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CHAPTER 1

INTRODUCTION AND BACKGROUND OF THE STUDY

ks6
, a , , a

,

.The Interstate Distributive Education Curriculum Consortium (IDSCC)

is an organization of twenty-three states that develope competency-based

curriculum materials for distributive education basec. upon tacks

performed in over 100 occupations within the field'of marketing and

distribution. Tale basic system was developed in the early 1970's.

The original IDECC system consisted of 500 Learning Activity Packages

(LAPs) based upon the 983 competencies identified in a study completed;

by Lucy Crawford (1967), "A Competency Pattern Approach to Curriculum

Construction in Distributive Teacher Education." Each LAP contained the

.

following components:

1. Pretest

2. Objectives

3. Leaining Activities

4. Handouts (learning resources)

5. Learning Manager's Guide

6. Pretest Key

7. Posttest

8. , Posttest Key

Williams ,(1977) reported:

The Consortium adopted an evaluation model for the field

testing of learning activity packets (Lucas et al., 1976, p. 2).

Instruments were designed for measuring student achievement in 41

a.

1
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.competencies,amd:itudent/ieicher attitudes toward the LAP

meihod'orinstrudtion. 5peciftcally, information wis
gathered regaraing IDECC system uge in terms of:'
.effectiveness, effiaiency, idequa:by of learning activities, LAP
format, facility) congruence bOween objectives aod test
questions, availability of reading resources, educational-
enfranchisement, a eomparison of_LAP instructIon to traditional
instruction, adequacy of oojectives, time factdia, clarity
of directibns, student 10erest level, and student/teachen
attitudes totiard LAPs. Analyiis44 the data revealed a high
degree of Success for the LAP method of instruction (Ludas ,

et al., 1974, p. 2). The field-test study provided.input for
final revisions of 'the learning activity packets. (P. 3)

Although information concerning effectiveness of the LAPs and comparison

ofALAP instruction to traditional instruction was gathered through thë .

field iest proce0, e4erimentation was not involved. I

In 1976, ibscq was awarded a grant under rari G to.adapt

the original IDECC system to the adultand other leveis. The.project, -

entitled Development and Validation of Com etenc Based Instructional
k

, Systems for Adult, Post-Secondary, Special Needs,,dnd Entrepreneurship

( Via the IDECC System, was.completed in Aarcn, 1978.

This study was conducted to evaluate through experimental research the

effectiveness of the adult IDECC systematic teaching approacn. This studys

4

was intended to compare student,achievement resulting from learning bSt

the IDECC systematic.teaching approach to the student.achievement ciatained

by the traditional teaching approach.

Need and Purpose for the Study

In Februa.ty, 1978, the IDECC executive committee adopted the following

dission.statement:

The role of IDECC s to develop and disseminate systematic
approaches for planning, organizing,directing and,evaluating
distributive education curricula for specific occupations in
marketing and distribution. Further, IN:CC curricula will,
oe competency-oased.-including materials for testing, .

C.

;
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3

content doáuments,'learning activities, behavioral

objectives and related.support materials.

In accordance with this mission and in order to provide the most effective

competenci-based materials for adult distributive education possible,

a study was needed to determine the effectiveness of the newly-adapted

IDECC system at the adulN, level. Do students enrolled in adult distri-

;butive educatton courses learn better by using the adult IDECC

systematic approach? To answer this question, a comparison of achieve-,

men$,,,was made between the adult IDECC-systematic approach and the tradi-

!

tional approach of instruction.

,A thorough review of the literature, including mechar4,zed information

system searches through ERIC and Computerized Dissertation Abstracti,

uncovered no research that oompared.instructional apprOaches in adult

. distributive education.
. -

'The purpose of this study-.was to frovide information to IDECC, Inc.

for use'in improving future curriculum development and sttematic proce .

dures in the area of adult distributve education. Furthermore, this

informatior be of v.se in future efforts to iiprove.adult learning

activity packages, espebially, the adult'IDECC systecnatic approach of

instruCtion.

%.

Statement of the Problem
,

This study was designed to investigate the following primary research
N.

question; Does teaching approach, after controlling for school effect

and seleoted student variables, contribute significantly to student

achievement based on a measure of knowledge of employee training

evaluation,and motivation? If the answer to this question is yes, will

there be a significant difference between the achievement of adult

students who learn by the adult IDECC systematic teaching approach and

11
44



adult stadents who learn by de traditional teaohing approach? r

Furthermore, this study was designed'to investigate the following

secondary research' questions : .

1. What proportion of the Variance of student achievement is

accounted for by the following sources of variance?

Variable Xl: Teaching Approach
1

Variable X2: Student Ability

Variable X3: Student Sex

Variable X4; Student Age

Variable 15: 'Student Sducational Level

Variable,I61 Student Occupational Sxperience

Variible x,,r2 Student Previous Training in Mmployee Training,

Evaluationland Motivation

Variable Xti: Student Supervisory and/or Managerial Ixperience

Variable X9: Student EMployment Status

Variable X10: Type Student (preparatory or supplementary)

Variable Xii: Past Participation in Distributive,Education

Pro, grams

Variable X12: School

Variable A
2

by X, : Student Ability by Student Sex

Variable X2 by X4 Student Ability by Student Age

Variable X
2
by X

5
: Student Ability by Student Educational Level

Variable X2 by X6 : Student Ability by Student Occupational

Experience

Variable X2 by X2 ; Student Ability by Student Ability

Variable X4 by X4 : Student Age by Student Age

Variable X5 by X5 : Educational Level by Student Educational

Level

12
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Variable X6 by X6 Student Occupational Experience

by Student Occupational i!sperience

Variable X8 by X8 1 Student Supervisory and/or Managerial

Experience by Studsnt Supervisory and/or

Managerial Experience

Variable X by X2
1

Teaching Approach by Student Ability

Variable X
1
by X

)
: Teaching Approach by Student Sex

Variable X
1 oy X4

Teaching Approach by Student Age

Variable X1 by 4
:

Teaching Approach by Student Educational
5

Level

Variable Xi by X6 : Teaching Approach by Student Occupational

Experience

Variable X
1
by X

7
: Teaching Approach by Student Previous

Training.in Unit

Variable X1 by X8 : Teaching Approach by Student Supervisory

and/or Managerial Experience

Variable X by X Teaching Approach by Student Employment
1 9

Status

Variable X
1

by X
10

:
Teaching Approach by Type Student

(Supplementary or Preparatory)

Variable X by X : Teaching Approach by Student Past Parti-

1 11

cipation ln Distributive Education Programs

Variable X2 by X8 : Student Ability by Student-Supervisory

and/or Managerial Experience

Variable X2 by X9 : Student Ability by Student Employment Status

Variable X2 by X10: Student Ability by Type Student
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-6

Variable X3 by X4 : Student Sex by Student Age

Variable X3 by X6 : Student Sex by Student Occupational

Axperience

Variable X
3
by X

8
: Student Sex by Student Superviso:y

and/or Managerial Experience

Variable X4 by X5 : Student Age by Student Educational Level

Variable 14 by X6 : Student Age by Student Occupational

Experience

Variable X4 by X8 : Student Age by Student Supervisory and/or

Managerial Experience

Variable X4
by X

9
: Student Age by Student Employment Status

Variable X5 by X6 : Student Educational Level by Student

Occupational Experience

Variable X
5

by : Student Educational Level by Student

Previous Training in the Unit

Variable X5 by X8 : Student Educational Level by Student

Supervisory and/or Managerial Experience

Variable X6 by X7 : Student Occupational Experience by Student

Previous Training in tbe Unit

Variable X6 by X8 : Student Occupational Experience by Student

Supervisory and/or Managerial Experience

Variaole X
7
by X

8
: Student Previous ncraining in the Unit by

Student Supervisory and/or Managerial

Experience

Variable X6 by X10: Student Occupational Experience by

Type Student

14



2. 4hioh of the above variables contribute significantly

to the achievement of adult students based on a measure of

their knowledge of employee training, evaluation, and

motivation?

Assumptions

Assumptions upon which this study were based are as follows:

1. The subjects were administered the study's instruments and answered

them independently, without the aid of resources or classmates.

2. The subjects were proided either the experimental or traditional

treatment as prescribed and explained to the instructors.

3. The student competency records were completed accurately by the

instructors using the adult IDECC systematic approach.

4. The IDECC learning activity package pretests and posttests were valid

and reliable.

Delimitations of the_ILigy

This study involved two approaches to instruction, the IDECC systematic

approach and the traditional approach. The IDECC system may be defined

as the steps a student follows to learn the competencies determined as

necessary to perform in a specified occupation. For purposes of this

study, the IDECC system was delimited to exclude the process of

identifying required competencies. The treatment only included the adult

IDECC systematic approach of instruction used to teach the same ten

competencies to all students in the experimental group. Competencies

ased upon individual career objectives were not determined but, rather,

all experimental group students werei,involved in learning the same

competencies.

Furthermore, even though the adult IDECC system at the time of the

. study had materials to develop 983 competenciez, this study was delimited

to the development of ten competencies. ,



The 983 competencies, upon which the adult IDECC system are based

inalude competencies within the cognitive, affective, and psychomotor

doillains. This study involved only the cognitive domain. Competencies

within the affective and psychomotor domains were not included.

The control group of this study received the instruction by use of

the traditional approach. The scope of traditional teaching in adult

distributive education that was to be considered as the. control treatment

was determined by the control group instructors. Traditional teaching

was defined as an approach that uses the following methods and techniques

to convey information to a group of students: lectures, discussion, case

stud.es, handouts, visua.) presentations using transparencies, role playing,

and exercises. Traditional teaching was considered as a highly structured

approach that is narrow, specific, and I.ime-oriented based upon the topib.

Little or no testing is common and grading is based upon attendance by

the student. The control treatment was delimited to the above definition.

Although adult distributive education courses include a wide range

of subjects and types of organization, this study only used courses that

normally provided instruction in the unit selected as tlie content to be

taught.

Since the investigators were mostly interested in cognitive achieve-

ment of the students in terms of knowlodge, student and instructor

attitudes toward the instructional approach were,not determined.

This study was not meant to be an evaluation of the entire adult

IDECC system. It was a first attempt at determining the effectiveness

of the adult :DECC systematic approach of instruction which involves the

use of selectLd adult learniag activity packages consisting of pretests,

4
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objectives, learning activities, instructional materials, and

posttests as a systematic procedure to assist adult ritudents in

learring competencies.

Limitations of the Study

Six limitations confronted this study. First, the population of the

study was those adult distributive education classes which were

available to the researchers. In other words, interested Instructors

volunteered to participate in the study. aandom selection occurred from

those classes taught by the volunteer instructors. Therefore, the findings

can only be generalized to the volunteer classes from which the sample

was drawn. The study was limited to the extent that the classes may

not be representative of the population of adult distributive

education classes.

Another limiting factor was that subjects ware not randomly assigned

to classes. However, the intact classes were randomly assigned to groups

and treatments. FUrthermore, based upon the independent variable of entry

knowledge of subject matter included in the study, the classes were

found to be homogeneous based on a pretest.

Third, even though the research study pretest and research study

posttest were examined for content validity and even though the

reliability of these two instruments was studied, the results of the

study are limited to the degree to which the responses were accurate and

truly reflected the knowledge of the content held oy the respondents.

Fourth, the study is limited to the truthfulness of the instructors'

and student3, answers to the questions on the IL,struJtor 4uestionnaire

and Student Questionnaire, respectively.



.10
Although the Quick Word Test has been studied for validity and

reliability, this study was limited to the extent that the Quick Word

Test accurately reflects the general mental ability, of the subjects.

A final limitation of this study was that the results are valid

only to the extent that the learning aotivity package pretests and

posttests are valid and reliable instruments.

c
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Definition of Terms

Adult IDECC System: the strategy and supportive documents and procedures

developed for distributive educators nationally to initiate and '

maintain the IDSCC instructicnt.'1 system in adult programs

(Broadnax, et al., 1978).

Adult IDECC systematic approach: a procedure for developing a competency

that entails the use of an adult Learning Activity Package. The student

is administered a LAP pretest. If he/she passes the pretest, it is

assumed that the student has that competency and does not continue

the LAP. If not, the student does a learning activity, after which

she/he completes a posttest. If successful, the student goes on to

the next LAP. If not, another learning activity is attempted. This

cycle is continued until the posttest is passed.

. Cognitive domain: that aria of learning which deals with student knowledge

(as opposed to attitudes or skills).' It 4.s one of three learning

domains into which LAPS objectives are categorized (Williams, et al.,

1978)..

Competency: a ekill, knowledge, or attitude required for a person to

perform a"task.

Competency-based instruction: instruction based on actual competencies

required for a specific occupation (as opposed to subject-matter

hased curriculum). ,

Human Subject Clearance: the procedure that assesses the role of the

subject of a research study and determines whether provisions hare

been made for the protection of the subjects' rights and welfare.

IDSCC: The Interstate Distributive Sdueation Curriculum Consortium is

an organization of 23 states that develops and disseminates syetematic

approaches for planning, organizing, directing, and evaluating

distributive education curricula for specific occupations in marketing

and distribution. IDECC curricula is competency-based and includes

materials for testing, content documents, learning activities,

behavioral objectives and related support materials.

Instructional materials: materials included in a Learang Activity

Package that accompany a learning activity. These lay include hand-

outs, transparency masters, detailed instructions, self-checks,'etc.

Instructor questionnaire: questions asked of the instructors in order

to obtain demographic data for analysis purposes.

LAP posttest: provided in each LAP, the posttest is designed to measure

the student's mastery of the given objective after he/she has

completed appropriate learning activities.



LAP pretest: the protest is intended to identify those students who

have ths adequate knowledge, attitude, or skill and do not,
therefore, need to complete a learniwg activity(ies).

Learning activities: written or performance exercises which develop
attitude, knowledge, and/or skill competencies.

Learning activity package or competency package: a cAlection of materials
designed to provide training toward a career goal in a distributive
occupation. Bach individual LAP contains a pretest, objectives,
leer:ring actiftties, instructional materials, posttestland test keys.
These materials are designed to fulfill the objectives written from
the competency statements.

Learning .manager: the term refers to a new role for the traditional'
D.E. Coordinator . that of an individual who organlees azid coordinates
learning experiences for the student. The role of irlstructor as a
."disseminator of knowledge" is greatly reduced.

Objective: a Specific statement which specifies the exact behavior or
performance expected of a student.

quick Word Test: a measure of verbal intelligence consisting of 100
multiple-choice vocabulary items developed by 'Edgar F. Borgatta and
Raymond J. Corsini.

Reliability; if a test has reliabilitY, it will measure the same set of
objects 'repoatedly and get similar results (Kerlinger, 1973, p. 442).

ReSearch Study Posttest: the collection of ',est items developed by the
researchers that was administered to all students in the study in
order to determine the achievement of the control-and experimental
groups.

Research Study Pretest: the collection of test items developed by the
researchers that was administered to all students in the study in
order to determine equivalence of the experimental and control
groups.

Student Competency Record: a listing of the competencies used in the
experimental treatment of the study, which includes space for the
learning manager and/or student to indicate whether or not the student
passed the LAP pretest and which learning activities were completed
by the student.

Student Questionnaire: questions asked of the students in order to obtain
demographic data for analysis purposes.

Traditional approach: the approach that uses the following methods and
techniques to convey information to the group of students: lectures,
discussion, case studies, handouts, visual presentations using
transparencies, role playing, and exercises. This highly structured
approach is narrow, specific, and time-oriented based upon the
topic. In adult classes, little or no testing is common and grading
is often based upon attendince by the student.



-13

Traditional lesson plan: a plan developed by the instructors of

the sites selected for the traditional approach that included the

unit title, objective, introduction, method, learnirg activity,

resources, and summary for the teaching of a topic or ob4ective.

Unit of instruction: the content, or subject matter, used for the

treatments of this study. One list of objectives was used for the

experimental and control treatments. The title of the unit wa:,

"Employee Training, Valuation, and Motivation."

Validity: a test is considered valid if it measures what it is supposed

to measure (i.e., the objectives).



CHAPTER 2

METHODS 'AND PROCEDURES

Definition of Treatment

The experimental study involved two levels of treatment: (a) the

adult traditional teaching approach and (b) the adult IDECC systematic

teaching approach. IDSCC was the experimental,group and traditional

was the control group.

Adult IDECC Systematic Approach - Zxperimental Group

The adult IDECC systematic approach is A competency-based system of

instruction based on a research study conducted by Lucy Crawford (1967)

under a U.3.0.3. grant in 1967.. The original IDECC system consisted of

identified attitudes, knowledge and skill competencies, for 69 occupations

in seven occupational areas, The student selects a desired occupation,

and,develops the competencies required to reach the goal. The systematic

teaching approach for developing these competencies provides a learning

activity pickap which consists of a pretest, objectives for developing

the competency, learning activities, handouts, and a posttest. The

instructor becomes a learning manager as the students develop needed

competencies at their own pace througli the system shown in Figure 1.

Traditional Anproach - Control Group

The traditional approach as defined by the traditional instructor

. participants of the study possesses the following charactf;ristics:

.14
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SYSTEM FOR DEVELOPING A COMPETENCY

011111101 .111 4111.111 MIND ,MIN. Pre-Test

Pass
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Next Competency

MED

No
Pass

Select <;--
Learning Activity

Complete
Learning Activity

Take
Post-Test

PasS
Record Competency

Go To The Next Competency

Figure 1. A flowchart of the IDECC
systematic teaching approach.
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(a) highly structured: (b) narrow, (a) specifi., (d) time-

.

oriented, (e) little or no'testing, (f) grading based upon student

attendance, (g) uses the following methods and techniques to convey

'information (instructional content) to a group of students: lec;:ures,.

discussion, casestudies, handouts, visual presentations using trans.

parencies, role playing, and exercises (i.e., project,s, reading

assignments).

Selection of Content

The selection of the content for instruction in the study was based
-

on the following procedures; (a) instkuctors of sites volunteering to be

candidates for final,selection were contacted to determine the couraes

which would be taught,in those sites in the spring (see population and

,sample section for selection of sites), (b) sites which were teaching

similar courses were placed in a pool, (c),an outline consisting of topics

pertaining to employee training, evaluation, and motivation was devised'

based on similar courses such as personnel management, management, super-

vision, etc. (see Appendix A for outline); (d) the outline was sent to

those sites which were placed in the pool and (e) sites which could teach

the content in their course during the spring were identified as final

candidates for random selection.

Development of Instructional Materials

IDECC instructional materials. The instructional materials for the

experimental group were 10 competency packages which were adapted .from

the original IDECC system to the adult level in the area of employee

training, evaluation, and motivation. The experimental group was to

utilize the 10 learning activity packages while following the systematic

/414
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teaohiAg approach of the IDECC system (see ippendix 8 for referethe

information).

Traditional inst4-uctional materials. The traditional instructional

materials for the unit "Employee Training, Evaluation, and Motivation,"

J
were developed by the instructors of the sites randomly assigned to

ufilize the traditional teaching approach. A workshop was held previous

to 'the experiment for the traditional instructors. The unit outline,

objectives, and resources were prAented to the instruetorsfor the

development.of the lesson,plans _for instruction of the unit. Objectives

and resources were identiaal totthose used by the adult IDECC experimental

group (see Appendix C for objectives and resource list). Within the

workshop structure, each instructor was responsible for a segment of the

unit by developing a lesson'plan. All the lesson plans were approved by
Ic 6

a consensuS of the instructors. Handouts, transparencies and case studies

were identified and developed as supporting materials to thenit (see

Appendix T for ieason plans and supporting materials).

Teaching Procedures

1ILL2IDECCteactrocedures. The IDECC teaching procedures for the

unit followed, the adult IDECC systematic approach. Each student took.the

pretest before being exposed to an activity.. The pretest determined the

need for the student to ddvelop the competency. If the stUdent demon-

%

strated the competency by passing the pretest, the student moved on to the

pretest of the next cothpetency and the same procedure followed. If the

results of the pretest determined the need for the student to develop the

competency, the,student and/or instructor selected the learning activity

and the student proceeded to develop the competency by completing a

selected learning activity. Once the student had developed tho competency

II
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ar determined Oy mastery of the posttest,-the student moved,to
.14

the next competeacy end repeated the procedures. 41ach student maintained

A

a competency record whkeh indicated; (a) pass or no pass on the pretests

(b) activities,completed if any,"and c) the time it took to complete

therequired components of the package.

Traditional teachin4,procedureJ-. The procedures For teaching the

traditional groups followed the definition of traditional teaching as

established by the'instructors ofthe traditional sits (iee vale

section of this,chapter entitled, Triditional A orach.. Control Group).

As previously descrioed, the'instructors tsUght the,unist utilizing

the same lesson plans which were developl in.the workshop. The methods

used for presenting the lessons werexthose which were representative of

.'traditional teacing as defined by the instructors. -Each traditional

instructor ased th techniques for presenting the lesson which was
0

specified in the lesson plan. f

Poptilatiah and Sample
1.

The population for this experimental study was identified by

contacting the state supervisor of distributi`m educiation for each of

the fiftyistates and requesting the recommendation of potential experimental

sites (seei, Appendix D for letter and reference form). Once these sites

were identified, letters were sent to 67 instructors explaining the

study and soliciting their possible participation (see Appendix 1 for

instructor letter and responSe form). Volunteer sites were then -

contacted to determine the feasibility of implementing the proposed unit

of instruction into,their course to be taught in the sp.:bing of 1978.
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Thirty sites indiecated they could implement the unit into their course

of study and thus became the population for the study (see Appendix F for

1 tter and response form to instructors who wished to participate in

the studY). Therefore, 16 sites were randomly selected from the 30

sites, with one class from each site involved in the study. These intact

classes made up the original saMple for .the.study. Once the sites were

selected, the classes were assigned to groups ontkand two ,by randomly

draWing eight sites for the first group and the remaining sites made up

the second group. A flip of a -doin determined which method of teaching

would be assigned to grmup one. 1DECC became group one and traditional

was group two. The study is quasi-experimental with the student as the

unit of analysis. It was necessary to utilize the student as the unit

of analysis due to the low number of available sites. The design of the

study explained later in this chapter,accounts for the effect of the school

en intact classes. The findings can be generalized only to the 30 sites

from which the classes were randomly selected. Instructors were informed

by mail as to the results of the random selectyn process (see Appendix G).

Flfteen of the randomly selected sixteen sites completed all

requirements of the study. One site in the experimental group was unable

to complete the study because of problems occurring at.-.the site. The

research study pretests, general mental ability tests, instructor's

questionnaire, and student questionnaires were received by the researchers

from this site. However, the research study posttests.and student

competency records were nr,t received even though the site's instructor

was contacted frequently in an attempt to.i-eceive the necessary

\

materials from the site. This site was elimidted from the study based

upon lack of response.
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Development of Research Study Pretest and Posttest

Content of Study's Pretest and Posttest

The content of the research study pretest and posttest was oased on

the objectives from the 10 competencies for the unit, "Smployee Training,

Evaluation, and Motivation." Specifically, content was derived from the

resources identified for both treatment groups. Therefore, 67 questions on

the topic of enployee training, evaluation, and motivation were developed

in multiple choice format with three choices,for each question (see

Appendix H for master list of multiple choice test questions). A panel of

distributive education curriculum specialists reviewed the questions for

clarity. A panel of test construction experts reviewed the instruments

for content validity and clarity. 'Based upon the review, revisions were

made.

Research Study Pretest

TeC4 questions were sorted according to objectives. Approximately

equal number of questions were drawn for each objective resulting in a

total of 34 multiple choice questions for the research study pretest.

/
Tne purpose of the pretest was to determine if the experimental and

Toptrol groups were equivalent in their previous knowledge of employee

,/ training, evaluation, and motivation (See Appendix I for pretest).

Research Stud Posttest

Once the pretest was administered, each item on the pretest was

'analysed for discriminatory power. Those items showing the most

discrimination were used in conjunction with the remaining test items in

the original pool from yhich the pretest was drawn to make up a 34 item

research study posttest (see Appendix J for posttest). gach posttest

score was used as 1;he dependent variable that is a measure of achievement

28



in the student's knowledge of employee training, evaluation, and

totivaticn.

Development of Instructor and Student Questionnaires

,ilestionnaires were developed to obtain demographic data on both

the instructor and the students who were involved in the study. The

variables idertified through the questionnaire were used for des-

criptive purposes. In addition, the student variables were analyzed in

relation to the posttest scores to determine which student variables

contributed significantly to the posttest scores.

Instructor Questionnaire

The instructor questionnaire consisted of questions which allowed for

description of the following variables (see Appendix X for instructor

questionnaire):

1. Age

2. r;ducational level

3. Full-Time Employment

4. Years of Teaching Experience

5. Xears'of Occupational Experience

6. Major Area of Study

7. Years of Teaching Adult Courses

Student Questionnaire

The variables of interest for analysis pertaining to the student!:

consisted of the following characteristics (see Appendix L for student

questionnaire):
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1. Sex

2. Age

3. Educational level

4. Years of Occupational Experience

5. Previous Training in the Area of Employee Training,

Evaluation, and Motivation

6. Years of Supervisory and Management Experience

7. Employment Status

.8. Type Student (Preparatory or Supplementary)

9. Past Participation in DiOributive Education Programs

Development of Student Competency Records

Competency records were maintained by the experimental group

instructors for each student involved in classes using the Adult IDECC

systematic approach. The cmpetency record listed the ten competencies

involved In the study. The instructor indicated if the student passea the

pretest or which learning acti',I4ies the student completed. Furthermore,

space was provided for the instructor to note the time involved for the

student to complete the competency package. (see Appandix M for

competency record).

Selection of Cleneral Mental Abilit Test

was desired to determine the general mental aoility of the

students involved in the study in order to analyze the effect of the student's

general mental ability on the posttest score.

A thorough review of the literature was conducted in order to find

a general ability test appropriate for use in this study. The following

criteria were used in the selection of an adequate azality test:

30
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1. tho test should be appropriate for use with adults and,

especially, adult education studen-,s

2. the test should have been checked for validity and reliability

through previous research

3. the test shwld be objective in nature

4. the test should be relatively simple to administer

, 3. the test shou'Ld require little time to complete

The general abiliv test selected was the "Quick Word Test,"

developed by Edgar F. Borgatta and Raymond J. Corsini (1964).

Appropriateness of the "Quick Word Test"

The literature concerning the "Quicx Word Test" supported the use of

this test for adults and in adult education. Grotelueschen and Knox

(1967) suggested the use of the "Quick Word TeW:

Mental ability is a relevant variable for research . . rel2ted

to adults. For research project: in which cliental aoility is a

dependent variable,. cr for clinical descriptions of individuals,

a valid, rd.iable, and comprehensive instrument such as the

Wechvler'Adult Intelligence Scale (WAIS) is appropriate.

However, for many research and clinical purpos9s a more brief

instrument for estimating adult mental ability is required,

especially when circumstances render the administration of a

more comprehensive scale impractical.

Educational psychologists generally agree that vocabularly

level is the best single available estimate oi adult mental

ability. This is clearly substantiated by empirical evidence

obtatned from correlational and factor analytic studies.

Normative studies (Doppelt & Wallace, 1955;,Terman &

Merrill, 1,937; Wechsler, 1955) of existing individual scales

of general intelligence have shown a high correlation between

vocabulary and total test scores.

In general, the correlational and factor-analytic findings

suggest that a vocabulary test would prpvide the best brief

estimate of general intellectual functioning. (p. 169)

Grotelueschen and Knox (1967) then reported on a study conducted using

the "Quick Word Test" that included an item analysis and comparison of
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"Quick Word Test" scores and selected demographic characteristics

of adults. Discussing that studyl'the re3earchers claimed that,

The results of the analysis of QWT stlores of a sample of
adults who participated in university evening-class programs
indicate that the QWT is a very reliable and seemingly valid
estimate of adult mental ability. Its use is recommended for
situations in which the administration -A* morq nompre-
hensive scales would not be practical. (13. 175)

Grotelueschen and Lyons (1967) reported on a study 4anducted to

provide information "regarding the predictive validity of the 'Quick

rd Test,' based on a sample of adult men and women who were similar in

characteristics to adults generally enrolled in continuing educat_on

programs, using the Wechsler Adult Intelligence Scale (WAIS) total IQ

score as the criterion measure " (p. 489). They concluded that, "the

result, based on a sample of adults similar in characteristics to adults

geLerally enrolled in continuing edueation programs, indicated that the QWT

ha5 promising validity in predicting general iateLlletual functioning "

(P. 490).

The *Quick Word Test" has two basic forms, levels 1 and 2. Level 1

is appropriate for grades 7-12 and average adult groups, as indicated

by F.E. Peacock Publishers, Inc., publisher of the "Quick Word Test "

(Borgatta, 1978).Edgar F. Borgatta, one of the authcrs lf the test,

suggested that level be used for i;his study, based upon the nature of

the study and the suojects involved.

The level chosen was found to be quite appropriate for this study

after the subjects' ech,cational levels were determ.ned. The class

means of the students' completed educational levels ranged from high

school tenth grade to college sophomore level. Tho median of the class

means of the students completed educational levels was 12.E3, between

twelfth grade and college freshman year. This data indicated that

level 1 of the "Qaick Word Test" was appropriate for this study.

32
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Validity and Reliabilit of the " uick Word Test"

Validity of this imtrument was establishea through a variety or

investigotions as reported in the Quick Word Test Manual (Borgatta

and Corsini, 1964). Concurrent validity was determined by correlating

scores with other widely used tests. Correlation coefficients for

concurrent validity ranged from .72 to .84. Tables showing these

relationships can be found in the ialk Word Test Manual (Borgatta and

Corsini, 1964, p. 14).

Kuder.ilichardson reliability for the level 1 "Quick Word Test" 4'or

grade 12 was found to be .91 (Borgatta and Corsini, 1964, p. 9).

Furthermore, split-half reliability coefficients for grade 12 was .93

(Borgatta and Corsini 1964, p. 15).

Obactill.ty and Administration of the "Quick Word Test"

The "Quick Word Test" conaists of 100 multiple choice items, sach of

which has four alternatives. Students merely darken with a pencil the

block by the selected answer directly on the test itself. Time for

completing the test varies between ten and twenty minutes. No subjective

questions are included. Scoring is done objectively with no judgments

involved. Therefore, the "Quick Word Test" seemed to ue objec ive in

nature, relatively simple to administer, and required little time to

complete.

Human Subdect Cle,-rance

aesearch conducted at the Alio State University must oe presented

to a review committee whicn "assesses the role cf the suoject in the

proposed activity and determines whether provisions have been made for

the protection of the subjects' rights and welfare" ("A Cigast of

Ruman Suoject Program Guidelines.," The Ohio State University).
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The policies of the university in regard to research,

development, and related activities involving human suojects adhere to

the following:

a. Participation on the part of the human subjcut mist be

voluntary 'and information which gained the subject's

consent must be appropriate. Subjects are not obligated

to participate in oases where educational experiences

are encountered such as in a course of study and that

appropriate alternatives will be provided in place of the

experimental experience.

b. The risks must be acceptable in relation to the knowledge

gained as a result of participation.

c. A qualified person must supervise the research and training

activities which involve human subjects.

d. All research involving human subjects must receive prior

approval of a committee. Research continuing past a /ear

is subject to review.

A summary sheet required by the human subjects oommittee was completed

and submitted for their review.

'Instructors ware directed to solicit student participation on a

volunteer basis and were further instructed to orient the students on

the conditions of the study through oral comnunications via a handout

describing the purpose, confidentiality, tebUngOand questionnaire

techniques, and volunteer participation of the study,

Each subject and instructor signed a participation conFent form

which were ;:iled with IDECC, Inc. It should be noted that no

subject elected to withdraw from the stu1y.

The human subjects committee approved the proposed research with the

following conditions:

a. If the students are graded, they should be graded in

comparison to other students in their same lea1-ing g..oup

or condition rather than in comparison to students in other

learning groups or conditions.

1



1 b. The information that will be given by the teachers at the onset

of the study must oe submitted to the human subjects committee

for review.

c. Other provisions must be made for students deciding not to

participate 'or to transfer to another section if they so

choose.

Once the committee was assured the above conditions would be met,

approval was given to proceed with the study (see Appendix N for human

subjects approval and related materials).

Instructor Training

fft=ht.,.

Two workshops were held to orient anou-pcIpare the 16 instructors to

participate in the experimental study (see Appendix 0 for IDECC and

traditonal workshop agenda). Each workshop, IDECC and traditional,

consisted of eight instructors and was held separately for three days

within a two week span of time. Each workshop was based on specific

objectives according to the teaching approach to be utilized and the

following objectives which were common to both the IDECC group and the

traditional group:

a. To develop a knowledge of the purpose of the experimental study.

b. To provide inservice on the mechanics of the study.

c. To become acquainted with the resourcós to be used.

Once common objectives were realized in each of the workshops, the

content branched off to reach the objectives which were characteristic

for each of the instructional approaches.

IDECC Instructor Training Ub.lectives

Wcrkshop objectives whinn were Anique for the IDECC instructors

wevo:

a. To develop tkie knowledge, attitude and skill competencies

in order to utilize the IDIt."4 system.

-27
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b. To become.acquainted with the IDS= materials and

resources to be utilized in the study.

c. To determine management technlques to be used for implementation

of the competencies identified for the study.

d. To develop the knowledge and skill necessary for

'student orientation for IDECC.

e. To develop the knowledge and skill of maintaining student

competency records.

The IDECC instructors completed a competency package entitled,

"Orientation to IDECC" (see Appendix P). In prder to familiarize the

instructors with the competency packages to be used in the study,

each instructor was asked to read each package and complete the assign -

cunt sheet in Appendix Q individually. After this assignment was come.

plated, the group reconvened and each instructor led a discussion on one

or two competency packages. This discussion led into a presentation of

management techniques and implementation strategies. Transparency masters

were then passed out to each instructor for 1430 in orienting their students

to IDECC (see Appendix R).

Traditional Instructor Training Objectives

Again there were objectives which were characteristic to the

traditional group alone. The additional objectives which were reached

in the traditional workshop were:

a. To define traditional teaching.

b. To develop learning activities to teach the objectives.

c. To develop lesson plans involving the learning activities.

Within the workshop structure, the traditional group of instructors

came to a general consensus of the traditional teaching as defined in

the beginning of Chapter 2. A unit outline on employee training,

evaluation, and motivation and the same objectives and resources given to

the IDSCC group were also given tq the traditional group (see
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Appendix C). ,Hased on these objectives and resources the group

developed lesson plans to teach the unit. Each instructor was responsi-

ble for a segment of the unit (see Appendix S for Instructor

Assignment Sheet) and developed the lesson plans with an agreement of the

other instructors for the.presentation of the lesson. Handouts, trans-

parencies, and ease studies were identiCied and developed as supporting

materials to the unit (see Appendix T for lesson plans and supporting

materials).

Procedures of the Experimental Study

Each instructor for both methods of teaching, was expected to fulfill

certain steps in order to proceed with the experimental study. Those

steps were as outlined:

a. Orient Students

i. Obtain student signature on the human subjects consent form

0. Assign student numbers

d. Administer student questionnaire

e. Administer ability test

f. Administer research study pretest

g. Mail to the researchers items (b) through (f) by registered mail.

h. Teach units

i. Administer research study posttest

j. Mail to the researchers posttests answer sheets, and student

competency records by registered mail

Close of Workshus

Upon completion of the workshops, instructors returned to their

school to implement the instruction to which they were assigned.

Each instructor returned to their sites with lesson plans or

3
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competency packages, resources, and a guide for,conducting the

experiment (see Appendix U for guides).

Constant correspondence was maintained in order to keep open

communication between the sites 'and the researchers.

Collection of Data

The data were collected on site by the instructor and then mailed

to the research office. Records were kept by the investigators on all

incoming data.

Mailine Procedures

Ability tests, research study pretests and answer stleets, student

questionnaires, and human subject consent forms were completed and

returned to the research office by registered mail at the onset of the

study. Upon completion of the unit, research study postteste, and answer

sheets were mailed to the sites, administered*by the instructors, and

returned to the researchers for compilation and analysis. Student

competency records were retnrned with the postteA answtr sheets by the

instructors using the adult IDECC systematic approach.

Maintenance of Aecords?

Complete records were maintained by the investigators for all materia%s

mailed tcr the research office.

1
Files for each site were kept which included all correspondence,

*tan subject's clearance forms for subjects and instructors, completed

t

questionnaires for both students and instructors, pretest and posttest

answer sheets, and ability test answer sheets.

Records were maintained for each site which contained pretest,

posttek.t and ability test scores, coded student variables and coded
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instructor variables. In addition, a master competency record
31

was kept on all students who were involved in the IDECC group. The master

competency record provides information for each student on tne numoer of

pretests passed and the activities completed.

Treatment of the Data

Scoztng the research study pretests and posttests

All research study pretests and posttests wer3 administered to the

students by their instructors and mailed loy the instrUctors to the re-

. searchers. The tests were machine-scored at the Ohio State University Office

of Testing and Evaluation. Spot checks were performed to assure accuracy

of the machine scoring process. Computerized item analyses Were run on the

research study pretests and posttests.

The research study pretests were analyzed to determine if the classes

using the adult IDSCC systematic teaching approach had students with a

similar level of knowledge toward the content of the unit of instruction

as the classes using the traditional approach. Kuder-Richardson 20

reliaoility estimates of ..829 for the IDECC group and .763 for the tra-

ditional group were determined for the pretest instruments. The research

study posttests were also analyzed and revealed Kuder-Richardson 20 relia-

bility estimates of .804 for the IDECC group and .735 for tile traditional

group.

Scoring quick Word,Tests

All QuiCK Word.Tests were administered to the subjects oy their

instructors and returned Ownail to the researchers. The Quick Word

Tests were scored by the researchers andoiCheciced for accuracy.
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The Quick Word Test was used in order to gain insight into the

general mentafability of the subjects, so that the covariance in posttest

scores due to ability could co determined. Spot checks were performed to'

assure accuracy of the scoring process.

Couing demographic data

Levels of the demographic variables were coded numerically for

analysis., Data acquired from the instructors and students were coded and

recorded on a form from which the computer data cards were key pullched.

Key Punching

The following items were key punched onto a data card for each student:

class identification number

instructional mode

research study posttest student score

- "Quick Word Test" student score

student sex - male or female

student age - number of years

student educational level - numoer of years

student occupational experience - number of years

student previous training in employee training, evaluation,

and motivation . yes or no

student supervisory and/or manageral experience - numoer of years

student employment status - employed or not employed

type student - preparatory or supplementary

-
4-0.1dent past-participation in Distributive Education programs -

yes or no

..
4 0
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Condescriptive statistics were derived by utilizing the Statistical

Package for the Social Sciences. These statistics were used to explain

tha students and instructor variables.(Nie, et al., 1970, p. 185).

A general linear model procedure from the Statistical Analysis System

was utilized to analyze the data (Barr, Goodnight, Sall, and Helwig,

1976). The ,general linear model procedure waa first utilized with a

full model design to determine the proportion of the total variance of

the dependent variable score accounted for by 48 sources of variance as

identified in Chapter 1. Specifically, each source of variance while

controlling for all other independent variables was entered last in the

general linear model. This analysis of covariance by regression identified

the partial sum of squares which could be attributed to each source of

variance.' Therefore, variance due to main effects, interactions, and

squared terms were tested for their collective and separate statistical

significance based on their contribution to the variation of the dependent

variable.

Further analysis of the data utilized a restricted model design bPsed

on the,outcome of the full model design analysis. The purpose of using

the restricted model design analysis was to 34alyze the independent

variables which contributed the most to the variance of the dependent

svariaole. The restricted model procedure allowed the investigators to

analyze the separate statistically significant contribution of iydependent

variables to the variation of the dependent variaole.

.1



CHAPTER 3

ANALYSIS AND INTARPRETATION OF THE DATA

The,purpose of this chapter is to analyze and interpret the data

collectOd'during the investigation of the following 'primary research.

question:

Does teaching approach after controlling for school effect and

selected student variables contribute significantly tic.. student achieve.

ient based on a measure of knowledge of employee training, evaluation,

and motivation?

If the answer to this question is yes, will there be a significant

difference between the achievemint of adult students who learn by the

IDECCadult systematic teaching approach and adult studeuts

who learn by the traditional teaching approach.

In addition, this Study was designed to investigate the secondary

research questions:

1. what proportion of the variance of student achievement is accounted

for by the sonrbes of variance identified in Chapter 1?

2. Which of the identified sources of .i.ance, con :ibute

significantly to the achievement oi adult students based on a

measure of their knowledge of employee training, evaluation,

and motivation?

In order to investigate these questions, a quasi-experimental study

was conducted utilizing 16 adult classrooms. The 16 classrooms were

.34
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divided into two groups: (1) the experimental group utilizing the

adult IDECC systematic teaching approach and (2) the control group

utilizing the traditional teaching approach.

Each group of instructors, IDECC and traditional, attended a three

day workshop for inservice in regard to the procedures for the study and

the teaching approach to be utilized within each group.

Previous to the treatment, students in both groups were tested for

ability and prior knowledge of "Employee Training, Evaluation, and

Motivation."

Research Study Pretest

The research study pretest was designed to provide information

concerning the students' knowledge of employee training, evaluation,

and motivation prior to the treatment. The results of the research study

pretest were used to compare those students in classes taught using the

traditional approach and students in classes taugLt using th. adult IDECC

systematic approach to determine whether or not a difference existed

between the traditipnal and IDECC groups 'n relation to prior knowledge

of the content of the unit of instruction.

Data in Table 1 indicates that the mean cf. the research study pretest

scores of the IDECC group, 25.14, was close to the mean of the

traditional group, 24.75. Furthermora, the amount of dispersion of the

scores within the IDECC group and the amount of dispersion of the scores

within the traditional group, as revealed by the standard deviations,

were also similar (5.51 and 4.89, respectively)..

Using a t.test to determine whether or not the difference between

the research study prctest means was significant, no significant

difference was found, t(179) = .493; 112).05. Therefore, the conclusion



was reached that the stWdents in olasses taught using the adult
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IDECC approach had approximately the same knowledge of the content of the

unit of instruction prior to the treatment as the students in classes

taught using the traditional approach. In other words, no significant

difference existed between the IDECC and traditional groups in relation

to prior knowledge of the Content of the unit of instruction.

Description of the Sample

4uestionnaires, as described in Chapter 2, were developed to ootain

the demographic ciata in relation to the variables f)f interest for both

the student and the instructor with the exception of the student general

mental ability. The ability was derived oy utilizing the Corsini and

Borgatta "Quick Word Test."

Student Variables

General mental ability. The "Quick Word Test" was used as a medium

for estimating the general mental ability of the students. The test

consists of 100 multiple choice items, each of which has four alternatives. -

The score indicating that the student answered all 100 items correctly

would be 100. The score reflecting no correct items would oe 0. The

"Qack Woru Tes" was administered to all students in the study.

The class means and standard deviations of the "Quick Word Test"

scores are shown in Table 2. The highest class mean of all the classes

in the study was al.571 (class eight of the traditional group). The

same class had the lowest standard deviation of ill class's in the study

(9.343) and the least number of students in the class (seven). Taus,

in comparison to the other.classes in the study, this class (traditional

114..



Table 1

Means, Medians, Hodes, and Standard Deviations

of Student Scores.on the aesearch Study Pretest

by Tsiching Approaches

Teaching

Approach

IDECC

Traditional

-37

Pretest

mean median mode SD

80 25.14 26 27 5.51

99 24.75 26 27 4.89
-
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class eight) appears to have had few students, most of whom had

high general mental ability.

Data in Table 2 indicate that the lowest class mean in the

traditional group was 43.000 (class seven). This mean was considerably,

lower than the other class means of the traditional group. The next

lowest alass mean of the traditional group was 68.118 (class one).

The highest class mean of the IDSCI.: group was 79.444 (class five).

Class seven had the lowest class mtan of the IDECC group, 38.154, which

WA:: also the lowest class mean of the study. The same class had the

secund to the lowest standard deviation of the study, 9.441, which was

the lowest standard devii.,tion of the IDSCC group. This data indicate

that IDSCC alass seven had students with mostly low general mental

ability.

.

Also having a lof class.mean as compared to the other class means of

the IDSCC group was IDECC class four, which was 58.769. IDECC class

four had the highest standard deviation of ti:e IDECC group, 15.706,

indicating that IDECC class four had students with varying general mental

ability. :

Student sex. One means of describing the sample was to collect

information regarding the sex of the students in the study from the

completed student questionnaires.

As shown in Table 3 traditional classes 4, 5, and 6 had rwlatively

similar numbers of males and female students. Traditional classes

1 and 3 had predominantly male students while traditirmal -asses 2, 7,

and 8 had predominantly female students IDFik. classes 5 and 6 had

approximately the same number of male and V.:male students. IDECC class

4 had all male students. IDECC classas 1, 2, 3, and 7 had predominately

female students.
0.

16



Table 2

Numbers, Means, and Standard Oeviations of

Student General Mental Ability. Scores by

Class ana Teaching Approaches

Teaching

Approach Class
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"Quick Word Test" Scores

Mean sn

IDECC

Total

1
2

3
4,

5

6

7

1

2

3

Traditional 4

3
6
7
8

10 74.500 14.347
14 71.143 13.856

9 78.111 15.350
13 58.76. 15.706
9 79.444 9.528

12 74.917 12.132
13 38.154 9.441

80 66.475 767347-

17 .68.118 12.529
17 69.471 10.596
14 70.4.3 13.368
12 74.917 10.774

9 71.778 16.917
13 76.308 18.535
10 43.000 10.317

7 81.571 9.343

Total 99 69.354 -13.378



Overall, the IDECC group had 55.0A males and 45.0;) females. The

ta-Iditional group had 53.60 males and 50.10h females. These

percentages show littZi'differences in the numoer of males and females

between the two groups.

Student age. The review of the literature indicated that students

enrolled in adult distributive education classes tended to ranf.03 from

16 years of age to beyond 65 yeIrs of age. This led the investigators to

question whether or not student age might be influencing the learning

taking pleas in the classes of the study. Therefore, student ages

were determined la:, asking the students tomark on the student questionnaire

the age interval in which their age fell.

Data in Table 4:indicate that the class means of student ages of the

traditional group were mostly in the thirties,and row forties. However,

traditional class 7 had a mean age of 22 with the lowest standard

deviation of the classes in the ...raditional group (SD = 6.325). Thus

students in class 7 had students whose ages were close to 22. Traditional

class 3 had a class mean of 26.429.

The IDECG group had student Age class means in the thirties with three

exceptions. I.UCC class 5 had a class mean of 40.000, IDECC class 6 had .

a class mean of :6.667, and IDECC class 7 had a class mean of 22.308.

IDFACC _class 7 had the lowest class mean of 22.308 and a comparatively low

standard deviation as compared to the other IDECC class standard

deviations (SD = 5.633), indicating little difference among students

in IDECC class 7 in relation to student age. Therefore, both the

traditional group and IDECC group had one student age class mean that was



Table 3

Numbers and Percentages of Male and Female Students

by Class and Teaching.Approachms

Teaching

Approach Class

Student Sel

IDECC

Total

Traditional

Total

1

2

3
4

5
6

7

1
2

3
4
5
6

8

* Males % Females

10 20.0 80.0

14 28.6 71.4

9 33.3 66.7

13 100.0 0.0

9 44.4 55.6
12 8.3 41.7

13 23.1 76.9

55.0 737-

17 82,4 17.6
17 23.5 76.5
13 69.2 30.8
12 41.7 58.3

9 44.4 55.6
13 53.8 46.2

9 11.1 88.9

7 14.3 85.7

97 57:6-4 50.1



compsratively low, each of which had a comparatively low standard

deviation. That is, traditional class 7 had a class mean of 22.000

with a standard deviation of 6.325 and IDECG Wass 7 haa r. class mean

of 22.308 with a standard deviation of 5.633.

The ages of he IDECC ar4 traditional groups we.re very close with

means of 32.282 and 32.990, respectively.

Student educational level. The literature iwicated that the educational

level completed by adult distributive education students varies consi-

derably. An adult distributive education class may be composed of pre-

dominantly high school dropouts or it may be comprised of mostly college

graduates. In order to determine the completed educational level of

the students participating in this study, students were asked to

indicate their zompleted educational level od the student questionnaire.

Data in Table 5 show that the range of class means of student completed

educational level of the traditional group was larger than the range

of class means of student completed educational le/el of the IDECC group.

The highest class mean of the traditional group was 14.714 and the lowest

class mean of the traditional group was 10.900, meaning that the class

mean of one of the traditional group classes (class d) was oetween the

sophomore and junior years of college while the class mean of one of the

traditional group classes (class 7) was lower than the junior jear of

high school, ilowever, the IDECC class means were closer and, thus, had

a lower ranv. The highsst class mean of the IDECC group was ju. above

the sophomcce year of college (classes 3 and 5) while the lowest class

mean of the IDECC group was higher than the senior year of high school

and almost the freshman year of college (classes 4 and 7).

4.
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Table 4

Numbers. Means, and Standard Deviations of

Student Ages by Class and Teaching Approaches

Teaching

Approach Class

Studnm, Age

Mwan 3D

IDECC

Total

Tr4ditional

Total

1 10

2 12

3 9

4 13

5 9

6 12

7 13

34.000 9.068

31.667 3.892

35.000 10.000

39.462 9.553
40.000 7.906

26.667 8.072
22.308 5.633

9.?89

1 17 35.471 11.320

2 17 32.059 9.692

3 14 26.429 9.288

4 12 32.917 10.544

5 9 42.778 7.546

6 13 35.231 15.216

7 10 22.000 6.325

8 ? 41.429 8.018

32.990 7117115-
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The means for educational level based on the total cases for each of

the groups were 13.175, IDECC, and 12.582, traditional, whicn reSulted

in a difference of .593. This mean difference indicated that there Was

very little difference in the actual number of school years completed

between the two groups.

Student occupational exeerience. The investigators were concerned

that the variance in the number of years of occupational experience the

students in the study had might influence the amount of learning taking

place. Therefore, information concerning the numoer of years of occupa-

tional experience of the students was gathered from the completed student

questionnaires.

As shown in Table 6, the range of the class means of the student years

of occupational experience was quite high for both the traditional and

IDECC groups. Traditional class 8 had a class mean of 18.714 wtile

'traditional class 7 had a class mean of 0.900. This range (17.814)

reflects the large range in the number of years of occupational experience

the studenta in the study had. The highest class mean of the IDECC

group was 11.556 (class 3) while the lowest class mean of the IDECC group

was 0,000 (class 7). This range (11.556), although lower than the

traditional group range, reflects the differences among the classes in

relation to students' occupational experience.

Although the overall means of the IDECC and tradftional groups varied

somewhat with the IDECC mean being 4.950 and the traditional mean oeing

7.7401 the wide ranze of class means in ooth groups indicated that each

group consisted of students with a large variance in relation to ye,i.s

of' occupational experience.



Table 5

Numbers, Means, and StandardIDemiationS of

Student Educational LeVels.by:Class.and Teaching Approaches
P

Ma.

Teaching

Approach Class

.Student-Educational Level

Mean sp

IDECC

Total

Traditional

Total

1
2

3
4
5
6
7

1
2

3
4
5
6
7
8

1(:)

14
9

13
9
12
:.3

17
17
13
12
9

13
. 10

7

13.300
12.929
14.111
12.769
14.111
12.833
12.769

13.175

12-.118

12412
12.692
13.333
1.1.889

13.231 ,
10.900
14.714

WW2-

1.767
'1,639
2.571
1.23$
2e088
1.528
0,439

-17;7-

1.111
1.698
0.947
1.826
1.537
1.787
0.316
0.951

.."7.0730

3
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Student previous training in the unit of instruction. Since
_

some.studentS participating in this study may have had previous education

. or lamaining'in the =intent of the unit of instruction, employee

training, evaluation, and motivation, that might,.have influenced their

posttest scores, a question was asked on the student questionnaire to

find out whether or not a student had had such previous training.

As indicated in Table 7, most classes in the study were composed

of students with no previous training in the content of the unit of

instruction. One traditional class (class 8) had a class percentage

of students with previout training in the unit of instructidn of 71.4,

indicating that many students in that class (71.4A) had had previous

training in the unit. Traditional class 4 was comprised of students,

36.4 percent of whom had had previoue training in the unit.

Fifty percent of the students in IDECC class 2 had had previous training

in the unit and 46.2 percent of the students in IDECC class 4 had had

previous training in the unit. Of the remaining classes in the study,

the percentage of students with previous training in the unit was 30 or

less.

The overall percentage of the IDECC students' previous training in

the unit, 24.4 was very close to the overall percentage of the

traditional students' previous training in the unit, 23.5. Therefore,

little difference existed between the IDECC and traditional groups in

relation to students' previous training in the unit.

Student suRervisory 41,11(9,EAEamslal eIorlEience. Sin.A the literature

indicates that adult distrioutive education students have varied

backgrounds and experiences, and since the unit of instruction of tnis



Table 7

Numbem and Percentage of Students with and Without

Previous Training in Smployee Training, Svaluation

and Motivation by Glass and Teaching Approaches

.Teaching

Approach Class

Previous Training in .imployee
Training, Evaluation, am Motivation

A With Pre-
vious Trng.

A Without Pre-
Ntous Trng.

IDSCC

Total

Traditional

Total

1
2

3

5
6

1
2

3
4
5
6

7
8

10 30.0 70.0

14 50.0 50.0

9 22.2 77.8
13 46.2 53.8
9 0.0 100.0

12 C.) 100.0
12 a.) 91.7

79 24.1 75.9

17 x 29.4 70.6

17 17.6 P2,.4

14 14.3 85.7

11 36.4 63.6

9 11.1 88.9

13 15.4 84.6

10 lo.0 90.0

7 71.4 2a.6

98 23.5

o



.49

study was based on super7ision and management, the students' experience

in supervision and management was of ir.terest. Data were collected

from the student questionnaires coneerning the number of years of super-

visory:and/or management experience a student had had at the time the

student questionnaire war completed by the student.

Data in Table 8 show that the highest class mean L,f the traditional

group was 7.857 (class eight) which meara that class eight students

.averaged slightly lecs than eight years of supervisory and/or managerial

experience. The number of students .n traditional class eight was the

smallest number of students of any traditional class (n = 7). Also, the

standard deviation was large in comparison to the other st ndard deviations

of the traditional classes (SD = 7.193). Therefcre, class eight had

comparatively few students who had var' 4 numbers of years of super-

visory and/or managerial experience.

Two (lasses in Vie traditi.onal group had. relatively low class means

in relation to the other classes in the traditional group. Classes three

and seven each had a Class mean of .500, which means that on the average,

the students in those classeL, 2d one-haU year of supervisory and/or

mgmagement experience. Furt4ermore, the students in these classes did not

vary much in relation to years of supervisory and/or manageri%.1 experience

since 4he standard deviation of class three was .941 and the standard

deviation of class seven we's 1.581.

The highest class mean of the IDECC group was 8.231 (class four)

which means that students in class four averaged slightly over eight years

of supervisory and/or managerial experience. However, the students in

class four varied considerably in relation to the number of years of
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supervisory and/or managerial experience since the stardard deviation

of that class was 10.158, the highest, by far, of the IDECC group standard

deviations for this variable.

Two classes in the IDECC group had relatively low class means in

relation to the other classes in the IDECC group. Class seven had no

students with any supervisory and/or managerial experience. Class six

had a class mean of .667, which means that on the average, the

students in that class had slightly over one-half year of supervisory

and/or managerial expellence. Furthermorl, the tandaru deviation of

that class was relaeively low in relation to the other standard devia-

tions of the IDECC group classes (SD = 1.231).

The overall mean of the IDECC students' years of supervisory and/or

managerial experience was 2.595 wh.ch was close to the overall mean of

the traditional students' years of supervisory and/or managerial

experience, which was 3.135. Therefore, little difference oxisted oetween

the IDECC and traditional group in relation to student years of

supervisory and/or managerial experience.

ialoyment status of the students. A factor which the researchers

felt might influence the student's learning of the content of the unit

of instruction was the employment status of the student. Was the student

emp'.oyed at the time the student was exposed to the instrucM.on? The

stadent questionnaire included an item asking for tnis information.

As shnwn by the data in Table 9, tradit..onal cl.,.ases one, two, and

cie,ht and IDECC clasles one, two, three, and six were composed of students

all of whom were employed at the time they completed the student ques-

tionnaire. Questionnaires were completed at the beginning of the class

involvewent in this study.
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Table 8

Numters, Means, and Standard Deviations of

Student Iears of Supervisory and/or Managerial Experience

by Class and Teaching Approaches

Teaching

Approach Class

Student Supervisory and/or Managerial Experience

Mean SD

IDECC

rotal

Traditional

Total

1
2

3
4
5
6

7

1
2

3
4
.5

6

7
8

10 2.600 2.271
14 1.857 2.507

9 2.111 1.691
13 8.231 10.158
5 2.375 3.114

12 0.667 1.231
13 0.000 0.000

79 2.595 5.100

15
16
14
12

. 9
13
10

4.533 4.580
3.125 4.470
0.500 0.941
4.917 7.242
2.889 6.623
2.385 5.994
0.500 1.581
7.857 7.198

-5737"3.135
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Tbs majority of the students in all but two classes participating

in this study were employed at the time of the study. Slightly under

half of the students in traditional classes three and seven were

employed (tradi.tional class three percentage of employed students = 42.9,

traditional class seven percentage of employed'students = 40.0).

The overall percentage of students employed in the IDECC group (93.84)

was larger than the overall percentage of students employed in the tra-

ditional group (78.9A). Thus, the IDECC and traditional group were

comprised of mostly employed students although the traditional group had

fewer students employed as compared to the IDECC group.

,Tdya.__jter.'atgmz2zl.studer'orsulementar. Students in adult

distributive education classes are enrolled for two basic reasons,

preparatory instruction or supplementary instruction. U.S.O.E. (1976)

defined adult preparatory (part-time study) as, " a program designed

to provide training for persons who have already entered the labor market

or are unemploysd but need retraining in preparing for a new occupation

(p. 61). Adult supplementary (pArt-time study) was defined as, "a program

designed to provide training for persons who have already entered the

labor market and need training to be ipdated or upgraded to achieve

stability or advancement in their curreat employment " (U.S.O.E., 1976

p. 61). Based upon these definitions and the information collected from

the student background questionnaire, each student was olassified as either

preparatory or supplementary.

Data in Table 10 show that two classes in the traditionzl group

and two classes in the IDECC group were composed entirely of supple-

mentary students (traditional classes 1 and 8 and IDECC classes 1 and 3).

The following classes had a majority of supplementary student., although

not 100A supplementary 3tudents: traditional class 2 (percentage of

6
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Table 9

Numbers and Percentages of Students Employed and Not Employed

At the Time of the Study by Glass and Teaching Approaches

Teaching

Approach Clegg

Student Employment Status

;7;16--
Employed Employed

IDECG

Total

Traditional

Total

1

2

3

.5

6

7

1

2

3
4

5
6

7
8

10 100.0 0.0

14 100.0 0.0

9 100.0 0.0

13 92.3 7.7
9 77.8 22.2

12 100.0 0.0
13 84.6 15.4

W.' -751- --6:2

17 100.0 0.0
17 100.0 0.0
14 42.9 57.1
12 91.7 8.3
9 77.8 22.2

1, 69.2 30.8
10 40.0 60.0
7 100.0 0.0

99 78.9 21.1



supplementary students = 94.1), traditional class 4 (percentage

of supplementary students = 83.3), traditional aass 5 (percentage of

supplementary studems = 77.8), IDSCC class 2 (percentage of supplementary

students = 92.9), IDECC class 4 (percentage of supplementary.students =

69.2), IDECC class 6 (percentage of supplementary students = 66.7).

and IDECC class 7 (percentage Of supplementary students = 92.3). Two

classes In the traditional group and one class in the IDECC group were

comprised of a majority of preparatory students (traditional classes 3

and 6 and IDECC class'5). Traditional class 1 was composed of entirely

preparatory students.

The percentage of preparatory students in the IDECC group was 18.7

and the percentage of preparatory students In the traditional group was

36.4,

Student t particioation in distributive education Two rams. The

literature indicated that students enrolled in adult distributive

education classes may have.had past experience in distributive education

programs or may not have had such experience. In order to determine

whether or not a student had been enrolled in other distributive education

programs prLor to participation in this study, a question was included

on the student questionnaire requesting such information.

Data in Tab1e,11 indicate that most classes in the study were

composed of students without prior participation in distributive education

programs. Traditional class 5 and IDECC classes 1, 3, 5, and 6 had no

students with prior participation in distributive educatAon prugrams.

Traditional classes 1, 2, 3, 4, 6, and 7 and IDECC classes 2 and 4 were

comprised of students, less than 25% of whom had participated in dis-

tributive education programs prior to participation in this study.
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Table 10

Aumbers and Percentages of Preparatory and Supplementary

.Students by Class and Teaching Approaches

Teaching

Approach Class

.Type Student (Preparatory or Supplementary)

Preparatory 4,4 Supplementary

Students Students

IDECC

Total

Traditional

Total

1

2

3
4
5
6

7

lo

14,
9

13
9

12

13

0.0 100.0
7.1 92.9
0.0 100.0

30.8 69.2

55.6 44.4

33.3 66.7

7.7 92.3

. -MT
1 17
2 17

3 14
4 12

5 9
6. 13

7 lo

8 7

0.0 100.0
5.9 94.1

71.4 28.6
16.7 83.3
22.2 77.8
84.6 15.4

100.0. 0.0
0.0 1uu.0
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Furthermore, althoue. traditional classes 1, 2, 3, 4, 6, and 7 and

IDECC classes 2 and 4 had some students wtth prior participation in

distributive education programs, each class was composed of less than

20 students with prior participation in distributive education programs.

Two classes were exceptions to the above finding. Traditional class

seven had all students with prior particjattion in distributive

education provams and IDECC class seven had 84.6A viith prior participation.

The percentage of students with previous experience in Distributive

Education programs in the. IDECC group (17.5A) was close to the percen-

tage of students with previous experience in Distributive,Sducation

programs in the traditional group (20.2%). Thus, each group was composed

of appropriately the same percentage of students who had previously

participated in Distributive Education programs.

Instructor Variables

Instructoi age. Instructor age was reported by tiA midpoint of a

given age interval for each of the instructors in the experimental

study sites. Instructors were given eight categories from which to

identify their age.

Data in Table 12 show the number of instructors falling within a

certain age interval, the percentage of frequency and the cumulative

percentage.

The ages of the instructors in the IDECC group ranged from the 23-27

interval to the 48-52 interval. Two IDECC instructors marked their ages

being in the 28-32 category, two in tite 43-47 interval, b.rid two in the

48-52 interval. The ages of the instructors in the traditional uoup
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Table 11

Numbers amd Percentages of Students Previously Participating

and Sot Previously Participating in Distributive Education Programs

by Class and-Teaching Approaches.

Teaching

Approach Class

Student Past Participation in D.E.

%Previously A Not Previously
Participating Partipating

IDECC

Total

Traditional

6111.111MILMININIII

Total

1
2

3

5
6

7

1

2

3
4

5
6

7
8

10
14
9

13
9

12
13

0.0

14.3
0.0

7.7
0.0
0.0

84.6

17.5

100.0
85.7

100.0
92.3

100.0
, 1000.

91.5

82.5

17 5.9 94.1

17 23.5 76.5

14 14.3 83.7

12 8.3 91.7

9 0.0 100.0

13 7.7 92.3

10 100.0 0.0

7 14.3 85.7

99 20.2 -;f§:r

*.
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ranged from .the 23-27 interval to the 58 or over interval. Two

traditional instructors marked their ages being in the 33-37 interval.

As shown in Table 12, the groups were very similar with IDECC having a

median age of46.25 while the traditional median was 3750.. . Thus the

instructors' median age for the twb groups were close to the same

age with a median difference of only 8.75 years.

Instructor Educatippal Degree. Adult distributive education

instructors may have various degrees. Adult classes in distributive

education may be taught by instr4ctors with extensive education and

ouainess experience or instructors with extensive ousiness experience

and less education. In order to ascertain the highest level of education

attained by the instructors of this study, the instructor

questionnaire asked for the highest educational degree.

In the IDECC group, four of the seven instructors indicated their

aighest degree was a bachelor's dsgree and three of the seven insta.uctors

had a master's c;tegree. One-half of the traditional instructor's highest

degree was a Pachelor's degree and the other half of tne traditional

instructors' highest degree was a master's degree (see Table 13).

Type of full-time employment of instructors. Adult distributive

education instructors may oe full-time educators,.businesspersons, or

others with a packground in marketing and distrioution.

The majority of instructors participating in this study were employed

full-time as post-secondary instructors. Three of the 7 IDECC ins-.ructors

and 5 of the 8 traditional instructors were post-secondary instructors.

The other instructors in the IDECC group included two businesspersons and

one administrator. The other instructors in the traditional group included

*, sb
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Table 12

Frequency, Frequency Percentage, and Cumulative Pe;gpLage of

Instructors' Age Interval by Teaching Approach

Age Interval

IDECC - experimental Traditional - control

Frequency Frequency
Percentage

Cumulative
Percentage

Frequency Frequency
Percentage

Cumulative
percentage

23-27 1 14.3 14.3 1 12.5 12.5

28-32 2 28.6 42.9 1. 12.5 25.0

33-37 0 0.0 42.9 2 25.0 50..0

38-42 0 0.0 42.9 1 12.5 62.5

43-47 2 28.6 71.5 1 12.5 7510

48-52 2 28.6 100.0 0 0.0 0.0

53-57 0 0.0 100.0 1 12.5 87.5

58 or Over 0 0.0 100.0 1 12.5 100.0

Totals 7 100.0
100.0

Median of IDECC Instructors' Age: 46.25

Range of IDECC Instructors' Age: 25

6 1

1

Median of Traditional Instructors'
Age: 37.5

Range of Traditional Instructors'
Age: 35
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Table 13

Frequency, Frequency Percentage, and Cumulative Percentage of

Instructors' Highest Degrees by Teaching Approach

Highest Degree

Bachelor's

IDECC - experimental Traditional - control

Frequency Frequency Cumulative

Percentage Percentage

Frequency Frequency Cumulative

Percentage Percentage

Master's 3

Totals
7

57.1

42.9

100.0

57.1

100.0

4 50.0

4 50.0

8 lou.0

50.0

100.0
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one full-time adult instructor, one high school teacher-

coordinator, and one businessperson (soo Table 14).

Instructor ears of teachin: experience. Adult distributive

education instructors may have varying years of teaching experience. In

the Iroc group, five of the seven instructors had 11 or fewer years of

teaching experience. One IDECC instructor had 18 years and one IDECC

instructor had 22 years of teaching experience. In tne traditional group,

seven of the eight instructors had ten or fewer years of teaching

experiarice. The other traditional instructor had 19 years of teaching

experlence.

The two groups, IDECC and traditional, had a similar number of

years of teaching experience as shown in Table 15. The ranges of the

two groups wore very close with the IDECC group's range being 19 and the

traditional group's range being 13.

Instructor Years of occupational experience. Adult distrihutive

education instructors have occupational experience. The extent of that

experience varies among instructors. The instructor questionnaire asked

the in.:tructor to give the actual number of years of occupational

experience the instructor had at the time of thi.s study.

The traditional group was composed of instructors wn years ef

occupational experience ranging from two to 24. One-half of thP

traditional instructors (four out of eight) had less tam ten yeals of

occupational and the other half had more than ten years of occupational

experience. The IDECC group was comprised of instructors with years

of occupational expe-ience ranging from five to li with two instructors

having eight years of occupational experience. Thus, the traditional

I



Type Employment

Table 14

Frequency, Frequency Percetitage, L:id Cumulative Percentage of

Ihstructors' Type of Full-Time Employment

IDECC - experimental Traditional - control

Frequency Frequency Cumulative Frequency Frequency Cumulative

Percentage Percentage Percentage Percentage

Adult instructor

Post-secondary
instructor

W.gh School
leacher-Coordinato

Businessperson

Administrator

Totals

2

3

28.6

42.8

14.3

0.0

14.3

100.0

28.6

71.4

85.7

95.7

100.0

1

5

1

1

1

8

12.5

62.5

12.5

12.5

0.0

100.0

12.5

75.0

87.5

100.0

100.0

..*



Table 15

Frequency, Frequency Percentage, and Cumulative Percentage of

Instructors' Years of Teaching Experience by Teaching Approach

Years o
Teaching
Experience

IDECC - experimental

Frequency Frequency Cumulative
Percentage Percentage

1 0 0 0.0

2 0 0 0.0

3 1 14.3 14.3

4 0 0.0 14.3

6 1 14.3 28.6

7 2 28.6 57.2

10 0.0 57.2

11 1 14.3 71.5

18 1 14.3 85.8

19 0 0.0 05.8

22 1 14.3 100.0

Totals 7 100.0

Median of IDPCC Instructors' years of Teaching
Experience: 7.25

Range of IDECC Instructors' Years of Teaching

Experience: 19

7 4

Traditional - control

Frequency Frequency
Percentage

Cumulative
Percentage

1 12.5 12.5

2 25.0 37.5

0.0 37.5

1 12.5 50.0

1 12.5 62.5

1 12.5 75.0

1 12.5 87.5

0 0.0 87.5

0 0.0 87.5

1 12.5 100.0

0 0.0 100.0

8 100.0

Median of Traditional Instructors' Years
of Teaching Experience: 5.0

Range of Traditional Instructors'
Years of Teaching Experience: 18

glb,
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group instructors varied more than the IDECC group Instructors in relation

to number of years of occupational experience. However, the medians

were close with the IDECC median being 7.75 and the traditional

aedian being 11.5 (see Table 16).

Instructor major area of study. Adult distributive education

instructors have various backgrounds in relation to education since

business axparience is often used as a major criterion in the selection

of adult instructors and these instructors may have varying educational

backgrounds. Thus, the major area of study of instvuctors varies. The

instructor questionnaire requested information pertaining to the major

area of study of the instructors.

Three of the seven IDECC instructors and three of the eight traditional

instructors had majors in distributive education. Two 'of the IDECC

instructors and rota of the traditional instructors indicated business

administration as thei.. major areas of study. Two IDECC instructors had

majors In psychology and one traditional instructor had a major in civil

engineering (see Table'17).

Instructor years of teaching adult courses. Adult distributive

education instructors have varying experience in adult teaching. The

instructor questionnctre gathered data on the instructors' years of

teaching adult courses. The IDECC group had instructors with years of

teaching adult courses ranging from two to seventeen and the tradiLional group

had instructors with years of teaching adult courses ranging from one to

ten. Both IDECC and traditional groups had medians close to six

meaning that the instructors of both groups averaged close to the same

number of years of teaching adult courses khee Table 18).



Table 16

Frequency, Freql..ency Percentage, and Cumulative Percentage of Years of

Years of
Occupational
Experience

2

3

5

6

7

8

9

11

14
17

24

Totals

.Instructor Occupational Experience by Teaching Approach

IDECC - experimental
Traditional - control

Frequency Frequency
Percentage

Cumulative
Percentage

Frequency Frequency
Percentage

Cumulative
Percentage

0.0 0.0 1 12.5 12.5

0 0.0 1 12.5 25.0

1 14.3 14.3 0.0 25.0

1 14.3 28,6 0.0 25.0

1 14.3 42.9 1 12.5 37.5

2 28.6 71.5 0.0 37.5

1 14.3 85.8 1 12.5 50.0

3. 14.3 100.0 0.0 50.0

0 0.0 100.0 1 12.5 62.5

0 0.0 100.0 12.5 75.0

0 0.0 100.0 1 12.5 87.5

0 0.0 100.0 1 12.5 100.0

7 100.0 8 100.0

Median Years of IDECC Instructors' Occupational
Experience: 7.75

Range of Years of IDECC Instructors' Occupational
Experience: 6

7`44

Median Years of T
Occupational

Range of years of
Occupational

raditional Instructars'
Experience: 11.50

(1)

Traditional Instructors' vl

Experience: 22
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Table 17

Frequency, Frequency Percentage, and Cumulative Percentage of

Instructors' Major Area of. Study by Teaching Approach

M..'or Area of

Study

IDECC - experimental Traditional - control

Frequency Frequency
Percentage

Cumulative
Percentage

Frequency Frequency
Percentage

Cumulative
Percehtage

Distributive 3 42.9 42.0 3 37.5 37.5

Education

Business Admin- 2 26.6 71.5 4 50.0 87.5

Amstration

Psychology 2 28.6 0 0.0 87.5

Civil Engineering 0 0.0 100.0 1 12.5 100.0

Totals 7 100.0 8 100.0

79

! 11! II If I



Table 10

Frequency, Frequency Percentage, and Cumulative Percentage of Years

of Instructors' Teachirq Adult Courses by Teaching Approach

Years of

Teaching Adult

Courses

IDECC - experimental .

Traditional - control

Frequency Frequency
Percentage

Cumulative
Percentage

Frequency Frequency
Percentage

Cumulative
Percentage

1 0 0 0 1 12.5 12.5

2 1 14.3 14.3 2 25.0 37.5

3 1 14.3 28.6 0 0.0 37.5

4 0 0.0 28.6 1 12.5 50.0

5 1 14.3 42.9 0 0.0

6 1 14.3 57.2 1 12.5 62.5

7 0 0.0 57.2 1 12.5 75.0

8 1 14.3 71.5 0 0.0 75.0

10 0 0.0 71.5 2 25.0 100.0

12 1 14.3 ' 85.8 0 0.0 100.0

17 1 14.3 100.0 0 0.0 100.0

Totals 7 100.0 8 100.0

Median Years of IDECC Instructor Adult Median Years of Traditional Instructor

Course Teaching: 6.0 Adult Course Teaching: 5.0

Range of Years of IDECC Instructor Adult Range of Years of Traditional Instructor

Course Teaching: 15 Adult Course Teaching: .9

8
82
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Dependent VariaUle

Student posttest scores were reported as the numoer of correct

responses by the student on a 34, item multiple choice test.

The class with the highest class mean score within the IDECC group

was in site six with a mean of 29.08. The lowest IDSCC class mean on

the posttest occurred in site seven with a mean af 17.31. T provides

a range of 11.77.

Within the traditional group, the highest class mean was in site

eight with a mean of 28.71. The lowest class mean was in site seven

with a mean of 18.90 thus providing a range of 9.81.

As shown in Table 194 the group means for the IDECC and traditional

group were very similar with a mean of 25.66 for the IDECC group and a

mean of 25.89 for the traditional. The standard deviations were also similar

with the standard deviation for the IDGCC groap being 5.04 ane the

standard deviation of the traditional group being 4.37. Thus, the amount

of dispersion of the scores for each group were close to the same.

The group means are raw score means with none of the preceeding variables

taken into consideration.

Anal sis of Cova7lance

Full Model Anlizlis

When achievement scores are analyzed to determine how muh variance

teaching approach contributed to the research study posttest score, the

secondary researcn question, identified in Chapter 1, must be answered:

"What proportion of the variance is accounted for by other variables of

interest?" A total of 48 sources of variance was taken into

consideration. An analysis of covariance by regression was performed

Involving tha 48 sources of variance as presented in the full model in

8 3



Table 19

Numbers, Means, and Standard Deviations of Student Post Test

Scores by Class and

Teaching Approaches

Teaching

Approach Class

Post Test Scores

Mean SD

ID=

Total

Traditional

Total

1
2
3
4
5
6

7

1
2

3

5
6

7

10
14

9

13

9

12
13

27.60
28.64
27.56
23.85
27./1
29.08
17.31

3.31
2.34
4.56
2.76

2.94
3.68

5.04

17 25.35 4.34

17 28.00 1.84
14 26.79 3.81
12 27.00 3.10

9 26.56 4.29

13 25.23 4.51

10 13.90 3.84
7 28.71 2.36

99 25.89 4.37
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Table 20. By entering these sources of variance into the equation

the fu..1 model accounts for 81.83p of the variance of the research study

posttest scores, as indicated in the R-square column of .Cable 21.

Ths full model analysis revealed that five sources of variance were

contributing significantly to i.he posttest scores. These sources were

as follows (Tables 20 and el):

(Jchool) F = 2.06; df = 12 ; 2 = .0230.
12 105

(=
5

) * (1
5

) (Stvddnt Educational Level by Student Educational Level)

F = 4.15; df = 1
105;

(X6 ) * (X6 ) (Student Occupational Experience by Student Occupational

mperience) F = 5.16; df = 1 ; 2 = .0252.
105

(X
11

) (Teaching Approach by Student Past Participation in

Distrirv'ive Education Programs)

F = 4.56; df = 1 ; 2 = .0351.
105

(X ) * (x ) (Student Age by Student Occupational Experience)
4 6

F = 9.36; df = 1 ; o = .0023.
105

Schoo:k. The investigators expect.....1 schools (X
12

) to make a

significant contribution to ths posttest scores since the design of the

study called for intact classes with a different instructor teaching

each class.

Teaching aoproach in combinaticn with student past particiaIlion in

distributive education programs, Table 20 indicates that Lhe ir)teraction

of teaching approach and student past participation in disributive

education programs made a significant contribution to the student scorn on

the research study posttest. The graph in Figure 2 shows that students

without past participation in distributive education achieved a higher

s 3
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Table 20

FUll Model Analysis of Covariance for Sources of Vartance

With Degrees of Freedom, Partial Sur Jf Squares,

F Value, and Probability Level

Source OF

Partial
Sum of Squares F Value PR F

Xl

X2

-4
X5

X6
X7
X8
X9

X10
X11
School (x12) 13
X2 * X3 1

X2 * X4 1

X2 * X5 1

X2 * XL 1

X2 * X2 1

X4 * A4 1

X5 * X5
1

16 * X6 1

X8 * X5 1
,

X1 * A3 1

1

1

X1 * X6 1

XI * X? 1

X1 * X8 1

Xi * X9 1

1

Xi * X11 1

1
1
1
1
1
1
1
1
1
1
1

2.01730273 0.34 0.5617
2.51816824 0.42 0.5168
0.00017335 0.00 0.9957
1.05128596 0,18 0.6751
22.47332025 3.78 0.0547
17.53658266 2.95 0.0890
6.11434762 1.03 0.3131
2.48277646 0.45 0.5034

5.02660212 0.84 0.3602
1.89658376 0.32 0.5736
4.13017685 0,69 -0.4067

159.01487679 2.06 0.0230
2.66315942 0.45 0.5050
0,76042821 0.13 0./215
4.25046159 0.71 0.4000
0.28414962 0.05 0.8275
1.06842817 0.18 0.6726

7.09353188 1.19 0,2774
24.67166237 4.15 0.0443 *
3069208669 5.16 0.0252 *
11.68284513 1.96 C.1641
5.39)04485 0.91 0.3433
0.29828736 0.05 0.8233
1.47462438 0.25 0.6197
0.00332175 0.00 0.9812
1,13056424 0.19 0.6638
4.89218014 0.82 0.3667
19.99181562 3.36 0.0697
2.25880074 0.33 0.5392

9.88420493 1.66 0.2003
27.13324919 4.56 0.0351 *

Statisticall:r Significant p 4 .05

r



(Table 20 continusd) -72

Partial

Source DF Sum of Squares F Value ra F

0 Statistically Significant p

12.72437599

3.47515216
3.75433137
3.9708237
1.23970784
2.77643057

0.39987792

2.14
, 0.58

0.63
0.67
0.21
0.47
0.07

0.1467
0.4465
0.4288
0.4155'
0.6490
0.4961
0.7960

55.71631459 9.36 0.0028 *

7.00786765 1.18 0.2803

2.73274954 0.. J 0.4995
0.55432168 0.09 0.7608

5.03524935 0.85 0.3596
3.09268777 0.52 0.4726

2.52034066 0.42 0.5166
5.86957821 0.99 0.3229

21.87745986 3.68 0.0579

7.47348438 1.26 0.2650

.05



et,

Table 21

Summary Table for Analysis of Covariance of Full

Model Consisting of 48 Sources of Variance

t.

Source DF Sum of Squares Mean Square F Value . PR F R-Square

Model '60 2813.56060005

Error 105 624.87313489

Corrected 165 3438.43373494
Total

Ss

...1111......

46.89267667 V7.88 0.0001 0.818268

5.95137271

<4.

8
1/44
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26 ,

25

24

23

22

21

20

19

18

23.55

With Past Participation Without Past Particioation .

in Distributive Educatiori in Distributive Education

Figure 2. A graphic reoresentation of interaction
between teaching approach and oast oartici-
pation in distrihutive education programs.

90
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posttest score whau taught using the adult IDECC systematic approach

than students taught using the traditional approach. Students with

past participation in distributive education programs achieved a

higher posttest score when taught using the traditional approach than

when taught using the adult.IDECC systematic approach.

Restricted Model AnalYsis

In c%rder to investigate the second secondary research question, *Which

of the 48 variables contributed significantly to the research study

posttest score?," the full model wAs restricted to 19 sources of variance

with only a loss of 4.52% of the 81.83% accounted for in the full model.

Tablei 22 and 23 include the results of this restricted model analysis

of covariance. Eleven sources of variance contributed significantly to

the posttest scores, as follows:

X2 (Student Ability) F = 82.83; df = I ; = .0001.
134

X4 (Student Age) F = 7.02; df = ; o = .0090.
134

X5 (Student Educational J4evel) F = 5.23; df = 1 ; o = .0238.
134

X6 (Student Occupational 4xperience) F = 4.1j; df'= 1 ; 2 =

134
Xs (Student Supervisory and/or Managerial 6xperience) F = 7.28; df = 1

134

2 = .0079.

X12(School) F = 3.05; df = 12 ; 2, = .0006.

134
(X5 ) * (X5 ) (Student Educational Level by Student Educational Level)

F = 4.01; df = 1 ; o = .0473.
134

(46 ) * ) (Student Uccupational Experience by Student

Occupational Experience) F = 8.61; df = 1 ; = .0039.
134

) * (X 8) (Teaching Approach by Student Supervisory and/or ,

Aanagerial Experience) F = 5.68; df = 1 ; 2 = .0185
134

9



(X2 ) (X8 ) (Student Ability by Student Supervisory and/or

Managerial Experience) F = 7.12; df = 1 ; g = .0086.
134

(X4 ) * (X6 ) (Student Age by Student Occupational Experience)

F = 10.46; df = 1 ; = .0015.
134

The results of the restricted model revealed 'Ihat although the teaching

appcoach separately did not significantly contribute to the posttest

scores, other vagables were contribui,4 separately and in combination.

Furthermore, teaching approach in combination with stwdent past

participation in distributive education programs contributed significantly

to the posttest score in ths full model analysis and 6saching approach in

combination with student supervisory and/or managerial oxrerience contri-

buted significantly to the posttest score n the restricted model analysis.

Student abilktal Table 23 indicP..es that the student's general ,

mental ability contributed s..agnificantly to the pt.:attest score. .Figure 3

shows thatalthough the individual observations were widely scattered, a

linear relationship seemed to exist in such a way that the higher the

student's ability score, the higher the student's posttest score.

Furthermore, when the

student's supervisnry

'10ion is made to the

is discussed later in

student's aoility score is considered with the

and/or managerial expeAence, a significant contrib.

student's posttest score. This interaction effect

this chapter.

Student age. Table 23 indicates that the age of the student contrip-

uted significantly tp the posttest score. This variable ir combination

with student occupational experience contributed significantly to the

achievement of the student on the posttest score.

II 0

1.

I



Source

Table 22

Summary Table for Analysis of Covariance of Restricted

Model Consisting of 19 Souices of Variance

re' 'Sum of Squares Mean Sauare F Value PR F

Model 2658.26032346

Error 134 780.17341148

Corrected 165 3438.43373494

Total

"Id

85.75033301 14.73 0.0001 0.773102

5.82218964
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Table 23

tzastricted Model Analysis of Covariance for Selected Sources

Of Variances with Degrees of Freedom, lum of Squares.

F Value. and Probaoilitylevel

Sburce

Xl
X2
X3
X4,

X3

X6
X7
X8
X9
X10

School '(k.2 )
X5 * X5,

X6 * X6,
Xl * X8

X1 * X11
X2 * X8.

X4 * X6

DF Partial Sum of SiL1101 F Value PR\ r

1

1
1

1
1
1
13

0.4849008
482.24093611
4.81325879

'40.86830867
30.42590176
24.04059798
0.79536906
42.38334351
20,32882635
0.08248306
0.25319272

231.07402623
23.33435794
50.11876420

33.08917416
15.7230q666
41.4546t,331

60.916§2406

1.35532203

0.0
&4.83
0.83
7.02
5.23
4.13
0.14
7.28
3.49
0.01
0.04
3.05
4.01
8.61
5.68
2.70
7.12

10.46
0.23

0.7733
0.0001

0.3649
0.0090
0.0238
0.0441
0.7117
0.0079
0.0639
0.9054

.0.8351
0.0006
0.0473
0.0039
0.0185
0.1027
0.0086
O.U015
0.6303

11,

NElomMnplinalagml,

* Statistically Significant < .05.

0

9
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Student Age in Combination with Student Occupational 4xperience.

Not only did Student age contribute separately and student

occupational experience contribute separately to the posttest score,out

the combination of student age and stlident occupational experience
0

contributed significantly to the posttest score (Tapia 23). Figure 4

reveals that as the crossproducts of student age and student occupational

experience increase, the research study posttest scores increase.

However, the researchers caution the reader at this point in the

discussl.on since the two variables forming this interaction are continuous

variables which are non-additive. The graph in figure 4 is included for

study purposes only.

Student educational level. A significant contribution to the posttest

score was made by the variable, student educational level, by itself

and when it was multiplied by itself. This indicates that a linear and a

curva-linear relationship were present. Tnerefore, not only did student

educational level have a lineal-effect, but it also had a curva-linear

effect.

Aa the graph in Figure 5 indicates, as the student's educational level

increased, the posttest score increased. However, as the student

educational. level got higher, the less of an increase occurred in the

posttest scores.

Student occu tional ex erience, A significant contribution to the

posttest score was made by the variable, student occupational

experiencelby itself and when it was multiplied by itself. This indicates

that linear and curva-linear relationships were present. Therefore, not

only did student occupational experience have a linear effect, but it

also had a curva-linear effect.

9 7
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Figure 4. A graphic representation of the interaction between

student age and student occupational experience.
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Figure 5. A graphic representation between educational

level and research study posttest score.
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As the graph in Figure 6 indicatese.as the student's occupational

experience increased, the posttest score decreased. Furthermore,the

larger the number of years of occupational experienceo the sharper the

decrease in the posttest score. Also, this occupational experience

variable effected the posttest score when considered in combination with

the'xariable, student age.

Student age in combination with studc.nt occupational experience.

The interaction of student age and student occupational experlence

contributed significantly to,,the scores on the research study,posttest.

However, tho effeOlwas not interpretable.

Student supervisory and or managerial experience. Table 23 indicates

that the student's supervisory and/or managerial experience contributed

significantly to the posttest score. This variable in combination with

teaching approach and in combination with ability contributed significantly

to the posttest score.

Student ability in combination with student supervisory andior

managerial experience. Figure 7 seems to indicate that as the combination

of student ability andstudent supervisory and/or managerial experience

increases, the posttest scores may decrease. However, the inVestigators

caution the reader at this point of the discussion since the two variables

forming this interaction are continuous variables which are non-additive. The

graph in figure 7 is included for study purposes only.

Teachi a..roach in combination with student su ervisor and or

managerial experience. Table 23 indicates that teaching approach and

student supervisory and/or managerial experience Interaction does

contribute significantly to the achievement of students on the research

study posttest.

10o
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Figure 7. A graphic representation between student
ability and student supervisory and/or
managerial experience.



The graph in Figure 6 reveals that students with less than 2.89

ylars of supervisory and/or managerial experience who received instruc-

tion on employee trainini, evaluation, and motivation by the adult IDECC

systematic approach tended to achieve higher posttest scores on the research

study posttest than students with less than 2.89 years of supervisory and/or

managerial experiemce taught by the traditional approach. however, as

the number of years of supervisory and/or managerial experience increased

past the 2.89 years, students taught by the traditional approach act:eved

higher Oosttest scores than the students taught by the adUlt IDECC

systematic approach.

1 03
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Figure 8. A graphic representation between years

of supervisory and/or managerial experience

and teaching approaches.

104



'

ft

°

^

4."

CRAPTSR 4

SUMMARY, CONCLUSIONS AND RSCOMNDATIONS

The final Chapter of this study will present: .

1. A summary of the problem.

2. A review of the research methodology.

3. Major findings and conclusions.'

4 Recommendations for further study.

Summary of.the Problem

The need for this study resulted from the development of a new

adult ID4CC system. In order to provide the most effective competency.
04,

,.., based materials for adu4 distributive education, a study was needed to

determine the effectiveness of the newlradapted IDSCC lystem at the adult

level. The purpose of the study was to provide Ipscc, Inc. with t

information wtich would be useful in improving future adult i structional.

materials.

Therefore, this study was d signed to investigate the primary

research question:

p.

Does teaching approach,after controlling for school effect and

Ca,

selecteckstudent variablesecontribute significantly to student achievement

based on a measure ,of knowledge Of employee training, evaluation, and

motivation?
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If the.,anstiee...to 'this question is yes, will there bee, significant

difference between the achievement of.adult studenis.who learn by

Wadult IDECC's:ystematic teaching approach and adult students who

. .

learn by the traditional teaching approach?

Furthermore, this study was designed to investigate,the following

secondary resear -egtestio

1. What oportion.of the variance of student achievement is

account d for by the following sources of variance?

Variable Teaching Approach-

Variable X2 : Student Ab

Variable x3 : Student Sex'

Variable X4 : Student Age

Varlable x5 : Student Educational Level

Variable x6 : . Student Occupational Experience°

Variable x7 itudent.Previous Training in Soployee,Trainin

Evaluation, and Motivation

Variable L. : Student Supervisory and/or mabagerial Experience

Variable x9 : Student EMployment Status

-Variable I
10

: Type Student (preparatory or supplementary)

Variable X11: Past Participation in Distributive Education/

Programs

Variable X12: Scnool

Variable X2 by x3 : Student Ability byStudent Sex

Variable X
2

by X
4 : Student Ability by Student Age

Variable X2 by X . Stutient Ability by Student Sducational Level
5

Variable X2 by X- : Student Ability uy Student Occupational
6

Lxperience

l
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Variable X.2 by.X8 : Student Ability by itudent Supervisory

and/or tianagerial Expe?ience

Variable X
2

by : Atudent Abilit* by Student.Employment

-

Variable

Variable

-Variable

tatus

Student. Ability by Type Student

Student lex by Stujeent Age

,

Student Sevby Student Uccupational

Experience

Variable x3 by18. Stuent Sex by.Student SUpervisory and/or

Managerial txperience
.

-.Variable Xh

Variable 14

Variable X4

by
5

: Student iie by Student Educational Level

by X('..; : Student Age by Student Occupational .

.Experience

by,X8 . Student Age by Student Supervisory and/or
.

Managerial Experience
*

Veriable,X by-X
9 4

Student-Ageoby Student Employment Status
4

A.

Variable X5 by £6 : Student Educational Level by Student

. OcCupational Experience

Variable-X by x7 :. Student'Educational Level by Student Previous

Traiaing in the Unit

Variable X5 by,X8
%

ts. Student Educational Level by Supervisory,.

and/or Minagerial Experience

Variable IrE, by 5 : Student Ocoupational Expe5ience by Student

Previous Training in the Unit

Variable x6 by X8: : Student Occupational Experience by

SupervisOry and/or Managerial &xperience

4.

1 0
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Variable X6 by X10: Student Occupational Experience by

Type Student .

Variable47 by i6 Student Previous :raining in the Unit by

Student Supervisory'and/or Managerial Experience

2. Which of the above variables, contribute significantly to the

achinvement of adult students based on a measure of their
as

knowledge of employee training, evaluation, and motivation?

A

Research Methodolóaz

re

The study was quasi-experimental involving two levels of treatment:

(1) the adult IDECC teaching approach and (2) the adult traditional

teaching approach.
J.

A

.Sixteen classes were randomly selected.from a population of )0 volunteer

sites. Eight of the 16 classes wer(1 randomly assigned to one groUp

while the remaining eight sites were assigned to asecond group. Then

each group was randomly assigned'to either the adult IDECC teaching

apprach or to the traditional teaching approach. One adult IDECC class

did not complete ths study.

In order to assure control of the study, a workshop was held for

each of tha grolips, IDECC and traditional.

The instruational materials for both teaching approaches were based
5

on the unit, "Employee Training, Evaluation, and MOtivation." The

same,objectives were used for both approaches.

The IDECC approach instructors utilized selected adult IDECC

competency-based materials for their unit of instruction. The traditional

instructors developed lessson plans for their instructional materials
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within the workshop setting. This method waa used by all eight traditional

instructors involved in the study.

In order to collect the data on the variables of interest, question-

naires were developed ar.d adminlstered to the students and instructors

prior to the treatment.

At the onset of the study, students were administered a research

study pretest and a general mental ability test. The research study pretest

was designed and validated to assess the student's prior knowledge of

employee training, evaluation, and motivation in order to determine the

equivalency of the two groupa based on their knowledge prior to the

treatment. The ability test was used to determine if there was a

significant difference in the ability of all the students involved lithe

study.

During the treatments, the students in the IDECC group received instruc-

tion by the adult IDECC syttematic qpproach through 10 competency packages

which provided instruction on the topic of employee training, evaluation,

and motivation. The traditional students received their instruction

through the'traditional teaching approach as established by the tradi-

tional instructors during the qurkshop.

At the completion of the instruction, students in each group were

administered a research study posttest to assess the students' knowledge

of employee training, evaluation, and motivation.

Datawere submitted by mail to the investigators as they were collected

at thesitas. Ability tests were hand scored and double checked at the

project office of the investigators. The research studL pretests and

posttests were machine scored and spot checked for accuracy.

4_
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The data were analyzed by utilizing the Statistical Package for the

Social Sciences (SPSS) for the description of the student and

instructor variables. The Statistical Analysis System (SAS) was used to

analyze the sources of variance in relation to the research study's

posttest scores.

MajorIindings and Conclusions

Not wIthstanding the limitations stated in Chapter 1, the findings

and conclusions of this study are as follows:

Secondary Research Questions

Question . 1. What proportion of the variance of student achievement

is accounted for by the sources of variance identified in Chapter 1?

When analysis of covariance by regression was utilized taking 48

sources of variance into consideration, 81.83% of the variance was accounted

for in the research study posttest score. After restricting the sources

of variance to 19, only a 4.52% loss of the variance accounted for in

the full model occurred, therefore, 77.31% of the variance was accounted

for in the restricted model.

iuestion - 2. Which of the identified sources of variance contrioute

significantly to the achievement of adult students based on a measure of

their knowledge of employee training,. evaluatiolvand motivation?

Within the full model with 48 sources of variance presented, five

sources of variance made significant contributions, which were as

follows; school, student educational level oy student edueational level,

student occupational experience by student occupational experience,

teaching approach by student past participation in Distributive

Education programs, and student age by student occupational experience.

110
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Based upon these findings, the investigators concluded that

variables contriouting to student research study posttest scores among

the students participating in this study were: school (p = .02)0),

student educational level by student educational level (p =

student occupational experience by student occupational experience

(p = .0252), teaching approach by student past participation in Distributive

Education programs (p = .0351), and student age by student occupational

experience (p = .0028).

Students without past participation in distributive education achieved

a higher posttest score when taught using the adult IDECC systematic

approach than students taught using the traditional approach. StudPnts

with past participation in Distributive Education achieved a higher

posttest score when taught using the traditional approach than when

taught using the adult IDECC systematic approach.

This soUrce of variance was the only variable that contriouted

significantly to the research study posttest according to the full model

analysis but did not contribute significantly according to the restricted

model analysis.

The investigators found that by restricting the sources of variance

to 19, with only a 4.52;2 loss of the variance accounted for in the full

model, the following eleven sources of variance made a significant

contrioution to the research study posttest score:

a. student supervisory and/r managerial experience

= .0079)

b. student ability by student supervisory and/or

managerial experience (p = .0086)

c. teaching approach by student supervisory and/or managerial

experience (p F .0185)

1 I
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d. student ability (p = .0001)

e. student age (p = .0090)

f. student occupati.onal experience (p = .0041)

g. 'student occupational experience oy student

occupational experience (p = .0039)

h. student age by student occupational experience

(P = .0045 )

i. student educational level (p = .0233)

j, student educational level by student educational .1.eve1

(p = .0473)

k. school (p = .0006)

Supervisor and/or managerial experience of the student

contributed significantly to the research study posttest score when

considered alone, 'then considered in combination with.student ability

and when considered in combination with teaching approach, as the

combination of student ability and student supervisory and/or

.
managerial experience increased, the research study posttest scores

seemed to increase.

Students with less than 2.89 years of eupervi sory and/or managerial

experience who meeived instruction on employee training, evaluation,

and motivation by the adult IDSCC systematic approach tended to achieve

higher posttest scores than students with less than 2.89 years of

superviscxy and/or managerial experience taught by the traditional

approach. However, as the number- of years of supervisory and/or managerial

experience increased past 2.89 years, the students taught,by the

traditional approach achieved higher posttest scores than the students

taught by the adult IDSCC systematic approach.

1 1
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d. As student ability increased, the research study posttest scores

increased.

a., f., g., and .h. Student age sivificantly contributed when

considered alone; student occupational experience significantly contributed

separately, when multiplied by itself and then considered in combination

TA,th student age.

The investigators found that as the student's occupational experience

increased, the posttest score decreased. Furthermore, the larger the

number of years of occupational exper;.ence, the sharper thm decrease in

the posttest score.

However, as the crossproducts of fitudent age and student occupational

experience increased, the posttest scores seemed to increase.

i., and J. As the student's educational level increased, the

research study posttest score increased. 'However, as the student

educational level got higher, t..e less of an increase occurred in the

research study posttest score.

k. The effect of the intact classes used in the studies resulted

in schoolq making a significant contribution to the research study

posttest scores.

Primary Research Questions

This study was primarily designed to answer the following research

question:

Does teaching approach after controlling for school effect and selected

student'variables contribute significantly to student achievement cased

on a measured knowledge of employee training, evaluation, and

motivation?. If the answer to this question is yes, will there oe a



significant difference between the achifgvemem of adult students who

learn by the adult IDECC systematic teaching approach and adult students

who learn by the traditional teaching approach?

Teaching approach was found to contribute significantly to the

research study posttest scores when considered in combination with

student past participation in Distributive Education programs and when

considered in combination wi:h student supervisory and/or managerial

experience. Specifically, a significant difference occurred between the

achievement of adult students who learned by the adult IDECC systematic

approach and adult students who learned by the traditional approach

when the teaching approach was considered in combination with student

past participation in Distributive Education programs and when the .

approach war considered in combination with student supervisory and/or

managerial experience.

Students without past participation in Distributive Education programs

achieved higher posttest scores when taught using the adult IDECC appmach

than students taught using the traditional approach. However, students

with past participativn in Distributive Education achieved higher posttest

scores when taught by the traditional approacn than when taught by the

adult. IDECC approach. Therefore; the investigators concluded that

adult students having never participated in Distributive Education prior

to instruction may achieve more by being tr.ught by the adult IDSCC

apprnach. However, an adult student with experience in Distributive

Education may achieve more by being taught by the traditional approach.

The investigators found that students with less than 2.89 years of

supervisory and/or managerial experience who roceived instruction by the

11 4



-953

adult IDECC approach tended to achieve higher posttest scores than

students with less than 2.89 years of supervisory and/or managerial

experience taught by the traditional approach. However, as the numoer

of years of supervisory and/or managerial experience Increased past ,

2.89 years, the students taught by the traditional approach.achieved

Wgher posttest scores,than the student taught by the adult IDECC

approach.

The investigators concluded that students with under 2.89 years of

supervisory and/or managerial experience may achieve higher when learning

by the adult IDECC teaching approach than by the traditional approach

and that students with over 2..89 years of supervisory and/or managerial

experience may gain more achievement when learning by the traditional

approach than by the adult'IDECC approach.

Implications

Since supervisory nd/or managerial experience is directly related

to the content of the unit taught in this study, namely, employee

training, evaluation, and motivation, an implication of the previously

stated fino0.ngs is that students with little or no experience in the

content to oe studied may gain more knowledge by using the adult IDECC

systematic approach rather than the traditional appfoach.

;ftirthermore, based on ths findings of this study, new adult

Distributive Education students without past experence in Distributive

Education may gain more knowledge by using the adult IDECC systematic

J.Z.1
approach rather than the traditional approach.
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Recommendations,for Further riesearch

Based on the findings of this study, the following are recommendations

for further research:

1. A study that replicates the design of this -tvdy using more

of the competency-based materials of the adult IDECC system.

2. A study that examines the relationship between school effect

and teaching approach.

3. An investigation of instructor variables as they relate to the

effectiveness of a teaching approach.

4. A descriptive study that identifies the characteristics of

students enrolled in adult distributive education courses.

5. A descriptive study that identifies adult distributive

education courses offered across the United States.

6. A descriptive study that identifies the characteristics of the

traditional teaching approach.

. 7. A study to determine attitudes of a1u1t distributive education

students toward the adult IDECC approach as compared to the traditional

approach.
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APPSUDIX A

Unit of Instruction Outline
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I.

EMPLOYEE TAAZNING, EVALUATION, AND MOTIVATION

/

/

A. Job Orientation

1. Efficiency in'job orienation
2. Orientation and its re 'ation to future job performance

B. Employee Training

e

1. Methods of training
,

2. Selection of tralning methods
3. Use of training/ methods

C. Employee Evaluation

1. Evaluation rocedures
2. Analysis o employee performance

3. Constructi e criticism

D. Employee Morale and Motivation

1. Employ4e morale
2. Employ motivation
3. Emplo e complaints
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ABSTRACT

DEVELOPMENT.AND VALIDATION OF COMPETENCY BASED
INSTRUCTIONAL SYSTEMS FOR ADULT DISTRIBUTIVE EDUCATION

EIGHTEEN MONTHS - SEPTEMBER 1976 to MARCH 1978

-106

OBJECTIVE: To develop and validate a competency based-adult
distributive education inatruclional system using the
currant IDECC system as a nucletis "cof the project.

PROCEDURE: _A panel of consultants who represent industry and education
ithin each of.the seven IDECC business areas reviewed the

current IDECC systemi: Educators from adult 'distributive
ducation rewrote Learning Activities where needed as
dentified by -the consultants. Rewritten adult leafning
a tivities were field tested in adult distributive educaT

on programs, Bavisw of the field tested activities
entitiad needed changes. Final learning activities wore

developed. .

RESULTS: Based upon the field test of the developed adult learning

,.-activities it was demonstrated that the current IDE=
system is a usable format for adult distributive education..

CONTMIBUTION TO ADULT DISTRIBUTIVE EDUCATION:
f

Specific adult distributive education learning activi -

ities have been written to supplement the existing
IDECC system. Flexibilityroffering ifwide application to

.
adult Skill trainingois now available to the users of the

IDECC system.

Spinoff effects: core competencies identified; specific

competency identification with jos at levelsentry,
.step I and step II--within business areas and curriculum

sections.

1 ?3
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The.ten adult competencies utilized for this experimental study

can be found 'in Part I of the Final Report, U.S.O.E., Part C., Grant

#00076-05242,, "B", "T", project #498AR60200. The competency numbers for

the Learning Activity

Competency

Competency

Competency

Competency

Competency

Competency

Competency

Competency

Competency

Competency

Packages utilized in this study are:

# 097 (Communication)

# 604 (Management)

# 605 (Management)

# 606 (Management)

# 60? (Management)

# 610 (Management)

# 664 (Management)

# 690 (Management)

# 691 (Management)

# 729*(Management)

* Competencies were presented by the IDECC group of instructors in

this order of instruction to the experimental treatment group.
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Objective:

Objective:

Objective:

Objective:

Objective:

Objective:

Objective:

Objective:

Objective:

OBJECTIVES
.109

As a result of the study of job orientation and the training process,

you will be able to identify a minimum of ten points/steps that

will assure efficiency.in job orientation training.

As a result of the study, you will indicate one of two reasons

proper employee orientation is necessary to insure future job

performance and discuss two of four approaches a supervisor may

use to orient a new employee.

Given a job performance to be developed, the student will demonstrate

the ability to identify most appropriate methods of training an

individual for the position.

The student will indicate a knowledge and understanding of ten

training methods.

To demonstrate knowledge and understanding of a store's procedure

for evaluating employees', the student will respond to four questions

concerning evaluation procedures.

The student will be able to identify, in writing, three specific

suggestions one should keep in mind when using records to analyze

and supervise the work of employees at different levels.

As a result of a study of employee problems, the student will be

able to name a minimum of three guides/steps he would use when

correcting an employee.

By correctly responding to a series of questions, the student

will indicate an understanding of the factors/ways of developing

employee pride.

134,
responding to a series of sample questions, the student will

indicate a knowledge and understanding of four ways to maintain

a working environment which offers security and freedom from

worry for employees.

Objective: Given prepared questions, demonstrate a knowledge of how to

communicate with others in order to make them work willingly.
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Resource Book List

Management Minded Supervision, 2nd Ed., Boyd, McGraw-Hill, 1976.

Personnel Management, 5th Ed., Chruden/Sherman, South Western, 1976.

Su ervision - Conce ts and Practices of Mana ement, 2nd Ed., Harman/

Hilgert, South Western, 1977.
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THE OHIO STATE UNIVERSITY

November 7, 1977

IDECC Project Office
1166 Chesapeake Ave.
Columbus, Ohio 43212

Dear

...LI 2

The Interstate Distributive Education Curriculum Consortium (IDECC) will

be conducting an experimental study in the spring as a part of a recently funded

federal project. A comparison is to be made between the use of the IDECC sys-

tematic approach of instruction and the traditional approach.in adult distributive

education classes.

At this time, I am attempting to identify adult distributive education courses

that are planred for the spring (April, May, early June) and lidult instructors who

may be interested in participating in this study. Courses must be at least ten hours

in length and may be eitherpreparathry or supplementary (upgrading of employees).

They may or may not b,1 geared towards a certain type of business. In order to avoid

the risk of courses not being filled, only relatively stable programs wIll be used

if at all possible.

Instructors will come to Columbus for one to "five days of training in March,

depending on whether the instructor will be using the IDECC systematic approach or

traditional approach. A stipend and expenses will be paid to the instructors for

participation in the March workshop. In addition, a set of IDECC materials will

be given to each site.

Please identify on the enclosed form adult instructors you believe may be inter-

ested and the courses they will be teaching in the spring. These may be distributive

education teacher-coordinators, full-time adult instructors, or businesspeople with

a teaching background. The instructor should have had experience in teaching. How-

./ ever, knowledge of IDECC is not neqessary. I will contact those suitable for the

study to detecmine their interest.

Please serd me this informatior by November 25th. Thank you.

Sincerely yours,

Robert G. Berns
IDECC Project Coordinator

1! you do not have information needed to respond to this request, please forward

thiE letter through proper channels.

1 iy



Instructor's Name

-'ress

Phone #

-11.3

FUll Time Occupation

a

Street City, State Zip

Primarily (check one) If Appropriate, Specific Type of

CouratoSursellementaryartment store)

411NOIIII0

Instructor's Name

Address

Phone #

Full Ti:le Occupation

Street City, State Zip

Primarily (check one) If Appxopriatel Specific Type of

Course Tau ht Pre arato Su lemaatjtry Business (e.g., department store)

MM.

1111111 IND MOW

Instructor' s Name

iddress

Phone #

Street City, State

Full Time Occupation

Course Tau ht

Primarily (check one)
Ire auLaya1221.mentary

If Appropriate, Specific Tyw of
Business (e./.=_Ficcartment F,tore)

41.5

4.. 130
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THE OHIO STATE UNIVERSITY

December 12, 1977

.115

The Interstate Distributive Education Curriculum Consortium (IDECC) wJ.il

be conducting an experimental study in the spring as a part of a,recently runded

federal project. A comparison is to be made between the use of the IDECC ys-

tematic approach of instruction and the traditional approach in adult distiLbutive

education classes.

.You have been suggested as an adult instructor who may be interested in

participating in this study. Courses must be at least ten hours in length and

may be either preparatory or supplementary (upgrading of employees). They

may or may not he geared towards a certain type of businass.

Instructors will come to Columbus for one to five days of training in March,

depending on whether the instructor will be using the IDECC systematic approach

or trauitional approach. A stipend and expenses will be paid to the instructors

for participation in the March workshop. In addition, a set,.of IDECC materials

will be given to each site.

If you are interested in participating in this study and have an adult

distributive education class(es) planned for the spring, please\fill out the

enclosed form and return it in the envelope by You need not

have any knowledge of IDECC. After hearing from you, I will send you further

information.

Thank you.

1 3 r.

,

Sincerely,

Robert G. Berns
IDECC Project Coordinator

Dr. Larry Casterline / Executive Director
Interstate Distributive Education Curriculum Cons.mium (IDECC) ISM Neil Avenue (119) Townshend Hall Columbus. Ohio 43210 / Phone (614) 422,4202



1
Instructor's Name

School Address

Phone Number .

Adult D.E. Courses
Planned for the
Spring of 1978.

ADULT DISTRIBUTIVE EDUCATION

6

,
(Please attach a course outline if you have one)

Please return by

133
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Thank you for your interest in thetadult IDECC project planned for spring.

In order to make the final selection of 16 instructors, I will need for you to

completh and return the enclosed form.

Based on the course titles and outlines that many of you submitted, I have

developed a short uhit of instruction which has the potential of slotting into

one of several courses. Approximately 5-10 hours of instructiou in April and/or

May will be needed for this unit. The rest of the course time, of course, is

entirely your own.

Please review the enclosed unit,outlie and complete and return the attached

form. The course may be supervision, small business management, or any other

course as long as you use this unit of instruction in its entirety. The main

concern is that your class be within the area of adult distributive education.

Students may be gaining credit towards a high school diploma. However, credit

toward an associate (post-secondary), or baccalaureate degree would exclude that

class from,participating.

Dates for the workshop in Columbus, Ohio are yet to be determined. Please

check off the dates you cannot attend on the enclosed form. ,Only check those

on which you ABSOLDTELY CANNOT ATTEND.

The length of the workshop will be either 2 or 3 days. This will

determined in early February based upon the agenda. You will come to

on either Wednesday or Thursday evening and depart on Saturday night.

of $300 will be paid to you.if the workshop is 3 days or $200,if it is

be
Columbus.
A stipend
2 days.

Your stipend along with a set of the IDECC system materials will be sent

to you upon the completion of your teaching the unit and submitting the requested

data.

All transportation, motel and food expenses will also be paid for your

trip to Columbus.
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I must Oave this form back by January 27th in order to include you as

a potential site when I make the final selection. You will be notified .

in early February whether or not/ you Wave been *selected. The actual dates

for the workshop will also hi set -at that time.

If you have any questions, please call me collect at (614) 486-6417.

Thank you.

Enclosure; (2)
RGB/cal

1 3

Sincerely,

Robert. G. Berns

IDECC Project Coordinator
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EMPLOYEE TRAINING, EVALUATION, AND MOT/VATION

A. Job Orientation

.3

.1. Efficiency in job .orientation
2: Orientation and its relation to future job performance

B. EmploVee Training

1. Methods of training
2. Selection of training methods
3. Use c) training methods

C. Employee Evaluation

1. Evaluation procedures
2. Analysis of employee performance
3. Constructive crlticism

D. Employee Morale and Motivation

1. Employee morale
2. Employee mot;vation
3. Employee complaints



ADULT STUDY SITES

InstruGtor's Name

School/Business Address

Phone Number

Office Hours (when
you. can be reached)

.

(Area Code)

.4/

I am willing to participate in this study and use the enclosed unit

in a course I am teaching in April and/or May.

Yes

If yes, what course?

If not, why not?

No

DATES I CANNOT ATTEND

I cannot come to Columbus on the f-

(Wednesday,

(Wednesday,

(Wednesday,

(Wednesday,

(Wednesday,

March 1) Thursday, March 2 -

March 8) Thursday,

March 15) Thursday,

March 22) Thursday,

March 29) Thursday,

wing dates

Saturday, March 4

March 9 - Saturday, March 11

March 16

March 23

March 30

- Saturday,

Saturday,

- Saturday,

March

March

April

PLEASE RETURN IN THE ENCLOSED ENVELOPE BY JANUAZtY 27

18

25

1
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APPENDIX 0

Letters to Instructors Informing Them of Results

of the Random Selection
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Thank you for your interest in the adult IDECC experimental study

planned for spring. 'More instructors were interested in participating

. than could be included. Selection was based first on the dates that the

instructor could be in Columbus. This eliminated SOMA applicants. From

the remaining list, a random selection of 16 classes was made. Due to

one of the above conditions, your class was excluded from the study.

The possibility remains that one or more of the participating instructors

may find it necessary to withdraw from the study for some reason. If this

occurs and your name is randomly selected for participation in the study,

you will be called immediately.

Thanks again for your positive response.

Sincerely,

Robert G. Berns
IDECC Project Coordinator

RGB/cal



You have been randomly selected to participate in an experimental stud

concerning the adult IDECC system and w411 be teaching the enclosed unit of

instruction using the IDECC approach. Enclosed is a summary of the experiment

and conditions for the study for your xeview. These conditions may seem rather

strict, but are necessary to obtain va.4.id results.

A workshop will 1.e conducted to propare you and the other instructors for

teaching the unit of instruction. I have provided in this envelope another

copy ,of thc unit outline sent to you earlier.

Please make your own plane or travel arrangements sc that you will arrive

ir. Columbus on Wednesday evening, MP.ch 15 and leave after 3:00 P.M. Saturday,

March 18. The meeting will be he:d Thursday morning, March 16 through Saturday

morning, March 18 in Columbus, Ohio.

Plane
and dinner
occupancy)
address of
based upon
per night)

and limousine fares and approximately $10.00 per da.1 for breakfast

will be reimbursed at the close of the workshop. Lodging (at double

and lunch will be paid on a master bill by IDECC. The name ard

the motel is enclosed. Whenever possible, roommates wi 1 he assigned

smoking or non-smoking. A single room will cost you $30.50 ($10.20

which will he collected at the workshop.

At the close of the experimental study, a stipend of $300 will be paid

to you as a participating instructor. Also, a set of the IDECC system will be

sent at that time.

Enclos,A is a brief form to be completed and returned as soon as possible.

It there is any reason you cannot participate in the study, please call me

immediately. It is imperative that eight sites participate in each teaching
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approach and that each instructor attends the workshop.

Thank you so much for your willingAess to participate in the study. If

you have any further questions, please call me collect at (614) 486-6417.

Looking forward to working with you during the experiment.

Sincerely?

Robert G. Berns
IDECC Project Coordinator

Enclosures: Form (to be returned in evclosed envelope)

Motel Information Sheet
Description of the Experimental Study
Experimental Study Conditions
Unit Outline
Sample of Humar Subjects Consent Form
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You have been randomly selected to participate in an experimental study

concerning the adult IDECC system and wil,1 be teaching the enclosed unit'. of

instruction using the traditional approach. Enclosed is a summary of the

experiment and conditions for the study for your reviaw. These conditions may

seem rather strict, but are necessary to obtain valid results.

A workshop will be conducted to prepare you and, the other instructors for

teaching the unit of instruction. I have provided in this envelope another copy

of the unit outline sent to you earlier. .

Please make your own plane or travel arrangements so that you will arrive

in Columbus on Wednesday evening, March 8 And lLave after 3:00 P.M. Saturday,

March 11. The meeting will be held Thursday morning, March 9 through Saturday

morning, March 11 in Columbus, Ohio.

Plane and limousi.ne fares and approximately $10.00 per day for breakfast

and dinner will be reimbursed at the close of the workshop. Lodging (at double

occupancy) and lunch will be paid on a master bill by IDECC. The name and

address of the motel is enclosed. Whenever possible, roommates will be assigned

based upon smoking or non-smoking. A single room will cost you $30.60 ($10.20

per night) which will be collected at the workshop.

At,the close of the experimental study, a stipend of $300 will be paid

to you as a participating instructor. Also, a set of the IDECC system will be

sent at that time.

Enclosed is a brief form to be completed and returned as soon as possiWe.

If there is any reason you cannot participate in the study, please call me



.127

immediately. It is imperative that eight sites participate in each teaching
approach and that each instructor attends the workshop.

Thank you so much for your willingness to participate in the study. If

you have any further questions, please call me collect at (614) 486-6417.

looking forward to working with you during the experiment.

Sincerely,

Robert G. Berns
IDECC Project Coordinator

Enclosures: Form (to he returned in enclosed envelope)
Motel Infowation Sheet
Description of the Experimental Study
Experimental Study Conditions
Unit Outline
Sample cl.v Human Subjects Consent Forx

114



Location of Workshop:

MOTEL INFORMATION

Hospitality Motor Inn
Interstate Rt. 7 and State Rt. 161
1000 East Dublin-Granville Road
Columbus, Ohio

Phme: (614) 888-4300

Limouaine service is available from lort Columbus Airport to the

Hospitality Motor Inn. Fare is $10.00 for a round trip ticket which

will be reimbursed at the workshop. This litousine is marked "Airport

Limousine" and looks like a yellow bus. It caters to many Columbus

north end motels, including the Hospitality Inn. It leaves the airport

at the following times:

11:35 A.M.
1:40 P.M.
3:15 P.M.

4:50 P.M.
6:30 P.M.
8:40 P.M.

If you are unable to make the 8:40 P.M. limousine, please takc a

taxi to the motel.

Ask at the desk for the IDECC meeting room number. Reservations

will be made for you. If you prefer a single room, please so indicate

on the enclosed form. Reimbursement will be v: double occupancy rate.

A single will cost you $30.60 ($10.20 per night).

(Since it is usually cold in Columbus in March, warm clothing is

advised.)

115
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EXPERIMENTAL STUDY

ADULT

The experimental study in adult distributife education will be conducted

to measure the achierwent of adult distributve education stadents when learn-

ing either by the IDXCC systematic approach or the traditional approach. Within

the study, the two levels of instrwtional approach will involve the teachine;

identical curriculum content for a period of five to t'en instrkictional hours. A

pre-test And post-test will be administered previous to the treatment and follow-

ing the treatment respectively to control for threats to internal validity. In

addition, a shlrt ability test will be administered to the students.

Sixteen classes have been randomly selected from throughout the nation

arepresenting twelve states, eight of which will utilize the IDECC approach, and

eight the traditiorAl approach. The treatment has been randomly assigned to

the selected intact groups, resulting in a quasi-experimental design.

The sixteen classes have bcen identified as follows: Al) recommendation of

state supervisors, (2) volunteer action on the part of the instructor, and

(3) the identification of similar courses being taught by the instructors.

An in-service workshop will be held for eaCh of the two groups (traditional

and IDECC) in order to control the experiment as closely as possible. Each group

will be in workshop two and one-half days. Instructors, will be paid a stiiend

of $300.00 for participating in this study. Expens,,s will ba reimbursed for the

following items: motel room (at double room occup:ancy), air fare and limousine

service, and $10.00 a day for breakfast and dinner (lunch will be provided).

Each paxt.cipating site will be given a set of the IDECC system at the

close of the study.
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EXPERIMENTAL STUDY CONDITIONS

For the study to be valid the following conditions have to be met:

1. T1 instructor of the unit must attend the workshop in Columbus,

Ohio. (Expenses paid)

2. Students and instructoz must sign a human subject clearance form.

(See attached)

3. The students in the class must take a general ability test.

(Takes approximately 20-30 minutes)

4. A pre-test and post-test (developed by IDECL, must be administered

to all students in the study.

5. The unit must be taught in the manner prescribed in the workshop.

IDECC instructors will u...e the IDECC approach. Traditional .

instructors will use the method established by the instructors

in the tradl.tional workshop.

6. The pr.ovided and identified resources must be used.

7. PLeliminary work must not be done on the un3.t.

8. A brief background questionnaire will be administered to the

instructor and students.

9. The enclosed topical outline of a unit of instruction must be

implemented during tile month of April and early May.

10. Students in the course must not be gaining credit toward a post-

secondary degree.



TOPICS TO BE niclocca IN STUDY

(please do not teach these topics prior to the workshop)

EMPLOYEE TRAINING, EVALUATION, AND MOTIVATION

A. Job Orientation

1. Efficiency in job orientation

2. Orientation and its relation to future job performance

B. Emplokee Training

1. Methods of\Kainimg'
2. Selection of training methods

3- Use of training methods

C. lloployee Evaluation

1. .Evaluation procedures

2. Analysis of employee performance

3. Constructive criticism

D. Employee Morale and Motivation

1. Enployee morale
2. Employee motivation

3. Employee complaints



PLEASE RETURN THIS FORM AS SOON AS POSSIBLE

Name of Instructur

Social Security Number

, Motel

Please check one of the following:

Double occupancy is acceptable

I prefer a single room and understand
I must pay the extra cost (3 nights
@ $10.20 per night, total $30.60)

Please check one of the following:

Smoker

Non-smoker

Resources

l

Please check the blank if you have at least one (1) copy of the book)

available to you.

Personnel Management, 5th Ed., Chruden/Sherman, SOuth Western, 1976.

Retail Business Management, 2nd Ed., Gillespie/Hecht, MCGraw-Hill,

1977.

Supervision - Concepts and Practices Management, 2nd.Ed., Harman/

Hilgert, South Western, 1977.

Management Minded. Supervision, .2nd Ed., Boyd, McGraw-Hill, 1976.

Personnel Director's Handbook, 2nd Ed., Wilbert Schur, Dartnells 1

Corp., 1970.

Modern Retailing Management, 8th Ed.,

Irwin Publishers, 1972.

Modern Retailing Management, 9th Ed.,

Irwin Publishers, 1977.

Duncan/Phillips/Hallandr,

Duncan/Phillips/Hallandeei

Iluman Elements of Administration, Aarry R. Knudson, Jr., Holt/ (

Rinchard/Winston, 1963.

%tailing Principles and Practices, 6th Ed., Richert/Meyar/Haines/

'Harris, Gregg of McGraw-Hill, 1974.



ResourCes (continued)

Parsmnel ana Human Resources Administration, 3rd. Ed:, Megginson,

1977.

Motivate for Profit, Burbank, DistriAdkktive Education Instructional

Materials Laboratory, University of Texas, 1967.

Retail Merchandising, 8th Ed,,,,Wingate/Samson, Southwester, 1975. ft

Readin s in Personnel Mana ement, 4th Ed., W....Warns, Southwestern,

1976.

4
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Protocol No.

RESEARCH INVOLVING HUMAN SUBJECTS
CONSENT TO SERVE AS A SUBJECT IN RESEARCH

BEHAVIORAL AND SURVEY RESEARCH FORM

.134

I consent to serve as a subject in the res arch investigation entitled:

The nature'and general purposeof rocedure have been explained

to me. This research is to be per er the direction of Dr.

who is authorized use e ervices of others in the perform-

ance of the research.

I understand that any fur. I make concerning this procedure will

be answered. I understand my will not be revealed in any publication,

document, recording, vide h, computer data storage, or in any

other way wh h relates t rch. Finally, I understand that I am free

to withdraw onsent and tinue participation at any time following the

nOtificatio of e Project

Witnesi - Auditor

'Investigator

PA-027

Su ject

Date
A77

Time P.M.

1 5



0

a

\

,

APPENDIX li

Master List of Multiple Choice Items
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1

Questions for Unit of Instruction
-136

Esaoyee Training. Svaluation, and Motivation

S3lect the best answers

1. A formal orientation program should provide new employees with all

but one of the following items. Which item should it NOT include?

A. Information concerning safety rules.

B. Elaboration over policies and procedures of the business

C. Description of the company

2. Which porson.has the most impo..tant role in the )rientation program?

A. Co-worker
B. Personnel director

C. Superviso.c

3. Time spent to reduce anxiety r; the beginning of the orienta4ion period

has shown that:

A. it makes no difference in the productivity and absenteeism of

new employees.
B. the results are greater productivity and reduce.. personnel costs

C. neither at the above statementa are accurate.

The supervisor should,not orient 'he new worker in the following way:

A. Ihe supervisor may assign the new employee to a lurrent employee

B. The supervtsor may choose tc conduct the entire orientation.

C. The new euiployee may be allowed to look around and learn on

their awu.

5. Regard1es3 of who actually does the orientation o: new employees,

the responsibiluty for the task lies with the:

A. worker
B. superrisor
C. peers

6. When should a new employee be oriesiLed to the job?

A. First day on the job

3. After the employee has oeen aole to "settle down (second day)

C. Second week of work

7. A primary purpose of the orientation program is to do which of the

following?

A. Train the employee

B. Relieve anxieties of the employee

C. Svaluate the emplc,yee
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S. Proper job orientation has a relationship to:

A. amount of salary required
8, the overGime put in by the new employee

C. future job performance

9. It has been found that in regard to anxieties and orientation that:

A. anxiety of new employees interferes with the orientation and

training process
B. orientation and training makes new employees have anxieties

C. it is oetter to orient and train new employees after they

have been on the job six weeks.

Q. A good training program is based upon whiuh of the following?

A. A variety of methods
B. One specific method

C. Classroom training

11. Initiation practices with new employees by peers har a tendency to:

A. increase anxiety in new employees

B. give an image that the organization will be pleasurable to work

in.

C. nause the new employee tn resent their peers.

12. The use of a checkliet in orienting new employees insures:

A. that the new employee has something to follow for the first

few days

B. not overlooking items in orientation that are important

tc the new employee
C. none of the above are accurate.

13. Job orientation programs are primarily concerned with wnich of the

following?

A. In-depth instruction on the organization, its purpose anu

procedu:es
B. A general overview of the company and policies and procedures

as they concern the new employee

C. Both A and B

14. he most commonly used method of training employees is:

A. cl,,ssroom training
B. on the jon training
C. conference or discussion

15. ?Mich of the following training methods is used to provide training

in the practi..al and theoretia1 aspects of the work in a SKill

trade?

A. apprentice
B. on-the-job
C. Simulation
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16. Which of the following training approaches provides for handling
the maximum number of trainees with a minimum num:H:3r of instructors?

A. individualized-instruction
3. claosroom training
C. conferenee

17. Which of the following training methods is used when the actual
equipment is not available but similar devices are used?

A. simulation
B. On-the-job
C. demonstration

18. Which of the following training methods usually requires a high
degree of employee participationi

A. demonstration
B. discussion
C. simulation

19. A training program which comoines practical on-the-job experience
with formal classes are called:

A. apprenticeship training
B. cooperative training
C. programmed instruction

20. Which of the followkng training methods is developed from actual,
realistic experiences which the students interpret and analyze?

A. simulation
B. discussion
C. case study

21. The most frequently used methods of training are:

A. simulators and other training devices, computer assisted
instruction, job instruction training, conference and lecture.

B. jou instruction training, conference or discussion,
apprenticeship training, job rotation, coaching and lecture.

C. job instruction training, computer assisted instruction,
conference or discussion, apprenticeship training, coaching
and lecture

22. The use of a training method should be determined oy:

A. oojectives of the particular training course
B. abilities of the trainer and trainees
C. both of the above



23, Which of the following is a disadvantage associated with programmed

instructions

A. .
Each trainee learns at his or hlr own pace

S. More instructors are needed
C. Cost in preOaring programs is high

24. Which of the following statements is most valid?

A. Large companies usually use the same number of training methods ,

as small businesses
B. Certain methods of instruction are best for most training

programs
C. Some methods of instruction may be better for a particular

training program then others

25. The content (subject matter) to oe included in the training program

should be based upon which of the following?

A. Cost of the training method
B. Tasks performed on the job

C. Abilities of the individuals to pe trained

26. Svaluation of a training program should be based primarily upon

which of the following?

A. The extent to which the original goal or objective was achieved '

B. Smployee attiitudes toward their training

C. Muthods trainng

27. dhich of the following is NOT a consideration when choosing a

training metliod?

A. Type or level of the job
B. Time and expeue involved
C. Objectives of the business

28. It is important that which of the following occur before employee c

training begins?

A. Conducting a class entitled "How to Study"
B. Issuing name tags
C, Training the instructor

29. Appraisal of employees should occur at least:

A, once every five years
.0. once a year

once a month.

30. A formal evaluation system helps the supervisor in which of the

following ways?

A. Reduces the chance of personal oias distorting the rating

S. Requires less time be spent on employee evaluation

Box,h A and B

15
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31. Ths evaluation of an employee should be made by:

A. their co-workers
13. the corporation president
C. the immediate supervisor

32. tuployee evaluation can serve as a basis for:

A. salary adjustments, transfers, promotion and termination
B, salary adjustments, promotions, vacations, and termination
C. transfers,promotions, leave, termination

33. Which of the following factors is most frequently included in
performance ratipg (evaluation) forms?

A. Punctuality, drive, attendance, quantity
B. Cooperation, quality, stability, attitude
C. Both A and B

34. Which of the following is a major difficlty in filling out evaluation
forms?

A. Finding the time to complete the form
B. Understanding tne format of the evaluation form
C. Interpreting what is meant by such terms as excellent, good,

average or poor

35. Who should appraise the employee?

A. the manager
B. the employee's immediate supervisor
C. a co-worker

36. Which of the following best reflects when formal employee evaluation
should occur?

A. regularly
B. continuously
C. occasionally

37. An employee should be evaluated for which of the following reasons.t

A. an employee has a right to know (1) how well s/he is doing
and (2) what s/he can do t^ better his/her work performance.

B. To let him/her know where their weaknesses are and why they
may not receive a pay raise

C. Neither of the above are valid reasons for evaluating an
employee.

38. Disciplinary action should oe taxer,:

11.. in private
B. in weekly meeting
C. in public
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39. In what setting should evaluation reviews take place?

A. During department or store meetings

B. In small groups
C. In private

O. When evaluatinc en employee, the supervisor should do which of the

following?

A. Emphasize strengths which Could help the employee grow

B. EMphasize weaknesses only
C. Ask that employee traits be changed

41. The most drastic form of disciplinary action is:

A. reprimand
B. demotion
C. discharge

42. Four basic rules to apply in discipline are:

A. immediacy, appealing, warning, and Impersonality

B. immediacy, advance warning, consistency and impersonality

C. immediacy, impersonality, consstency and harassment

43. Which of the following is a primary purpose of employee evaluation?

A. Identify employees that should be released

B. Motivate employees
C. Relax the employees

44. Discipline action should always be applied by:

A. top management
B. immediate supervisor
C. union representative

45. The employee should be evaluated based upon which of the following?

A. Standards established for the individual when hired

B. Standards established for all employees doing the same job

C. Both A and B

46. In order to minimize frustrations, if an employee's personality

appears to conflict with his or her assigne'i tasks, it is best to

do hhich of the following?

A. Attempt to assign the employee to tasks that fit his or her

personality
a. Let the employee go so as to avoid future conflicts

C. Keep the employee on the same tasks in hopes that his or her

personality will adapt to the job



47. Which of the

A. Emphasis
B. Emphasis

relaxed
C. Emphasis

.142

following provides for effective morale?

on =petition among individuals

on conflicts to prevent employees from being too

on employees working together as a team

48. when an employer hires a disadvantaged or slow employee, he or she

should do which of the following?

A. Expect low productivity from the employee

B. Expect the employee to eventually reach the job's performance

standards

C. Expect the employee to resist training efforts

49 Which of the following is a way to develop pride and self-esteem

in the employee?

A. Give the employee freedom to participate in decision-making

situations
B. Explain thoroughly the responsibilities that the employee has

and what is expected of him or her
C. Formally evaluate the employee frequently

50. Research has found which of the following to be valid?

A. Supervisors generally know what employees want most from

their jobs.
B. Supervisors generally do not know what employees want most

from their jobs
+.;. Supervisors need not be concerned ;,,ith whlt employees want

most from their jobs.

51.i Research has found that employees want which of the following the

most?

A.' High wages
B. Full appreciation of work done

; Good working conditions

52. Which of the following reflects the type of recognition that should

be offered to the employee?

A. General recognition
B. Lavish recognition
C. Recognition over specifics

53. In order to motivate employees, which of the following approaches

should be taken by the supervisor?

A. Praioe the employee when the supervisor is sincere
B. Rarely praise the employee so as to prevent the employee from

feeling too confident
C. Praise the employee frequently over supervisor's general

impression of the employee



54. Which of the following seems to help in motivating employees?

A. Do not tell e employee his/her faults so that s/he will
improve on his/her own.

13, Make the empluee feel as if s/he belongs in order to gc-
him/her to want to produce

C. Alienate the employee so that sihe will not spend a lot of time
talking to other employees and not getting his/her work done

55. When communicating with employees, which of the following statements
is best?

A. Each employee should be motivated based upon individual
differences

B. Each employee shauld be motivated In the same way
C. Smployees should not be motivated

56. Which of the following statements is valid in terms of communicating
with and motivating employees?

A. The supervisor must be articulate and have a good command of
the language

B. The supervisor must follow only the formal communication
channels when motivating employees

C. The supervisor should :7/ant to communicate with the employees

57. Which of the following is a word that means the same thing as
motivationi

A. Morale
B. Incentive
Co Communication

58. A dissatisfaction is usually considered to be a grievance when which
of the following exists?

A. The dissatisfaction is real (valid) and not imaginary (invalid)
J. The dissatisfaction has been expressed in writing to management

and'action has been taken on it
C. The dissatisfaction is real (valid) or imagined (invalid)

59. The role of the supervisor concerning grievances is which of the
following?

B.

A part of the supervisor,s job
The.supervisor has no part in grievances--it is the work of
the supervisor's superiors
The supervisor serves as the person providing information
to superiors only.

60. Policies are the same as which of the following?

A. Objectives of the business
B. ?rocedures of the business
C. Guides for a course of action

1
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61. Policies are usually expressed in which of tie following manner?

A, Orally understood

0. Written statements

k;. Within the written objectives of the business

62. Who .usuPlly writes the policies of a business?

A. Employees
B. Supervisors .

C. Top management

63. Policies of the business usually apply to employees in which of the

following ways?

A. dmployees should not be told what the policies of the Ousiness

are
B. Employees should be kept informed as to what the policies of

the business are
C. Employees should be asked to write policies for the business

64. The supervisor should answer questions concerning a grievance in

whic1 1 of the following ways?

A. In a straightforward and clearly understood manner-

In a manner so that the employees do not really understand

the decisions
C. In a formal atmosphere, usually through legal aides or lawyers

65. When should a decision on a grievance occur?

A. Immediately upon hearing of the grievance so that the employees

need not wait and get more upset

B. After time has passed and the complaint has hopefully been

mostlyfbrgotten
C. After time has been spent listening to employees and gathering

facts

66. An effective way for the supervisor to deal with a grievance is to

do which of the following?

A. Avoid the employees in order to lessen the opportunity for

conflicts
.3. Listen to the employees' grievances

C. Issue a statement citing company policies and procedures

67. Ihe first step of the grievance proc.,dure finds which of the following

persons primarily involved(

A. Supervisor
3. Personnel Manager

C. Company Manager

16i
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ADULT STUDY

PRE7TEST

Select the BEST answer:

t.

1. Research has found,which of the following to be valid?

A, Supervisors generally know wFt employees want most from their

job$.

B. Supervisors generally do not know what employees want most

from their jobs
C. Supervisors generally are not concerned with what employees

want most from their jobs.

2. The formal evaluation of an employee's job performance is usually

made by:

A, hisYher co-workers
B. the corporation president
C. the immediate supervisor.

3. In what setting should evaluation reviews take place?

A. in department or store meetings
B. In small groups
Q. In private

4. Evaluation of a training program should be based primarily upon

which of the following?

A. TM degree to which the original goal or objective was achieved

B. Employee attitudes toward their training program

Q. The type of training method used

5. Which of the following is.-an important objective of employee evalua-

tion?

A. Identify employees that should be released
a. Motivate employees
C. leaaxithe employees.

7

6. What should an empdykr.expect when a disadvantaged or slow employee'

has been hiredr

A. The employee willbe low in Productivity
B. The employee wilf 'ventually reach the joo's performance

standards . . .

C. The esployeemill r sist training efforts

7. Ahat is the relation between anxieties and orientation of most new

employees?

A. Anxiety of new empl4ees interferes with the orientation

B. Anxiety of new employees his no effect on the orientation process

C. Anxiety of new employees is reduced by the orientation process

,3
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8. What is the recommended time interval for appraisdi of employees?

A. Once every two years
B. Once a year
C. Orme a month

/'

9. Which of the following reflects the type of refognition
that should be offered to the employee?

/

A. Generdl recognition
.3. Lavish recognition
C. Recognition ,over specifics

,/

10. 'Which of the following is a consideration Tlihen' choosing a training
method?

-147

A. Type or'level of the job
B., Objectives of the business
C. Personality traits of. the trainer

11. Reiearch on time spent to reduce anxiy At ths beginning of the
orientation period has shown that: /

A. it makes no difference in the pr)6ductivity and absenteeism

of new employees ,
. . .

B. it results in greater productiv' ,ity and reduced personnel
costs .

C. it does not ieduce training coSts.

12. _Which of the following training mehods is used when the actual.,
equipment is not available but sil41ar devices are used?

A. sinulation
B. on-the.job
C. demonstration

13. Which of the following training approaches provides for handling
the maximum number of trainee with a minimum number of instructors?

A., Individualizeiinstruction
B. Classroom instruction
C. Conference

14. Which of the following is a, word that is the closest in meaning to

"motivation?"

A. liorale

3. Incentive
C. Communication

161
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15. Regardless of who does the orientation of new employees, who actually
has the responsibility for the task?

A. Worker
B. ,3upervisor

C. Peers

16. A formal orientation program should provide new employees with all

but one of the following items. Which item should it NOT include

A. Informatien concerning safety rules
B. Elaboration over ?olicies and procedures of tte business

C. Description of t company

17. 2blicies are ubually expressed in which of the following wanner?

A. Oral statements
S. Written statements
C. Within the written objectives of the business

18. Employee evaluation usually does NOT,serve as a oasis for which of

the following?

A. Leave, vacations
B. Promotion, terminations
C. Salary adjustments, transfers

19. Which of the following statements is valid in terms of communicating

with and motivating employees?

A. The supervisor must be articulate ahd have a good command of

the language
B. The supervisor must follow only the formal communication

channels when motivating employees
C. The supervisor should want to communicate wIth the employees

20, Which of the following-training methods is based upon actual,
realistic experiences which the students interpret and analyze?

A. Case study
B. Discussion
C. 3im4ation

21. When motivating employees, which of th
is best?

A. Each employee should be motivated
differences

B. Each employee should be motivated
C. Each employee should be motivated

1 6

e following statements

cased upon individual

in the same way
continuously.
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22. The use of a check list in orienting aew emplo:tees insures:

A. that the new employee has something to follow for the first
few days

3. that important items are not overlooked by the supervisor in
the orientation

r. that the company is well managed

23. Policies are the same as which of the following?

A. Objectives of the business
B. Procedures of the business
C. Guides for a course of action

24. Which of the following training methods usually requires a
high degree of employee participation?

A. Dem= ',ration
B. Discussion
C. Lecture

25. The most frequently used methods of training are:

A. simulators and other training devices, computer assisted
instruction

B. job inbiruction training, conference or discussion, apprentice-
ship training

C. Computer assisted instruction, apprenticeship training, coaching
and lecture

26. Which of the following is a suggestion to keep in mind when using
records to analyze and supervise employees?

A. Records need not be confidential
B. Records should be used as the sole basis for a final decision

on personnel
C. Records should be checked for completeness, accuracy and

updated periodically

27. A gocd orientation program IL basea upon which of tne following?

A. A variety of methods
B. One specific method
C. Classroom training

26. If the personality of an employee appears to conflict with tce
assigned task(s), which of the following actions is suggested in
order to minimize frustrations?

A. Assign the employee to task(s) that fit his/her personality.
B. 44et the employee go sc as to avoid future conflicts
C. deep the employee on the same tasks AJ1 hopes tnat his/her

personality will adapt to tne job
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29. Which e the following is a common difficulty in filling out eval-
aation forms?

A. Finding the time to complet: the form
B. Understanding tne format of the evaluation form
C. iliterpreting what is meant by such terms as excellent, good,

average or poor

30. Records may be used to analyze and supervise the work of employees

in which of the following ways?

A. Records should not be used for evaluating work - supervisors
should use observations and evaluations of co-workers

B. For comparison purposes to see if an individual has improved
his/her work over a period of time

C. As a source of information to co-workers to compare their work
to others

31. In or:4er to motivate employees, which of the following approaches
should be taken by the supervisor?

A. Offer praise when it is sincere
B. Rarely praise the emploveo so as to preveAt tne employee from

feeling too confident
C. Praise the employee concerning the supervisor's general

impression of the employee

32. Which of the following provides for Pffectire morale?

A. Emphasis on competition among Individuals
B. Emphasis on conflicts to prevent employees from oecoming too

complacent
C. Emphasis on employees working together as a team

33. The content (subject matter) to oe included in the traini:ig program
,hould be based primarily upon which of the following?

A. Cost of the training method
B. Tasks performed on the jot)
C. Abilities of the individuals to be tralaled

34. A primary purpose of the orientation program is to;

A. recruit the employee
B. relieve anxieties of the employee
C. evaluate the employee

16
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ADULT STUDY

POST-TEST

Select the best answer:

1. The most commonly used method of training employees is:

A. classroom training.
B. on the job traininJ.
C. conference or discussion.

2. Evaluation of a training prvam should.be_hased primarily upon
which of the following?

A. The type of training method used
B. The degree to which the original goal or objective was achieved

C. Employee attitudes toward their training program

3. What should an employer expect when a disadvnLaged or slow employee

has been hired?

A. The employee will resist training efforts.
B. The employee will be low in productivity.

C. The employee will eventually reach the job's performance .

standards.

4. What is the recommended time interval for appraisal of employees?

A. once a year.
B. once z month.

C. once every two years.

S. Which of the following statements is valid in terms of communicating

with and motivating employees?

A. The supervisor should want to communicate with the employees.

B. The supervisor must be articulate and have a good command

of the language.
C. The supervisor must follow only the formal communication

channels when motivating employees.

16),



Select the best Answer:

S. In order to motivate employees, which of the following approaches
should be taken by the supervisor?

A. Rarely praise the employee so as to prevent the employee
from feeling too confident.

B. Praise the employee concerning the supervisor's general
impression of the employee.

C. Offer pra4se when it.is rincere.

7. When should orientation to the job begin for a new employee?

A. First Hay on the job -

B. After t J employee has been able to "settle down" (second day)

C. Second week of work

8. The use of a checklist in orienting new employees insures:

A. that the company is well managed.
B. that the new employee has something to follow, for the first

few days.
C. that important items are not overlooked by the superviior in

the orientation.

9. When evaluating an employee, the supervisor should do which of
the following?

A. Emphasize strengths which could help the employee grow
B. Emnhasize weaknesses only
C. Ask that employee traits be changed

10. Which of the following personnel has the most important role in the

oxientation program?

A. Co-worker
B. Personnel director
C. Supervisor

11. Records may be used to analyze and supervise the work of employees

in which of the following ways?

A. As a source of information to co-workers to compare their work

to others.'

B. Records should not be used for evaluating work - supervisors should use

observations and the evaluation of co-workers.

C. For compalison purposes to see if an individual has impm'ed his/her

work over a period of time.



Solect the best,answer:'

12. Which of the following is a common difficulty in filling out
evaluation forms?

A. Interpreting what is meant by such terms as excellent, good
average or poor.

B. Understanding the format of the evaluation form.
C. Finding the time to complete the form.

13. In general, disciplinary action should be taken:

A. in private.
B. in weekly meeting.
C. in public.

14. Job orientation programs are primarily concerned with which or

the following?

A. In-depth introduction to the organization, its purpose and
procedures

B. An overview afthe company and policies and procedures as they

concern the new employee
C. The projected earnings of the company

15. The content (subject matter) to be included in the training program

should he based primarily.upon which of the following?

A. Tdsks performed on the job
B. Abilities of the individuals to be trained
C. Cost of the training method

16. Which of the following is a disadvantage associated with programmed

instruction?

A. Each trainee learns at his/her own pace.

B. More instructors are needed.
C. Cost in preparing programs is high.

17. Which of the following seems to help in motivating employees?

A. Do not tell employees their faults so that they will improve on

their own.
B. Make the empl.oyees feel as if they belong in order to get them to

want to produce.
C. Alienate the employees so that they will not spend a lot of time

talking to other employees and not getting their work done.

171
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18. A training program which combines practical on-the-job experience

with formal classes is called:

A. competency training.
B. cooperative training.
C. programmed Listruction.

19. Which of the following is a consideration when choosing a training method?

A. Objectives of the business
B. Personality traits of the trainer

C. Type or level of the job

20. According to a survey in 1946, which of the following job factors did

employees want most?

A. High wages
B. Full appreciation of work done

C. Good working conditions

21. ;he employee should be evaluated bQsed upoi. which of the following?

A. Standards established for the individual when hired.

B. Standards established for all employees doing the same job.

C. Standards established for all departments in the business.

22. A sound orientation program requires which of the following?

A. a plan.
B. an organization chart.

C. a lot of activities.

23. Which of the followilg provides for effective morale?

A. Emphasis on conflicts to prevent employees from becoming too

complacent/.

B. Emphasis on employees working together as a team.

C. Emphasis on competition among individuals.

24. Which of the following training methods is based upon actual, realistic

expe'iences which the students interpret and analyze?

A. Discussion
B. Case study
C. Simulation



25. Proper job. orientation has a relationship to:

A. amount of salary required.

B. the overtime put in by the new employee.

C. future job performance.

26. Who should evaluate the employee's job performance in a large company?

A. The manager
B. The employee's immediate supervisor

C. A co-worker

27. Which of the following reflects the types of recognition that should

be offered to the employee?

A. Recognition over specifics

B. General recognition
C. Lavish recognition

28. Which of the following best reflects when formal employee evaluation

should occur?

A. on a regular basis

B. on a continuous basis

C. on an occasional basis

29. Which of tne following statements is most valid?

A. Large companies usually use the same number of training

methods as small businesses.

B. Certain methods.of instruction are best for most training programs.

C. Some methods of instruction may be better for a particular

training program than others.

30. Research has found which of the following to be valid?

A. Supervisors generally do not know what employees want most

from their jobs.

B. Supervi.lrs generally are not concerned with what employees

want most from their jobs.

C. Supervisors generally know what employees want most from

their jobs.
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31. Which of the following is a suggestion to keep in mind when using

records to analyze and supervise employees?

A. Records should be checked for completeness, Iccuracy and updated

periodically.
B. Records need not be confidential.
C. Records should be used as the sole basis for a final decision

on personnel.

32. Which of the following is a word that is the closest in meaning to

"motivation?"

A. Incentive
B. Communication
C. Morale

33. Which of the following is recommended to develop pride and self-

esteem in the employee?

A. Give the employee freecom to participate in decision-making

situations.
B. Explain thoroughly the responsibilities of and expectations from

the employee.
C. Formally evaluate the embloyee frequently.

34. What is the most drastic form of disciplinary action?

A. demotion. ,

B. discharge
C. reprimand.
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Name

INSTRUCTOR QUESTIONNAIRE -159

Age: 17 or younger 43-47

18-22 48-52

23-27 53-57

28-32 58-62

33-37 63 or over

38-42

Which of the following is the highest level of education you have achieved?

(circle one)

High School: 8. 9 10 U. ,12

College:. 1 2 3 4 Major Area of Study

Advanced Edudation: Degree

Present Full-Time Position:

Name of Company/School:

Approximately how many adult education courses have you taught?

Over 'how many years or months have you taught adult education?

Major Area of Study

Are yqu presently or have you ever been certified to teach in

any state?

Name of tnstitItion

If yes, in what subject areas?

Teachin9 Experience

Dates
From To

NNW.

Sub'ects Tau ht



Name of Company

dal

Dates
From To Position

-160
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STUDENT QUESTIONNAIRE -162

Sex: Male Female Code Number

Age: 17 or younger 43-47

18-22 48-52

23-27 53-57

28-32 58-62

33-37 63 or over

38-42

Which of the following is the highest level of education you have achieved?

(circle one)

High School: 8 V 10 U. 12

College: 1 2 3 4 . Major Area of Study:

Advanced Education: Degree

Major Area of Stud:,

Total years of work experience toward octlupation for which you

are training: 10111.

Do you have supervisor or management experience? Yes

/f so, how many Years an6 descrlbe the experience:

No

Have you had educational training in the following areas:

ETployee Training, Employee Evaluetion, Employee Morale

and Motivation?
Yes No If so, please explain

Were you enrolled in a high school distributive education program?

Have you ever been enrolled in a post-secondary distributive education

program?

Are you currently employed? Yes No

1 7,-;



If you are presently employed, why are you enrolled in this course? (check

as many as you wish)

.itmoma ,M1110
To prepare for a higher-level job in the
same or anot"aer company

To update your knowledge and skills for
your present job

To upgrade your knowledge and skills so
that you will become more productive iu
your present job

To refresh your memory (if you have
recently returned to work after an absence)

To prepare for a new job in an occnpation
other than your present one - please specify
the occupation for which you are preparing:

1111

Other - ple4se explain

If you are not presently amployed why are you enrolled in this course? (check

as many as you wish)

Iman

To prepare for employment in the following

occupation:
(please specify occupation)

To obtain a high school diploma

Other - plese explain

1 rj

nnin.=1.
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STUDENT COMPETENCY RECORD STUDENT CODE NUMBER

Competency 097 - Knowledge of how to communicate T., ,h others in order to mOtivate them to work will:ngly.

Time to successfully achieve this competency (in minutes as best you can)

Pretest passed? Yes No If you tecked no, which learning activities were completed?

Individual #1 Group #3

Individual #2 Group .#4

Service Station Group

Wholesaling Group

Competency 604 - Knowledge of how to maintain d working environment where employees can have a sense of

security and reasonable freedom from worry.

Time to successfully achieve this competency (in minutes as best you can)

Pretest passed? Yes

Individual #1

Individual #2

No

Group #3

Group #4

If you checked no, which learning acLivities were completed?

1Sc,;;

Hotel/Motel Individual

Hotel/Motel Group

3ervice Statior
. Individual

Service Station Group

Variety Store Individual

Variety Store Group

Wholesaling Individual

183
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Competency 605 - Knowledge of how to help each employee have a feeling of pride in his company and the

worthwhileness of his work.

Aime to successfully adhieve this competencir (in minutes as best you can)

Pretest passed? Yes No If you checked no, which learning activities were completed?

Individual #1 Group #3

Individual #2 Group #4

1Hotel/Motel Individual

Hotel/Motel Group

Service Station Individual

Service Station Group

Variety Store Individual

Variety Store Group

Competency 606 - Knailedge of the ways to make job orientation for,new employees friendly, skillful and

adequate.

g.°

Time to successfully achieve this oompetency (in minutes as best you can)

Pretest pass.d? Yes

Individual #1

Individual @

No If you checked no, which learning activities were completed?

Group #3 Hotel/Motel Qroup

Group #4 Service Station Group

184
195 IC-AJN



Competency 607 - Knowledge of the methods of training which can be used such as telling, showing,

demonstration, and dramatization.

Time to successfully

Pretest passed?

achieve this competency

Yes No

(in minutes as best you can)

If you Checked no, which learning activities were completed?

Individual #1 Group #4 Hotel/Motel Individual

Individual #2 Group #5 Service Station Group

Individual #3

Competency 610 - Knowledge of the'store's procedures for evaluating employees.

Time to successfully achieve this oompetency (in minuten as best you can)

Pretest passed? Yes No If you checked no, which learning activities were completed?

Individual #1 Group #3 Department Si.ore Individual

Individual #2 Group #4 Department Store Group

186 18
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601AVIUNAL U/ OULIPIL 41;,A,Lo
HUMAN SUBJECTS REVIEW COMMITTEE (HSRC)

THE OHIO STATE UNIVERSITY -171

Submission U4te:____febtUary 11. l_q_78 Protocol No.: 78a.483___

Meeting Datc:_, ahluAry 24,

The research protocol entitled "....__ExpatimeniaIdnit_and_Eurther_Validation_of_the

_MEC r compete my_Based_Instruzlinna 1 Sylrpmc Ln Ado..1t. Pas1=Sacandarami--

.....Tdacher -Iduga tion1 ," by
Principal lnvestoator

(Department & CJ1lege)

a_Makil

11"9"-lawn-shtkril85-Mell-tripusAddress

presented for revi'ew by the Human SUbjects Review Committee to ensure the pro-

per protection of the rights and welfare of the individuals involved with con-

sideration of Ole methods used to obtain informed consent and the justification

of risks in terms af potential benefits to be gained. The Com i t tee act ion was:

0 APPROVED

la APPROVED WITI COND IT I u:4S BELOW

O REFERRED CONINTS BELOW

0 DI SAPPROVE1)

0 NO REV I EW NECESSARY

COND 17 I ONS4COMMENTS:

The su4ects_wer:e...deemed_nat....at_z_Lsk_ati.d_theariztac.o.L.was...approved_..

(fIlp
Ci4L1*-(5ignature of ommittee Member)-

L Tfh dztaaze g dP4,_tJ.&2ou.ld_b.e gradecLin corrpoxison...to_ather

_______Atudenta_in_thair_som&aearnizg_group_os_colicat.ion_rather_than_in.
...00mpasison....to_student. in other ,learzing group or oanataarks

uray,_ proviai.ona_..a::e...maria....for_atPdonts_riat_to
to trawf.er avothar ilsiatiaa_if_tlae4 SO Clinaae-

../....11MO "......./....

.011

_tite_szmitct_

If you agrce to the.ahovo conditions, please-sisp this form in the ,..p;Ice( ) pr,)-

vided and return it with tiny additional information requestod to Room 205,:Ohio

State .University Rescacch Foundation, 131 4 Kinnear Road, C.Impw., within ,Iho ueck.

Upon such compliance. the ul.proval form will be mailed to you. (In thc Lost: of A

deferred protocot, please submit the reque.sted info:mation at yout o..rliv,,t Lon-

venience: The next. mvoting of the Committeeci.s _wo wenks I itniu lact WOLIMq dal.)

Date F? Signature \

/fe-4eeZ2Y

DaLe

Fors PA-02nA_

t Pr Inc i pa I- I

si9nature
IL,Frma ,

Behavioral and Social SLionLuf,

Human Subic....ts Review Committed.
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THE OHIO'STATE UNIVERSITY

"I %%MeV .110 I

Original Revirw
Continuing Revipw

1

RESEARUI INVOLVING HUMAN SUBJECTS

PROPOSED USE OF HUMAN SUBJECTS: ACTION OF THE REVIEW COMMITTEE

The ElehavicalsociaLs.s.tenim Review Com"ttee has taken the

following action:

t\.

1. ,Approve

Approve with Conditions

*3. Disappi.ove

with regard to the-employment of human subjects in the proposed research

entitled: Experimentation and Funnel" Validation'of the IDECC Coffipetencv

Based instructional S Stems in Adult Post-Secondar and Teacher-Education,

4119 Townshend, 1885 Nail Ave Mal
investigator.

is listed_as_ele prtncipal

The conditions, if any, are attached and aie signed by the commkttee

chairperson and by the. principal investigator. If disapproved, the reasons

are attached and are signed by the committee chairperson.

It is the responsibilfty of the principal investigator to retain

a copy of each signed consent form for at least four (4) years

beyond the termination of the subject's participation in the pro-

posed activity. ShouZd the principe*investigator Zeave the

University, signed consent forms are to be transferred to the

Human Subjects, fieview,COmmittee for the required retention periud.

gate Februart14, 1978 Signed

t Fore PA425

CI

0

9
sm. m so. mason..
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REVIEW OF RESEARCH, DevELowevr, OR
RELATED ACTIVITIES INVOLVING HAAN SUBJECTS

(usEmaugautows.is bacEsSeRY)

SLMARY SHEET
PROTOCOL NO.

.173

PRINCIPAL. INVESTIGATOR(S): Dr. Terry M. Williamu Prpiect Director/P $1ext G Berns.
(IF ,GRADUATE STUDEVT, rpST ADVISER'S NAM FIRST) Project Coordinator

ZDECC/Pp - Of- 9 Educat,iop/Collede of Oucation

ARTMENT & COLLEGE

119 Tpwnshend I:ta1l/1885 _Neil Avenue

(FACULTY MeSER'S CAVPUS MAILIM ADCRESS)

PROTOCOL TITLE, (INCUIDE PROPOSAL TITLE FOR EXTERNALLY-F=0 ACTIVITIES IF IHE TITLE IS DIFFERENT FROM ME
PROTCCOL TITLE): ...._5.12meximentation _and Further Validation of the TIDECC Competency

Based Instructional Systems in Adult, Post-Secondary, Secondary and Teacher-

Education

WEN SlEMITTIN3 A PRCPOSAL TO THE BEHAVIORAL AM SOCIAL scatEs StaJECTS REVIEW CCMITTEE, WE WOULD

ADPRECIATE YOLR SLPPLYING DIE Fouzcz INFORIsATION SLMARY FM1, HAVING ?HESE aDETAILS PRIOR TO READING

NW REVIEWII% De PROTOCOL CAN ExPemn THE PROCESS. PLEASE BE AS SPECIFIC AS POSSIBLE SUCH ThAT THE READER

CAN HAVE A RATHER CacLETE AND ACCURATE II:64 Of EXACTLY MAT MIR SUBJECTS WILL. WERIme WEN' THEY PARTI-

CIPATE IN YOUi RESEARCH, AS WILL AS *Di INE .PROTECTIMIS THAT HAVE BM INCLUDED TO SAFEGUARD ME SUSJECT

AGAINST ADVERSE CONSEOUEICES (E,G,, ARE THEY FREE TO NOT PARTICIPATE IF THEY CHOOSE, IX) IHEY CR-ThEIR
PARENTS 110,4 EXACTLY WHAT THEY ARE GETTING INTO BEFORE THEY ARE,CCMITTED TO. PARTICIPATE: WILL BOTH THEIR

PARTICIPATICN AND ANY OOLIECTIM BATA BE CCPPLEIELY CCNFIDENI"IAL).

1) IN A SENTENCE OR TWO, BRIEFLY DESCRIBE hRe ME PROPOSED .FRWECT IS OF INTEREST. THE wren* OF THIS
OLESTION IS TO GIVE TI-E REVIEWER A BRIEF IDEA OF TIJE BACXGRCLIND AND PURPOSE OF THE RESEARCH.

TLe purpose of ,this project is to further develop and validate the

IDECC System'of learning. The project will evaluate through experiarntai

rdarch the IDECC competency based adult instructional.approach.

a

2) BRIEFLY DESCRIBE EACH OPTHE DIFFERENT OXIDITIONS CRIMANIPULATICNS TO BE INCLUDED WITHIN THE STUDY.

The teaching:approach will be Manipulated. One approach will be

tradition:a based upon lesson plans formulated by instructors during a

workshop using such traditionril methods as lectu- and discussion. The

second approach will be the IDECC systematic appl. ach based upon competency

.packets such as the attached competency packet.

3) WHAT IS THE map, OF THE MEASLRES CR OBSERVATIONS T4AT WILL BE TAKEN IN THE STUDY?

A written objective cognitive pretest, a written objective Cognitive

posttest, and a lp0-item written vocabulary ability test will be administered

to each subject participating in the study. Also, aJorief background question-

naire will be adrdinistered to the instructors and subjects.

4) IF ANY QUESTIONNAIRES, TESTS, OR OTHER INSTRUMENTS ARE TO BE USED, PLEASE PROVIDE A BRIEF DESCRIPTION

AhV EIMER INCLUDE A COPY OR INDICATE APPROXIMATELY WEN A COPY WILL BE SUBMITTED TO THE colmITTEE FCR

REVIE4,

Tws brief background questionnaires are attached, one for the:instructors

and one for the subjects. Questions include age, sex, work experience, etc.

A pretest and a posttest will be written based upon the\items on the attached

sheet. All items'wll be multiple-choice. The short ability '(continued on back)

rom5$-008k (8/77) 1 91



4. (continusd),test to be used is a Quick Word Test, a vocabulary test

developed by Borgatta, and Corsini. Attached is a'copy of the instruc,

tor's questionnaire, student's questionnaire, test items and ability 1

t,est.

/

/ID

6 6



5) WILL ii SUBJECTS MOWER YHE 'POSSIBILITY CF EITh PSYOCLAGICAL. SOCIAL.. PHYSICAL CR LEGAL RISK?

YES We IF SO. PLEASE DESCRIBE, .175

6) WILL ANY STRESS it INVOLVED IN THE STUDY? OYES !DINO IF SO, PLEASE DESCRIBE,

7) WILL, THE SUBJECTS BE DECEIVED OR MISLED IN ANY WAY? OYES MI NO IF SO, PLEASE DESCRIBE AND

. INCUIDE A STATEENT REGARDING THE NAME OF THE DEBRIEFINI

8) WILLTHERE BE Atet PROBING F08 INFORMATION WHICH AN INDIVICJAL mew CCNSIDER TO BE PERSCNAL OR SENS!-

, TIVEY ..120 YES ONO IF SO, PLEASE DESCRIBE.

The background questionnaire and Quick Word Test might be considered to

be per6onal. Howevem, strict rules of confidentiality will be enforced. Also,

these will be analyzed and sCored in the IDECC office, away from the sites.

9) WIU_ THE %SECTS BE REUNITE WI1H MATERIALS MICH THEY MIGHT CONSIDER TO BE OFFENSIVE, THREATENING OR

DEGRADING? OYES ONO IF SO, PLEASE DESCRIBE.

APPROXIMTELY HCW MUCH TUE WILL BE WINCED OF EACH SUBJECT? 5 - 10 Hours

k

11) 44.10 WILL BE THE SUBJECTS IN THIS STUDY? lb/ WILL ME SUBJECTS FOR THIS STUDY BE SOLICITED OR CONTACTED?

Students enrolled in 16 adult distributive education classes from

approximately. 12 states. They will be contacted through their instructors.

12) VDTKITigrsWk.LBE TAKEN TO INSURE MAT ME SUBJECT'S PARTICIPATION_IS VOLUITARY? WHAT, IF ANY ,

BE OFFERED TO ME SUBJECTS FOR THEIR PARTICIPATION(

The Behavioral and Research Survey form will be signed by each

subject. Duridg the workshops, emphasis will be placed upon the necessity

of subjects volunteering for the study. Instructors have volunteered to

be involved. 93
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IS IPPORNIT OW AMKT INPCOMED REONIiINS NE ORM% PAMIE OF POAT HE wiu. EXPfmece roe
. HE PANTICATIJS IN A STUDY. IIINCI PPRTICULAILY A DESCRIPTION CP AWNING HE MIGHT =SIDER TO BE

EITHER OPLEMAtff OR A-RISX. MASE PROVIte A STATE:elf RESMOIN3 111E NOME OF DE INFaMION W4101

SE PRO/MED TO DE ABJECT PRIOR TO HIS VILINIEERINS 1X) PARTICIPATE.

\

1,1

The instructor will inform the studitnts that s/he will be in an

experiment and will describe the teaching approach, guestionnaireseand

tests before it begins.

10 WHAT STEPS NAVE BEEN TAKEN TO 1NSLRE THAT THE SIEJECTV GIVE THEIR CONSENT PRICR TO PARTICIPATING? WILL

A WRITTEN CONSENT FORM BE ysrY ems mo IF SO. PLEASE INLWDE IT, IF THE SUBJECTS ARE

MINORS. WILL THEIR PAWS OONSENTBE CBTAINEW OYES ONO IF SO, PLEASE mum THE Faim

AND IF NOT. PLEASE INDICATE WHY NOT.

(See attadhed)
All subjects will be over eighteen years of age.

15) WILL ANX ASPECT CF WE DATA BE ME A PART OF ANY PERMENT RECORD THAT CAN BE IIENTIFIED veni 1HE

SUBJECT( OYES a NO

le) WILLIMETHER OR NOT A SLE4CT PARTICIPATED IN A SPECIFIC EXPERMTEN CR STUDY BE MADE A PART OF ANY

PERKIINWT RECORD AVAILABLCTO ASUPERVISOR. TEACHER OR SPLOYERt COYL1 24NO

12) trWAT STEPS WILL BE TAKEN TO INSURE THE CONFIDENTIALITY OF THE DATA?

Instructors will cqde the'names of the

and questionnaires based upon coides and not

to the researchers. Furthermore, pretests,

subjects and will submit
names. Names will never
pnsttests and Quick Work

..176

all tests
be identified
rests will

be scored in the IDECC office and not by the instructors.
IT IF THERE ARE ANY RISKS INVOLVED IN THE STUDY, ARE THERE ANY OFFSETTING BENEFITS 1HAT MIGHT ACCRUE TO

EITHER THE SUBJECT OR SOCIETY(

No risks are anticipated.

19) WILL ANY DATA ROM FILES CR ARCHIVAL. DATA BE USED? OYES ONO

Tors RS-008C (9/77)

4144.010*******
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To:

From:

MEMO

Human SubjeCts Review Committee

Dr. Terry M. Williams/Robert G. Berns

Subject: .Research Protocol
Validation of the
Approach in Adult

Date: February 28, 1978

entitled, "Experimentation and Further
luf,CC Competency Based Instructional
Education" - Protocol Number 788083

In regard to the prescribed restrictions in relation to the above study,

the agreements and/or information are as follows:

Restriction #1
Students will not be graded in relation to students in other learning

groups or conditions. Should the instructor wish to utilize'post-test scores,

they will be-provided for grading purposes in cOmparison with the students

in their own learning group only.

Restriction #2
See attached for information which will be given to the students at'the

onset of the study.

-177

Restriction #3
Instructors will be told to provide the following options to.the stuUents:

1. Sign the consent form and participate.

2. InstrUctor will attempt to place the student to a similar

adult education course. . .

3. Refund the student's instructional fee.

4. Enroll the student in the course the next time it is offered

and apply the instructional fee to that course.



STUDENT ORIENTATION
ADULT IDECC EXPERIMENTAL STUDY

.1.78
4

purpose
The Interstate Distributive Education'CurriculLm Consortium (IDECC)

consists of 20 states that have developed curriculum for distributive education

based upon tasks performed in 69 occupations within the field of marketirg

and distribution. Competencies-needed to perform the tasks were identified

and instructional materials were written for use in distributive education

Programs. Within the past year-and-a-hilf, the IDECC system has been adapted

to the adult level and learning activities weret written that are appropriate

for adult distributive education courses.

In order to determine the effectiveness of this adult IDECC system, an

experimental study is being conducted, which will measure 'the achievement of

adult distributive education students when learning by one of two instructional

approaches, traditional and IDECC. Within the study, the two levels of instruc-

tional approach involves the teaching, of identical curriculum content for a

period of five to ten instructional hours. You will be taught using the

IDECC approach.

Sixteen classes have been randomly selected fram throughout the nation

representing twelve states, eight of which are utilizing the IDECC approach,

and eight the traditional approach.

Confidentiality
For the purpose of this study, no names will be used. Your scores on

the pre-test, post7test, ability tes,and the information about you on the

questionnaire will never be identified with your name. I have coded each of

you with a number so that all informaiion sent to IDECC about you will never

reveal your name. Your scores will be used only for statistical purposes.

Testing and Questionnaire
In order to determine how much you actually learned from the teaching

approach It will be necessary for you to take a pre-test i'eld a post-test.

The pre-test will tell us how much you know about the material now and the

post-test will tell us how much you learned duiing the time the teaching

approach was used.

A second evaluation instrument which will be given to you is a short

ability test that will only take 10-20 minutes to complete. The purpose

of this test is to enable the investigators to determine if one approach

of teaching is more effective than another depending on the individual student's

ability.

You will be asked to complete a background questionnaire which will enable

the investigator to make several comparisons in the study. Again, no names

will be used on the questionnaires, only your assigned number. The assigned

number is only for the purpose of keeping your data together which is obtained

at different cimes.

Volunteer Part%cipation
You are not abliged to participate in this study. If you wish to with-

draw, / will attempt to place 17,..0 in a similar adult education course nearby.

If I am unsuccessful or if this is not satisfactory with you, either your

money will be refunded or you may enroll in this course the next time it is

offered and your fee will be applied to that course.

1
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ThetInterstate Distributive Education Curriculum Consortium has asked

me to thank you for your participation in this study. Through efforts such

as this, educational endeavors pursued by IDECC will mean improvement in the

training of,personnel for marketing and distribution through distributive

education programs. Hopefully, this will result in,more efficient and effective

practices in retailing, wholesaling ard service-type businesses which *ill serve

to benefit the Aperican society.

a

S')



RESEARCH INVOLVING HUMAN SUBJECTS .
CONSENT TO SERVE AS A SUBJECT IN RESEARCH

BEHAVIORAL AND SURVEY RESEARCH FORM

'Protocal No.

.?

. -180

0 ,

I consent to serve az an instructor in the research investigation entitled:

Experimentation and Further Validation of the IDECC Competency Based Instructional

AgErosch in Adult Education.

The nature and general purpose of the research procedure have been explained

to me. This research is to be performed by or under the direction of Dr. Terry M.

Williams, who is authorized to use the services of others in the performance of

the research.

I understand that any further inquiries I make concerning this procedure

,will be answered. I understind my identity will not be revealed in any publication,

document, recording, video-tape, photograph, computer data storage, or in any

*
other way which relates to this research. Finally, I understand that I am free

to withdraw my consent and discontinue participation,at any time following

notification to the Project Director.

Witness

Investigator - Robert G. Bgrns

Signed
(Subject)

Date

Time

A.M.
P.M.

,4
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RESEARCH'INVOLVING HUMAN SUBJECTS
dONSENT TO SERVE AS A SUBJECT IN RESEARCH'

. BEHAVIORAL AND SURVEY. FORM

I consent to serve as a subct in ttits research investigation entitled:

Experimentation and Further Validation of the IDECC Com etenc Based Instructional

Approach in Adult Education.

The nature and general purpose of the research procedure have been explained

to me; This research is to be performed by or under the direction of Dr. Terry M.

Williams, who is authorized to use the services of others in the performance of.

the research.

I understand the.t any further inquiries I make concerning this procedure

will be answered. I understand fily identity will not be revealed in any publicaiion,

dOcument, recording, video-tape, photograph, computer data storage, or in any

other way which relates to this research. Finally, I understand that I am free

to withdraw my consent and discontinue participation at any time following

notification to the Project Director.

Witness (Instructor)

Investigator - Robert G. Berns

Signed

Date

Time

(Subject)

A.M.
P.M.
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APPENDIX 0

IDECC and Traditional Workshop Agenda
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. IDECCINSTRUCTORS WORPHOP

'AMU

'March 16.18 1978

Columbus, Ohio

Introductions

Introduction to IDiCC
4ipy

Explanation of Experimental Study and Objectives of the Workshop

Instructor's Role

Forms

Instructor Consent Fora
Instructoi Questionnaire
Student Consent Form
Student Questionnaire,
Expense Voucher

Student Orientation to Study

Student Code ,Number

, Tests

Ability-
Pre.Tett
Post.Test

Mailing Procedure

IDECC Competency Package

Review of Competency Packages for Experimental Study

btscussion of Competency Packages

Management Techniques

Student Competency Record
-

Presentation on IDECC Materials

Student O'rientation to IDECC

Separation of Student and Learning Manager SeCtions

s
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,. TRADITIONAL INSTRUCTORS' WORKSHOP

AGENDA' .'

March 9-11, 1978

, Columbus, Ohlo .

Introduttions
P

Introduction to IDECC

Explanation af-ExperiMental Study and Purpose.of Workshop

Instruptor's Role

'Forms,

Instructor tbrisent Cori
Instructior Questionnaire
Student Consent Form'
Student questionnaire
Expense Voucher

Student Orientation

,Student Code Number-

Tests .

Ability
Pre-Test
Post-Test

Mailing Procedure

-185

What is Traditional Teaching in Relatikon to AdultDistributive"Education?

Definition
iethods & Activities
Development of-Lesson. Plan Outline r

Development of the Urlit of Study

Reimbursement

Close of'Workshop

Review Unit Outline
Review Objectives
Review Literature
Decide Activity for Each Objective
Develop Lesson Plans
Review Lesson Plans
Edit Lesson Plans



J APPENDIX P

*.

IDECC Instructors "Orientation to IDE=

Learning Activity Package

5
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PRE-TEST

IDECC ORIENTATION

1. Define competency based education.
12

v 2. What is the research upon which IDECC is based?

3. What occupational areas are included in IDECC?

4. List the curriculum sections in IDECC.

5. How does the student know what competencies to develop fot their

occupation?

6. What are the parts of an IDECC competency packet?

2OL

K-

SO

C.

4



IDECC ORIENTATION
-.189

COMPETENCY: Knowledge of competency based education, IDECC ai a competency based
curriculum and the parts of the IDECC competency learning activity
packet.

OBJECTIVES: Define competency based education including three component parts.

Describe the rasearch base of IDECC.

List the seven occupational areas presently existing in the IDECC system.

Identify the ten curriculum areas of IDECC in which competencies are
developed.

Identify the sources which relate to the student the competencies
which are needed for their chosen occupation.

List the parts of the IDECC competency learning packet including teacher
matexials.

,=011

DIRECTIONS: Select and complete one or more of the following:

Individual
#1

or

Read pages 15 and 21 in the Learning Manager's
Guide for IDECC.

Individual
#2

or

Read pages 11, 19 and 50 in Bold New. Directions
The Ohio Handbook for Effective Use of Laps.

Group
. #3

or

Listen to the side tape, Sound of a Different Drummer,
designate a chairman to present the group's response
to meet the objective in this package.

Listen to a presentation on-competency based education,

Group IDECC as a competency based curriculum and the parts of

#4 the IDECC competenLy packet. Refer to Handouts #1, 2,
A-43, 4.



DEPARTMENT STORE

ADVERTISING MANAGER
ASSISTANT BUYER
ASSISTANT CREDIT MANAGER
ASSISTANT DISPLAY MANAGER
ASSISTANT RECErVING MANAGER
BUYER
CREDIT INTERVIEWER
CREDIT MANAGER.
DEPARTMENT MANAGER
DISPLAY HELPER
DISPLAY MANAGER
PROFESSIONAL SALESPERSON
RECErVING CLERK
RECErVING MANAGER
SALESPERSON
STOCKPERSON

FOOD STORE

ASSISTANT MANAGER
CHECKER
GROUCERY CUM<
HEAD CASHIER
HEAD GROCERY CLERK.
STORE MANAGER

HOTELfr.OTEL.

ASS I STANI MANAGER

BELL CAPTAIN
SWANN - -

BUILDING SUPERINTENDENT
CATERING MANAGER
CHEF
EXECUTIyE HOUSEKEEPER
MANAGER
NIGHT AUDITOR
PURCHASING AGENT
RECREATION DIRECTOR
RESERVATION MANAGER

ROOM CLERK -

SALES MAGER
SERVICE SUPERINTENDENT

IDECC ORIENTAT ION

-190

OCCUPATI ORAL CUISTERS

RESTAURANTS

ASSISTAr MANAGER
BUSBOY
CASHIER
HEAD WAITER
HOSTESS
MANAGER
WAITER/WAITRESS

SERVICE. STATION

ASS I STAN!' MANAGER

MANAATTEMZEALER

VAR I MY STORE

ASSISTANT MANAGER
BUYER.

CHECKOUT CASHIthi

COMMISSIONED SALESPERSON
HEAD CASHIER/BOOKKEEPER
MARKER
OFFICE CLERK
PERSONNEL MANAGER
SALESPERSON ,

SECTION MANAGER
SERVICE DESK
STOCKROOM SUPERVISOR
STORE MANAGER

WHOLESALING

BUYER
HEAD BUYER
MERCHANDISER
ORDER SELECTOR
RECEIVING/SHIPPING SUPERVISOR
ROUTE SALESPERSCN AMD/OR VENDING MACHINE

SPECIALIST
.

SALESMAN
SALES MANAGER
WAREHOUSE MANAGER

20S



HANDOUT #2

IDECC ORIENTATION

lEN CURRICULUM

SECTIONS

ADVERTISING

COMMUNICATIONS

DISPLAY .

HUMAN RELATIONS

MANAGEMENT

MATHEMATICS

MERCHANDISING

OPERATIONS

PRODUCT /SERVICE TECHNOLOGY

SELLING

-191.



STUDENT corwrrnicy RECORD

6-3 FOOD STGREHEAD GROCERY CLERK

COWNICATIGNS

LAY 1--Interpretationsof spoken words

111..-Understanding that since interpretations placed on the spoken

word vary with different people, one must be careful to speak

so that correct interpretation Can bc made by Individual

listeners.

LAP 2--Communications

147Attitude that in d!stributiVe occupations the "spoken word"

is an important tool of the trade.

164Development of an awaraness-that-aertain.thoughtlessly
used

terms or words can be misinterpreted by the listener.

101Knowledee of the situations in which to use a technical language

or commonly understood language.

120--Skill in using the terminology of distribution and developing

a vocabulary descriptive of the product or service being soLd.

LAP 3--Dse.of speech and vocabulary

145Attitude that poor or awkward grimmer lowers store personnel,

store image and merchandise value in the estimation of the

customer.

1!;2--Development of an appreciation of the value of correct enuncia-

tion and pronunciation in speaking.

137--Ability to talk clearly and pleasantly, conveying spirit and

enthusiasm in one's speech.

122--Skill in effective use of sppech and vocabulary.

LkP 5--Voice atd gestures

166Development of a realizat-on that gestures.help convey feelings

in spoken communications.

151Attitude that the tone of voice can express sincere welcome

and eagerness to be of service. .

150Development of an svareneus that the voice can be used to ex-

21
conviction and convey confidence.

I-p In-..e.ont-of-sale signs
019

121--Skill in writIng point-of-sale sign copy which I. slice

conveying a sales message to the customer.

LAY 11Developing phraiee and sentences

132--Skill in developing descriptive phrases and sentences

used in dolling the merchardise in the department or s

LAP 12Translating technical words

143Skill in translating technicel words concerning an its

merchandise into the customer's language.

LAP 13Selecting ind using suitable words

123--Skill inselecting and using words suitable to the natm

the article of merchandise or service being sold.

LAP 14--Supplying "front operations" with price changes

171Attitude that the "front operation" suet be supplied

price lists (and price changes) on produce items not

priced or pre-weighed from the produce depertment.

LAP 16--Skill in communicating effectively

096Knowledge of how to address other people in s busing.

manner whether they are cultamers, fallow employees,

visors or management.

127--Skill in communicating effectively with c4stomers, CO

and supervisors.

LAP 20--Customer inquiries and store policy

116Skill in satisfactorily handling customer inquiries

information,

117.--Skill in interpreting store policies to customers.

LAP 24Implementing
directions and use of the telephone

119--Skill in listening to and following directions.

LAP 27Written communications in forms and reperts

094Know1edge of how to use written communications is fe

reports. 211
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HANDOUT #4

IDECC ORIENTATION

COMPETENCY LEARNING PACKAGE

STUDENT MATERIALS:
. . . . .

OBJECTIVE: 'ONE OR*MORE:. FOR EACH OBJECTIVE THERE ARE--

PRE-TEST

LEA!iNiNG ACTiVITIESf

MINIMUM OF FOUR ACTIVITIES

(ONE OF WHICH IS SELF CONTAINED)

AT LEAST 2 INDIVIDUAL

AND .

AT LEAST 2 GROUP

POSSIBLE HANDOUTS.

POST-TESTS

LEARNING MANAGER MATERIALS: 1EST KEYS AND LEARNING MANAGER'S
UIDE

.

A COMPETENCY PACKAGE MAY HAVE.ONE OR MORE OBJECTIVES IF

NECESSARY TO DEVELOP THE COMPETENCY.

214



'POST-TEST

IDECC ORIENTATION

Define competency-based education including three component parts.

2. Describe the research base of, IDECC.

I.

3. List the seven occupational areas included in the IDECC system.

a.

b.

C.

d.

e.

f.

g-

215
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List the ten curriculum sections of IpEcc in which competencxes,may be developed.

a.

j

d %

5. Name two ources which may guide the student in determining the competencies

to devel p for their chosen occupation.

b.

6. List the parts of the IDECC competency packet including the teacher materials.
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Objeetive(s) - Instructor

t

The student will indicate one of two reasons proper employee

orientation is necessary insure future job Performance

and discus. two of four ap roaches a supervisor may use to

orient a emplveg..
-. ..-

The student will be Able to identify a minimum of ten points/

steps that will assure efficiency in job orientation training.

The student will indicate a knowledge and understanding of ten

training methods.

The stuaent will demonstrate the ability to identify most

appropriate methods of training an individual for the position

The student will demonstrate knowledge and understanding of

a store's procedure for evaluating employees.

The student will be Able to identify three specific suggestions

one should keep in mind when using records: to analyze and

supervise the work of employees at differeht levels

The student will be able to name a minimum of three

quides/stepshe would use when correcting an employee.

The student will indicate a knowledge and understanding of

four)ways to maintain a working environment which offers

.security and freedom from worry for employees.

The'student will indicate an understanding of the-factors/

ways of developing employee pride.

The student will demonstrate a knowledge of how to

communicat with others in ordur tu make them work willingly.

21 s
211J



COMPETENCY 606

Competency:

Objective:

LEARNING ACTIVITIES:

Comment on the following:

1. Is the activity feasible and can the activity be
done in my class?

2. What problems may arise in the use of this
activity?

3. Implementation strategies

Individual #1:

Individual #2:

z

-199



Competency 606 (continued)

Group #3:

droup #4:

Hotel/Motel Group:

Service Station Group:

221
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COMPETENCY 6:1

Competency:

Objective:

LEARNING ACTIVITIES:

Comment on the following:

1. Is the activity feasible and can'the activity be
done in my class?

2. What problems may arise in the use of this

activity?

3. Implementation strategies

Individual #1:

Individual #2:

Group #3:



Competency 691 (continued)

Group #4:

. Hotel/Motel Indvidual:

Hotel/Motel Group:

Service Station Individual:

Service Station Group:

Wholesaling Individual.

2?3

.202



:COMPETENCY 607

Competency:

Objective:

LEARNING ACTIVITIES:

Comment on the following:

I. Is the activity feasible and can the activity be

done in my class?

2. dhat problems may arise in the use of this

activity?

3. Implementation strategies

Individual.#1:

Individual #2:

V. 1

224
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Competency 607 (continued)

Individual #3:

, Group #4:

Group #5:

Hotel/Motel Individual:
A

Service Station Uroup:

.1

-204



COMPETENCY 690

Competency:

Objective:

LEARNING ACTIVITIES:

Comment on the following:

1. Is the activity feasible and can the activity be
done in my class?

2. What problems may arise in the use of this
activity?

1. Implementation strategies

Individual #1:

9

Individual #2:

Group #3:

4

-205
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Competency 690 (continued)

Group #4:

Group #5:

Group #6:

Wholesaling Individual:

Wholesaling Group:

29"



COMPETENCY 610

Competency:

,Objective:

LSARNING ACTIVITIES:

Comment on the following:

1.. Is the activity feasible and can the activity be

done in my class?
. 9

2. What problems may arise in the use of this

activity?

3. Implementation strategies

Individual #1:

Individual #2:.

.207



t

:capetency 610 (conti-nued)

Group #3:

iGroup #4:

Department Store Individual:

Department Store Group:'

411

.208



COMPETENCY 664

Competency:

. Objective:

LEARNING ACTIVITIES:

Comment on the following:

1. Is the activity feasible and can the activity be
done in my class?

,2. What problems may arise in the use of this

activity?

3. Implementation strategies

Individual #1:

-

-

Individual #2: \

Grqup,\#3:

°

-209
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Competency 664.(continued)

oup44:

t

(i Yotel/Motel Individual:

$,

t

,

Hotel/Motel Group:

-t

Restaurant Group:

.4$

a

231

c".

-210



COMPETENCY 729

Competency:

Objective:

LEARNING ACTIVIT1E$:

Comment on the following')

f. Is the activity feasible and can the activity be

done in my class?

2. What problems may arise in the use of this

activity?

3. Implerneçption strategies.

Individual #1:

Individual #2:

Group #3:

2 3 .
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Competency 729 (continued)

Group #4:

Service Station Group:

Wholesaling Individual:

Wholesaling Group:

235

I.

13
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COMPETENCY 604

Competency:

Objective:

LEARNING ACTIVITIES:

Comrent on the following:

1. Is'the activity feasible and can the activity be
done in my class?

2. What problems may arise in the use of this

activity?

3. Implementation strategies

Individual #1:

Individual #2:

Group #3:

Group #4: ,



Competency 604 (continued)

Hotel/Motel Individual:

Hotel/Motel Group:

Service Station Individual:

Service Station Group:

Variety Store Individual:

Variety Store Group:

Wholesaling Individual:

235
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COMPETENCY 605

Competency:

Objective:

LEARNING ACTIVITIES:

Comment on the following:

1. Is the activity feasible and can the activity be

done in my class?

What problems may arise in the use of this

activity?

3. Implementation strategies

Individual #1:

Individual #7;

Group #3:

Group #4:

23,
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Competency 605 (continued)

flotel/Motel Inciividual:

Hotel/Motel Group:

S3rvice Station Individual:

Service Station Group:

Variety Store Individual:

Variety Store Group:
,

23`i
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COMPLTENCY 097

Competency:

Objective:

LEARNING ACTIVITIES:

Comment on the following:

1. Is the activity feasible and can the activity be
done in my class?

2. What problems may arise in the use of this

activity?

3. Implementation strategies

Individual #1:

Individual #2:

23S
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Competency 097 (continued)

Group #3:

Group #4:

Service Station Group:

Wholesaling Group:

235



APPENDIX R

IDECC Orientation Transparency Maste^s
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ORIENTATION TO

211



N

WHAT

IS

DISTRIBUTIVE

EDUCATION?

-221



ra.

DISTRIBUTIVE

EDUCATION

PREPARES

STUDENTS

FOR

OCCUPATIONS

IN

.THE FIELD

OF

MARKETING AND DISTRIBUTION

2 3

.222



e.

WHAT IS IDECC?

INTERSTATE

DISTRIBUTIVE

,e

EDUCATION

CUL tICULUM

. CONSORTIUM

4 4



A GROUP OF STATES THAT JOINED TOGEBER TO DEVELOP

BETIER CURRICULUM FOR DISHIBUDI EDUCATION

.f&
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10 COMPETENC I ES

W I LL BE COMPLETED

BY EACH OF YOU

AT YOUR

OWN PACE

21 7



WHAT

IS THE

PURPOSE

OF THE

IDECC SYSTEM?

216

-226



WHAT

IS A

COMPETENCY?

i

1

;

v
-227



JOB SUCCESS DEPENDS

ON

COMPETENCIES... KNOWING What to do...KNOWLEDGE

",4

WANTING To do it ATTITUDE

and

DOING IT ...SKILL

COMPETENCIES ARE DE KNOWLEDGES,

(SKILLS, AND AMIDES THAT YOU NEED TO

PERFORM A SPECIFIC JOB



429

COMPETENY BASED EDUCATION

COMPETENCY BASED EDUCATION IS BASED ON IDENTIFIED AND

VALIDATED TASKS FOR OCCUPATIONS.

FROM THOSE TASKS, COMPETENCY STATEMENTS ARE DERIVED,

STUDENTS ARE PROVIDED LEARNING ACTIVITIES WHICH ENABLE

THEM TO DEVELOP THE COMPETENCIES NEEDED TO PERFORM THE TASKS

REQUIRED BY THEIR CHOSEN OCCUPATION,
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IDECC

Is

A

COMPETENCY

BASED

SYSTEM OF t_EARNING

FOR

MARKETING

AND

DISTRIBUTIVE EDUCATION

OCCUPATIONS

253



HOW MUCH TIME WILL I HAVE TO ACCOMPLISH EACH OBJECTIVE ?

Answer : all are right...

none are right...

Cher is super..

AS MUCH TIME AS YOU NEED

Each of us accomplishes different tasks at different rates of speed

What is IMPORTANT is that you finish the task accurately;

rot that you finish before or after your classmates

DO YOUR DING ACCURATELY... WITHIN A REASONABLE TIME

& LET YOUR CLASSMATES DO THE SAME..

251



'Good morning, Learning Manager ' (1111.)

Your DE Teacher-Coordinator will become a Learning,Manager [1.144)

MERE WILL BE A LOT OF CHANGES IN YOUR DE CLASS

'1,1 -Fr nifol ' Pr r,' keffaursuitowimff'"IftWelln r;fir' I '

The major responsibility for learning

is now up to you

it

The IN Will

PLAN

GET ORGANIZED

ASSUME RESPONSIBILITIES

EVALUATE YOUR PROGRESS

1.

27%6



a IDECC IS NOT JUST WORKING ALONE

257

You may want to have others help you

You may want to work with other students who

are working on the same material you are working on

You may be working with the whole class if your Learning

Manager wants to colier something that concerns all of you

Whichever Way You Go... REREMBER...t

TIME IS THE MOST PRECIOUVTHING YOU HAVE, I,

DON'T WSTE IT 258
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COMPETENCY LEARNING PACKAGE

STUDENT MATERIALS:

OBJECTIVE: ONE OR MORE,. FOR EACH OBJECTIVE THERE ARE--

PRE-TEST

LEARNiNG ACTIVITIES:.

MINIMUM OF FOUR ACTIVITIES

(ONE OF WHICH IS SELF CONTAINED)

AT LEAST 2 INDIVIDUAL

AND .

AT LEAST 2.GROUP

POSSIBLE HANDOUTS

POST-TESTS

LEARNING MANAGER MATERIALS: IEST KEYS AND LEARNING MANAGER'S
UIDE

A COMPETENCY PACKAGL MAY HAVE.ONE OR MORE OBJECTIVES IF

NECESSARY TO DEVELOP THE COMPETENCY.



w

SYSTEM FOR DEVELOPING A COMPETENCY .

PRE-TEST

PASS

mom. GO ON TO

10

NEXT COMPETENCY

NO

PASS

SELECT

LEARNING ACTIVITY

-235

COMPLETE

LEARN I NG ACTIVITY

TAKE

POST-TEST

GO 10 THE NEXT COMPETENCY

.1
RECORD COMPETENCY

6- PASS. . . .

NO PASS



STUDENT COMPETEVCY RECORD

Competency 605 - Knowledge of how to help.each employee have a feeling of pride in his cwpany and the

worthwhileness of his work.

Time to successfully achieve this competency (in minutes as best you can)

Pretest passed? Yes No If you checked no, which learning activities were completed?

Individual #1 Group #3 Hotel/Motel Indiddual Service Station Group

Individual #2 Group #4 Hotel/Motel Group Variety Store Individual

Service Station Individual Variety Store Group

Competency 606 - Knowledge of the ways to make job orientation for new employees friendly, skillful

and adequate.

Time to successfully achieve this competency (in minutes as best you can)

Pretest passed? Yes No If you checked no, which learning activities were completed?

Individual #1

Individual #2

Group #3

Group #4

Hotel/Motul Group

Servce Station Group

Competency 607 - Knowledge of the methods of training which can be used such as telling, showing,

demonstration, and dramatization.

Time to successfully achieve this competency (in minutes as best you can)

Pretest passed? Yes No If you checked no, which learning activities were completed?

2
.,., Individual #1

Individual #2

Individual #3

Group #4

Group #5

Hotel/Motel Ind,ividaal

Service StatiLn Group



APPENDIX S

Traditional Instructors Assignment Shect

.237
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READING ASSIGNMENT Traditional Adult

Topic

Personnel
Management Supervision

Management-
Minded Supervision

Job Orientation & pp. 172-195 pp. 217-220 pp. 158-159

Employee Training

Employea Evaluation pp. 221-238 PP. 222-233 pp. 295-313

Employee Morale &
Motivation pp. 86-90 PP. 111-115 pp. 143-160

pp. 240-262 PP. 344-352

pp. 286-303
pp. 313-326
pp. 409-435

RESOURCES

Personnel Management, fifth edition, Chruden/Sherman, South Western

Pub3ishing Company, 1976.

F4Dervision - Concepts and Practices of Management, second edition,

Haimann/Hilgert, South Western.Publishing Company, 1977.

Mana ement-Minded Su ervision, second edition, Boyd, McGraw-Hill, 1976.
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Traditional Approach Lesson Plans and aelate6 Materials
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Unit: Employee Training Evaluation and Motivation.

Objective: The student will indicate one of two reasons ;Nroper

employee orientation is necessary: to insure future job

performance and discuss two of four approaches a supervisor

may use to orient a new employee.

Introduction: Every employee or potential employee has certain
psychological needs which must be met. With new

(2 mins.) employees the most important need is the need for

security and with the existing employee the need is for

'self-esteem gained through limited participation

in the management process.

In both cases the goal of the-Supervisor is the development

of all employees toward increased employee contribution 0

to organizational goals.

Let's look at four ways of approaching the orientation

of a new employee and the necessary content in each.

Method: Mini-Lecture - Present the .approaches in Handout.

(3 mins.)

Learning Discussion - "What content must each approach have to

Activity: satisfy the need for security in a new employee?"

(10 mins.) Students should eventually cover these items:

1. Introduction by management to people,
facilities and job.

2. Knowledge of the conditions of employment.

3. PPv and Benefits.
4. Follow-up procedure.

Resources: Handouts on Four Approaches
Page 217, Supervision, Page 174, Personnel Manayament

S unwary : "Employees can only achieve on a job after the basic

need of security or "freedom from anxiety" is satisfied.

This need can be satisfied through thinking about orimtation

from the standpoint of four areas of necessary content:

1. Introducing the people, facilities and job

2. Clverage of working conWtions.

3. Coverage of pay and benefits.

4. Following up.
It is important to see that management is the agent that

performs this function. Only then can the new employee

become a producing member of the work force."



FOUR APPROACHES TO NEW EMPLOYEE ORIENTATION

Informal (More easily adaptable to small organizations)

1. Supervisor (Manager or Owner) - Employee

private interview

2. Pamphlets Orimritten information

(Adaptable to somewhat larger organizations,

yet still affordable over a wide range of

organization size.

Formal (Usually associated with larger organizations)

1. Formal orientation - meeting of new employees in

groups. (Often found in orientation of higher-level

employees)

2. Formalized detailed checklist extending overtime.

Checklist should be signed by employee. Approach is

used extensively for production;and clerical employees.

From: Supervision, p. 217, =small Management, p. 174.
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i Unit: Employee Training Education and Motivation

Lesson Topic: Orientation - 10-15 minutes

Objective: The student will be able to identify a minimum of ten

points/steps that will assure efficiency in job

orientation training.

Introduction: "In the previous unit we discussed approach to job

orientation and told how at least two of these

approaches could satisfy the need for security in a

new employee. Now I want to show you an actual

(1-2 mins.) checklist used by the General Electric Company

for orienting new employees. After analyzing the

overall make-up of the example, I will want you to list

ten steps that you would take in orienting a new

employee regardless of which orientation approach

you use. "

Method:

Learning
Activity:

(5 mins.)

Mini-lectures which define and classify content 'areas

according to time frame.

A. Student will indicate in each box in Handout 1

which ot the four content areas is represented.

B. Student will prepare on HAndout 2 an Employee

Checklist 'for job orientation on a job they ,

have experienced.

Resources: Two handouts,^the first being a copy of cable on

page 175 of Personnel Management with a list of the

four content areas. These areas were discussed

in the previous objective in-the unit on the rced for

orientation. Also a second handout with the four

areas of orientation content is presented with

lines on whichAstudent.can list at least 10 LLeps in

his/her own employee orientation list.

Summany: "The mechanics oi any apptoach to new enptoyee
okientation 4houtd hove (1) inttoductiop. o6 peopte,

ptaces and wokk, (2) to wonking condition.$ 06
emptoyment (3) Pay and benet5its (4) a good 6ottow-up

pkoceduke. 16 we temembek some oi theze
majon. one4, we can easity constkuct an inickmed
checktisx iot ouxsetves oi at teast ten steps
nequi4ed 6ok job otientation.



CHECKLIST FOR HELPING THE NEW EMPLOYEE GET STARTED

WHEN EMPLOYEE FIRST REPORTS:

se;iELCOME TO COMPANY AND JOB.

OF SHOW LOCKER OR COAT RACK AND
WASH ROOM.

) ACQUAINT EMPLOYEE WITH CATETERIA
AND OTHER LUNCH FACILITIES.

( ) REVIEW SECURITY REGULATIONS
INCLUDING BADGE-SYSTEM1

( )" SHOW WORK PLACE.

'('), REVIEW RATE, HOURS, USE OF
TIME. CARL

( ) BRIEFLY DESCRIBE GROUP'S WORK.

( ) INTRODUCE TO FELLOW WORKERS.

( ) START EMPLOYEE ON JOB; REMEMBERING
TR, STEPS OF INSTRUCTION.
REPAPE'THE WORKER,

OPERATION.

OLLOW UP.
RY OUT HIS PERFORMANCE.

(40 BRIEFLY COVER MAIN SAFETY'RULES AND
USE-OF SAFETY EQUIPMENT.

( ) REMIND EMPLOYEE TO COME TO YOU FOR
INFORMATION AND ASSISTANCE.

LATER DURING FIRST DAY:

( ) REVIEW PAY PROCEDURE,

( ) DISCUSS PARKING, CARPOOLS.

.243

( ) EXPLAIN DISPENSARY FACILITIES

( ) REVIEW SAFETY RULES.

( )tRIEFLY TELL ABOUT WORK OF
DEPARTMENT AND HOW EMPLOYEE'S JOB
TIES IN.

( ) SHORTLY BEFORE QUITTING TIME,
CHECK WITH EMPLOYEE ON PROGRESS ANI
ANY 'QUESTIONS.

DURING FIRST TWO WEEKS:

( ) REVIEW BENEFIT PLANS *

kTNSION

NSURAFE AND M.B.A.
OCK DONUS

BELIEF AND VAN
bUGGESTION YSTEM

( ) VVIEWITEMS.IN
"YOUR GUIDE TO THE

IVER WORKS.

( ) CHOK ON SAFETY HABITS.

( ) CONTINUE TO FOLLOW UP ON PROGRESS
AND PERFORMANCE.

* PLANS FOR WHICH gMPLOYEE SIPED
APPLLCATIONS IN tMPLOYMENT UFFICE
ARE UNDERLINED.

INSTRUCTIONS: PLEASE INDICATE IN EACH BOX THE GENERAL CONTACT AREA OF
EACH ITEM ACCORDING TO THE FOLLOWING KEY:

1. INTRODUCTION TO
2. NTRODUCTION TO

e NTRODUCTION TO
ORKING ONDITIONS
EOPLE, AND FACILITIES

AY AND ENEFITS
FOLLOWUP PROCEDURES.

From: Personnel inanc:clement, p. 175.



Instructions: Mak. a list showing items under eacb cau:Nu../

orientation content. List a total of at least 10 items. .244

Introduction to people, place and job.

Introduction to working conditions.

27,-)



Introduction to. pay and benefits -245

Follow-up procedures
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Unit: Employee Training, Evaluation and Motivation

lesson Topic: Employee Training

objpctive: The student will demonstrate the ability to identify

most appropriate methods of training an indiviltual

. for the position.

Introduction: The results evervisors achieve in production, costs,

quality, safety, morale, and methods are proportinate

(5 min.)

to the.quality of the training employees receive when

they begin their jobs and while they are on the job.

More supervisors than we like to schoit have a negative

attitude toward training because, they say, it takes

so much of their tine. Yet we see them taking time

to correct mistakes, assign rework, and put out the

fires that proper training would have prevented. Unskilled

trainers tend to make.common errors in teaching people

their jobs: feeding too much at one time; telling
without demonstrating; showing lack of patience; failure

to prepare to instruct; failure to build in feedback; and

failure to reduce tension.
f'

Method: Lecture,/discussion, exercise

//

Learning Handour and discuss psycholngical principles. Transparency

Activity: Table/8-2, didcuss extent of learning Handout and

discuis Six-step system fcr training.' /Handout and discuss

(55 mi )

Job Veining Plan. Handout - Fvctors to facilitate learning.
n. Handout - Factors that slow down learning.

Resources: Table 8-2 Transparency - Personnel Management

Six Step.System. for Training Handout

Job Training Plan Handout
Psychological Principles Handout

Summary: 1. Make a job training plan for a aimple job from your

place of employment.
(out-of-class
exercise)



PSYCHOLOGICAL PRINCIPLES HANDOUT

MOTIVATION

REINFORCEMENT

MEANINGFUL ORGANIZATION OF MATERIALS

BEHAVIOR MODIFICATION

PRACTICE AND REPETIYION

TRANSFER OF TRAINING

WHOLE -VS- PART LEARNING

-247



SIX-STEP SYSTEM FOR TRAINING HANDOUT

Prepares the Instructor

2. Orients the Operator

3. Explains the Operation

4. Tests performance

5. Releases the Operator

6. Follows-up

274

2



FATIGUE :

MONOTONY :

DISTRIONS :

ANXIETY :

FACTORS THAT SLOW DOWN LEARNING

2 73



FACTORS TO FACILITATE LEARNING

Repetition:

Arousing.Curiosity:

Carefal Use of Competition:

Knowing the Knacks of the Job:

Enthusiastic Instruction:

Satisfaction in Accomplishment:



C)

JOB TRAINING PLAN .

Job
Estimate of time required
Date and time of training
Location of training
Supplies needed.

Tools or equipment

Job Sequence (WhaO Points To Stress (How)

1. 1.

2. 2.

3. 3.

4. 4.

5. 5.

6. 6.

7. 7.

8. 8.

01

102 51
6
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Unit: Employee Training, Evaluation and Motivation

Lesson Employee Evaluation - Evaluation Procedures

Topic:

Objective: The,student will demonstrate knowledge and understanding

of a storeds procedure for evaluating employees.

Introduct- Once we have hired and trained the person we expect to fill

ion: a job slot, we must then assure ourselves the individual(s) .

is/are accomplishing what we expect. We can divide the

evaluation into formal or informal areas. Generally, the

(3-5 mins.) larger the organization, the more formal the evaluation

and the smaller the less formal. 7. will be showing you both

methods so you can make your own choice to fit your particular

situation.

Method:, Lecture,' handout, transparencies, case study

Learning 1. Sh.,w and discuss the steps of performance evaluation

Activities: (fig. 10-1 overhead) (and fig.10-2 -infomal)

2. The students will review and discuss the handout

(5 mins.) . SupeAvid.ionp, pp.225-226,#14-2 and pp.227-228,#14-3)

3. later reviewing ule hindouts, the students will make a

(out-of-class self-evaluation, using the evaluation sheets.
exercise)

Resources:

(10-15 mins.) See ques. p. 299 - 1 thru 4 - Management Minded Supervision

Transparencies: Personnel Management, p. 228, fig.10-2
Personnel Management, p. 222, fig..10-1
Supervision, p. 225-226, fig. 14-2
Euperyisica, p.227-228,. fig. 14-3

Pass out week before lesson - case study - handout - Management

Minded Supervision, p. 295-299 (Burt Hall Case)

Handout:

On the overhead the following questions will be asked -

one at a time.

Summary: I. Show the importance of employee evaluation.

2. Show how an evaluation is/can be accomplished.

3. How problems can arise if not carefully prepared.



C.

e

Appraise employee%
pettormanct in PRESENT ASSIGNMENT. Check f most aPProllrial, Wale.

APPraimirs ale wird is use freer

the *REMARKS" sections for signikans comments
dnuiptive ol the individual.

1. KNOWLEDGE OF WORK:
Needs instruction or guidance..- Has required knowledge ol Has exceptional knowledge Di

i

I
twin and it. pied work. a own and III. !mai Wolk.

Understanding of all phases ol
Remarks:

.

his work and eetated matters. 1 a y9.2414&14tAir fold nv ta...r .&iligti,A

Lacks imagination.
Unusually resourcelul. I

i .
i ij

necessary requirements

12. INITIATIVE: 1

Ability to originate or develop r

... ...

'
- ideas and to get things started.

(Remarks: Au pod gkegau ..4,,4e,n eulidoof 4,t, TN:oce:on.,...etir

1 sdaavid.t...Ail I . n t of.#4 iila.M...lerneadid: 4441 d'Ag Aar-

..! cortledemet .

3. APPLICATION:
*ayes time. .te Steady and willing worker. L Exceptionally induilriaus.

: Needs close
1

supervision. 1 'W .
... .. .

Attention and applution .

. .

to-his work.
Remarks:

4. QUALITY OF WORK:

Thoroughnem, neatness, and

accuracy of work.

5. VOLUME OF WORK:

Ouantity of acceptable work.

Needs improvement.
Regularly meets Consistently maimaini

t ,

recognised .standards. highest a polity.
. . .

IRemarks: ei .214,44 Tea Ae:iaat

p0441iM4.
Should be increased.

;

Regularly meets
Unusually high output.

rcognited jfandards. , .

Remarks: 410f.del 4 c .12044. Aletkif2.0-441,40e osar..GIC eon&

ase..6:y and Awiti.ek.47 Ax:4 cmptit

From: PersrrInel Management, Figure'10-2, p. 228.

27 e,
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EMPLOYEE APPRAISAL FORMS
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II WHAT STRENGTHS DO WE FIND IN BURT'S APPROACH TO
APPRAISING AND REVIEWING HIS EMPLOYEES' PERFORMANCE?

2.

3,

HOW CAN WE EXPLAIN THE RESULTS BUR1 He:DIMIIH HIS FIRST
TWO REVIEWS IN THE LIGHT OF HIS HIGH HOPESY

WHAT OBJECTIVES DID BURT HAVE FOR EACH REVIEW? WHAT
OBJECTIVES SHOULD HE HAVE HAD?

4, HOW CAN HE GET BETIER RESULTS FROM THE REVIEWS WITH THE

RESr OF HIS PEOPLEY

From: Management Minded Supervision, p. 299.
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THE CASE. OF Burt Hall sat looking at the pile of corn-

. THE INEPT pleted performance-appraisal forms on

INTERVIEWS his desk. In ten minutes Norm Wiley
would be In to discuss his performance of
the past six months. Wiley had been

scheduled Wit because Burt had wanted to get things off to a good start.

'After Wiley, the number two person would be Del Burns in'the afternoon.

That's the way it would 'goone In the morning, one in the afternoon

until he got through Ahe whole department. By the evening of the first

day, with two of his better employees reviewed, Burt felt that hp could

analyze his results apd improve as he went along.
This would de Burl's second round of performance appraisals

since becoming supervisor of Assembly Department El The first time

Wound could hardli count, and Burt was determined that this time he

'was going to do a better job.'His predecessor, Ha; ry Gates, didn't have

much patience with the whole idea of perfdrnance evaluation and

review. He filled out the appraisal forms for Burt as his last official act and

From: Mana e ent Minded Su ervision, pp. 295-299.

;
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left the review interview for Burt to do. His advice was to just tell each
employee what his rating was and give him a chance to object if he
wanted to. Harry felt that the quicker you got it over, the quicker you
could get back to concentrating on production. He kept the ratings on

the high side, he told Burt, because then there wouldn't be any difficulty
.with the employees and because it made the department look good by

comparison with others.
That entire first review had gone without incident. Everyone likea

Burt. 'They felt that the ratings were Harry's, and signed the forms
acknowledging the Interview without much comment. When he had
finighed, Burt was relieved. But he was concerned that nothing much

seemed to have been accomplished.
Determined this time to show his employees that he knew what he

was doing, Burt had spent a considerable amount of time preparing the
forms. He worked on them three evenings at home in addition to the time

spent in his office. Generally the individual evaluations were quite high,

but they were deserved. The production results were right there to back
them up, and quality in the department was excellent. Naturally there

had beena few problems and problem children over the past six months,

but on the whole Burt felt good about the evaluation of his department's
performance represented by the completed forms on his desk. Burt
regarded this job as a chance to get really close to his employees. That

was why he scheduled Norm Wiley and Del Burns first. They were easy

to talk to; they were cooperative; but most of all they had won high
ratings from Burl, and it would be a pleasure te tall them so individually.

The procedure outlined by the personnel department called for

the supervisor to make his evalue lion of each employee, bring each
employee in to discuss the evaluation, aid gel the evaluatidn form
signed by the ernployee to show that the discussion had taken place.

The signing of the form did not mean that the employee agreed with the

rating but simply that it had been discussed with him .or her. The

employee had the opportunity to register any disagreement with the
evaluation either on the form or by contacting the personnel department.

There hadn't been a single such objection on Buit's first round six

months ago.
The form was a simple two-page booklet calling for an evaluation

of the employee's quantity or volume of work, quality or accuracy,

reliability, cooperativeness, versatility, loyalty, strengths, weaknesses,

and promotability. Training necessary to make the person a more
valuable employee was to be covered in the last section.

Burt hadn't been satisfied with Harry Gates's oil-the-cuff rating

on all factors the last timeespecially on quantity and quality of work.

28u

Since production records were available on almost all hls employees,
Burt pulled out the achievements of each and based his quality and
quantity ratings on "the facts," as he called them. .His evaluation of
reliability was based on tardiness and attendance records even though
he telt that a less objective rating was wanted. The rest of the form
required him "toplay God," as he said. Being human, he was never sure
that his ratings were free of his personal bias. Whenever he could, Burt
found specific examples to back up his iatings on coope rativeness,
versatility, loyalty, strengths, andtiteaknesses. Many limes he wondered,
though, how much his choice of examples might be reinforcing his bias.
He had done his best, however, and now he was ready 41 begin. Burt
was so anxious In gat started on the right foot with Norm that 'he
trembled just a little bit when Norm poked his head in the office door and
asked if the time had come.

Shaking hands with Norm at the end of the interview felt awkward
to Burt, but it seemed to be the only way to signal the finish. Doggone It,
the whole interview was awkward. It hadn't gone at all as he had wanted
it to. From the time Norm walked in, he wasn't himself. He seemed to
freeze up. His manner was pleasant enough. There was no disa-
greement with Burl's evaluation. Burt began to feel that they were like a
boss with a rookie employee rather than two friends discussing a subject
of mutual interest. Burl had wanted Informality, but the result was formal
and consequently uncomfortable for Burt.

Burt had avaided looking at the evaluations from the last period.
le wanted to be certain that he was not influenced by them in any way.

He was surprised to find Norm disappointed with the new ratings. it
turned out mat In most cases they were lower, oven though Norm's
performance had Improved. His quantity of production, which had
definitely improved, now had a lower rating. Burt's explanation that
nobody rated any higher, and that he was using a new system based on
factual information, had a hollow ring. Norm accepted the rating, but
Burt had the feeling that he might go to the personnel department to
explain that he hadn't really slipped.

For some reason, the whole tenor of the ihteMew was more
negative than positive. Burt had intended it to be very positive. He had
wanted to toll Norm how pleased he was with his progress, but he wound
up several limes trying to justify the lower ratings. Burt explained to
Norm that his philosophy was to rate a little low to stimulate improvement
and that he actually thought more of Norm's work than the evaluation
showed. Thinking about that after the interview, Burt felt that it was a
stupid thing to say.

Burt. rated Norm about midpoint on promotabillty. The definition

287
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oh the form at that point said, "stiOws promise; could be promoted."
There were two places above and below to make checks, so that Norm

felt that Burt's rating really said nothing. His disappointment was obvious

-when he told Burt that he did hope to get ahead in the company. Burt

- wondered, as Norm talked, how many more would feel the same way. He

had been very careful io avoid letting a high rating on promotability trap

him into making a coMmitment. His thoughts so occupied him that hu
wasnit really listening when Norm said something to the effect that

another department might poSsibly offer him a better chance for
promotion. The affirmative nod of Burt's head brought another disap-
pointed look to Norm's face, and the subjeet was dropped.

Atter that there were some offhand remarks from both intended to

terminate the interview, but neither felt that he wanted to accept the
responsibility for bringing it to an official conclusionperhaps because
no conclusions had been reached. The awkward pauses at last caused

Bun to extend hie hand to Norm and thank him for coming In.
A meeting, five phone calls, and a minor breakdown kept Burt

from any mental analysis of the interview until it was time for Del Burns to

arrive for hers. In the back of Bun's mind he knew that he himself had

been responsible for the unsatisfactory interview in the morning. He
knew he had missed an opportunity to motivate Norm and to build his

interest in the job.
The interview with Del Was almost a replay of the morning. Sure,

Ole questions were different; the words were different; it was a different

person across the desk. But the coolness was still there where warmth

had been wanted. Disappointment masked Del's lace the same as it had

Norm's. Tension got a firmer grip on -Burt's feelings and strained his
reasoning powers even more. The same awkward handshake terminat-

ed the interview and left Burt wondering how he would ever get through

the rest of them.
"Why, oh why," he thought, "didn't I compare these ratings with

those from the last period? Juit because I wanted these to be my own,
risked antagonizing two of, my best people."

Del had shown the same disappointment at the lower rating that

Norm had. After getting Burt's explanation of what he was trying to do in
quant:fying the evalution, Del said, "Sure that's fine, but how do they
know that in Personnel or in Palmer's office or wherever they decide on

our raises? They look it this form and the last one and see my rating
down. What chance have I got to get a raise?"

Burt explained that these evaluations weren't used to determine

raises, but the words were hardly out of his mouth before the realization

struck him that he really didn't "now whether they were or not. Del

2 8

promptly asked what they were for if not raises, and Burt said he thought
it was to be sure everybody got a chance to tind out where they stood.
Again, he wasn't certain that what hp was saying was true. Del mumbled
something about not standing very well right now and Bun hastened to
:assure her that she was one of the best people in the department:

That last statement caused a wry smile to cross Del's face, and
she said, "Then a couple of others are in for a rude awakening, because
they figure they've been doing a lot better the last few months. They
thought they got better than they deserved last time, so they've been
looking forward to this time and getting what they deserve. Hal"

Burt wasn't sure that he had said enough or too much, but when
Del was willing to sign the form, it seemed to be a good place to cut it off.
Again there hadn't been any arguments. The real disappointment was
that he hadn't achieved so much of what he had hoped for in these first
two interviews. What had he hoped to accomplish? Well, he really
couldn't put his finger on anything specific. He just wanted the rela-
tionship between him and his employees to be a lot better, and Instead
they seemed to be getting more strained.

Why, he wondered, when he was so pleased with his employees'
performance, was he creating the Impression that he was dissatisfied?
Why, he asked .himself, should good positive relationships suddenly
become sostrained at appraisal time? How could anything designed to
be helpful and constructive have just the opposite effect? Bun put Del
and Norm's evaluation forms in an envelope along with those of Phil
Knudson and Arnie Ross, whom he was going to talk to tomorrow. He
would study them at home. Somehow he was going to have to find a way
to improve his techniques. As things stood now, he was better off just
going through the motions the way he had done the first time.

2 :14
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Unit: Employee Training, Evaluation and Motivation

Lesson Employee Evaluation - Analysis of Employee Performance

Topics

Objective: The student will be able to identify th.:ee specific

suggestions one should keep in mine when using records

to analyze and supervire the work of employees at

different levels.

Introduct- Once the evaluation system has been worked out does not

ion: mean that evaluation is finished when the forms/records

are filled out. What forms or procedures do not take

into consideration are potential problem areas. First .

(3-5 minp.) of all, not all raters will agree in-the interpetation of

excellent, good, average, or poor. Personalities,

will also come into the evaluation and affect the result.

Some supervisors will rate high to make themselves

look good. Also, the employee must be evaluated on

all levels/areas, not just one or two.

Method: Lecture, transparencies,:handout.

4,

Learning The students will aquaint themselves with the potential

Activities: problem areas in evaluation. These would Op:

0 1. inconsistency with the ratings.

(30
2. opinions/personalities of interviewer/subordinate

mins.) 3. differencea in defining terms

4. not allowing an extra high or low rating in one area to

influence the ratings of other areas.

The student will study variouemethods of preventing potential

problems from arising by:

1. Volume of production or sales

2. Quality of production or sales

3. Attendance
4. safety
5. Cost

To make the interview more meaningful, the interviewer

will emphasize:
1. Individual strengths rather than weaknesses

2. Think future rather than past.

3. Avoid suggestions on changing traits, but

rather suggest more acceptable ways of acting.

4. Concentrate on a few important areas that can be

accomplished in a short period of time.

Resources: Notes - transparencies (Supervision, pp.230-231, fig. 14-4

& 14-5)
Handout - case history in Management Minded Supervision,

p. 317 - Edith Shield - don't do questions.



(15 mins.)

Discuss the three questions on case history. (Management Minded-

1. Supervision,p.317-313)

2.

3.

Summary: Questions and answers.
Page 314, Item 7, A thru H, Management Minded Supervision

The appraisal interview cnn make or break the entire program.

/t can reiscue a pOorly-conceived program or threaten the

effectiveness of the most accurate appraisals.

The supervisor should:
1. Prepare for the interview

2. Encourage preparation by employees

3. Arrange for uninterrupted privacy

4. Level with employees
5. Encourrge employees to talk

6. Try to set goals
7. Appraise the interview

8. Follow-up

4)
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WHAT ARE 'THE STEPS?

AERE ARE SIX BASIC STEPS IN PERFORMANCE EVALUATION:

62 TAKE APPROPRIATE ACTION.

5. DISCUSS THE EVALUATION WITH THE EMPLOYEE.

48. EVALUATE HIS PERFORMANCE AGAINST THE REQUIREMENTS.

31 *OBSERVE WHAT,HE IS DOING?

2. DISCOS THE PERFQRMANCE REQUIREMENTS WITH THE EMPLOYEE

AND ADJUST THEM AS NEEDED.

11
pEPARE PgRFORMANCE BOUIREMENTS. IN OTHER WORDS, DETERMINE
OW WELL YOU LXPECT IHE tMPLOYEE TO DO HIS DUTIES.

Frome Persmnel'Management Figure 10-1, p. 222.
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"LET'S SEE HERE,WILSON.

I UNQERSTAND YOU'RE

*VI SOME TROUBLE

GETTING ALONG

EVERYONE'
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C.

THE CASE OF EDITH SHEII..0
CO

Edith Sheild, supervisor of applications research for the Glo-Brite Wax

and Polish Company, hated performance appraisals more than 'any

other part of her job. "You spend a year building good morale and wipe

II out wilh.one round of appraisals. How can anything which is suppostd

to be good for supervisor-employee relationships have such an opposite

reaction?" was the question on Edith's mind as she made preparations

for next week's round of reviews.
The problems Edith had had in the past'she could see happening

again, and short of abdicating 'her responsibility she didn't know how ta

avoid them. Personnel had always told superviscirs not to get into

discussions of salary adjustments, that the primary purpose of apprais-

ing and reviewing performance was to let employees know where they

stand in their bosses'. eyes and to show them how they could improve.

The appraisal interviews were supposed to open th4e lines of communl

cation between supervisors and their employees. -

Edith knew it didn't work that way for her. Most qf her people

seemed disappointed in her evaluations of their performance. How, she

wondered, can I stimulate improvement ,unless, I keep my ratings

conservativeOn the low side? If they see high ratings, they'll just feel no

improvement is needed,. I want to give them something to shoot for.

Instead of wanting to talk about improvement, they want to argue about

ratings and they want to know how it's going to affect their wages. I get

the feeling that they resent me instead of being motivated to want to

improve. I can't even get most of them to talk about improvement. My

people always have had lots of. ideas for new projects and tests, but for

about two months after 'appraisals those ideas seem to dry up.

ft would be easy, she thought, to rate everybody real high and

make them feel good. But 'that would be abdication and wouldn't

accomplish anything!

From: Management Minded Supervision, p. 137.

2 9
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1. ,W4AT'S WRONG WITH:EDITH'S,THINKING,ABOUT
r- PERFORMANCE APPRAISALS
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-267 -

WHY DO:EDITH!S EMPLOYEE§ REACT TO HER APPRAIiAL
REVIEWS THE WAY THEY DOY

3 WHAT SHOULD EDITH DO ABOUT THE NEXT ROUND OF
APPRAISAL INTERVIEWS IN HER.DEPARTMENT:
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Unit: Employee Training, Evaluation and Motivation

Ilesson Improving Performance by correction
Topics'

Objictive:. The student will be able to name a minimum
'Of three guides/steps he would use when

.,
correctin$ dm.employee

Method: , Lecture/Discussion,
Muntise

Learning .Students will participate inethe lecture/

Activity: discussion and will.then complete in class a

-,. project using three steps to b(e,taken in

making corrections.

Resources: Handout: Three steps to be taken in.dorrec,tine

ee employe,e.

Summary: Exercise

Time: 45 minutes

Lecture/ Point 1. Performance Evaluation is the basis for

Discussion: corrective action. As a result it can be taken

by those who are in the best position to do some-
-thing about it, namely the supervisor and the

(25milms.)
employee. (Pers. Mgt. p. 235-6)
Question: What is the type of evaluation that
will most usually be 'Used by a supervisor to
detect mistakes?
Suggest: Continuous observation

Point 2. There ire three steps that may be

take," when trying to,induce -change in performence..
Determine the facts. Investigate

what happened and why. (Supervltion p. 279)

Question: What are some possible causes for

mistakes?
Suggest: Carelessness, misunderstanding,
unqualified.
Question: What are some'possible reasons fot

Rach cause and remedies?
Suggest: Carelessness - attitude
misunderstanding - lack of communication
unqualified - lack of training or inability

Step 2. Provide Explanations.
The Supervisor must commun5.cate and explain all of

the information which the employee may require
in order to correct mistakes (Supervision, p. 259)-
Question:, How can a supervisor determine when
his directions have been understood?_

Suggestion: Feedback. This is done by asking
questions such as: "What are you going to do?"
"How are you going to do it?" "How long will it take?"

-17
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(20 mins.)

ev.

(ei

Step 3 - Allow participatioh. Employee resistend09
11 reduced when allowed to gudgest means of

self-improvement. (Supervision, p. 260)

Question: What questions would yon-ask an employee
in order to involve him in his own corrective
procedure?
Suggestions "What dO you think happened to
cause tho mistake?" "Whs.t do you think needs to
he4lone to prevent it from happening again?".
"Is there anything that I, the supervisor, need
to do to prevent it from happening again?"

Students are asked to complete the exercise.

1. 'Use a current problem you .nowshave.

2. Use a prIlem.that-happened to yoU.

3. Assume ,a roblem that .could occur.

,

irS

ti



4.

HANDOUT (Optional)

THREE STEPS TO HE TAKEN IN
CORRECTING AN EMPLOYEE

1. State the problem. (Investigation and conclusion)

2. Explanation to be given employee:

4
3. How will employee be asked to participate?
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Unit:

Lesson
Topic:

e'd

Employee Training, Evaluation and Motivation

Employee Morale and Motivation

Objective: The Student will indicate a knowledge of four ways to

maintain a working environment which offers security and

freedom from worry for employees.

Introduction: A. Question: Wbat is it that Employees want from their jobs?

Boyd - Chart, page 153

(30 mins.)

Method:

B. Question: What is motivation? Definition- Chruden,

page 241
Motivation may be defined as the state or condition

of being induced to do something.
Needs - something within individuals that prompts

them to engage in behavior which is directed toward

the attainment of goals.

Incentives - satisfy needs

Tension Incentive
Goal Directed Behavior Reduced Tension

Need Goal Achieved

C. The basic question to be answered in this segment is "How

do we maintain a working environment which offers .

security and freedom from worry for employeeq.

Lecture
Discussion
Overlays
and/or Handouts

Learning Thrcugh lectures, example and discussion, the following four

Activity: concepts will be covered:

(45 mins.) A. The nature of human needs

1. Frustration occurs when needs are not satisfied. Boyd 150

2. Aotivating drive.and incentive - behavior. Boyd, page 147

3. Maslow's Heirarchy of Human Needs

Boyd 147-150, Chruden 243-245

Overlay #2, Chruden P. 243

4. Types of Incentives to satisfy needs. Chruden,pp.246-248.

Boyd 155-158
A. Money
B. Security
C. Affiliation
D. Esteem
E. Self actualization



B. Herzberg's Motivation Hygiene Theory

1. Churden, Page 237

a. What is a hygiene factor?
b. What is a motivator?

2. Overlay Churden, Page 258

C. Definition of Frustration and Conflict

Boyd, pp. 150-151
Churden, 251-254
1. Nature of Frustration
2. Common Reactions to Frustration

a. Selecting a Substitute goal

b. Moladoptive 'behavior

3. Symptoms of fruStration and conflict

a. Anxiety
b. Adjustment or defence mechanisms

c. Withdrawal reactions
d. Substitute reactions
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4. Reduce Fruktrations, Churden,pp.25.5-256
a. Managers job
b. Minimizing Conflicts
c. Job satisfaction factors.
d. Job satisfaction and Employer behavior, Churden,p.260

D. Supervisos responsibility towards policies, procedures,

objectives, methods.
Churden, pp. 06-90
Heiman, pp.110-114

1. Policies
a, definition
b. need

2. Objectives
a. definition
b. need

3. Procedures
a. definition
b. need

4. Methods
a. definition
b. need

5. Managements responsibility to employees in these areas.

Summary: A. Individuals are motivated by different needs.

B. Unsatisfied needs rAuse frustration and conflict.

:5 mins.)

.

C. Managements job is to be aware individual needs and reduce

possible frustration and conflict.

D. Methods used
1. Thorough explanation

-2-



2. Con4tant obAelwation
3. Open Communication



TENSION

1

GOAL DIRECTED BEHAVIOR

NEED

PrO1111 Pornonnel Mcmagement, p. 252.

INCENTIVE

GOAL ACHIEVED

REDUCED TENSION



FtPLOYEES
RANKI NG

COM3AMTNE IMKINC ar a FACTORS

Jca FACTORS

"ALL APPREC I ATION OF YORK DONE
'FILING OF BEING IN. ON-THINGS
SYMATHET I C HELP ON PERSONAL PROBLEMS

SECUR I TY
WAGES

IITSIESTI NG $.4ORK
I ON AND GROWN I N -THE COPPANY

SONAL LOYALTY. TO ENPLOYEES
4SORKI NG CONDITIONS

ACTFUL DI SC I P.LI N I NG

I 11
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Uhit: Emptoyee Maining, Evatuation and Motivation

Topic: Emptoyee Motate and Motivation

Oject- The student wilt indicate an undenstanding o6 the

ive: Sactoks/ways o devetoping emptoyee pkide.

Intto- The business that haA conscientious, dedicated
duction:employees 4.4 wett on the toad to success.

(5 mina.)
To institt a sense o6 wade to an emptoyee witt xesutt in

his stkiving to do his best e66ott on the job.
To accomplish this we'need an undexatanding oi what,
needs the emptoyee btingA to hiA job.

Give Exampte: iCouxteous, knowtedgable sates pekson
lencoutages a putchase.
Sutty, bolted, unintetested emptoyee
detetA pattonage.

Once we have xecognized these needs, we can motivate

and devetop his pt2de4 intetest, and enthusiasm
in his woxh.

Method: Lectute and discussion

Leatning
Activ- 1.

ity: 2.

(10
mins.)

Ptesent list oi iactolLA oi emptoyee pxide.
Ptesent List o6 ways o6 devetoping emptoyee pkide.

Ftow chatt:
Need Goat dinected Iftcentive Reduced

(tension) behavior. (goat) tension
achieved

1. Economic secuxity savings investment
2. Achievement position - highet in otgani-

zation

(20
minh.) Adapt case Atudy: Management-minded supenvision;

Boyd, page 163.

Add question 4 iox dizeuszion:

4) Woad you insext an otdeA satespexson to staiO

1

3U,;



Resouaces
Oveataya:
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List oi tactots oi emptoyee wade
List oi ways oi devetoping emptoyee pkide.

1. Boyd: Pages 147-149
2. Boyd: Page4 156-159
3. Pelusonnet Management: A2ages 240-262 .

° SummatLy: Question and Answex

Point 01: What types o incentives woutd
you oiien to institt wader
Point 02; What tiacto44 Lead to emptoyee

PLust&ation?
Point #3: What cote the keactions to inustAation?

Point 04: What alLe the motivatota that tead

to job satisaction and wade?
Answea: AchZ_vement

Recognition
The wokk itseti
Responaibitity
Advancement

(15 mins.)

-2
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4.*

Fnu4t1Lation

Need Goat diAected
(ten4ion) behaviox

Sax/tie/LA

Extetnat

Di4ctiminatoty pA4ctice4
Monotonou4 job4
Unptea4an1 working condition4
c..onomic inzecuitity

-278

Ineentive
(goat) pe4i4t4

-not achieved

8?ttiet

Intetnat

Poot habit4
/nadequate pendsonatity
Aptitude liot. job

React.ion4 to 64u4tnation

setect 4a4titute goat

Engage in matadaptive behavior,

Aggne44ion
Ovex-eating

Symp2om4 oi 164(4.st/cation and con6tict
Anxiety - te4i4tance to change

"Motivatbu"

Achievement
Recognition
The wotk it4et6
R4pon4ibi2ity
Advancement

Job 4ati4tiactio4 and emptoyee

Tuknovet
Ab4enteei4m
Job petOtmance

Job Sati46action - PRIDE

behavion imputvementa in:

30,,



FACTORS OF EMPLOYEE PRIDE

A. NEED TO KNOW THE WANTS OF EMPLOYEES IN THE WORK SITUATION,

B. SKILL OF COMMUNICATING THE OBJECTIVES OR GOALS OF THE

ORGANIZATION TO THEM,

C. ABILITY TO MAKE THEM ACCEPT THOSE GOALS AS THEIR OWN,

-279

1, NEED TO KNOW WHAT WILL MAKE THEM WANT TO DO THEIR BEST WORKS
NOW WHAT EMPLOYEES WANT FROM THEIR JOB.

2. PEOPLE WANT TO WORK; WORKING GIVES.MEANING, SATISFIES THEIR
NEED TO. ACCOMPLISH.

3. WANT TO BE RESPECTED FOR WHAT THEY KNOW, WHAT THEY FEEL.

4. PHYSIOLOGICAL DRIVES
BASIC NEEDS - MONEY, FOOD, WARMTH, CLOTHES.

5, SgCURITY DRIVES
JOB,SECURITY, HOSPITALIZATION

6. SQCIAL DRIVES
BELONG TO THE GROUP,

7. PSTOLOGICAL DRIVES
EEL IMPORTANT
RAISE FOR JOB WELL DONE

ADDITIONAL RESPONSIBILITY, PROMOTION
PAY INCREASES

.
LISTENING TO IDEAS
CHALLENGING ASSIGNMENTS
PARTICIPATg IN DECISIONS

8. SEL -ESTEEM, URIVE SELF RESPECT
EACH FOR FULL POTENTIAL
TCH SKILLS AND ABILITIES TO JOB
AILURE TO LISTEN TO IMPROVEMENT IDEAS.
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WAYS OF DEVELOPING EMPLOYEE PRIDE

1, RECOGNITION FOR GOOD WORK,

2, IREAT
EMPLOYEES AS INDIVIDUALS.

HOW A PERSONAL INTEREST IN THEM.
IVE EMPLOYEE THE,OPPORTUNITY FOR EXPRESSION,
ALK WITH THEM, LISTEN TO THEM.
HOW THE IMPORTANCE OF THEIR JOB TO THE OVERALL

OPERATION,

31

2FFER SINCERE PRAISE AND RECOGNITION,
PECIFIC .' QUTSTANDING WORK

.- LOMPLETING AHEAD OF DEADLINE

4, PROVIDE GROWTH OPPORTUNITIES THROUGH DELEGATION,
HANCE TO SHOW WHAT THEY CAN DO,
PPORTUNITY TO MAKE GREATER CONTRIBUTION. '.

5 NCREASES FEELING OF PERSONAL WORTH,
TRENGTHENS DEPARTMENTS,
CAN SAVE TIME sb FREES FOR OTHER TASKS,

5,

?VIEW THEIR PERFORMANCE,
VALUATION.

6, PROVIDE FOR PARTICIPATION,
SET GOALS AND STANDARDS

7, eLAN THE dRIENTATION OF NEW EMPLOYEES,
END TO FEEL INSECURE,.

4,HEIR WORK IS IMPORTANT.
bELONGS TO WORK GROUPI

81

?AIN THEM WELL,
ONFIDENCE AND ABILITY.

rMMUNICATE WITH THEM,
RAISE AND CREDIT.
MPLOYEE WANTS TO KNOW WHAT'S GOING ON,



THE CASE OF JOE SNYDER

Supervising salespeople who can earn practically as much as they want

ought to be duck soup. Everything they need to motivate them is right
there in our commission setup. At least that's what Joe Snyder,
supervisOr bf sales in the Swim-Time Pools Company, thought when he

took over the North Division office. They work, they earn! Goof off and

you don't eat. It's as simple as that.
Problem was that sales were dropping off while their competitors'

saies were increasing. Joe knew it wasn't price or quality because they

were as good as or better than their competition. Swirn,Time was still
number one but losing ground.

Joe's sales force was made up mostly of young men and women

who were enthuilastic about swimming. Their spending time socializing

in the store instead of prospecting and following leads irritat...1 Joe. He
had seen too many sales lost by salespeople accepting easy-to-over-s
come oojectiont. He suspected that time away from the store wasn't
always spent tending to business. When people don't punch a clock and
when they manage their own time, a supervisor has to depend on
commissions to motivate them, is the way Joe had it figured. Somehow it

wasn't working for him.

From: Manasement Minded Supervision p. 163.

3 0



Unit:

LeAAon
Topic:

Objective:

Method:,

ReAounce:

-282

Emptoyee Tuining. 0

Emptoyee Motat and Motivation

The htudent witt demonAttate a knowtedge o6 how,to
communitte with othetA in otden to make them
wank wittingty.

ViAcuAAion/tectune with taanhpaaencieh and handout
CaAe Atudi,eA.

PetAonnet Management, pp. 286-303

(ThelLe aae atho chapteth in Management-Minded (Chaptet !
and Supeavihion which deat with thehe

(Chaptet 6)

Leaaning LectuaelDiheuhhi(n (Taanhpaaency, Fig. 13-1,p.288

Activitieh: Communication Pkoce44)

I. The Communication PtoceAA
A. StepA in the communication pAoce44

1. ideation by the Aendet
intended content o6 the meahage

2. encoding - ideaa aae oaganized into a hetieh
o6 symboth

(5 minA.) 3. won4 cit phitaAeA wanted to uhe and atho
appaopiciate mecLia

4. xeceiveic tunea in to 'teceive the meAAage
(icaitate to tiAten - meAAage toAt)

5. decoding - tunning the wordh into ideaA
(&a.n be peaceived detentty)

6. neceivet actA ot tespondA - aAking mote
in6otmat4.on ot taking action.

7. Feedback - acknowtedgment that the meAAage
waA xeceived.

1()

II. In What waya cloth an emptoyee and aupenvihon
communicate to each othea?

A. Foamat Communication
TakeA ptace th4ough e4tabti4hed tine4 o auth-

vcitY.
1. Downwaad - 6nom highea, management to

Auboxdinate patio/mance. Ex: job
inAtkuctionh, pAoceduite4 and ptactice4.

2. Upwaxd - aukondinateA expite44 theit ideaA,
attitudeA arid liee24.ng4 about job4 to
management.

3. Latetat - commdnication among peahonnet at
appnoximatety the Aame tevet hetpA cootdinate
activitie4 and pentioxmante oti job'

teAponAibititiea.

1
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8. W!...ten Comunication ikon, Management -233
1. Job desaiptions and pkocedukat Manuats

detaits od dutieA the emptoyee expected
to peadonm.
puaposes- degkee od unitioamity, etdiciency
and satiety.

2. HandbookA - indokmation oti immediate conaetn:
(such ati sick teave, insuaance covetage,
othek benellitA,

C. Newspapeta and ManazineA (house otgan}

. 1. 'NewS about emptoyeeA and damities (intetnat
saciat. enviaonment)

2. Repoata on inteknat technotogicat inio4mation.
3. Repoats on extetnat envikonment (taxation,

pkoduct4vity, indtation, etc.)
4. Sociat keAponAtbititieA.

D. Waitten commdnication daom EmptoyeeA

1. QueAtion bax phovides emptoyeeA with'a systerit

7 04 obta2ning cut4Wela..to que4t2on4 ickom
management.

cc,

2. SuggeAtion pkogicam.-.upwatd communication
that iA widety cued to stimuLate paAtici-
pation o empLoyees in impoatant aspects
od oaganizationat opeltation.

E. Supekiok - Subo4dinate Commu'nication
.

1. Advise suboadinate what 4.4 to be done .

2. inckea.se goat aspiaations, and motivation
3. Communicate tha'conlAequenttA od pekdoamance
. to tmptayeeA
4. Pkovide 04 emptoyee geedback to.management.
5. -By being.a good tistenea and'encouxaging

, suboadinates to communicate iutty. - witt
know what type 06.4.4604MAtion iA wanted/
.needed.' w

.

F. Inliotmat Commun-ication
1. De0 takeA ptae hetween'petAons in an p

otganization whoAg aetationship to one
Anothet may be independent so6 theia authokity

. and job 'Sanction. .

2. Gaapevine impontant chahnet od communication.
ianeA out thkough thero4ganization.without
tegaad to tionmart stauctuaes ok channets od
communicatin..

3. Cha/Cting intioArkat communication.
1.. Thnough an awaxeness o who taas
,to who duning dtee times. Supetvisots
may devetop an undekAtanding o6 the: natu)te
od the communication that litowt, among
individuat an.ci it'A etilitct on theix attitudeA.
and job pen6oamance.

-2- 31i



III. Cadie 4tudie4 (JoneA and (UettA) .2814,

(5- minA.) PaAA out Atudy and exp1ain,pnocedute4. Student4
Ahoutd wotk in gtoupA ot5 two'A with one being

t
JoneA and one being Wats.

(15 mot's.) Di4cu44ion and Aotation in Smatt GiLoup4.

(20 min4.) Di4cu4Aion in the tatge 94oup.

,
1. What Aotation did they come up with to the ptobtem?

2. What battietA to communication did they

* expetience?

A. Di66etenceA between individuatA
no two peopte ate atike

8. Di.66etenceA in Petception
peopte have dioSietent expekienceA, ot wa4 5 oi

looking at thingA (6tame4 o6 te6enence4)

C. Diiietence4 in age - "genetation gap"

D. Di66ekenceA in,Emotionat State4
imptove communicationA 4.4 to teduce delienaive

behaviot.
E. Di66etenciA,in tiAtening ability.

SupetviAotA'Ahoutd tiAten nonevatuativety
(undetAtand the pet.Aon'A iname oi telietence

oit point oi view-
oiten /ea/Lit mote about how thingA took to
othetz by tiAtening
atAo muAt p)LeAent mote iniotmation.

F. Detence4 in intteptetation (AemantiaA)

1. di156enent wotd4 have dilfifetent meaning4 to

di6lietent peopte.
2. to be mote-e6Ifective communication Ahoutd be

pneciAe.
G: D6etence4 in tatuA

1. The poAition oi the individuat in the
o&ganized At/meta/Le witt inituence the
quatity o6 communica4on that takez ptace.

H. Dilution o6 in6otma2ion
Chitd'A game - "tetephone"

I. Fittetation o6 Iniotmation
giving only paAtiat iniotmation ot cotot event4

1. Pet4ona2itie4 o ManageA4
how manage/LA penceive them4etve4, jobA and

- Aubotdinatez
K. Eect 176 Apeciat stoupA upon ctimate

di66etent backgtounda - dietent vatuez.
L. ack o6 de6inite ptan4

Whv to,:.0 communicate and when?
M. Lack o6 ataty

m4tetia4 ptezented iS uncleat, wond4 o6 many
AyttabteA, compleA Aentence4, and in un-
exptainoed techniAat te4m4.

N. Lack or;tead4Og Akitts
0. Othet:bakkiet.k

1: Choice 66media
2. mi4uAe o-raceir.tain type oi meaia.

3- 31
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3. What do they 6ee2 ate Aome SundamentatA 60A
good communication?

A. Feedback and tiAtening
1. Manage/t/SupetviAon muAt be abte to tiAten.

2. SometimeA tecipients cute embannaAAed by
not undenAtanding what waA Aaid and nod
thein head - AupenviAotA muAt encounage
ctaation o inAtAuctionA needed.

8. Since/tity
1. Vetbat and non-yetbat included
2. 8eAt to be saia and honeAt in deatingA with

emptoyeeA.

C. UndenAtanding Human NeedA
1. Pay attention to empLoyee.A' needA,

inteAeAtA and needA.
2. It's human natute to pay attention to

Aomeone who ha's <something to Aay about .

Aomething we'ne inteneAted in.

V. Ttopet Timing

E. Apptoptiate ChannetA and Media

4. PCyth out handout which deAcnibeA vakiouA bait/tie/LA

to communication and liundamentatA eot good

communicl.tion. .



BARRIERS TO COMMUNICAYION

Di66etence4 between individua24

Di66ekences in petception

1466enense4 in age

Di66e4ence4 in ti4tening abitity

Di66eunce4 in 4ematic intteputation

Di66etence4 in Sta2u4

Vitution oi in6otmation

FA...Ate/cation o6 In6otmation

PeAssonati.ty o6 Managek

Speciat Gtoup Va1ue4

Lack o6 De6inite Ptan4

Lack o6 Ctaiaty

Lack oil Reading Sk.ittA

Choice o6 Media

FUNDAMENTALS OF GOOD COMMUNICATION

Feedback ,

Li4tening

Sincetity

Undelutanding Human Need4

Ptopen Timing

App4op^iate Channetz and Media
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WHAT DO YOUR EMPLOYEES WANT MOST FROM THEIR JOB?

Below is a list of ten morale building factors, things that the
typical employee wants from his job. Please rate these factors in
order of their importance using the number. 1 thru 10. The morale
building factor you rate as being most important to an employee
should be rated number 1, the second most important morale building
factor should be rated number 2, and so on.

GOOD WORKING CONDITIONS

PROMOTION AND GROWTH IN COMPANY

PERSONAL LOYALTY TO WORIMRS

WORK THAT KEEPS YOU INTERESTED
.;::.*.

FEELING "IN" ON THINGS

#-.11ifr TACTFUL DISCIPLINING
..ii .

:1*;N:14 : . MONEY .. 7 C

I

i .-.ti

s%.

SYMPATHETIC HELP WITH PERSONAL PROBLEMS

JOB SECURITY

FULL APPRECIATION OF.WORK DONE

31 u



TIM MOTIVATIONAL CUL!

Nottvatios is ". e o behavior that is instigated by needs within
the individual and is directed toward goals that csn satisfy that's needs.
This definition establithes the broad framework for the seven major
dimensions of motivation.

I. Needs A lack of something, a deficit condition, a
disequillbrium. (In general, the terms needs, wants,
desiins, and motives may be used interchangeabiT)

2. Unconscious tension build : An unconscloyw or conscious
phyamalliOsion buiii the result of a used.

3. Force: The drive or impetus provided by a felt MLA or
motive.

4. Behavior activities: The actions, both mental and physi-
cal, that are brought into play in the process of
satisfying a need or motive.

S. Goal: The object or incentive at which behavior activitias
are directed.

6. Satisfaction: The attainment of a goal.

7. Tension reduction: The equilibrium attained when s need
Po or motive is satisfied.

Tension Reduction

Satisfaction

Needs

Unconscious Tension
Buildup

Force

Goals Behavior Activities

-289





MASLOW'S
. NEED-PRIORITY MODEL

SELF-REALIZATION AND

FULFILLMENT

ESTEEM AND STATUS

BELONGING AND SOCIAL

ACTIVITY

11111111111111111

SAFETY AND SECURITY

PHYSIC) OGICAL NEEDS

A COMPAIISON OF MA
WITH HERZBERG'S MOTWATION-MAINTENANCt MODEL 21

HERZBERG'S
491

MOTIVATION-MAINTENANCE MODEL

11?-2

4` ec

IVzo
1--:
44

ri.l.oM.

0"

WORK-1TSELF

ACHIEVEMENT

POSSIBILITY OF GROWTH

RESPONSIBILITY

ADVANCEMENT

RECOGNMON

STATUS

INTERPERSONAL RELATIONS

SUPERVISION
PEERS

SUBORDINATES
SUPERVISION-TECHNIQUESit

1

dai=lid

COMPANY POLICY
AND ADMINISTRATION
JOB SECURITY

(

WORKINGz,
CONDiTIONS

SALARY

PERSONAL LIFE
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FORMAT TOR HANDLING ROLE F7JAYING

"The Frustrated Supervisor"

1. Opportunity to be real live actors. A role t'tat wiLl have ar
heads. Called "Learning by Role Playing."

2. Make up the two-man teams by lot.

3. Have the Wellses go to one room and the Jacksons to att.:-.3r.
instructions to each group separately.

4. Five minutes to read instructions.

S. Have twio-man teams pair off and spend 10 to 20 minutes discussing the ratter..

6. The Wellses return to their original room for reports, and the Jacksons -

theirs.

7. When reports have been prepared, bring the entire group together to discuss
the reports.

8. Two-man.teams meet to discuss:
a. What Jackson liked best about the way Wells handled him.
b. What he liked least.
c. What factors made for possible misunderstandings between the two.

9. Discussion of issues.
a. Is Jackson ready to deal with Blake? Should Wells have covered this

problem in the interview?
b. How does Jackson feel about his neighbor? Is this important?
c. How shculd supervisors.deal with employees who bypais their immediate

supervisors?
d. Should all three persons involve'd have been brought together rather

than the boss (Wells) tiakiag to them separately? Would this be
undercutting Jackson?
---Should the three ever be brought together?

e. Who should be able to dismiss an employee in a case like this?

f. Should every manager and supervisor have, an_open-door policy?

3



MATTERS THIS CASE STUDY ILLUSTRATES

1. We all have frustrations, on and off the job. Sometimes we bring our

frustrations to the job and let them affect our work. This happens to

our boss and the people who work for us, not just to ua. One way to get

over frustration is to talk it out with someone.

2. Chain of Command.

3. Open-door policy for managers and supervisors. Does the immedia.:s supervisor

and his boss have an understanding about an employee taking his -roblems to

the top boss? Does the employee know where he stands?

4. We hardly ever know all the facts. We must do everything we can to bring out

the facts.

5. We can misinterpret the man above us, as well as those under us. (In this

case, Jackson (the supervisor) was mad at this boss (Wells) because he,

assumed that Wells would side with the employee.)

6. The 46ms situation owl be interprited quite differently by different persons,

even* persons who have the same kinds of j9bs. This is because our back-

grounds and attitudes are different.

7, A problem situation such is portrayed in this role playing case is difficult

at the time, but it can be taken advantage of by making it a learning situa-

tion, for ourselves and for others invOlved.

A. Some good and bad sUpervisory actions involved:.

a. Not controlling temper
b. Bawling out an employee in front of the work group. (The, art of criticizing)

c. Being a good listener
d. Being firm, being fair

e. Employees need guidance, but so do supervisors

f. Being able to admit a mistake

32
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COMMENTS ON '"THE FRUSTRATED SUPERVISOR"

A good method of relieving the frustrations of others is to be a good
Wainer. By listening, you help the.other perfon to rid hiznself of his frustra-
tion tensions and at the came time yon keep yourself froni becoming involved.
A good listener can avoid zetting up defezisive reactions, hostile behaviors,
and arguments, which*".enly lead to face saving, and further frustration. a

However, listening is nist easily done. Another person often expects you
to express your opinions and you must be able loyavoid this situation and get
the person to talk abaut his own feelings. In responding to feelings. by nodding,
asking the other to tell you more, and showing that you understand, you create

. a permissive relationship which is essential for dealing with feelings.

Too often people are made to feel that they must Justify their conduct and
al a result they hide their. true feelings and talk about the situation by greatly
exaggerating the problem. Respecting feelings maltes exaggeration unnecessary.

...It is through the expression of true feelings that frurtration tensions are
released. Once these interfering emotions are'reduced through expression,
the original problem can be faced in a problem-solving state of mind.

ito
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ROLE'FOR BILL JACKSON, FIRST-LINE SUPERVISOR
3m

You have just come to work after a series of the most humiliating and
irritating experiences you have ever had. Last night your next-door neighlmr,
Sam Jones, had wild, drunken party at his house that kept you awake most of
the night. Jones is a blustering, disagreeable man who has no consideration
whatever for others, so when you called him .at about 3:00 a.m. and told him to
be less noisy. he was abusive and insulting. Things quieted down later on, but
when you finally got some rest you overslept.

Since you were in the midst of a rush Joh at the company, you skipped
breskfast to hurry to work and, as you were leaving the house, you noticed that
someone had driven a ear across one corner of your lawn and had torn out
several feet of your new hedge. You were certain tKat Jones or one of the
drunks at his party had done it so you ran rigim. over to Jones's house, de-
terznined to have it out with him. He not.only denied everything, but practically
threw you out and threatened to knock your teeth out if you didn't shut up and

behave yourself and you know that he is big enough to do it.

When you came to work1 more than an hour late, your nerves were so
ragged that you were actually shaking. Everything conceivable had gone wrong,
and then the last straw was wheri you discovered that Joe Blake, a young high
school recruit, had made a mistake that delayed you several hours on your rush
.job, or at least it would have it you hadn't caught him in time. Naturally, you
gave him a good going aver for his carelesiness. Blake said he wouldn't
take that kind of abure from anyone and walked out on yo45. You noticed that
h..: went. in to see your supervisor, Jim Wells. Obviousty he is in there accusing
you ot heing rough on him. Well, you don't like that kind of an attitude in a
youni: squirt I* ither, and if he has gone in there squawking you'll make him wish

;wirer been horn. You have had all you can stand and the big boss had
better not get tough with you because he'll have one hell of a time getting the
job done without you. Jim had that snivelling brat in there and talked to him
tor rpiite a while before he phondd you to come in. Gabbing when there's work
to be donethat's certainly a hell of a way to run things. You are on your way
to Jim' Ef office now and have no intention of wasting titne on words.

(Try to get into the spirit of this case and feel some of the emotions that
w..)1114 ordinarily be present. )
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ROLE FOR JIM WELLS, DIVISION SUPERVT.SCR

-2p6
tiC

You 4.i5 the supervisor of a division employing about 75 men and women
and 6 first-line isuperviirors. You like your job, and the suporvisors and
emPloyees w'..t.o work for you, and you feel that they cooperate with you in every
way.

This morning you noticed that one of your first-line supervisors. Bill
Jackson, was rather late in getting to work. .Since Bill is very conscientious
and .was working on a rush job you wondered what had happened. Bill is
thoroughly dependable and, when so1nething delays him, he always tries to
phoiie you. FOr this reason you were.somewhat concerned and were about to
call his home when one of Bill's men, a young fellow named Joe Blake, came
in. , Joe is a good-natured kid, just out of high school, but this time he was
obviously angry, and said that he was not going to work for Bill another minute
and was going to quit unless you got him another job. Evidently Bill had conic
In, started to work, atid then Iola him temper completely when young Jpe didn't
do something quite right.

.

Although Bill occasionally has his bad m41s, it is unlike him to lose his
temper this way. Thin latest rush job may have put him under too much pressure
but 'even so, his outburst this morning seems difficult to explain on any rea'son
able grounds. , You feel, therefore, that something must be seriously wrong and
if you can get Bill to talk about whatever it is that' is bothering him you may get
the situation straightened out. In any case you are determined not to 'get into
an argument with Bill or criticise him in any way. Instead You are going to try
to get him to talk about his troubles, listen to what he has to say, and indicate
that ,,ou iinderstand how he feels about things. If Bill seems more angrY than
.INe's mistake would reasonably just:fy, you might suppose that there is some-
thing rilore behind all this and Bill would'probably feel a lot better if he got it
off hie c ileat. If Bill is thoroughly angry with Joe, you may suggest that 'Joe be
fired in order to demonstrate that you have not taken Joe's side in the matter.

,
You talked with Joe for several minutes and, after he had told his aide of

the story, he.felt better and was ready to go back on the job. You just phoned
Bill and asked him to drop around when he had a chance. Bill said he'd come
right over and is walking toward your office now.

023
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REPORTS FOR JACKSOn

Did you tull WcLL1 10.4at happahed before you came to work?

Yes

lv .what was lois reaction?m
No

tault was this? Why?

Alake Jackson Wells

J. Was the matter settled to your satisfaction? Yes No

Why?
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REPORTS FOR WELLSES
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1. Did you get to the root of the probJem of what was bothering Jacksol?

v:Yes .. No
Mao

Why?

2. Whose fauLt was this? Why?

Blake Jackeon Wells- low

3. Was the matter settled to your satisfaction? Yes No

How?

t. .



Unit: Employee Training, Evaluation and Motivation

Lesson Topic: Employee Training

Objective: The student will indicate a knowledge and understanding
of ten training methods.

Introduction: Ask question - what types of training programs/methods
you use. What results, if any?

1W2Re-mins.) Refer to "Plan the Oritentation of New Employees"
and "Train Them Well", pages 158-159 - Management Minded
Supervision for Introduction on Importance of Training.

Method: Lecture, Discussion

Learning Discuss, lecture on methods of Training, using Trans-
/-111-d'Iskvities; parency of Table 8-2. Do not discuss extent of learning.

Resourcea: Table 8-2, p. 188, Personnel Management

Summary: Review Methods

5"
(-±e mins.



JOB TRAINING PLAN

Job
Estimate of time required
Date and time of training
Locatior of training_
Supplies needed

.
al=111M11=111!".

Tools or equipment

Job Sequence (What) Points To Stress (How)
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APFENDIX U

GUIDES FOR CUNDUCI.ZNG THE EXPERIMENT



ADULT

Steps in Experimental Study - IDECC

1. Orient Students

2. Have Students Sign'Cons,.nt Form

3. Assign Student Numbers

4. Administer Student Questionnaire

5. Administer Ab:lity Test

6. Administer Unit Pre-Test

Mail Student Consent Forms, Student Questionnaires,
Ability Test and Pre-Test with Answer Sheets (Regis-
tered Mail)

8. Teach Unit of Instruction from Lessoyi Plans

9. Administar Post Test

10. Mail Post Tests and Answer Sheets (Registered Mail)

-\
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ADULT

Steps in Experimental Study - Traditional

1. Orient Students

2. Have Students Sign Consent Form

3. Assign Student Numbers

4. Administer Student Questionnaire

5. Administer Ability Test

6. Administer Unit Pre-Test

7. Mail Student Consent Forms, Student Quest!..onnaires,

Ability Test and Pre-Test with Answer Sheets (Regi3-
tered Mail)

8. Teach Unit of Instruction from Lesson Plans

9. Administer Post Test

10. Mail Post Tests and Answer Sheets (Registered Mail)


