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——E REWORD ™" -

Continuing advances in technology, changing employment opportunities, and changing work
requirements demand that vocational teacher educators establish linkages with the private sector in
order to keep up-to-date in their efforts to support relevant education programs for youth and
adults. It is recognized also that in developing these linkages, vocational educators can be helpful
to their business, industry, and labor counterparts.

Educat. ‘< must share their concerns for the design and maintenance of viable vocational edu-
cation programs. Giving visibility to effective strategies and working arrangemer.ts will heip spread
the practice of utilizing business, industry, and labor inputs and, in the process will greatly
strengthen the possibilities of placing vocational education graduates in satisfying and rewarding
careers. -

These eight handbook sections are a response to the need for direction and suggestions in in-
creasing business, industry, and labor inputs into vocational teacher education programs. The guide-.
lines contained in the handbook sections are intended for use by faculty members of vocational
teacher education departments, but the material is also easily adaptable for use-by vocational edu-
cators at the post-secondary and secondary levels.

A strength of these handbook sections is the interest and involvement of vocational education
teacher educators across the nation. Appreciation is expressed to the many educators who contrib-
uted materials and reviews of the initial drafts. Center staff involved in the development of the
Resource Handbook sections include Dr. Richard Dieffencerfer, project direstor, Ms. Lee Kopp,
and Mr. Orest Cap.

Robert E. Taylor
Executive Director
The Center for Vocational Education




Preface

Resou}‘ce’ ‘Handbook Development

-

The Resource Handbook for improving vocational teacher education linkage with business,
industry, and labor was prepared as resource materials for an EPDA Training Workshop conducted
at The Center for Vocational Education, April 18-19, 1977. The training workshop and resource
materials development work are part of the activities of a Center project sponsored by the U.S.
Office of Education and the Ohio Department of Education, Division of Vocational Education
under EPDA Part F, Section 553 as a national priority project entitled: “!mproving Business,
Industry, Labor Inputs intd Personne! Development Programs.”’

The Resource Handbook has been prepared based on information gathered during literature
searches, contributions of individual vocational teacher educators, inputs from the project planning
committee and work session review panel, and the develonment effort and adaption by project
staff of ideas thought most appropriate to the needs of vucational teacher education departments.
The choice of the eight topics developed in each of these handbook sections was based on the
stated needs of respondents to a national survey of vocational teacher education departments con-
ducted as part of project activities for identifying existing business, industry, and labor linkages.

The development of the resource handbook for improving vocational teacher education

department linkages with business, industry, and labor Wwas guided by several basic objectives. These -~ —

included a desire to:

1. Identify various types and sources of information appropriate to the business, industry,
and labor interests of vocational teacher education departments;
bt

2. Dexcribe for vocational teacher educators appropriate ways to access and utilize selected
business, industry, and labor information resources; and

3. Organize and present resource information in a way that encourages its use in meeting
the business, industry, and labor linkage objectives of vocational teacher education
departments.

The eight topics featured in the Resource Handbook sections include:

#1 Staff Development:
Creating a Staff Development Plan for Business, Industry, and Labor Involvement.

#2 Advisory Committees: . e
Uti/izinq Business, Industry, and Labor Advisory Committees.

B e T ——
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#3 Cooperative Internships:

Estabi,shing Cooperative Internship Programs Involving Business, Industry, and
Labor.

#4 Personnel Exchange Programs:
Establishing Personnel Exchange Programs Involving Business, Industry, and Labor.

#5 Workéﬁbps:
Involving Business, Industry, and Labor Through Workshop Prqgrams.

#6 Site Visits:
Conducting Business, Industry, and Labor Site Visits.

#7 Resource Persons:
Involving Resource Persons from Business, Industry, and Labor.

#8 Program Support:
Securing Program Support for Business, Industry, and Labor Involvement.

Resource Handbook Feedback

The development of this type of resource handbook series needs the continual input of fresh
ideas and reactions in order to make the final product as useful as possible to vocational teacher
educators. Inside the back cover of each of the Resource Handbook Sections there is a feedback

reaction sheet for submitting your suggestions for improving business, industry, labor, and education
linkages. Your ideas are wanted concerning:

1. Suggestions for other linkage ideas and approaches;
Linkage problems that are unique to various types/sizes of teacher education departments;

Suggestions for references and resource materials;

Identification of addixional planniné steps and procedures; and

LA o

Additional Comments.

Your professional contribution to cooperative efforts with business, industry, and labor is
appreciated.

RESOURCE HANDBOOK
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-- —- -businass; industry; and -abor inputs- The introduction begi 15 with a need statement for-the use of

5.1
Introduction

This part of the handbook section provides an overview of the workshop approach tu utilizing

workshops in vocational teacher education programs, followed by a statement of the benefits and
contributions of workshop: to vocational teacher educators, an overview of the parts of this hand-
book section, and a list of objectives for department faculty that use this handbook section.

Need Statement

Teacher educators and business, industry, and labor representatives all lead very busy work lives,
vet there is a need to take time to establish dialogue, to present information, and to attempt to solve
problems of mutual interest to the two groups. Workshops—seminars—institutes—and conferences are
all different methods used to do this, but they are also similar in that they represent a concentrated
short-term group effort to respond to defined needs.

Contributions / Benefits

Workshoups and the related types of group efforts have as their main goal the achievement of
common goals. Persons with the same interest are brought together in a structured setting to share
their expertise and to resolve common problems or at least to arrive at a consensus of the definition
of the problem.

. )

A main benefit of the workshop technique is the short concentrated period of time in which
participants’ efforts are focused on a common issue or problem.

Workshops are a particularly useful in-service activity that can be used by educators to update

knowledges, upgrade skills, {earn of new concepts, and develop new understandings in regard to some
of the changes taking place in business, industry, and labor.

- Handbook Section Overview. .

The term workshop in this handbook section is used as a general term for all those activities Lo,
that also include seminars, conferences, and institutes. The same type of planning procedures are
generally included in all of these activities.

This handbook section is sub-divided into the following parts:

RESOURCE HANDBOOK
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5.2

o Introduction—This part of the handbook section contains a need statement, statement of

the contributions and benefits of this approach to the department faculty, overview
of the handbook section, and a list of objectives for the handbook section.

& The-Workshop Approach—Included-in-this part.are descriptions of the basic activities

that are common to most workshop planning.

o Alternative Approaches—Suggested alternative forme and procedures are presented in this

section to aid departments in developing plans that are uniqye to their own situation.

A
~._ ® Administrative Details—Part of planning involves investigating and establishing policies and
procedures. This part contains suggested items to consider.
e Planning Notes—This part is a step by step listing of ideas designed to help the faculty
develop plans for the effective use of workshops by their department.
~ ® Selected References—References in this part include sources of information used in the

handbook section as well as additional references that may be helpful to your depart-
ment. ’

® Resource Materials—The example materials contained in this part are illustrative of the types

of materials you may be developing as part of your department’s involvement with
workshops.

Developmental Objectives

This handbook section is designed to promote vocational teacher education department
linkages with business, industry, and laobr througa the use of the workshop approach. Based on the
reading, adapting, and implementation of the strategies and techniques presented in this section,
department staff will be able to more effectively:

1.

7.

2
3
4.
5
6

Plan and implement workshops to provide linkage experiences;

Develop related criteria based on department goals;

Assess how well workshops are being effectively utilized by the department;
Select appropriate strategy(ies) for department needs;

Prepare department -plan/procedures for organizing workshops; »

1 ocate and utilize available, needed reference materials and resource persons; and

Design and prepare aids to assist in planning, implementing, and evaluating activities.

RESOURCE HANDBOOK
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5.3

This handbook section is one of an mtegrated series of eight secticns designed for vocational
teacher education departments interested in utitizing business, industry, and labor resources in their
personnel development programs. .

Workshops properly orgamzed and managed can be an effer"ve and vzluable method for pro-

"""""""""""""""" fessiorial development: -

RESOURCE HANDBOOK
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5.5

The Workshop Approach

The Workshop Approach part of this handbook section will describe basic activities that are
common to most workshop plannino. Procedures for planning, conducting, and evaluating workshops
will be described under Planning/Preparations Required. This will be followed by Resources Required
where budget, responsibility, and resource persons are discussed. A workshezt suinmarizing the major
activities involved in planning, conducting, and evaluating workshops is included in Resource
Materials {Figure 5.1).

Planning / Preparation Required

IR U S B R U

assessment may be a formal or informal activity through which potential pammpants are studied to
reveal a lack of knowledge or understanding of concepts or skills. Assessment of learning needs is a
very important aspect of workshop planning, for if no learning needs are identified then there would
be no reason to hold a workshop.

Decisions to be made prior to doing the needs assessment include:

® What is the target audience?

® Are the problems/needs identified?

® When should the needs assessment we done?

How large an area (geographical) will be approached?

Who will be responsible for conducting the assessment?

What aspect(s) will be focused on?

Should consultants be brought in? e

How will the data be gathered?

What are ¢ .me possible limitations? ¢

There are several sources which can be tapped to determine areas needing attention or further
development. A comprehensive assessment effort can address the following resources:

e Practitioners; .

¢ Administrators

RESOURCE HANDBOOK

Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor
The Center for Vocational Education — The Ohio State University
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. e Assign priorities.

e Community representatives;
® Goals nominated Eby vocational educators;
e Evaluation efforts;
e Recommendations of advisary groups;
o Governmet resources;
. Prg iessional assc;ciations;
-® Relevant research; and
& Supervisors.
Due to the difference :n training needs, results of assessments \‘NOUId differ in scope and treat-

ment of data. However, the basic process invoivéd in conducting the needs assessment would be
similar. The following elements are basic to conducting a training needs assessment: . ) b3

SR
. j . N
e Define probable problems, goals, and recommendations; . N

e Establish desired level of performance;
° Prepare sample statements;
a Develop instrument with statements;

e Conduct survey to determine needs;. '

o Identify present level of performance;

e Compare present status with desired level; ' ‘ ‘ ‘.

e Deatermine priority of identified needs; and

sl
y v,

Sample needs assessment questions are included in Resource Materials {Figure 5.2).

Develop Objectives

Once the needs assessment is completed, the scope and setting of goals can be established to
initiate programs to correct or change deficiencies. Well-defined objectives are essential to workshop
planning. They contribute to the success of a workshop in the following ways:

o Define parameters;

e Establish direction; -

RESOU RCE HANDBOOK
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Give purpose to workshop;

Provide basis for potential participants to choose workshop;

Provide guidelines for staff to select potential participants;

Provide basis for determining learning strategizs, materials, etc.;

Provide basis for determining impact of workshop experience through evaluation; and

Set realistic expectations for participants.

Needs identified and prioritized through the needs assessment procedure will provide the base
of information needed to deveiop objectives.

The content of objectives is usually classified as one of several types. These statements may
YY) emphasize: X

e Cognitive objectives—wh.ich' deal with knowledge to be learned;
e Psychomotor objectives—which refer to skills to be learned; and %

o Affective objectives—which refer to attitudes and value formations. ' /

Numerous books exist that provide guidelines for the development of measurable objectives.

~

Planning by Objectives

How will the objectives of the workshop be met? Planning based on objectives is a useful
approach for designing the workshop format. Activities are chosen that provide a realistic approach
to meeting stated objectives. Related decisions are then made concerning each activity.

Primary decision: What type of activity(ies) will aid in achieving a stated objective?
Supporting decisions will need to focus on such things as:

® Time required;

Facilitator (speaker, resource person, etc.);

Staff required ;.

-Consultants required;

Facilities/location;

AV materials;

RESOURCE HANDBOOK
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5.8

AV equipment needed;

Supplies needed;

Evaluation tech niques; and

e Cost.

A sample planning by objectives worksheet is included in Resource Materials {(Figure 5.3).

./, A sample materials checklist for planning is included in Resource Materials {Figure 5.4).
’; .

!

Plan the Agenda \
. There are a wide variety of activities and learning strategies to choose from in designing a work-

shop program format. Using the learning objectives developed and the information acauired in making

the planning decisiens as described in the previcus section, an agenda can be created. '

Information that should be considered in preparing the agenda includes: §
) v
- @.What are the time constraints?

4

® What is the best order in which to introduce the subject/activity? \

e

e How much time is needed for each subject/activity? Consider audience abilityto  ° A
concentrate. .
® |s there a time of day that would be optimal for the activity? When are more active types
" of activities needed? When will participants benefit most from presen:tations?

The follbwing are some suggestions for developing effective workshop formats:

e A social hour at the beginning of the workshop is beneficial if participants do not know each
other This could be combined with registration.

Workshops have greater impact when a few topics are covered in depth: ‘: . —

Workshop participants gain from having time to discuss, comment, and question after a / B
prepared presentation. Small group sessicns may heip to facilitate such interaction. v o
-4 A

Intersperse sitting and listening activities with more interactive activities.

Provide combinations of both smal! group and large group activities.

Allow time for partimpants to move from one actiwty‘to another. ,

Use alternate Iearmng strategies for variety.

-

Obtain feec’back and evaluation comments from participants. /

RESOURCE HANDBOOK ‘ v
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- 59 -
A variety of suggested activities and approaches are described in the Alternative Involveinent
Approaches section of this activity.
When printed agendas are prepared be sure to also include:
o Title of workshop;
e Location and address of workshop site;
® Dates of workshop; and ‘
o Name of contact person.

1 A sample agenga is included in"Resource Materials (Figure 5.5).

Select Facilities
Preparations for securing the workshop facilities should begin early. if the work’shqp is to be

held on the campus or in the community, arrangements for the facilities can be fairly easily made.

If the worksHop will be held out of the local area, the planners should personally inspect the facilities.
Pi~nning for meeting facilities should include (as needed) a check on:

5 e Meeting registration space;

e Hospitality suite; :
e Meetingrooms;
e Banquet rc;orr’\s! and food service;

¢ Room for exhibits;

e Tables;

o Chairs;

e Stage, podium;

e AV equipment availability;
® Sound system;

o Participant parking; and

\ . . e Room set-up procedures.
\\
\
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Informati(;n you may wish to collect on meeting rooms include:
® Floor plan;

® Size of room;

® Seating capabity;

&

. o Physical characteristics such as stage, pillars obstructing view, etc.

Electrical outlets; ) ;

°

¢ Control switch for lights; and .
® Location of controls for sound system.
Additional information y‘é‘ﬁimay wish to obtain from the facility personnei includes:
-~ ® Pracedures for progessing billings;
. ® Pracedure for handling medical emergencies and messages;
® Procedure for requesting he.lp with air-coﬁdi\tioning or heating; \

\

® Procedure for utilizing public address system if it becomes necessary to page particibénts;
® Procedure for making room reservations for participants; and b
. ‘

® Procedure for storing\luggage if check-out time is before the end of the workshop.

-A sample planning facilities arrangements worksheet is inciuded in Resource Materials (Figure 5.6).

Promote and Invite Participants ..,

The pre-workshop information that participants receive ngma arrival plays an important part
in the total workshop experience. It serves as a motivation device. It helps participants decide
whether to attend the workshop and helps them set expectations for the workshop._ It helps potential
participants schedule time and determink finances required. An attractive and informative brochure
. or flyer sent with the registration form should include infornistion on:
® Objectives of the wor'kshop;' =
® Brief description of major topics;
® |nformation on open enrollment or criteria to be used to screen applications;

\
e Accommodation rates/procedures/times;

. . RESOURCE HANDBOOK
Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor
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Registration fees/procedures/times;

® Name, address, phone number of workshop site;
® Contac* .erson for. worksh\taddreos phone number;

® Nzme, address, phone number of accommodation site;

4 )
Parking/local travel mformatia\n;
_ N

Suggested modes of travel:

Due da:e; and

J

Motivational material such as suggested readmgs items to prioritize, or thought-provoking /
questions. ,{ ‘
I

if enroliment is open, registration forms can be sent with brochures or flyers and applu,atlon
forms.
A courtsey map of the area is also useful to participants.

The types of registration information to be obtained from participants may include:

e Name (title, positicn); ' )

Institution/business/union represented;

Business address;

Home address;

® Business and hoine phone;

_® Social security number;

Plans for accommodations/travel; and
® Stated interest in workshop topic areas.

Sample planning worksheets for recording participart responses to invitations are included in Resource
Materials (Figures 5.7, 5.8, 5.9).

 Participant Accommodations

Several approaches may be utilized for arranging participant accommodations:
T

%, RESOURCE HAN DBOOK
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- Conducting fhe Workshop

5.12

o Participants could be provided hotel/motel reservation forms which they send dlrectly to
the hotel/motel; or

i

° Parttmpamﬁnl in all registration forms to workshop staff who in turn make reservations
at the hotel/motel (not recommended for large groups).

Planning is facilitated if a staff person acts as iiaison person for the motel/hotel.

Most notels/motels suggest reserving in advance a block of rooms for the number of anticipated
participants. Check to find out how far ahead this block of rooms should be reserved, and check to
find the latest date that this block of rooms will be held. Most hotels/motels will provide reservation
cards to be sent to the participants. These cards can be included in the pre-conference materials
packet. Be sure to mark cards with the workshop title.

Participants should be given information on:

® Room sizes and rates;

e Reservation procedures;

Deadlines; '

Contact name, address, phone number; - ..

Additional information required as to designation as workshop participant, etc.; and

Alternative methods to get to accommodation site from airport; etc.

~

.}g -

. The following are some suggestions to help make the workshop run more smoothly:

. Conduct last minute on-site inspection to make sure that needeo equipment and materials
. arein place,

- ¥

® Someone who is able to make policy-related decisions should be available to take care of !
unplanned for events. . X

° If time changes or program changes are made they should be posted on a message board located
in a central spot. . P

® Provide workshop registration list to participants. c

’

S

® ‘Give directions for rinding meeting rooms that may be difficult to locate.

Evaluate the Workshop

Several strategies are appropriate for evaluation of workshops. These include:

Y

Al
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5.13

. e Daily feedback—conducted daily to provide specific feedback to presenters and planners;
e Final evaluation—designed to assess 2verall quality and success of workshop;
B e Follow-up evaluation—designed to assess impact of the workshop;
® Other strategies—include pretest, posttests instructor’s evaluation, and third party evaluations.
ga{rl;r))le evaluation forms and follow-up letters are included in the Resource Materials (Figures 5.10~

Resources Required

Budgsat
Planners arranging for workshops most often are working with an allocated sum of money. A
. budget plan will allow planners to decide ahead of time what "good ideas’’ can’t fit into the budget
or where a !ittle more can be spent for those extra "nice items.”
.-’Budge'_ting for wo}ksho“p plarining expensés may include:
.0( Printing costs;
® Postage;
° .‘Off\i'ce supplies;
T e Salaries; l ‘ ’
° Tra.vel expenses; -
‘o Telephone expeﬁses;\and .
° Ma'gerial and equipme}iﬁarage expenses.
Budgeting for presenters and participants may include:

° Transpor'fation to site;

® | ocal transportation;

o Speaker fees; -
e Accommodations; \
e Any other per diem expenses; and

® Preparation time.

~e
ra
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7 S Budgeting fo} workshop program activities may include:
‘ e Meeting rooms;
e Banquet rooms;
¢ Hospitality suite;
® Meals;
_—® Coffee break;
® Equipment;
/ . ® Decorations;
® Gratuities; i -
& Special se':up charges;
® Custodial expensés; and
. Prepargtion of workshop materials. o o
Budgeting for post-conference expenses may include:
® Printing; ) ' \
o ,Postage;’ ’ )‘\‘
® Report writing;

® Photo processing; aﬁ'd ‘\x

S —

® Transcribing presentations. ‘

: Responsibility for Planning \

One person should be assigned who is responsible for coordinating all planning, implementation,
and evaluation activities. The proportion of the coordinator’s time that would be committed to the
workshop is depen:_ent on the scope of the workshop and the planning and follow-up time required.

Additional personnel needed include clerical help and supportive services sta

i If the scope of the workshop is large and a number of staff are available, it may be possible to
subdivide staff into planning groups with specﬁf%: responsibilities.

[
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Resource Persons/Speakers -

Finding the right resource persons/speakers for the workshop is very important. Suggestions
for locating and contacting resource persons are given in the handbook section Resource Persons.
See also the sample worksheet for recording information in Resource Material (Figure 5.15).

Information to be Given to Resource Persons/Speakers

Once the resource person has agreed to participate, the following information should be pro-
vided to the resource person in writing:

® Purpose of conferenre;

Type of talk/help desired:

° Nu'mber and type of participants;

o Length of time needed;

e Copy of tentative program;

® Person responsible to prepare materials; and

® Financial arrangements i)greed upon should describe;

—Trave;; v
—Per diem expenses;

—Hon’orar\ium;

—How payment will be made;

»

—Paperwork required;
—When payment will be made;
—Accommodation arrangements; and

—Transportation arrangements.

Information to be Provided by the Resource Persons/Speakefs
" A list of information to be provided by resource persons includes:
® Date and time arriving/departing;

® Special materials/equipment needs;

RESOURCE HANDBOOK -
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o N.2eded paper work information;
e Biographical material (if needed); and

® Prior copy of speech (if desirec).

Hospitality Arrangement at Workshop

A list of items to be considered when making arrangements for resource persons includes:

Person is designated to greet speaker;

Speaker is shown conference arrangements;

Speaker is introduced to other head table guests;

B
[ ]

Check on speaker's needs/expectations; and

Process paper work is necessary for payment of speakers.

Small Group Sessions—Chairpersons/Recorders’
. When preparing for a workshop, time must be set aside to identify persons who will be
responsible to act as chairpersons and group recorders. Once individuals have been selected, provide
‘each with a brief description of their responsibilities.
Guidelines should include:

o Names of persons in their groups;

e Where to obtain necessary equipment, supplies, materials;

Y S

e Type of material to be included in Téport (significant discussions, recommendations; —
conclusions);

o Whom reports should be submitted to;
e Time use guidelines during session; and
® Types of activities to be included.

Sample small group procedures are included in Resource Materials (Figure 5.16).

>
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Alternative Approaches

Alternative forms and procedures for planning and conducting workshops are presented in this
section. Alternatives presented include types of meetings and alternate learning strategies and
exhibits. Special themes/topics related to workshops are included at the end of this part of the
handbook section. These suggestions should aid departments in developing plans that are unique to
their own situation and needs.

, Other Procedures / Purposes

Types of Meetings

Workshops—Workshops are usually used for training purposes to meet needs of the participants.
Activities include a variety of large and small group sessions. Participants are considered to be part
of the resources.

- _ Conferences—Conferences are usually used for problem solvit gand fact-finding. Activities
include a variety of large and small group sessions. Participation of attendees is expected.

Institutes—Institutes are usually used for training. Activities include a variety of large and small
- group sessions. The staff provides most of the resources.

Seminars—Seminars are used by groups of experienced persons to share experiences. Activities
usually include a small group session under the guidance of a group discussion leader. There is a
great degree of attendee participation. o o

Clinies—Clinics are used for training, with participants being trained by clinic leaders. Activities
include one-to-one, small and large group activities.

Alternate Learning Strategies

Brainstorming—In brainstorming, participants spontaneously express their thoughts about a
specific problem. It is a let-yourself-go session that calls for ingenuity and creativity in seeking a
solution to a problem. Brainstorming is used to elicit both numerous and unique ideas.

. Case Study—The case study provides a description of a realistic situation that the workshop
participants are encouraged to consider and for which they resolve problems as if they were
personally involved. ’

Cracker Barrel Sessions—A type of group discussion session that provides for discussion that
moves freely and adjusts to the expressed interests of the participants. Unstructured group discussion
shou!g be conducted as informally as possible.
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Demonstratioris—Demonstration is the procedure of doing something in the presence of work-

shop participants either as a means of showing them how to do it themselves or in order to illustrate

a point. The workshop leader should be sure that the demonstration meets a necessary instructicnal
need. The effectiveness of this mstructlonal technique depends on the participants having a clear view
of what is being presented.

Group Discussions—Structured group discussions are characterized by adherence to a topic®or a
problem for which the participants want to arrive at a decision or conclusizn. This type of discussion
is generally directed by a group moderator.

Hands-on experience—Participants are actually involved in trying out or creatmg a technique
or product. This often follows a demonstration.

In-Basket—This technique is used to develop decision-making skills which focus on participants’
abilities to set priorities and carry out tasks. Workshop participants are asked to assume the roles and
responsibilities of specific staff members. They are provided written information in memo form about
a number of tasks . at they must complete. Workshop participants must determine Whlch tasks they
would attend to and in what order.

Panel Discussion—A panel consists of a group of experts on a particular issue or problem who
partlmpate in a discussion on the topic and/or answer questions raised by workshop participants.

Role-Playing—Role-playing is an instructional technique in which workshop participants
assume roles other than their own. During the workshop structdred settings are described and partlc1~
pants have the opportunity to express feelings, work out problems, "and expenence other persons’ roles.

The objective of a role-playing situation might be to suggest al ternative solutions to a problem,
to gain an understanding of another’s feelings, or to gain an experience in new situations. The situation
should be clearly presented to workshop participants.

Simulation—A simulation is a representation of significant or central features of reality that
requires the workshop participants to become actively involved in workmg through an experience
rather than merely witnessing it. Simulation is a broad term and inciudes many techniques such as

_in-basket, case study, role-playing, and gaming.

Site Visits—Site visits include trips to local business and industries and educational facilities.

Sgeaker—Thls is a more formal way of presenting information and is most effectively used in
the keynote activity. This is an efficient way of presenting information to a large group of people.
A drawback is the lack of audience participation.<.

Symposium—A symposium consists of a group of brief presentations on various aspects of a
particular issue or problem. Generally, after the prepared presentations, speakers participate in dis-
cussion and/or answer questions raised by workshop participants.

v
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Exhibits
Exhibits and displays provide an additional attraction to the workshop program. Advance
planning is requirec to develop lists of potential exhibitors, develop exhibit guid..ines, and
schedule participation of exhibitors at the workshops.
In contaciing potential exhibitors the folloviing should be provided:
e Promotional workshop information;
,,.g: ! .
o Guidelines for exhibits;
e Application forms for needed information; and

¢ Deadline date for participation.

As a follow-up procedure send a confirmation letter to exhibitors u,on receipt of application
forms. ’

¢
Persons and/or companies that might wish to prc{x!ide exhibits include:
e Publishing co‘mpanies;

e Equipment companies;

e Consultants; and

e Directors of exemplary programs.

See sample exhibit worksheet in Resource Materials {Figure 5.17).
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Special Themes / Topics

Important to the process of studying alternative approaches for using workshops as a training
and development technique is realizing just how many things might be done by the department.
Included below are some suggestions for themes, topics, and groups that might be included in
workshops designed to involve business, industry, and labor representatives. Tnis is the start of a.,
brainstorming list; you are encouraged to add to it:

1.

> W N

o

10.
1.

12.
13.
14.
15.
16.
17.

Governor’s conference on business, industry, labor, education cooperation;
Statewide conference on improving linkages with business, industry, and labor;

Department staff development workshop on business, industry, and labor involvement;

_Business, industry, labor invGlvement programs added to national teacher education

association meetings;
Orienting the public sector to the needs of eaucation;

Orientation meeting for resource persons and participants involved in business, industry,
and labor education programs;

Workshop on entrepreneurship through vocational education;
Seminar series: Contributions of labor to the community;
Labor education in the vocational education curric}ylu m;
Apprentice instructors teacher training workshop;
Understanding apprenticeship: What is it? How does it vcork?;
State of 3 : Teacher educators plan for business, industry, and labor linkages;
Exemplary business, industry, and labor linkage programs in the state;
Business, industry, labor, and education cooperation succuss stories;
Business and industry staff development programs;

Training techniques in the world of work;

Vocational education in emerging educational settings;
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V] N

18. Role of vocational education in manpower and economic development.

-

Use the remaining space to add your own ideas:
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Administrative Details

This part of the handbook section contains suggested items to consider in investigating and
establishing policies and prccedures. These items are followed by a Planning Steps Checklist
which gives an overview of the major items to be considered in planning workshops. ’

Examine Existing Policy / Procedures

»

Even the best designed workshops can often be hampered by unanticipated instructional/contract
rules and regulations. The following are some areas which should be investigated early in the planning
stage: : ’

e What are departmental/institutional/contract regulations regarding registration fees?

e What are departmental/institutional/contract regulations regarding budgeting/paying for meals/
refreshments? '

3

® What are degartmental/institutional/contract procedures/reguiations for ordering equipment
and supplies? . /

/

e What are departmental/institutional/contract procedures for contracting for facilities and/or
meals? '

o What are the procedures for reimbursement?

Establish Policy / Procedures

Open/Closed Enrollment b ) .

-

|

' |
|

e What are the procedures for payment of speakers, consultants, resource persons? |
\

|

\

|

|

|

|

\

|

|

|

The decision to have open or closed enroliment has implications for much of the planning
involved, in the workshop. Open enroliment is defined as enroliment that is not limited to a specific
number of participants or not limited to persons meeting specified criteria. Closed enrollment is
enroliment that is limited either by number and/or criteria. The decision as to type of enrollment

affects:
- @ Budget;

o Facilities (size of rooms, number of chairs, etc.);
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Accommodation planning;

7
Refreshments/meals;
Registration procedures; and

* Invitations and printed materials.

-~ <
“Registration Fee
If a registration fee is to be charged and the necessary clearances have been obtained, it is

necessary to decide if this will be paid by registrants through the mail or if it wnII also be collected!
. atthe time of registration. ,

§
\

N

Establish e policy on checks, check cashing, and refunds.

Establish a procedure for the recording and safeguardiﬁg of fees collected until they are
deposited. ’

Develop receipt forms ’aﬂj,es}abﬁsh policy for recording receipt of fees.

Reimbursement Procedures

The need for reimbursement can occur in several instances:

Speakers and resource persons will be reimbursed,
A contract may provide reimbursement for per diem or travel expe}.ses for participants.

Needed reimbursement forms should be developed/chtained. Necessary mformatlon/cntena
for reimbursement should be shared with the involved participants.

A
v

&
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Planning Steps Checklist

\
1
\

The purpose of the'Planning Steps Checklist is to give an “at a glance” listing of the major

_ specific items that are inviplved in planning for the use of workshops to increase business, industry,

and laobr inputs into vocgtional teacher education programs.
(1] Determine audience

Determine needs
t
i

Develop objectives

Clearance procedures

oo o0

Determine date and length of conference

Determine conference sitc

0

\Prepare a budget plan

Determine conference format

Pl'ﬁm by objectivss

De\\(glop facility arrangements

Prepare invitations g

Determine partic;pant transportation
Determine barticipant accommodations
Determine local travel arrangements
Determine needed staff arrangements
Arrange for consultants/speakers

3

Acquire materials/audio-visual equipment
)

Plan agenda

Plan bromotion

Arrange for refreshments/meals .

Plan exthibits
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[J Prepare workshop evaluation
[ Send follow-up letters

lj Prepare final report

W
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Planning Notes’

This section is designed to assist you in working out plans for the effective use of workshop . -
activities/approaches by your department. These points are based on the specific items identified -
in the Planning Steps Checklist. The purpose of these Planning Notes worksheets is to focus
attention on gathering informatian, organizing details, and defining department objectives that
are critical to involving business, industry, labor representatives in this type of activit\//app[pach.

List of Planning Notes Topics:

1.  Determine Audience: L
What is the potential target audience?
Anticipated needs?
Number to be involved?

é. Determine Needs:
What methods might be used to assess needs?
What needs have been identifieq?

3. Examine Support: ]
What potential funding sources are available?

4. Determine Ciearances: -
.What institutional clearance procedures/paper work are required?

5. Determine Staffing:
What staff/faculty will be involved in planning/conducting conference?
Who will be given responsibility as the coordinator?

6. Determine Agenda:
V}[aht are some approaches to be used in conference format/agenda?

7. Select Media:
What audio/visual materials should be considered?

8. Select Site:
What are potential sites/facilities? Wny?

9. Make Participant Arrangements:
What information is needed on transportation plans?
What information is needed on accommodations?

10. Arrange for Resu: .ce Persons:
What speakers/consultants could be considered?

1\

11.  Plan Exhibits:
What types of exhibits could be displayed?
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12.  Prepare Evaluation Instruments: X
What types of information should the evaluation instruments collect?
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1. Determine Audience

What is the potential target audience? ' » . -

Anticipated needs?
Number to be involved?

Fas

2. Determine Needs

What methods might be used to assess.needs?
What néeds have been identified? ’
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3. Examine Support

What potential funding sources are available?

voe

4. Determin_e Clearances

»

-

What institutional clearance procedd?es/paper work are required?
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5. Determine Staffing

What staff/faculty will be involved in planr'wing/conducting conference? -
Who will be given responsibility as the coordinator?

6. Determine Agenda . :

Fd

What are some approaches to be used ir conference format/agenda? ‘
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7. Select Media, . .

<

What audio/visual materials should be considered?

4

8. ‘Sele(:t Site

What are potential sites/facilities? Why?
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9. Make Participant Arrangements

LY

What information is needed on transportation plans?

10. Arrange for Resource Persons

What speakers/consuitants could be considered?

RESOURCE HANDBOOK

Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor
The Center for Vocational Education — The Ohio State Universi‘y

40




.6.34

11. Plan Exhibits

What types of exhibits could be displayed?

12. Prepare Evaluation Instruments

What types of information should the evaluation instruments collect?
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Selected References

This part of the handbook section lists selected reference materials that pertain to effec-
tively planning and conducting workshcps. |n addition to these materials, each service area
has a multitude of organizations and publications that are related to that particular szrvice area.
The library should be helpful in identifying these. You are encouraged to add to this list.

. Print Materials
Asnerican Iron and Steel Institute. Pl: aing a Community Workshop. Washington, D. C.:
American {ron & Steel |nstitute, {nd)--Brochure.

Davis, '.. N. and McCallon, E. Planning. Conducting and Evaluating Workshops. Austin, Texas:
Learning Concepts, 1974.

Hamilton, Dzvid H. A Survev of Educational Needs: Secondary School an. mmun’s.:
College. Battelle Memorial Institute, Center for Improved Education, C. ‘mbus, Ohio,
1972 and 1973.

Holiday Inn. Meeting Planner’s Guide. (nd).

Industry Cooperation Sparks Graphic Arts Curriculum. American Vocational Journal, 1978,
Vol. 51, No. 7, p. 69,

Nadler, L. “Improving the Results of Workshops,” Training and Deve/opment Journal, 1976,
Vol. 30, No. 3, 8, & 9.

atianai Association of Manufacturers (NAM). Community Resources Werkshops: A First
Step Toward Be:iier Industry-Education Cooperation. Nevy York, New York: NAM. (nd}

National School Public Relations Associaticn. The Conference Planner, A Guide to Good
Education Meetings. Washington, D. C.: National Educatior: Association, 1967.

Westinghouse Survey. Westinghouse Learning Corporation, lowa City, lowa, April 1973.

Zelko, H. P. How to Get More Out of Meetings. Santa Monica, California: Assignments in
Manacement, (nd).
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- Resource Materials

The example materials illustrated in this part are designed to be adapted and used selec-
tively as your situation dictates. The purpose of these materials is to show a variety of standard
forms, letters, suggested procedures, and other similar aids that would be useful to vocational
teacher education departments in promoting and developing improved linkages with the business,
industry, labor community in their area. ot o

Table of Figures:

5.1
5.2
5.3
54
5.5
5.6
5.7
5.8
59
5.10
5.1

5.12

5.13
5.14
5.15
5.16
5.17

Co?ference Planning Check List

Samples of Needs Assessment Questions

Planning by Obiectives

Materials Checklist

Sample Agenda-({The Center for Vocational Ed‘ucation--The Ohio State University)
Planning Facility Arrangements

Participant Transportation

Attendance Record

Participant Accommodations

Sample of Daily Evaluation Questions

Daily Evaluation Form--(National Society for Performance an~ Instruction)

Sample of Final Evaluation--(The Center for Vocational Education--The Chio
State University)

Sample Follow-Up Letter

Sample of Follow-Up Workshop Instrument
Contact Log

Small Group Procedures

Sample Exhibit Planning Form

Imp1oving Vocational Toacher Education Department Linkages With Business, Industry, and Labor
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T Title:
‘- Dates:

Site:

-

# Farticipants__

Target
Date

Completed Person
Responsible

Item

. Determine dat
. Determine

. De%ﬁpmine conference format

. Determine needs and objectix;g/

Preparg a budget p1an//4/// .

Clearance Procedures”

of conference
tonference sigﬁ
Planning by objectives .7
Facility arrangements

Invitations

.Participant transportation
.Particigant accommodations
.Local travel arranbements
.Needed staff arrangements
.Consultant/speakers
.Haterials/Audio~-visual equipment
.Agenda

.Promotion
.Refreshments/meal

.Meal arrangements
.Exhibite

.HWorkshop Evaluation
.Follow-up letters

.Final "eport

Figure 5.1 Conference Planning Check List

Improving Vocational Teacher Edu.ation Department Li-kages With Busines~, Industry. and Labor
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General needs for workslop planning can be assessed through the use of open-ended
questions or it may be useful to provice semi-structured responses.

Sarple (uesticn
1. What work sites do you feel should be used for learning?
School buildings
v Labor unicn buildings

Business/lhdustry facilities

Other < \\\<

\
Sample Survey Question .
. Statements ) Level of Agreement
5 Strongly Strongly
. Agree Agree Neutral Disagree Disagree
1. Advisory Committees SA A N D SD
should be used to Y
evaluate prograirs -
2. Business/lndustr} and SA A N - D SD

Labor must be tapped :
for its resources

Add below any promising idea not mentioned in this list which you feel should
receive prompt attention. .

. Sample Sdrvey Question

Level of Importance Need for Staff Developrent

None \Little Some Much Great None Little Some Much Great
1 2 3 4 5§ 1. Improve 1 2 3 4 5

opportunities

for inservice

vocational

personne1

1 2 3 4 5 2. Improve 1 2 3 L 5
. the methods

for evaluetion '

of vocational .

personnel

Figure 5.2 Samples of Needs Assessment Questions
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-

Sample Survey Question

Criteria for Low High Feditm >

Evaluation Importance Importance Importance honments
1. Number of 1 2 3 4 5 6 7

Vocational

Teachers

employed
2. Recruitment I 2 3 4 5 6 7

procedures to

N identify
S BN potential
T teachers from N
industry v
B . ’}"»-Samp]e Survey Question
. Statements ) Priority of Needs
: ) . Low Fedium High
1. Ensure that preservice 1 2 3 4 5
preparation of vocational L.
personnel meets present
and emerging needs
2. Prepare an adequate supply 1 2 3 4 5

of qualified vocational
personnel for each leadership
role

#0nce you have completed the ratings: please go back and circle the item numbers
of the 10 statements which, in your opinion, MOST URGENTLY WEED ATTLATION.

Figure 5.2 continued
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;
- A
'c“‘p_.r‘:'-’ ~ ~ 2
P o)
R -
- B MATERIALS CHECKLIST
v o
- } i EE{E’ Supplies "Audio visual equipment/supplies .
el N
g .! note paper projection <creen
i binders - slide projector
. f pens carousel
Lbencils film proiactor

marking pens

transparency marking pens

stapler
scissors
paperclips

. masking tape
scotch tape
name tags
rubber bands
index cards
file folders
ruler
chalk

Prepared aids

Participant packets
Overhead transparencies

take-up reel

extra projector bulb
extension cord
adaptor plug

tape recorder

blank cassette
batteries

easel

flip chart
chalkboard

overhead projector
transparencies

PA system -

mikes

typewriter

camera

videotape recorder
photocopy service available

Slides
. Flip Charts
Films

Furniture

# tables
# chairs
podium \
stands for AV equipment ¥
registration table ’

S {
* Be prepared for equipment breakdowns, malfunctions.

Figure 5.4 Materials Checklist
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Worliishop Agenaa

EPDA Training Horkshop

. ’ Improving Vocational Teacher Education Departrent
: Linkages With Business, Industry, and Labor
Workshop

The Center for Vocational Education
The Ohio State University
Columbus, COhio

April 18-19, 1977 .

! "~ IRAINING “ORKSHOP OBJECTIVES .
’ The exper1ence of this training workshop is des1gned to:

~ 1. Stimulate greater involvement of vocational teacher education
departments with representatives of business, industry, and labor.

2. Provide a training setting that will involve participants
in activities that will answer their questions and heip
resolve problems concerning improved linkages with business,
industry, and labor.

3. Introduce a series of resource handbook m.’erials that are
qesjgned to assist vocational teacher education departments
in improving their linkages with business, industry, and labor.

4. Provide opportunity for sharing ideas, and genersting new
e ideas concerning the use of various techniques anc¢ programs
for more effective invelvement of business, industry, and labor.

Promote the development of vocational teacher education denartment
and/or individual staff plans for the utilization of techniaues

ot programs for more effective involvement of business, industry,
and labor.

[85]
.

——

This training workshnop and resource materials development
work are part of the activities of a Center project sponsored by
the U.S. Office of Education and the Ohio Department of Education.
Division of Vocational Education under EPDA Part 7, Section 553
as a national priority project entitled: "irprovina Business,
Industry, Labor Inputs into Personnel Development Programs".

s EPDA TRAINING WO!KSHOP
Improving Vocational Teacher Education [icpartment Lini.zaes VWith Business, Industry, and tLabor
Tha Center for Vocational Education — The Ohio State Umiversity

~ i

Figure 5.5 Sample Agenda
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Monday Evening Proaram

Holiday 1
Sheri da)n ng'or

April 18, 19;7

6:30 PM WORKSHOP REGISTRATion and |
Get Acquainted:[iwme

7:00-9:00 PM (‘;SNCRAL SESS 10N
orkshop Overview and Procedures

Dick Dieffenderfer
Project Diréctor .
“ The Center for Vocat1ona1 Education ™~

Panel NDiscussion’

"The Missing Link: The bus1ness, industry, ‘
labor perspective on the problem”

Moderator: Lee Kopp

The Center for Vocational Education

Panelists

Albert Lorente . Ray Wasil

United Auto Workers Ohio Industry-Education-Labor
Coordinator, RAIEC Ohio

Herbert Cham erl in Coordinator

Oarrell Parks
Paul Musgrove Ohio Department of Vocational
I1linois Indu ry-Education Education; EPDA Coordinator

. Council

Eastland Vo ;fnal Center

Tommorrow's workshop session will be conducted at The
Center for Vocational Education, 1960 Kenny Road. Thebus
for the Center will leave the Holiday Inn at 8:00 and 8:15 A.M.
Remember to check out and bring your luggage with you. Due
to limited Visitor parking spacd at the {enter, we prefer
that you park your car at the Holiday Inn.

EFCA TRAINING WORKSHOP
lmproymg Vocational Tcacher Education Department iinkaqes With Business, Industry, and Labor
The Center for Vocational Education ~ The Ohio State University

Figure 5.5 continued
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5.45

8:00 AN

" 8:30 AM

. 9:00 AM

10:45 AM

Page 3

Tuesday I:orning Program

The Center for Veoc.tionedl cducaticn
Aprit 18, 1977

PICK-UP AT HOLID'Y Ikii, bus transportation to the
Center

LOCAL REGISTRATION AT THE CENTER
Coffee and Danich

GENERAL SESSION - Room 1A

Film: "Personnel Exchaage Hiram Goad,
Prograr in Texas:

Focus on the Need"

FIRST SMALL GROuP SESSIans (coffee in rooms)
Refer to detailed information sheet in agenda.

Roorm 1C .
“Developing a Fian for Departmental
Business, Industry, Labor Involvement"

Group A:

Room 18
"Involving Pre/In-Service Teachers in
Business, Industry, Labor Experiences"”

Group B:

Room 1A lNorth
" Involving Department Faculty in

Group C:

Business, Industry, Labor Experiences"”

Group D: Room 1A South

"Establishing Effective \lorking Linkages

with Business, Industry, and Labor".

GENERAL SESSIon - Roen 1A

Small Group Surmaries
Prograrm Mocderator: Orvest Cap
The Center for

Vocational Education

"Community Education and Werk Councils”
Paul Musgrove )
I1linois Industry-Education Ccuncil

Eastern Texas State Univ.

™~

RESOURCE HANDBOOK

Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor

The Center for Vocational Education — The Ohto State University

Figure 5.5 continued
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11:30 AM

1:00 PM

2:40 PM

-

Page 4

BUFFET LUNCH - Room 1A

Program: “Human Rescurces Development in the

World of VWork"

Robert Craig, Director of Cemrunications
American Society for Training and
Development

Tuesday Afternoon Program

April 19, 1977

SECOND SMALL GROUP ?ESSIONS

Group A: Room
"Developing a Plan for Departmental
Business, Industry, Labor Involvement"

Group B: Room 18
"Involving Pre/In Service Teachers in
Business, Industry, Labor Experiences"

Group C: Room 1A north
"Invc ing Department Faculty in Business,
Industry, Labor Experiences”

Group D: Room 1A south
"Establishing Effective Working Linkages
with Business, Industry, and Labor"

GENERAL SESSION - Room 1A

‘mall Groun Summaries
! sderator: Leé Kopp,
The. Center for Vocational Education

Panel Discussion: "Expanding Pialogue
with Business, Industry, Labor"
" Moderator: Dick Dieffenderfer,
The Center for Vocational
tducation

RESOURCE HANCBOOK

Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor

., The Center for Vacational Education ~ The Ohio State University

Figure 5.5 continued

Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor

RESOURCE HANDBOOK
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Panelists

Albert Lorente Ray tasi?
United Auvto Workers Ohio Industry-fducation-Labor
’ Coordinator, NAIEC Ohio Coordinator
Paul Musarove ’
I11inois Industry-Education *Darrell Parks
5 Councii Ohio Department of Vocational
. Educaticn, EPDA Coordinator )
Robe.,t Craig
American Society for Training Dick Cornell
and Deve’opment Acceleration Life Insurance Co.
Y
4:00 PM Adjourn: Those who have early flights will leave

for the airport. Others are welcome to
remain and continue discussion or %four
The Center:
Career Education
Competency Based Career Education
Comprehensive Vocational Education
Progran
Center Library
Rural Career Guidance
The first bus will leave The Center at
4:00 and the second trip will leave The
Center at 5:00.

Van service will be available bac' to

Holiday Inn for those who ieft their
cars there.

NOTE: BF SURE TO RETURN YOUR EVALUATION FCRM

EPDA TRAINING WORKSHOP
Improving Vocational Teacher Education Department Linkages VWith Business, Industry, and Labor
The Center for Vocational tducation — The Qhio State Unwversity

Figure 5.5 continued .
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Page 6

Small Group Sossion Detars

GROUP A: Conference Roon 1-C

“Developing a Plan for Departmental Business, Industry,
Lator Involvement"

Moderator: A. J. Miller
- Ohio State University

Resource Persons:

Dewey Adams )
Ohio State University

Lucy Thrane
The Center for Vocational ’ tion

Carl Schaofer
Rutgers University

Resource Handbook Haterials:

#1 Staff Developrent,
Creating e Staff Development Plan for Business,
~ Industry, Lator Involvement

#8 Program Supporc:
Securing Program Support for Business, Industry,
Labtor Involvement (In press, to be mailed out)
N\

EPDA TRAINING WORKSHOP
Improving Vocational Teacher Edacation Department Linkages With Business, Industry, and Labor
The Center for Vocational Euueation — The € o State Unwersity

Figure 5.5 continuec
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GROUP B: Conference Roon

“Involving Pre/In-Service Teechars in Business, Industry,
Labor Lxperiences

Walter Stein
Northern Michigar University

B

Moderator:

Resource Persons:

William arber

Central Missouri State Upiversity

N

-Odel Miller
Ohio State University

Herb Chamberlain .
Eastland Vocational Center

Resource Handbook Mate.,ials:

#3 Cooperative Internships:
Establishing Ccoperative Interrnship Programs
Involving Business, Industry, Lavor.

Site Visits:
Conducting Business, Industry, Labor Site Visits. .

#6

g

EPDA TRAINING \WORKSIHOP s
Improving Vocational Teacher Education Depart wnt Linkiges With Business, Industry, and Labor
Tne Center for Vocational E¢ .4tion ~ The Ohio State Univarsity

Figure 5.5 continued

ERI
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. Page 8

JGROUP C: Conference Rooni 1A North

“Involving Department Faculty in Business, Industry,
Labor Experiences”

Moderator: Charles Weaver
The Center for Vocational
Education

Resource Persons:

Annelle Bonner
University of Southern Mississippi

Jack NcElrov
University of Kentucky

Richard Swanson
Bowling Green State University

Resource Handbook Materials:

#4 Personnel Sxchange Programs:

Establishing Personnel Exchange Progrems Involving
Business, Industry, Labor.

#5 MWorkshops: P
Involving Busiress, Industry, Labor Through
Workshop Programs.

EPDA TRAINING WORKSHQP
Improving Vocational Teacher Education Departinent Liukages With Busmess, Industry, and Labor
- The Center for Vocational Education — The QOhio State University

Figure 5.5 continued
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GROUP D: Conference Room 1A South
, “Establishing Effective Working Linkages With Business,
Ingustry, and Labor" -

Moderator. Allen B. Hoore
The Center for Vocational
Education

Resource Persons:

Richard Kelly
Ball State University

Jame ., Barber
Southern Conneticut
State College

Hiram Goad .
East Texas State University .

Lucile HWright
Cleveland State University

Resource HandLook Materials:

#2 Advisory Committees:
Utilizing Business, Industry, Labor Advisory
Committees.

#7 Resource Persons: .
Involving Resource Persons From Business, Industry,
Labor.

EPDA TRAINING W( 2KSHOP
Improving Vocationzl Teacher Education Departr :nt Linkages With Business, Industry, and Labor
The Center for Vocauonai Education — The Ohio State University

Figure 5.5 continued
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PLARIING FACTLITY ARRALLTLTTS

Conference location:

Meeting facility

Address

Phone

Contact person

Date of request

Confirmation date

Parking facilities

Available equioment

Time Room fapacity Activity PA? Equipment/Supniies

Figure 5.6

Planning Facility Arrangements

Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor

RESOURCE HANDBOOK

The Center for Vocational Education — The Ohio State University
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Participant Transportation

1t 5_’:7.‘

- Reservations
_ Made directly by participants

Madc by staff for pacticipants (not recomrended)

WORKING COPY

Arrival pattern

Majority arriving

Other

Departure pattern

Majority leaving

Other

Local transportation required

Figure 5.7 Participant Transportation

RESOURCE HANDBOOK

Improving Vocational Teacher Education Department Linkages With Business, industry, and Labor
The Center for Vocational Education — The Ohio State University
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ATTENDAOS RICOR
o R o W el WA

- Painting, Decoratiny ana Drywali -
Apprenticeship Training Instrucicrs Saininar

Please wraite in 'nf-rmation below or attach your business card

eName and Positions eMatling Addresse

Figure 5.8 Attendance Record

RESOURCE HANDBOOK

Improving Vocational Teacher Education Department Linkagas veith Business Industry, and Labor

The Center for Vocational Educgtion — The Ohio State University
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Acconmodations
¥ade directly by participants

Made by staff for participants

Participants Accommodations

>

o

oo~

>,

C;:Sdi

E Tota1 nuvher of participints expecid
o Methods of transporsation to conference
oo

Room rates and # rooms required by motel/hotel

Motel:

rate # required

Single

Double

Twin

Suite

Address

Phone #

Contact

Parking

Transpor:iation
p

Check out time

Hotel:

rate

Single

# required

Double

Twin

Suite

Address

Phone #

Contact

Parking

Transpor:ation

Check out time .

Figure 5.9 Participant Accommodations

RESOURCE HANDBOOK
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Sample of Daily Evaluation Questions

Date

1. What were the two best aspects of today's activities?

a.

‘2. What two aspects of today's program (instructional format,
- content, environment, etc.) most need to be improved for
tomorrow's sessions?

a.

3. What new terms or concepts (if any) presented dur.ng today's
session need further explanations?

Any additional comments you tould like to make on the back uf this
sheet w11l be greatly appreciated.

Thank you!

Figure 5.10 Sample of Daily Evaluation Questions

RESOURCE HANDBOOK

Improving Vocational Teacher Education Department Linkages-With Business, Industry, and Labor
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NSP1 PRESENTATION EVALUATION FORM

TITLE: "RESENTLRS:

-

= no; lousy; boo! 4

VALUE

CONTENT

DELIVERY

NARRATIVE

WORKING EOPY

1 9N

a hearty yes; great!

.
3

4 ]| additicnal comrents

—

Did the presentation deliver what was promised in the Conference
Program? )

2. Mas the presentation relevant to your needs?
37 Why d¥d you choose to attend this presentation?

1. 0o you feel that you learned something useful?

2. Was it ornanized well?

$. Mow about the level or depth df the presentation?

4.  tow about the use of...

i . |
a. visuals?
b. handouts? [

¢. aujience participation? |

PR R Y IR R NPT VTR

A

Was it euthoritative?

i
2. Was 1t irteresting?

3. Has 1t eatertaiiing?

}. what was best about it?

2. Specificallv, how could it be improved?
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Workshop Evaluation

Improving Vocational Teecher Lducativa Lepe -tment
Linkages wWith Business, Industry, and Labor
Workshop

“The Center for Yocational Education
The Ohio State Universitv
) Columbus, Chio
Aprid 18 & 19, 1977 s

3

Purpose:

- - This questionnaire has been designed to help the project
staff assess the quality of tne workshop and to determine

the extent that it has met your expectations.

How Well HWere The Seminar Objectives Achieved?

Indicate, by circling the appropriate rating, how well
the following workshop objectives were achieved.

Objectives Extremely Adequatel Not
well a y at all

1. Stimulate greater involvewent
of vocational teacher education
departments with representatives
of B-1-L 1 2 3 4 5

2. Provide training setting
involving participants in
activities to help answer their
questions, resclve problems
concerning improved linkages
with B-1I-L 1 2 3 4 5

3. Introduce a series of resource
handbook materials that are
¢ designed to z2ssist in improving
linkages with B-I-L

r
w
F-3
3

4. Provide opportunity for sharing
and generating new ideas con-
cerning the use of various
techniques/programs for more
effective involvement of B-1-L 1 2 3 4 5

/

) EPDA TRAINING WORKSHOP
) Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor
3 The Center for Vocutibnal Education — The Ohio State University

Figure 5.12 Sample of Final Evaluation ‘

RESOURCE HANDBOOK
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Page 2 '
Lxtremely Adequately Not
Objectives Cont. well at all
5. Promote the development of
plans for the utilization of
tecnniques or programs for wore
effective involvement of B-I-L 1 2 3 4 5
what Did You Think O0f The Sewminar Arrangements?
Excellent Average Poor
1. Pre-session information 1 2 3 4 5
2. Registration procedures. 1 2 4
3. Meeting rooms 1 2 3 4 5
4. . Overall organization 1 2 3 4 5
5. Opportunity for professional
interchange 1 2 3 4 5
6. Motel accommodations 1 2 3 4 5
How Useful Were The Seminar Presentations To You?
Very Not
Relevant Relevant
1. The Missing Link: The business,
industry labor perspective on
the problem.(panel discussion) 1 2 3 4 5
2. Developing a plan for depart-
mental business, industry, labor
involvement. (small group) i 2 3 4 5 ‘
3. Involving Pre/In-service Teachers
in business, industry, labor
experiences. {small group) ] 2 3 4 5
4, Involving department faculty
in tusiness, industry, labor
experiences. (smail group) 1 2 3 4 .5
5. Establishing effective working
linkages with business, industry
and labor. (small group) 1 2 3 4 5
] EPDA TRAINING WCR!,SHOP
improving Vocational Teacher Educatic » Department Linkages With Business, Industry, and Labor
.. The Center for Vocational Education — The Ohio State University

Figure 5.12 continued

RESOURCE HANDBOOK
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Very

Relevant
Expanding Dalogue with Businoss,
Industry, and Labovr. (panel
discussion) 1
Personnel Exchange Prograwm in
Texas. (movie) 1
Community-Education and Wark
Councils. (speaker) 1
Human Resource Development in the
World of Work (speaker) ’ 1

(2 B~ S A )

How Effective Were the Seminar Presentation Techniques?

Were you given enough time to ask questions ?
Were your questions answered satisfactorily?

Was there enough time allowed for group discussion?

Were the visual aids used effectively?

Was the information presented in an interesting

manner?

D

Did the seminar lcaders have t%eir materials ard

program well organized?

What Comments Do You Have?

Page 3

Not
Relevant

Yes No
()
()
()
()

()

()

How do you plan to use the materials (handbook} ideas or

strategies that were introduced at the workshop?

EPDA TRAINING WORKSHOP

Improving Vocational Teacher Education Department Linkages With Business, Industry, and Labor
The Center for Vocational Fducation - The Qhio State Uriversity

Figure 5.12 continued
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Page 4

2. What precblen areas did the workshop identify which you
feel yc 1 ¢an work vn to improve? .

3. What do you feel is the next step necessary to set up

B-1-L linkages? i
i
Return to:
EPDA/BIL Workehep Telephc *n:
Personnel Ce - 'pmant Drvision

The Center f. ' dational Education (614) 486-3655
The Ohio State uuijversity .

1960 Kenny Road

Columbus, Ohio 43R10

B3

- R,

' . GPDA TRAINING WORKSHOP
fmproving Vocational Teacher Ed::calion Departmenc Lmkages Wich Business, Industry, and Labor
The Center for Vocalicnal Education — The Ohio Styre Unwersity

Figure 5.12 continued

RESOURCE HANDBOOK
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(Letterkead)

April 6, 1977

Two months have pasced since the (title) Workshep was held at

{address).

As you are aware, the workshop had as a major objective the establish-
ment of closer ties with the private sector. You are now in a position
to give us some measure of your use of the ducumentation distributed at

the workshop and specific changes you might have implemented.

Thank you for your participation at the workshop and assistance in

completing the enclosed questionnaire. Please return this instrument

b (date).

Sincere'y

{name)

Workshop Director

JAC/cad

Figure 5.13 Sample Follow-Up Letter

RESOURCE HANDBOOK
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Have you 1nitizted ary henges es sult of ycur participation
in the wor.shep?

Yes __Ho

2. Do you glen to ikp]ement channes?

Yes No

3. Did you have te prepare ¢ vritter revcrt for your irstitution after
the workshop?

_Yes No

4, Did you have to rmake an oral report?

_Yes Ko

5. Since the workshop have you disseminated any information?

Nore Partial - fntire

6. Did you distributeicopies of the workshep materials tc:

_Department Chairferson
___Dean
__Faculty
___Teachers )
—__Othor (please spacify )
Ko one

7. Please rerk the skills listed below in terrs ¢f their uscfulness
since corpleticn f the sessions. If any of the skille have rot
proven useful, please renk them "C".

Rank Skill

b v et et e ia 0 ms = s s s 8 amamr s as mammw e n - - - . - - - . . PR - -

Figure 5.14 Sample of Follow-Up Workshop Instrument

RESOURCE HANDBOOK
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CONTACT LOG
Name:

Page of

Person contac’ed: Nature of Infori..tion Sought/
{Record name, title, Provided
address, telephone type/cost of reimbursement/
numler in . file? honorarium

Foilow-up Action
Required/Reminder
Needed

Contact
Date

Thank You
letter
date
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INFORMATION SHERY
WORKSHOP SHALL GROUP DySELSSIQN SESSION PROCEDURES

The most concentrated pericd of involverent for the workshep participants
will take plece curing *pe swell greup discvs.icn sessions. There will be four
concurrent sivall group discuscicn sgssions for & part ¢f the rorning and after-
noon prograr. The participarts wili seiect two of these sessiens, one in the
morning, and ancther in the cit{errncon. -In orcor to nmake these sessions as useful
as possiole for tne participents this information sheet has been prepared as a
guideline for conducting the small group sessions.

Sucgested Discussion Session Format:

The following steps are sugcested as a way of organizing the group session
to make mest efficient use of the zvailable time. All persons involved are en-
couraged to assist in keeping the discussion moving and on target. Format for the
group session includes:

1. Moderator review group discussion tcpic with participants.

-Set .the stage for topic discussion.
-Describe session presertation and discussion format.
~-Describe Recorder's surmary sheet to be used.

-Direct attention to the two resource handbook sections related
to the topic and the feedback suggesticn sheet.

2. Moderator presents brief introduction ¢f resource persons.

3. Participants introduce themselves and identify areas of B-I-L
interest or involvement. ’

4. Resource persons start discussion with their 10-15 minute
presentatiun of their activities, and ideas/suggestions for
B-1-L involvement.

5. Open discussion and question and answer per%od with a1l persons
contributing.

6. At end of session Mcderaicr and Recorder summarize topics
discussea and apparent group concensus on issues and
reconmendations.

7. Group session adjourned and participants rejoin rext workshop
general session.

8. Moderator and Recorder check notes for Recorder's Present:tion.

Figure 5.16 Small Group Procedures

RESOURCE HANDBOOK
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Individuval rResponsibilities:

We apprecizte your interest and tra rrofossional cenlvibutior thit you
will be making to the success ¢t this werherep,  The notes Tisted belly are |
designed to frovide for tnme creirizatior of & swroth running a.d productive |
discussion session for all involved. : '
Moderator (

.1. Chair group session fellowing the tasic session format
previously described.

2. Help keep aroup discussion moving and ¢n target.
3. Help summarize group discussion and recommendaticns.

4, Assist Recorder prepare notes for group report.

- Recorder for your session

Recorder

1. nis’ribute copies of the Group discussicn summary shcets

n aded,
2. lav~ ~-¢as on highlights ¢f group discussion.
4. Present discussion surwary report during workshop general session.

Resoursge Persons Panelists for your session:

»

. . .
A i t]

|
|
|
|

3. With Mcderator prepare group discussion Surmary.
|
|
1. Check AV equipment needs with Poct/Mcderaovor, 1
2. Provide moderator infcrmaticn for your introduction. ]
|

3. Present brief overview of 1our activities and ideas/recormendations
related to the group topic for imoroving B-I-L linkeoas,

4. Contribute to general grcup discussion.

§, Help keep group discussion roving and on target.

Figure 5.16 continued

-
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EXHIRTT ML NES

[
-2

Floor plan:

fexhibits plarned

Hours of exhibits

Setup date

Dismantle date

Space availzlle

Tables requ.rcd

signs

Any labor charges

Electrician/carpenter services

Special charges

Partitions, bﬁckdrops needed

Security precoutions

Storage of shipping cartors

attach list of exhibitors:

Name

Address

Phone ¥
Contact person

Figure 5.17 Sample Exhibit Planning Form
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