impilications are the applica-
tion of recommendations to
specific situations. They aro
detailed recommendations. )

iwn dunvey of 1969, 1971. and
1473 graduale i ﬁamemaking
Oc2upatinns L8 wad found tha?

moae Lhought tihey wmene emoloyed
ix o $ield not dineclly nelated

£o Lradinina,

42 jar as analyzing_adeaaacy of
Lhainang 4in Homemaring Cccupa~

£i058 Lthe conslusion wad that 4o

the AReas of Sewing for Profit,
Altenations, Carcens, and

Re.cumes the graduates §el.t that

iraindng wes more inadequate
than adeguaite.

8f aralyzing othen couments owm
Zhe {mpiovement o4 fhe parogram
L4 was found that the §ollow-
{ng sugges.tions were made:
#¥sed more and bettea 2quip-
went, Mcre Lab fime and §ur-
thea teachen traiming.

“ ir anqlyzina thy student gollow~

,.

3.

4.

dchool and a2

(ZTRecemmendations based on comelusionsd
are a8 golfowa:

Add a one and two y2aA counrde Ln
Homemaking curniculum® on Sewding
¢ox Prodit and alterations,
Students way benefsl moe by
workimg on proiccls both during
gme .

Emphasis should be Lowards stim-
ulating sfudents 20 use time
wisely and efjfeclively, -
Emphad4ze Lhe value of working o
4 vardety of altiration profects
dor a gadin of confidence and
skile, Exposure to moxe places
0f businzas nelated to the Lotk
ing QCccupalional axca,

Requine o spe.cific numben of
alieration prosjecss and garments
By aequiaing gach 4individual in
class 20 waite or wmake a oral re
puat or Careea aescarch related

2o clothiag oceoupetions and waits

ing a Resume o2xe may be more

| 78y more ad2quate individual VgcazionquThe xecommendalions may be
el counciling near the beginning and
completion o4 the Vocational program
with emphasdis idenicfying requiremen
benefali, Negative aspects 94 vocall
awareness 04 how Lhe Iraining a4y be
Aelaled Towards a variety of vocatio

implicated by Scheduling Con-
ferences such a3 a dedcnate
s ,detadiled ssituaiion and a 4An-
‘goamaz s{tuation durding schoc!
ourns, Aliac enowledgeable
JObjectives related to tradadng
may be emphasized mone ad The
be.ginning, middle and near
completion of pragram,

bZSiudenta may have mGAL expeRr-
ieneces by making Sewing Fonr
Progil a one and 2Zwo year Cou/
Sfudents may worh or progjecds
both at home and schcol.

Stimulaze s2udents to wse ctz:
Lime nicely and effectively.

ﬂ
Emphasize a vardeldy of altzna:
tion paofects and others Lo o:
) completed during the yaeax,

d
Take field 2aips Lo busdinesse.
related to tre clothing f<efd
{Dness dactony, Fabric saop,
uvholstony eartablishment, alzs
| ations depantmeni, allerafdion:
at ones hoae, community weopli
with 3ki28 on needle arts and
quidting.}

<l




1= the area of aualixyg o3
éeAvACe On gunctioms a2t BMS
2Ll except Athletics (which
was average.l Records and
rnegiatnation (which was be.t-
ween average and veay good)
end student activities lwhich ]
was beiween below average '
end totally 4inadequate) (LL2
in the average and the belcow
avenage catagory.

knowzedgeabde of the wonld of
work in the field of clothing
and betten prepared in making
job applications.

zquisition more equdipment such
as sewing machines, sewing dup-
pEies, more storage space ai
the end of the school yean.

Try 2o make 2ah time more eg-
dective because 1 don't knew
ow to make peaiods lLomgen.
tet students ¢Lay down ertia
periods during the school

day.

By feacher contimuing to alitend
annual YVHETA econvention and
extra courses they are able

to funther Lrgindng.

0f providing the 4cli:wing
functions and services 4im an
oxganized mannex im the future
in 2hese areas, i
.0,
Finoncial aide s2avice
Placement
Healz2h seavice
Food Seavice
Learning Kesourez cerntexr
Admission prcgram
Student activitied
Intrawmurals

V. Guidance and counceling

Each s2udznt shall waile ] reponrt
caneen refated to the CLLohing arec
jon evaluation at the end cf{ the

semedtexn, Each student shall write
a Resume, Sk4its shaltl be given 4in

| class by studants with help of Com-

munity resdcunces oa fob applicatizyn

ﬂk?uachaéa 2 sewing machired, punchas

McAC sewdirg suppliesd,

| Students may come down extng perisd

| Teackers atzend TVHETA § Consumen

x

H -
7 Give atleation to the porriblilily on Zhese and oaganize Them.

Educatlion Conveniionsd.

This wrold mean pAvviding a couns«d
Az Qomeone Aore Lime 2o zoncaalrale



1, Employment Status

1969
d) Employed full-time 3
B) Employed part-time

C) Full-time student

D) Part-time student

(E) Armed forces

(F) Unemployed 1
(1) Housewife 3
(2) Illness
(3) Other
4, Relationship of job to training
A) Identical
B) Related 3
(C) Unrelated 2

5. adeguacy of training

Chorthand Dictztion Cpecd
Shorthand Accurzcy

. Typing Spsed

Typing accuracy
Transcribing from Storthand
Transcribing from lecorded
Letters

Typing Tables

Typing From Rough Draft
Operating Machines and
Equipment

Filing

Spelling

Vocabulary

Punctuation
Capitalization

Grammer

Composing Letters
Sentence Cttructure
Greating Callers
Telephone
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Other ckills needing to be taught:

1969-Ltenotype, shorthand, dictaphone, more practical experisnce

1971-0ffice mechines

Ckills for office practice 1969
%G ALIA

LETTLRS

Placement on »age 14 1

Use of stationary & l

carbon paper

Composing 4 &
TYPING )

Speed development 2 .

Business forms + 3 1

Tablation 12 1

Business Reports 2 2

Finanecial statements = 2

Lrge) forme

Telegrams .2 I

Interoffice meomorandwas 132
ST LD

Cpred develo vient 3 3

iieilatle 1/ tters 2 1
BUSI_Li ENGLIuI

Grarmar 2a 1

Panetuatlun ard coplteliasation 13 2
Uhesat B8 TR

13l ins acxvisus 2 2

Incoming nadil 2

Mbagoing pell 2 ¥

Telagphone -

Taaceptisnist duby 2 =R

Prra-nel hohits .3 1
PLLING:

Al Mobotic A 2

Georruphic 13

Momesic 202 1

Commercicl filing systoiie 1 2 2

-
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10,

E2s

13,

1969 1971 1973 TOTAL
EGALTAP EGALTAP EGALTAP E LTA P (AVE.)
FINARCIAL DUTIES
Petty cash
Checkhook
Cash payments & receipts
Payroll
TRAVEL (itinerary)

1
1
1

2

2.69
2,30
2.53
3

4L 4 4.09

LS SR
HWwWw N

E
1
X
1l
1

(WSS
HREDDDN
=N
SN

G A
38
36
37
25

3

NN S
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1
2 1 2
Additional items which should be included in office practice classcs:
1969-How to get along aml work with other people in the office.
1973-Transcribe more letters in shorthand,

E

Reasons for additional traiming beyond high school. 1969 1971 1973 T
Felt high school training inadegquate 2 1
Lesire of parcnis

Changed occupational goals
Received scholarship

Other

NN
PR WS

Fosl

Dezrce to uhich courses helped on job., 1969 1971
E PNV LR L

2 1

a2
w
= Y
"3
s

4 o=

5]
=

(BT )
1,75

Gencral Businc-ess

Business }achines

Business Law

Recordkeeping

Bookkeeping

cecretarial Office Practice
Shorthand

Typing
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Courses of most benefit in college:

1969-Filing (2), Typing (4), Chorthand, English (2) Literature, General Office Practice, Math
Bookkeeping .

1971-Typing (2), 4dding machine, Filing, English, Auto liechanics, Bookkeeping (2), General Business,
Sciences

1973-Typing (2)

Courses which would have benefited in college,
1969-0ffice Machines, No (3)

1971-No (2)

1973-Comething related to data processing, No (2)



14. Ways to improve secretarial program:
1969-Demand better work and speed, Electric typeriters (2), Demonstrate machine shorthand,
Office machines (2), Decent teachers
1971-Better teaching
Accounting instead of bookkeeping
1973-Better teaching, Better counseling, iiore equipment



"GF UOCKTYONAL PROGRAMS (HOMEMAKING OCCUPATIONS. AGRICULTURE, Lo
'ne purpese of completing X Rurvey is to gather data wanich can be uge<d to draw conclusicne and
Thexrefore, after data are presented, conclusions, recommendations, and

gencralizations.
shouvld be formulated.
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WAAT ARE RECOMMENUATIONS?
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MEASURABLE OBJECTIVES RELATED TO PLANNING AND EVALUATION OF QUALITY
OCCUPATIONAL EDUCATION PROGRAMS CAN BE DIVIDED INTO TWO VMAJOR CATEGORIES:

1.  Program* Management Objectives are:
Statements describing program and multiprogram level TARGETS related to specific quantitative
indicators such as staff utilization, facility utilization, student attrition, student placement, unit costs,
etc.
Statements describing management intents of planning for change and problem solving.

2. Student Perfornance Objectives are:

Statements describing what the student {learner) will DO following successful completion of instruction.

Word pictures describing STUDENT PERFORMANCE when he has successfully completed a learning
sequence.

Word images describing visible, observable student performance or products of student performance that
will be displayed by successful learners.

WHY WRITE PROGRAM MANAGEMENT OBJECTIVES?
Program Management Objectives can:

1. Serve as an excellent planning vehicle

2. Foster efficient use of personnel energies

3. Provide a framework for budget decisions

4. Demonstrate progress and establish a basis for evaluation.
WHY WRITE STUDENT PERFORMANCE OBJECTIVES?

Student performance objectives can:

() Clarify and communicate expected outcomes for learners, employers, administrators, evaluators, anyone
2. Help select and organize appropriate learning activities
3. Enable more accurate assessment of learmer achievemnent

4. Promoteidentification of job competencies

5. Form the basis for systematic instruction.

* The term PROGRAM is used in its generic and general sense, and may encompass the overall

instructional plan of an institution, the occupational instruction component, a series of specific courses, or a
combination thereof.
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COMPONENTS OF A MEASURABLE OBJECTIVE ARE:

i, Condition --A statement of the circumstances under which the outcome will be observed or
measured--should relate as closely as possibie to the time, limits, materials or equipment that the student
will be confronted with when performing the job.

2. Outcome statement --A statement that describes the task activity, knowledge, attitude, or other
accomplishment being sought--should reflect the tasks included in the job for which the student is being
trained.

3 Criteria --The standards, i.e., levels or quality of outcome, being sought that, when achieved, will identify
acceptable attainment of the outcome--should reflect the standards that will be used to judge successful
performance of tasks on the job.

QUESTIONS USEFUL IN ANALYZING OR IDENTIFYING EACH COMPONENT OF A MEASURABLE
OBJECTIVE:

1. Does the condition statement indicate time limits, place of performance, materials or equipment to be
used, or special limitations?

2. Is your outcome statement a short descriptive sentence containing ‘“‘action’ verbs specifying what
activity, ability, skill, or attitude is to be achieved?

3. Does your criteria statement indicate time allowed; number, percentage, proportion of successful
attempts required, or results that will be considered acceptable.

SAMPLE PROGRAM MANAGEMENT OBJECTIVES

Occupational Objectives for One-and-Five-Year Local Plan Submitted to Division of Vocationa! and Technical
Education (DVTE)

Upon completion of a sequence of courses within a program, the student in an occupational education
program will be successful in obtaining an initial job as well as advancing toward his chosen career objectives as
determined by the results of a one-year, three-year, and five-year follow-up study.

During the next school year, an articulation meeting will be held with representatives from junior high school,
high school, and junior colteges to organize an articulation council. A summary report will be submitted to the
board of education.

During the 197__, school year, occupational advisory councils will be organized to study the need for
implementing new emerging occupational programs in all occupational areas; the recommendations of the
councils will be forwarded to the board of education through the school administrator.

During the next school year, plans for an evaluation system for the total occupational program will be
developed through the cooperative efforts of the occupational staff, guidance staff, administration, advisory
councils, and will be submitted to the board of education.

Yo
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SAMPLE PROGRAM OBJECTIVES
Objectives for a program consisting of related courses in a given occupational area

By January 197, the occupational staff will identify, counsel, and enroll in the instructional program 80% of
the handicapped and disadvantaged students possesssing an interest in

By July 197__, measurable objectives will be written for each unit of instructioninthe________course.
These objectives will be printed and disseminated to appropriate students, teachers, and administrators.

Upon completionof the______ program, 75% of the students will be employed in the occupation for
which trained, or pursuing advanced, related education.

SAMPLE STUDENT PERFORMANCE OBJECTIVES
Objectives describing student petrformance at the end of a predetermined period of time (Course, Unit, etc.)

Given a common model of power sprayer set at 35 p.s.i. with a tank filled with water, the student will be able
to calibrate it in the field to determine the number of gallons of water per acre for the desired concentrate of
pesticide according to the instructions given in the operator’s manual with 100% accuracy.

Given a series of 100 T-accounts, the student will classify each as an asset, liability, or proprietorship, and
indicate whether the account has a credit or debit balance with 98% accuracy. No sources may be used and the
classification and statement should be made within 30 minutes.

Given an oscilloscope and signal generator, the student will connect the signal generator to the oscilliscope,
adjust the oscilloscope for proper viewing, and calculate the input signal frequency and peak-to-peak voltage in
less than 5 minutes with 100% accuracy.

Given a list of medical terms, commonly used in nursing, the student will be able to match them to definitions
given with 8 out of 10 being matched correctly.

Given the necessary ingredients, the student will be able to demonstrate the correct and safe use of the
commercial food mixer according to instructions in the applicable manual.

State of lllinois
BOARD OF VOCATIONAL EDUCATION AND REHABILITATION
DIVISION OF VOCATIONAL AND TECHNICAL EDUCATION
1035 Quter Park Drive
Springfield, llinois 62706

Phone: {217) 525-4870
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Page A-1

Please consider one of the courses that you are now teaching or will be teaching
next term. From that course select a small section of it, hereafter called a
"topic area," (i.e., Ohm's Law, laying a bead-welding, reading blue prints, timing

an engine, geriatrics, family life). The title of my chosen topic area is

What are six things that students need to know or be able to do when they have

finished this part of the course?

|5.

IMw piease turn on tape recorder.



COMPONENTS OF A MEASURABLE OBJECTIVE

Outcome Statement - A statement that describes the task activity, knowledge,
attitude, or other accomplishment being sought - should refliect the
tasks included in the job for which the student is being trained.

Condition - A statement of the circumstances under which the outcome will be
observed or measured. Should relate as closely as possible to the
time, limits, materials, or equipment that the student will be_con-
fronted with when performing the job.

Criteria - The standards, i.e., levels or quality of outcome being sought
that, when achieved, will identify acceptable attainment of the out-
come. The criteria should reflect the standards that will be used to

judge successful performance of tasks on-the-job.



Accomplish
Actuate
Adapt
Adjust
Advise

Aid

Alert

Align
AlTocate

Alternate
Analyze
Apply
Arrange
Ascertain
AssembTe
Assess
Assign
Assist

Assure
Attach

Balance
Boresight

Calculate
Calibrate
Categorize
Change
Channel
Charge
Check
Checkout
Classify
Clean
Clear
Collect
Communicate
Compare
Compile
Comply
Compute
Condition
Conduct

ACTION VERBS FOR MEANINGFUL OBJECTIVES

Confer
Connect
Consolidate
Construct
Contact
Control
Coordinate

Copy
Correct

Destro
Detect
Determine
Develop
Devise

Diagnose

‘Disassemble
Disconnect

Dismantle
Dispatch

Dispose
Distribute

Effect
Eliminate
Employ
Enforce
Engage
Enter
Erect
Establish
Estimate
Evaluate
Examine
Expedite

Fabricate
igure
File
Follow
Form
Furnish

Guard
Guide

Handle
an
armonize

HeTp

Identify
Immerse
Improve
Indicate
Inform
Initiate
Inject
Inspect
Install
Insure
Intercept
Interpret

Investigate
Isolate

Join

Level
Locate
Lubricate
Maintain
Mate
Measure
Modify
Monitor
Mount

Neutralize
Notify

Observe
Obtain
Operate
Order

Organize
Orient
Originate
Overhaul

Pain
Patch
Perform
Place .
PTan
Position
0s
Prepare
Prescribe
Preset
Prevent
Probe
Process
Project

Program

Provide
Puncture

Reassemble
eca
Recapitulate
Receive
Recommend
Recondition
ecor
Regulate
Reject
Relay
Remove
Renovate
Regair
Repeat
Replace

eplenish
Request

87°

Resolve
Restore
Review

Specify
Stimulate
Store

Stow
Submit
Suggest
Superintend
Supervise

Surve
Synchronize
Tabulate
Test

Tighten
Trace
Transmit
%EQDEEQEE

rim
Troubleshoot
Tune

Utilize

Verify

Zero

Those verbs which are underlined are the ones most commonly used in "doing"

statements.

Table 2 is a clarification of certain of the underlined verbs.



Page B-1

- ==

Referring to Page A-1 write an outcome statement for each thing you wanted

your students to accomplish in your topic area.

(==}
.

Write a “condition" under which above-mentioned outcome statements will be

observed.

§.

Please turn to Page B-2.

88
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Page B-2

C. Write a “criteria" whereby each outcome statement of Part A can be measured.

1.

Please turn to Page C



Page C

When evaluating each of your six objectives concerning the outcome statement,

condition, and criteria, the following questions could be asked:

TICOME STATEMENT

1. Does the statement specify what activity,
ability, or skill is to be achieved?

YES

NO

OBJECTIVE #l i1 2°-3 4 6 6 | |1

2 & 4§

5

=1

2. Does the statement contain actjon verbs?

NOITION

1. Is the place of performance stated?

2. Are the materials or equipment stated?

3. Are any special constraints listed?

\ITERIA

1. Does it state the quality needed for
minimum requirements?

2. Does it state the quantity desired

3. Does it state the time allowed to
complete the outcome statement?

4. Does it state the results considered
acceptable?

While it is not absolutely necessary that each of the questions be answered yes,

it becomes apparent the more times you can answer yes, the more effective the

objective will be.

Now, turn on tape recorder.
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Page D-1

Listed below is a group of objectives. Some are measurable; some are not.
Determine which objectives have all three components previously discussed, and

identify these components as illustrated in the slides. That is:

dotted line under the outcome statement

single line under the condition

double line under the criteria

If the objective has only one or two of the components, identify those which are

present by using the same method. Correct answers appear on the pages following

the objectives.

1. Given the necessary equipment and two pieces of 1018 steel, the student will
be able to weld a bead.

2. Given a piece of cloth and a 6'" zipper, the student will install the zipper
so that the zipper functions properly and has a seam with variance of no more
than 1/8".

3. Given a set of plastic teeth, the student will demonstrate cleaning tech-
niques which meet specifications established by the textbook.

4. Given a set of blueprints, the student will be able to determine the square

footage of the building on the drawing to within 2% accuracy.

Please turn to Page D-2 for correct answers.
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Page D-2

be able to weld a bead. (The criteria is missing and might include:

— e — o —— — o — —— o ——

zipper so that it functions properly and has a seam with a variance of no

more than 1/8".

Please turn to Page D-3.



10.

Ik
12.

93

Page D-3

Given a dented fender and the proper body and fender tools, the learner
will pound out, fill, and sand the dented area so that no ripple can be
viewed at an oblique angle under good light conditions.

Given a timing-light, the student will be able to time an in-line 235 cubic
inch Chevrolet engine at exactly 9 degrees before top-dead center.

With all the necessary tools and materials, the student will apply 120
pounds of roll roofing to a roof with a 2 x 4 pitch, according to building
construction codes.

Given a damaged chair, new fabric, and proper tools, the student will be
able to reupholster the chair.

Given an electronic circuit, the student will be able to calculate the total
resistance to within 4% accuracy.

Given a compressor, condensor and the proper lines and fittings, the
student will be able to hook up an air-conditioning unit, able to operate
without flaw for at least two years.

Given a lathe, the student will be able to cut a %" taper.

The student will be able to mill a flat, cast-iron block according to the

instructor's specifications within 2% accuracy.

Please turn to page D-4 for correct answers.



10.

11.

12,

9h:

Page D-4

construction codes. (In this objective the condition is split; this is

acceptable.)

missing and might include: to within a tolerance of + 1.0005".)

The student will be able to mill a flat, cast-iron block according to the

instructor's specifications within 2% accuracy. (The condition is missing

and might include: given a milling machine, tool bits, micrometer and cast

iron block.)

Please turn to page D-5



13.

14.
15,

16.

17,
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Page D-5

Given all parts of a V-8 engine (gasoline) and the proper tools, the student
will know how to put it together.

The student will be able to pattern a dress with perfect construction.

After proper instruction, the student will know how to make a hospital bed
with the patient still in it.

Given a list of ten sample menus, the student will be able to differentiate
between those which meet nutritional standards and those which do not, in
accordance with previously discussed nutritional standards.

After reviewing land and equipment requirements, the student will be able

to list the minimum space requirements per child for indoor and outdoor

activity areas as specified in state standards.

Please turn to page D-6 for correct answers.



13.

14.

15.

16.

1Fes
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Page D-6

Given all parts of a V-8 engine (gasoline) and the proper tools, the

student will know how to put it together. (The outcome statement includes
the word “know" which should not be used, and there is no criteria. The
objective might include: The student will be able to assemble the engine

to a running condition producing 300 h.p.)

(The condition is omitted and might include: Given a pattern, clbth, pins,

and scissors.)

with the patient still in it. (The outcome statement uses the word “know"

which should not be used. Also, no criteria has been identified and might
include: The student will be able to make a bed according to the

instructor's written format.)

between those'which meet nutritional standards and those which do not, j;;

_— e e e o — —— — —— — -

activity areas as specified in state standards.

Please turn to Page D-7.



Page D-7

18. After proper instructions and correct materfals (such as body filler,
cream hardener, putty knife), the student will be able to mix plastic
filler properly according to manufacturer's recommendations.

19. After being taught the use of the blood pressure cuff, the student will be
able to demonstrate the ability to check the blood pressure of a patient.

20. Given the hospital conditions, where a patient 1s in 1solation, and the
equipment and 1inen necessary for this patient, the student will be able to

use correct body mechanics when moving the patient.

Please turn to Page D-8 for correct answers.

97



18.

19.

20.

98"

Page D-8

After proper instructions and correct materials (such as body filler,

— e — — — e — e w— —

(The criteria has been omitted and might include: According to the manual
or within accuracy specified by the instructor.)

Given the hospital conditions, where a patient is in isolation, and the

— — i — o — — e — o — e — — —

omitted and might include: By return demonstration per the procedure

manual.)

Please turn on tape recorder.



QUESTIONS USEFUL IN ANALYZING

OR IDENTIFYING CACH COMPONENT OF A MEASURABLE OBJECTIVE:*

A.

Answer these questions yes and your outcome statements are appropriate.

Does your statement specify what activity, ability, skill, or attitude is
to be achieved?

Is your statement a short descriptive sentence containing ‘‘action”’
verbs?

Answer these questions yes and your conditions statements are appropriate. Does

the statement indicate (if relevant}:

A.

B
G
D

A

Time limits of performance
Place of performance
With what materials or equipment {tools, clothing, etc.)

Under what special constrzints (limitations given, job aids, environ-
mental conditions, etc:)

Answer these questions yes and your criteria statements are appropriate.

Is there a statement of how well the outcome {quality} should be
achieved?{and/or)

Does your statement clearly indicate how many aspects (quantity) must
be achieved to obtain “minimum required success’ level?

Are the following qualifications stated {if relevant)?

(1) The time allowed to complete activity or performance called
for in the outcome statement.

(2) The number, percentage, proportion of successful attempts
required.

(3) The results that wi!l be considered acceptable.

* Adapted frcm McGlone end Pellant.

99
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SELF-TEST ON IDENTIFYING CONDITIONS AND CRITERIA STATEMENTS

In the following statements underline the condition statement with a single line and the
criteria statement with a double line.

Using a vacuum gauge, set the timing on any engine in accordangg with the
manufﬁﬁﬁ}rersspemr‘é'tions for that englne -

Given an assembly drawing, identify and correctly translate all welding symbols
used in accoraance wuth m|I|tar~Lstandards

e e e

Given an unflmshed metal casting, be able to surface, drill, and top accordmg
th—_specmcatlons indicated an the attached blueprint -

Given a list of technical. terms, commanly_used in_nursing, match them to
definitions given with 8 out of 10 being matched correctly ®

Provided with an outdoor TV antennablLang_pproprlate tools, be able to install
the antenna according™to trade “standards, making sure the resu]tmg TV plcture is_
free of snow -] - R . L -

| &he _fall_of 1972, increase freshmen enrollment_pmechar;lcal technology by
over the fall of 1971 figure. ~ . o=t A et

T

Mager and Beach, 1967.



LISTING OF PROBLEMS, PROJECTS AND OUTCOMES

within 4 years

COLUMN A COLUMN B
Projects, problems, outcomes, idea changes, activities Essential to Desirable to Notto Could be
that you want to achieve complete complete this complete put off
this year year this year
but desirable
to complete

0C-2500.2-2873¢




COMPETENCY IDENTIFICATION AND

Job

ANALYSIS WORKSHEET

Column A Column B
{see attachment A for {see attachmen: 8 for
Diagnostic Questions) Diamnostic Questions)

Column C

{see attachment C for
Diagnostic Questions)

Column D
Isee attachment D for Diagnostic
Questions)

Column E
{see attachment E for
Diagnostic Questions)

Freguency of

Importance
Competency Performance
Statement
Every Day | No. of Times Fer Job For Job
Frequently | Per Week, Entry Advancement
Rarely Day,Yearor |— T Sl
Month E|D|u|nNS| E] D! U|NS

Conditions for Application
of Competency

Criteria That
Exhibit Satisfactory
Application of the
Competency

L

E --Essential: D -- Desirable: U -- Unnecessary:" NS — Not Sure

OC 2500-2.2873¢




(FOR OBJECTIVES THAT DO NOT HAVE SPECIFIC QUANTITATIVE INDICATORS)

lame Date

Title and/or Position

CONDITIONS OUTCOME STATEMENT CRITERIA

|
Tinve Period and/or Target Date | Plans for Change and Problem Solving Statement Describing Conditions That Wiil Exist

7L 700-1/874c



Program

STUDENT PERFORMANCE OBJECTIVES WORKSHEET

TASK OR OUTCOME STATEMENT

CONDITIONS

CRITERIA

©C-1500.1/874b




Name

PROGRAM MANAGEMENT OBJYECTIVES WORKSMHEET

{FOR PROGRAM OBJECTIVES WITH SPECIFIC QUANTITATIVE INDICATORS)

Date
Titie and/or Position
CONDITIONS OUTCOME STATEMENT CRITERIA

Time Period and/or
Target Date

Management Responsibility

Reality Based Results

Minimum
Acceptable

Average Maximum
Expected Probable

Unit of
Measurement
or Formula

0C-2500-1/3073s
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February 4, 1975

liear Carol,

At tho last advicory council meetinge I decided thnt
bafore I begin writing measurable objectives I necea to
¥now gome of the okille and the knowledge thnat is required
of a job arplicant to be hired for a secretarial position.

I have written a questionnaire that I would like to
have comipleted by several burinecses in Vardalia. Idach:
advisorv council mealier will recsaive a 1ist of businesses
~hoare she con tale the anestionnnire.

Yould you please take a aunectionnaire "o cach of the
followins places:

Crane:

P. Ii'v Hirsch Uairchiouge

Real fgtale Oifice (it doesn't matter which one)
‘State Parm Incsurance Office

Ar. Lane is goine to try to have an advisoiry council
meating on February 229th., 1 would like fer you to have
thaaze forms commnleted at that time.

You c:n, take a form to each of thase offices and see
iT they would take the time to i1l it out. If one of the
places of businegss doesn't want 1o complete the form,
plense let me know, and I will ¢ive you another business.

"nanlc you for your heln,
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Terri,

¥ill you please take a questionnaire to each of the following
places:

Burnside, llees and Johnston

First Hational Bank

Payette County Court House--Mr, Staff's office
Llr. Rennick's office
e duntints oftice

Imco

Thank you,



PRV

SURVZEY OF T7777 ICIOVLEDGE AMD SKILLS
NEIDSD T0 OLTAIN A SECRETARIAL POSITION

Business fducation Department
Brownstown High School

Name of Business

1. What typing spced is required of job applicants?

2, Is the knowledrse of shorthand required? If so, at what gpeed

shoulc an employee be able to take dictation?

gL

Do you have a dictaphone or other transcribing cnuinmont in
yoir offigc?

e Alow nuel experliwuce or Laruledge of Luokkeeping or aceounting

is neoﬂori ior‘ a ,Job in your office?®

5. Do Job applicants need previous experience using calculators,

copying, and duplicating equipment or can they receive on-the-

job training?

6. What type of filing system is used in your office?
Alphabetical fiumerical Geographical
or Bubject

7. How much previous training does a job applicant need to have
on the proper use of the telephone?

8. Does the secretary in your office compose any of the
outgoing correspondence, or i it all composed by the
employer?

9. What personal qualltles do you consider are most important
when you hire a job applicant?

10. Please list other skills that are necessary for the Jjob
applicant to have in order to be employed in your office.



l.

SURVLY

L10

OF THLC KNOVILEDSE AN KILLS

MNEEDED TO OBTAIN A POSITION IN TIHE AMRICULT'URAL FIELD

SRICULTURAL DEPARTMENT, DBROWNSTOWN HISGH SCHOOL

To help set the objectives for the Aariculture students at Brownstowr
I would like vou to use vour own exncrtise or visit with someone who

might know what a student should know or be
High S¢hool in order to det and hold anvone
other jobs wvou feel should be added, Please

JOB TITLE
Acriculture

machine set uw-

Acaricultural
lechanic Repair-

Aaricultural
Carrenter-

Agricultural
Coricrete ‘fason-

Agriculture
Construction-

Hoa Farm “anager-

Hoo Farm Owner-

Beef Farm "lanager-

Feed Lot Manager-

Cash Grain Farmer-

Corn-

Soybeans-

{’elder-

KNOWLLEDGE OR

able to do at the end of
of the following Jobs. Any
add.

SKILL
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ear Committes Member,

befoore writing our mezsurable objsctives we need information on knowledge
nd skills nsaded for our higch school studsnts to obtain part time or full tire
moloymant relatsd in the arua's of Child Care, Clothing }anagement, and Food
jaagement. ‘

I thought it would be easier if we divided the three catagories. Would
ou be able fo work on this information nezded by contaeting nersons c¢n

nowledses and skills neosass ry for a high school graduate to obtain and kesp
part time or full time job7

Baclosed is a form for a guide.

iso, it would be haolpful if you have other jobs and locations to list.

Sincerely

Phyllis Smith
(loma conomrics)
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SURVEY OF KNOWLEDGT AXD SKILLS N®EED TO OBTAIN
PART TR:E OR FULL TI¥Z EMPLOYLENT RELATED IN ‘[HE AREA

OF CHILD CARE, CLOTRING MANAGEMENT(/RODUCTION & SERVICE, )
FOOD LANAGEMENT (FRODUCTION AND SERVICE)

CLOTHING MALAGENZUT( PRCDUCTION & SRRVICR)

JOB TITLS KNOWLEDGS AND SKILLS -

—_—

INDUSTRIAL SEV{ING

DRTSSMAKSR, WOMTN'S ALTRRATIONS
MENS WEAR, ALTERATIONS
GEW"RAL SENING

WEARING APPARSL (SALES CLBRK)

STOR® MANAGER

BUYER

STOCKR2CY CLERKS

TAILORS
AIDSS AND ASSISTANTS 70 INTERIGR DICORATCRS

HILLINTES GR YILLIVFR'3 AR
ASSISTANTS TO T¥XT.il.# TRSTIRS

2
APPAREL AND HOMZ FURVISHINGS I{:lDUSTRIES

FABRIC SHOP FAUAGER

SALES DEZFAGTHENT
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CLOTHING IFAMAGEMEANT( FRODUCTION & SERVICE)

% TITLE KNONLEDGE AND S¥ILLS
|

UPHOLSTRRING BUSIWESS

SLIP COVR SEANSTRSSS

KT<DLA ARTS

CUST: DRAFRRIES

LAUSDRY

DRY CLBA /ING ESTABLISHMRYT

AOME FURNISHINGS CEPARTMEUT

FASHION DRSIGHIR

PATT-RN DESIG.ER



SURVFY JF KMO«“LTDGE AND 5KILLS NEZ.2D TO OBTAIM
PART TI¥E OR FULL TIRE BNPLOYMENT RELATEC IN TFE AREA OF CHILD CARE,
CLOTHING MANAGEMZNT (PRODUCTION & SERVICE,) FOOD NANAGZEYM "NT(PRODUCTION
AND SERVICE) '

FOOD LANAGRELENT (?RODUCTIQN AND SRRVICF)

JOB TITLE KNOWLEDG®R A'D SKILLS
CO0K

F2OD STRVICT WIORKERS OR

AID™ IN SCHOOL LUNCH FROGRAM
OR

HOSPITALS, REST OR NURSING HOMES
Or

DAY CARE CEYTERS

CHRFS

G3SRAL FOOD PREPARATION NJR?ERS
KITCREN BELPERS

WAITERS AD NAITRESSE3 IN FAST*FI:ID SRRVICES A'L COMMERCIAL
CATERESS OR CATERER AIDSS

F3D ANALYSTS AXD ASSISTANTS

4

Y

FCOD S=ERVICE SUPERVISOURS OR MAITAGERS

DIRTARY AIDE AND TRCHNIC [N

ATRLINW FOCD rREPARATION, PACKAGIHG AWD DULIVERY SARVICT WORIERS

114



FOODS AREA 115

J95 TITLY KNOWLELDOE A'D SKILLS
“NITESSES ARD STEWAIDS

FOCD AND BEVIRAGZ ORDER CL®RKS FOR HOTZLS AND NUTELS

D3b'OHSTRATORS F FOOD FRODUCTS AND T+BTR A3SISTAYTS (SUNBEAM)EX.
HEAD WAITHA3S
BUS PERSUN

Utilities Companies
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SURVEY OF KNUNLEDGE AND SKILLS ¥ESDED TO OBTAIN
PART TIME OR FULL TIME TMPLOYMSNT RELATEL I¥ TdT AREA OF
CBILD CARR®, CLOTHING MANAGEYE.T (PRODUCTIUN AMD SERVICE),
FCOD VANAGEM®RNT ( #RODUCTION AND SERVICH).

JOB TITLE _ KNOWLSDGE AND SKIIL3

CHILD CARE

PROFSSSTONAL BABY SITTING
BEAD START

NURSTRY

KINDSRGARTEN

ELT{TNTARY

SBCCNDARY SCHIOL

PROFESSIONAL YOUTR LEADRRS

SUPSRVISORS IN CITY, COUNTY, STATEZ AND FEDFRal OFFIC=3
OF EDUCATION

AIDES IN DAY_CARE C3IWTERS

ASSISTANTS IN DAY CARE CEWT3:S
AIDES IN REUTARDATION CUITERS
PAYILY ASSISTANCE WORK®RS

CA¥P COUNSTLOR

ASSISTA'TS IN n0S>IT4L, CLINICS
ASSISTANTS IN SHOPPIgG CZHTERS
PLAYGRCUND SUPZRVISORS

CAILDRENS INSTITUDTICNS

WELFARE DRPARTMEINTS



(1) L1

\ P $ o 43 g
LOfmim B F & baerg

trade (g)

Subject Aren  Buzinecss tdu

Component

Griticzl Area.

Objective Lithin one year after srsduatins from

hizrh school, 70% of +the xtudents :raduatin~ will be

enrolled in & four-ycar colle .c.

Component,

CritsScal Araa

LSS PR oy - e e =9 ' a3 ! fact®
it e year aiv 3 fak ; i
Objective 1Tiln one Yy aiter Traduatin: from

hi 1 school, 20;. of the wiudgnis + 11l be enrolled

-

in & junlor colle e or oither training prosram
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Jocnring « Tas

Grade (g)

Subject Area__ Business rcducation Depariment

Component,

Critical Area

Objective__ Withig ope vea

Hirh School, 30% of the students uill be uariins in,

e e

Jjobe related to their bLugsiness traipning jn the Busincss

tducation Department,

Component

Critical Area

Objective_ After obtainin _a Jjob uvon sraduation

from hiczh_school, 80% of those woriin. 11l hold

that Jjob for at least tires vears,




(3} 119

Jdoc:hiring & rate

Grade (s)

Subject Ares Business tducation Department

Componen?
Criticzal Area
Objective After tvo years of workin- on g job, 80%

of those workinz will realize that it takes a

combination of professional qualities, sood personal

havits, and a pleasin~ percsonalily to maintain a

good vorkins relationship with employers, employees,
and customers,

Component,
Critical Area
Objective
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sochrinT

Grade (g) 11-12

Subject Arez__ Shorthand I

Component__ FPrinciples of Shorthand

Critical Area l:otebook and pen

Objective___When ~iven a stenovraphic notebook and pen,

a_student will orally explain the proper

takins shorthand notes in 2 minutes with 100% sccuracy.

RELATED 90 GOAL #2

Component Principles

Critical Area Alphabet

Obdjective_ iihen ziven the alphabet, a student will

virite the shorthand forms in 2 minutes vith 100%

accuracy.

REIATED 40 COAL #2



(@) Lo1

.joehrin-
Grade (s)_11-12
Subject Area__Shorthand I
Component__Frinciples of Shorthand
Critical Area___ :oupds that shorthand forms represent
ObjJective___lihen riven an oral test over 25 shorthand
forms, 3 student will correctly pronounce the sound
the shorthapnd form reprecents in 2 miggtgs with 95%
accuracy,

RELAYED 2C GOAL 7#2

Component__Principles of Shorthand

Critical Area DBrief Forms

Objective__lihen siven 100 brief forms, a student will

+.11]1 ¥rite the shorthand formg for them in 10 minutes

with 98% accuracy.

RELATED TO COAL #2



(3) 122
Joiiiring

Grade (g) 11-12

Subject Area Shorthand 1

Component__ Principles of Shorthand

Critical Aren Fhrases

Objective When ziven 50 phrases, a student will

write the shorthand outline for them in 10 minutes

with 957% accuracy.

RELATED 20 ( 0AL #2

Component Frincirles of shorthand

Critical Areca iijord ®ecinnin .5 and endin-s

Objective vihen given 30 word begrinninss and endin; s,

a student will write the shorthand outline for them

in 5 minutes with 985 accuracy.

RELATED 1'0 COAL #2
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JOLLLTing

Crade (s)_ 11-12

Subject Area Shorthand I

Component rrincinles of Shorthand

Critical Area Spelling, puncua.ion, and rammar

Objective__When viven a leiter with incorrect spellinc,

_puncuation, and ~rammar, a student will transcribe,

the letter corrcetly in 15 minutes with 96% accuracy.

RELAWM.CD 70 . OAL #2

Component lrincioles of Uhorihand

Critlcal Apza Vocabulary

Objective lihen: gziven a vocabuiary test over 50 busincss

terms, a student will write the meanines to the words

in one class period with 90% accuracy.

RELA2.:D T0 . 0AL #2



(5) 124
Joizhrin

Grade (s)__11-12 -

Subjeet Area ohorthand I

Component, ‘Yranscription

Critical Area Jhree-minute dicétation

Objectiva \lhen ~iven a lctter dictated at 80wpm

for three minutes, a student will transcribe the

letier in 15 minutes wiih QG accuracy.

ReLATED 20 COAL; 2

Component, “"ranscripition

Critical Apea “ITes-minuted dictation

Objective tthen iven 2 lewter dictated at 60‘-..l)m

for three minutes, a student wwill transcribe the

letter in 15 minutes with 98¢ accuracy.

RELAY'ZD Y0 ©0AL ;2
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January 20, 1975

From: Dale Lane, Vo, Director
To: Occupational Education Advisory Committee

Members of the General Occupational Education Advisory Committee
of Brownstown Community Unit #201 were approved by the Board of
Education for a one year term beqinning Febuary 1, 1974,

Names of prospective members for the coming vear will be submitted
to the Board of Education at the reaularly scheduled meetinq in
February 1975,
Your service durina the past years is appreciated. We are hone-
ful that at least two-thirds of the present membership will be
reappointed to serve as experienced members,
Please indicate by checking the appropriate box below your
decision as to whether or not you will be available to serve
another one year term,

E]bH]] serve another one year term if reappointed

(CJWill not serve another term

We would also appreciate the names of anyone who you could
recommend as a member of the advisory committee.

Please return thts form to me by the first of February,
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RESOLUTTON
Adonted Februaru 13, 1975

Brownstoum High School
Board 0§ Education

WHEREAS, The Occupational Educaidion Proghams at Brownstown tugh

School have enjoyed a veru profituble uvean An wonrking towerd their
goals and obfectives; and

WHEREAS, The General Occupational Advisonu Commitfee has been
Anstwmental Ln bainging about our success, be it, therefore

RESOLVED, That the members of Brownstown High School Administration
and the Boarnd of Education expneas their appreciation to the follcwing
members of the Gencral Occupational Advisoruy Comnittee: M. Wanren
Baytes, Mrs., Tend Braun, Ma, Huw Downming, Mrs. Mary MilLer, Mias,
Linda Sidwell, Mr. Vingdl Strobel, in., Mas. Carol Williams, Mas,
Geneva W4lLiams, Miss Louella Yakel, and be it

RESOLVED FURTHER, That this resclution be entered 4n the Board
minutes and neleased to the press as a parnt of the news release
announcing the boawrd meeting of Febauaru 13, 1975, and that a copy
0§ the neacfution be wrcsented 2o exch member of the cormittee.

RAYMOND McELHENTY,
Pres.ident
Beard o4 Education



pruwnslown taucation board Yoo
Cites Service of Committee

Nine persons were named to Approved as commijtee
the General Occupational Ad- mvmbers for one year were
visory Committee i3 the Harry ' Denning, Margaret
Brownstown Community School Dowell, l.ela Eisert, Leo Eisert,
Unit at a recent meeting of the Mary Miller, Jerry Reed, Wilma
unit board of education. Rook, Linda Sidwell and Virgil

Strobel, Jr. ) :

The hoard 8lsq expressed its .
appreciation t9 members who
served on the committee during
the past year: Warren Bayles,
Terri Braun, Harry Denning,
Mary Mlller, Linda Sidwell,
Virgil . Strobel, Jr., Carol
Williams, Geneva Williams and
Louella Yakel. -

In other aclion, the hoard:

Agrced to cantinue with its
present schedule of half-day,
ciasses for kindergarten pupiis,

Approved a combination field
trip and class trip to Chicago for
the seniors at Brownstown
Community High School at a date
to be announced later,

Ended its affiiiation with the St.
Elmo and LaGrove units in a
cooperative  for  lecarning
disabilities program under which
the three schools had shared the
services of a speoial education
teacher to correct learning
disabilities.

Brownstown will employ its
own teacher and institute its own
program beginning with the 1975
fall school term, according to
superintendent Thomas M.
Robertson.

Robertson pointed out the
program will not interfere with
vducation for handicappud
students who presently attend
classes in the Vandalia unit.
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