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The Michigan Community College Occupational Education Evaluation
System grew out of an expressed need for a comprehensive planned approach to
evaluating community college occupational programs. Guided by a steerihg
committee of local and state community college professionals, the system

ineludes four elements:

® Student Flow Model
® Program Self-Study
® Financial Analysis

@ Management Plan

The Steering Committee set the following prineiples as essential to the

developmen't of the system:

Loeal focus
] Loeal initiation of the process
@ Local administration of the activity

8 Quantitative and qualitative data gathering and study

® Self-study with voluntary validation
® Individual program orientation
8 Outcomes to be available as a tool to produce a management plan

{or action



State focus

e Quantitative data aggregated for reporting purposes on the state
level

® Coordination of data gathering to avoid duplication

] Provision for a continuing committee at the policy level made up

of users of the svstem.

The student flow Michigan Student Information System (MiSIS) and
program self-study Program Review in Occupational Education (PROE) models
are ready for implementation in 1980. The financial analysis and management

planning elements are in the process of development.

PROE provides the procedures and instrumentation for a college to self-
study an occupational program through collecting the perceptions of a variety of
individuals involved. The system has been field tested by Henry Ford Com munity
College and Mid Michigan Community College in preparation for implementation
in 19806. The effectiveness of PROE will depend on continual refinement and
revision based on the input of community colleges who voluntarily use the
system. We invite your comments and suggestions fof improvement and

appreciate your support for quality occupational education in Michigan

community colleges.

Program Evaluation Task Force
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OVERVIEW

This handbook describes an evaluation system called PROE (Program
Review in Oécupational Education). Why is that important to you? Through
PROE, you can lesrn the answers to some very important questions. How well
are we preparing our students for their future jobs? What can we do to improve
our occupational training programs? Are we meeting the needs of industry for

entry level employees?

WHAT IS PROE?

PROE is an evaluation system designed especially for community
colleges. PROE asks the people involved with occupational education at a
college how they feel about their program. Faculty, students, and advisory
committee members are asked to provide their views on a questionnaire.
Compilations of these perceptions become a profile of the cecupational program
at your college. This gives you the data and information needed to make better

decisions about:

© Changes for program improvement.
@ Resource requirements and allocations.
@ Future directions for occupational education.

PROE, then, is based on what you and your colleagues know and think
about your occupational program. It systematically collects these perceptions

and organizes them so you can do something about them.



HOW PROE WORKS

Your college de.cides it wants to take an intensive look at an
occupational program. That decision becomes translated into action. A
coordinator for the self-study is appdinted - possibly the occupational desn or
division or department chair. The coérdinator will probably pick some people to
help with the process - a Self-study Committee. They will plan for your college
self-study. You may want to self-study a single program or several programs at

the same time.

All college professionals who will participate in the study, such as
oceupational faculty, division or department chairpersons, program eoordinators
attend an orientation meeting. That meeting exﬁlains the process, tells you how
much of your time it will take, how you will be involved, and covers the
procedures. You are given a questionnaire to complete and a deadline date for
turning it in. Some faculty are given questionnaires for their students to

ecomplete. Advisory eommittee members, too, are asked for their views.

All of the completed questionnaires are returned to an objective unbiased
person for tabulation and analysis. Each responding groub gives their oginions 3n
some similarl areas of importance to occupational program quality, such gs
facﬂities, equipment, placement. Some participants, faeulty for example,
respond to items they are in the best position to know about. such as adaptation
of instruetion to student needs and interests. The assessment is based on
objective standards of program performance and not personnel appraisal. Every

effort has been made to remove personal bias from the process.



The tabulation of responses profiles your program:

® Strengths and

] Critical Needs for Improvement

This data is organized into a written report for use at the program level
and helps college professionals make decisions about program modificatioﬁ or
redirection. PROE data is considered along with information collected through
other sources such as MiSIS. For example, PROE questionnaires from current
students and MiSIS surveys of students who have left or completed programs
provide a wide spectrum of student .views on the relevance of oceupational

education programs to current and future emplc)yment;

VALIDATION OF SELF-STUDY

Your college may have the added service of a visit bv a team of vour
peers who will validate your self-studv. Team members are from community
colleges, industry, and the community. All are selected because they have some

specific expertise in occupational education. All are trained to apply the system.



The team visits your college for two or three davs and becomes

theroughly familiar with your occupational education program. This is done

through:
e Comprehensive review of the self-study.
® Interviews with self-study participants.
® Observations on ¢campus.
® Review of reports and college information.

After the team learns what you are doing in the occupational education
program, and what you think about it, they develop a consensus profile of your
program. They tell you where and why they agree or disagree with your self-
study profile. The team may identify some strengths you are too modest to
claim or some weaknesses you're too-close-to to see. These visiting professionals

help you sharpen and focus your oecupational education profile and set priorities

for future action.

On the following pages, PROE is described step-by-step, including the
instruments contained in the system and instruetions for their placement.
Seetion I deals with the Self-Study and Section II the Validation Visit by a team

of peers if the college elects to include this service.



STEPS TO PROE

Section 1 - Self-Study

STEP 1

ADVANCE
PLANNING

Successful self-study starts with careful planning and
secheduling. As soon as your college decides it wants to do
a thorough review of an occupational program, the self-
study coordinator and committee are chosen. These key
persons become familiar with the procedures and the

instruments. Next they identify:

® Programs to be included in PROE.

o Potential participants, using Appendix A as a
worksheet.

8 Schedule of main events - starting with orientation
and ending with thé action plan, see Appendix B.

2 If self-study validation is to be used.

Sampling may be a consideration if such respondent groups
as students are sizeable enough to make sampling more
reslistic. If sampling is to be used, Appendix C is

consulted.

After these plans are made, requirements for self-study
instruments are determined and the order form is com-
pleted and sent to West Shore Community College (see
Appendix A). If the college prefers to produce its own

instruments, a set of printing masters is available.



STEP 2
ORIENTATION

Self-study participation is at its Dest when those involved
understand something about PROE, how they will be
involved and why it is important. It is a good idea to tell
college personnel who will not be involved and the
community about the system. Each group may he oriented

in a different way:

] Occupational faculty, division/department chairs,

program coordinators, administrators, and others who
will complete & PROE Form 1 attend an orientation

meeting. (See Agenda, Appendix D-1).

) Students and advisory committee members are given
explanatory information with the instrument as
suggested in Appendixes D-2 and D-3.

8 Mon~participating college personnel are sent a
written announcement from the president, {Appendix
D-4).

@ A news release (see Appendix D-3) is prepared to

orient other college personnei, students, and the

community to what is going on.

The orientation meeting is conducted by & knowladgeable
person trained in the application of PROE, possibly the

college self-study coordinator.




STEP 3

COMPLETION
oFr
SELF-STUDY
INSTRUMENTS

The objective 'of self-study is to have 100% of the
participants complete and return the instrument. To
achieve this objective a control system is needed. The
college coordinator selects an assistant to keep track of:

e Instrument placement.
Instrument return.

@ Follow-up contact to remind participants of the
deadline.

Two weeks is generally sufficient time for the self-study.
A suggested check sheet for instrument control is shown as
Appendix E.

PROE Forms, respondents, and guidelines for placement are as follows:

FORM 1

FACULTY PERCEPTIONS QOF OCCUPATIONAL
EDUCATION PROGRAMS

(Yellow) - See Appendix F-1.

Consists of qualitative assessment of program standards for
occupational programs and open end responses on program
strengths and needs for improvement.

RESPONDENT:

Division/Department or program managers and faculty
involved with a specif{ic program meet to reach consensus
ratings on program standards and open end responses OR
may complete individual forms. The college determines
which approach will be used, and persons to participate in
the self-study as part of Advance Planning. Perceptions
apply to a specific occupational program offered by the
college,



 FORM 2

STUDENT PERCEPTIONS OF OCCUPATIONAL
EDUCATION PROGRAMS

(Bluye) - See Appéndix F-2.

Consists of a short form including various aspects of
occupational edueation experiences and perceptions within
the scope of familiarity of students and written comments.
Items can be correlated with faculty and advisory

committee perceptions.

RESPONDENT:
Oecupational education students in at least the second

term of their program. A representative sample of stu-
dents complete Form 2. Placement of instruments s
usually done by selecting classes that are representative of
the program. Forms are completed in class and may be
administered by a student, a member of the self-study
committee, or by the instructor. Completed instruments

are collected, sealed in an envelope, labeled with the name
of the class or program and forwarded to the college

ecoordinator.

FORM 3

ADVISORY COMMITTEE PERCEPTIONS QF
OCCUPATIONAL EDUCATION PROGRAMS

(Tan) - See Appendix F-3.

Consists of a short form of perceptions ratings on items’
important to the occupational preparation of students and
within the seope of familiarity of advisory committee
members and open end responses on program strengths and
needs for improvement and advisory committee utilization.

RESPONDENT: _

All, or a representative sample of the occupational
program advisory committee members complete a Form 3.
Forms may be completed during a regular meeting of the

committee or may be mailed.



FORM 4

SUMMARY PROFILE BY SITE VISIT TEAM

(White) -~ See Appendix F-4.

Consists of qualitative assessment of program standards for

an occupational program.

RESPONDENT:

Site visit team completes consensus ratings on each item-
on the Form 4. Perceptions apply to a specifié oceupation~
al program and validate the self-study. (See Section 2,

page 13).



STEP 4
SELF-STUDY
TABULATION
AND
ANALYSIS

Self-study instruments are sent to a center for tabulation
and analysis. This may be é college center or an outside
service. Data eollected through the self-study is organized
so it is readily usable and understandable to college
personnel and, if applicable, the validation team.

Summarizing forms show item by item responses from each

partieipating group.

Guidelines for Self~Study tabulation are shown in Appendix

G.

Correlations of responses from all groups to certain
program standards are made. (See Appendix H, Analysis of
Standards of Program Quality and Respondent Group Input).
Interpretation of the self-study becomes the basis of the

written report of occupational program strengths and needs

for improvement at the college. The self-study tabulations
and written report are the basis for college decisions and

future action.

m




STEP 5

WRITTEN
REPORT

The college professional responsibie for data tabulation and
analysis prepares a written report and sends copies to
appropriate college staff. This step is completed two
weeks following the self-study. The report is for the use of
the college in planning for future action to improve the

quelity of the occupational education program(s).

The written report summarizes:

® Occupational program strengths.
@ Priority needs for improvement.
8 Additional information of value to program

professionals.

A suggested format for the written report is shown as
Appendix L. Self-study tabulations are appended to the re-

port.

Information included in the self-study along with that {rom
other community colieges involved in PROE during the year
is synthesized into a statewide report of oecupationsl
eduecation. This data is used to make statewide decisions of
importance to occupational education and to meet
reporting requirements of the Michigan State Plan for

Voeational Education and the federal Vocational Education

Amendments of 1976.

i1



STEP 6

COLLEGE
ACTION

Two weeks after the written report is received, the college
self-study committee develops an action plan for
oceupational program improvement. A suggested format

for the plan is contained in Appendix J.

The Action Plan is distributed to &il college professionals
involved with the program for implementation. A copy of
the Action Plan may be requested by the Michigan SDE for
use in statewide analysis of occupational education.

College professionals who participated in the self-study
complete a form, see Appendix K, that summarizes their
impressions of the PROE system. This information is
essential to the improvement of the evaluation process.
The feedback forms are completed within two weeks after
the college receives the written report. Distribution of the
feedback form is done in conjunction with the dissemin-
ation of the action plan. Feedback forms are sent in sealed

envelopes provided to the Project Director for analysis and

use in refining the PROE system.

Reassessment of progress in implementing the action plan
is the college's responsibility. Scheduled check points are
set at the time the plan is developed. On a random
seleation basis, some colleges participating in PROE may
be visited by a representative of the Michigan SDE to

determine the influence of the system in achieving program

improvement.

17




STEPS TO PROE

Section II - Validation Visit

A schedule for Self-study incorporating the Validation Visit preparation steps is

shown as Appendix L. If a college has self-studied several occupational programs

at the same time, it will generally schedule a coordinated validation visit for all

programs. The Site Visit Chairperson will ceoordinate the scheduling and

validation activities for all team members, even though dissimilar programs may

be involved,

STEP V-1

SELECTION
OF SITE VISIT
VALIDATION
TEAM

IF THE COLLEGE WANTS TO HAVE A VISITING TEAM
VALIDATE ITS SELF~STUDY, that wish is made known to
the Michigan SDE as a part of Advance Planning (see
Step 1). Characteristics of the college and the program(s}
to be self-studied, special areas of interest and need, and
any particular preferences the college may have for site
visit team member expertise are discussed. The Com-
munity College Services Unit of the Department of Educa-
tion and the Project Director are available to assist the

college with the appointment and training of the team.

Team size will vary depending on the size of the college,
number of programs being self-studied, and any additional

requirements. Each team will include one or more of the



following types of persons: occupational dean,
occupational teacher, and a lay representative (i.e.,
representative of business and industry or the ecommunity.
Members of the team will have expertise in the specific
oecupational [Srogram(s) being studied; support programs
and services suc.h as counseling and guidance, placement;
special  programs/services such as disadvantaged,
handicapped, limited non-English spesking; and follow-up
gystems. The college provides the Michigan SDE with a list.

of site visit team members as soon as appointments have

been confirmed.




STEP V-2

VALIDATION
VISIT
PREPARATION

Prior to visiting the ecollege, validation team members
review the self-study and pertinent college materials. The
college seif-study coordinator, in cooperation with the
team chairperson, develops a site visit schedule. Self-study
participants who completed Form 1 are scheduled to be
interviewed by a team member. Interviews are planned for
the convenience of college personnel and usually take about
45 minutes. Key college professionals such as the
president, _occupational dean, eounseling and guidance rand

instructional administrators, public information and

placement officers, counselors may be scheduled for team

interviews. Copies of the site visit schedule, {see Appendix

V) with the interviewees listed by name and title are
orovided to the site visit chairperson in sufficient quantity
for all team members. The site visit chairperson assigns

the interviewers.

The college assists the site visit chairperson in making
arrangements for the team. This will include selection of
lodging facilities. a meeting room on the campus, parking,
and transportation. The arrangements check-off list,

Appendix N, is used as a guide.

[
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STEP V-3
VALIDATION
VISIT

The site visit will take two or three days depending on the
size of the college and the scope and direction of the
program(s) being reviewed. For 2 single program, two days
are.generally sufficient. To validate the college's self-
study, the team develops its own perceptions of
occupational education performance through interview,
observation, and study of college documents and reports.
The team develops a consensus profile of their perceptions
of the occupational program. The team also reaches
consensus on strengths and critical needs for improvement.
Team consensus ratings are recorded on Form 4. Team
perceptions are reported at an oral meeting to which self-
study participants are invited by the college. This session
is scheduled in the afternoon of the last day of the site

visit.




STEP V-4

TEAM
WRITTEN
REPORT

Two weeks following the completion of the site visit, a
confirming written report is sent to the college president.
The report identifies strengths and critical needs for
improvement for each program self-study being validated
and any general observations helpful to the college.
Appended to the report are: team consensus profile of the
occupational program, a list of team members, and a
schedule of site visit activities. Distribution of the report
to professionals partieipating in the self-study is the
responsibility of the college. Generally, the site-visit team
report will be distributed with the college self-study

report. (For written report suggested format see Appendix

1)



PROE

MICHIGAN COMMUNITY COLLEGES
COLLEGE SELF-STUDY AND VALIDATION PLANNING AND FORMS ORDER SHEET

Coliege:

College
Contact:

Majling Address:

Date:

APPENDIX A

Title:

19

Telephone: {

Programs
Included in
Self-Study:
r Planned Planned* Number
Form Respondent(s) Number Number of Number of 1§ of Forms
Respondents| Interviews | Reguired
1 Occupational Faculty
Div. & Dept.
Chairs
Instructors
beneralists
Occupational
Administrators
Counselors i
Other .
E
2 Occupational Students :
(Beyond 1st Semester) ** ‘
3 Advisory Committees el

*  Complete only if validation Visit requested.

** 4i11 be interviewed informally.

1. Al1l persons receiving Form 1 should have received a formal orientation o

PROE by college designate.

SEZND ONE COPY OF THIS COMPLETED FORM TO:

“iSIS/PROE PRCJECT DIRECTOR
HEST SHORE COMMUNITY COLLEGE
3000 M. STILES RD.

SCOTTYILLE,

MI 46454

No planned schedule needed.



PROE

MICHIGAN COMMUNITY COLLEGES

SCHEDULE AND CDORDINATING STAFF FOR PROE SELF-STUDY College

APPENDIX B

Program(s)
—
STEPS ACTION PLANNED DATES
SCHEDULE
(WEEKS FROM i
STEP 7) ;
!
1 College requests PROE -10
2 Lollege appoints self-study
coordinator and committee -10
; 3 Advance planning -8
; 4 Orientation ‘ -6
i 5 Completion of self-study f
! instruments ; -4
% 6 Self-study tabulation and
i I analysis -2
|3 i
7 ! Written report distributed : 0
8 College completes action plan { + 2 :
9 College feedback + 2
i0 Assessment of action plan
accomplishments + 1 Year
PROE COORDINATING STAFF:
Name Telephone

College Self-study Coordinator

Self-study Committee

College Address

21




APPENDIX C

SUGGESTED SAMPLING PROCEDURES FOR PROE SELF-STUDY

When Sampling s Neaded

Sampling should be used only when it appears to he the most praetical approach
for the program self-study. In no case is it advisable to resert to sampling in
groups of 100 persons or fewer., For most programs, sampling will not be
necessary.

If the number of respondents exceeds 100, however, a sample should be drawn. It
is much sounder to utilize sampling and work for a 100% response than to over-
extend by distributing the instruments in such wholesale quantity that
comprehensive follow-up becomes impossible.

Where these conditions apply, the method of sampling to be adopted will have
been agreed upon during advance planning. Students will most likely be the only
responding group it may be advisable to sample.

A defensible procedure for sampling students is:

1. Determine the number of students in your universe (e.g., total
number of full-time students in occupational program in second
semester courses or beyond).

2. By program, figure the percentage of the universe in that unit and
the number of classes to be included in the sample.

3. List the pertinent classes in which these students are enrolled.

4, Using skip numbers within each program, identify the classes to be

sampled. The assumption is that occupational classes are about
the same size. If a class is small (e.g., under 15) or large (e.g.,
over 30), technically an adjustment should be made to assure that
the number of respondents is representative.

Seme {mportant points to note:

1. For any sample to be representative of a population within desired
probability limits, the sample must be selected randomly, i.e.,
every member of the population being sampled must have the
same chance of being selected in the sample.

2. Sample size is much more important than what percent it is of the

population, A ten percent sample of ten is meaningless; a ten
percent sample of 100,000 is wasteful.

23
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APPENDIX D-1

ORIENTATION MEETING AGENDA

Distribution of copies of "PROE" brochure.

Introduetion of PROE site visit chairperson by appropriate college person
{if applicable).

Team chairperson or college representative shows PROE slide/tape
presentation which provides history and explanation of the system.

Team chairperson's or college representative's explanatory comments re-
emphasizing some of the vital points made in the handout, and touching
on other pertinent considerations. Suggested topics ineludes:

4. The involvement of many people like those attending the meeting
(community college professionals throughout the state} in the
development of PROE.

b. The resultant PROE instrumentation, consisting of a set of percep-
tions items, each of which has been determined by people like
those at the meeting to be a critical indicator regarding the quality
and availability of community college occupational education.

e. The resultant PROE procedures, in which each participating col-
lege's self-study of its occupational education programs and ser-
vices is the key element. :

d. Self-study participants: occupational faculty, counselors, admin- .
istrators, students, members of the coliege's occupational educa-
tion advisory committees and the degree of invoilvement of each.

e.  The scheduled dates of the validation team's visit (if applicable) to
the college and, briefly, what the visit will involve (extensive
interviewing on the campus and in the community; a look at
programs, services, facilities; study of various college documents;
presentation of the team's oral report).

f.  The fact that all findings of the college's self-study and of the
team's validation visit will be sent to the college president in
writing and will be the basis for the development of an action plan
by the college seif-study committee.

g. Some Kkinds of matters on which the team will - and will not -
report.

Coliege seif-study coordinator’s explanatory comments dealing with the
self-study schedule, the importance of each college respondent's role in
the self-study, and plans for distribution. collection, and control of the
perceptions instruments.

Question-and-answer period.
Team chairperson's closing remarks.

25



APPENDIX D-2

STUDENT LETTER
(On College Letterhead)

TO BE READ TO CLASSES PARTICIPATING IN THE SELF-STUDY

We are in the process of studying our (Name of Program) to learn what we can do
to make it better. For this study we are using a system called PROE (Program
Review in Occupational Edueation). Student views are very important,

Please take the next few minutes to complete the questionnaire that has just
been given to you. You need not sign your name, but do indicate the name of the
program in which you are enrolled. Most students enrolled in (Name of Program)

at (Name of College) will be participating in the study,

In addition to students, others taking part in the review are teachers,
administrators, and members of our advisory committees. All of the answers to
the various questionnaires will be tabulated for analysis.

Our goal, of course, is to make sure we're doing everything we can for the career
suceess of our students. Your cooperation will be greatly appreciated.

Thanks for your help.

Sincerely,

(College President
or Occupational Dean)

26



APPENDIX 0-3

ADVISORY COMMITTEE LETTER
(On College Letterhead)

We are in the process of evaluating our (Name of Program) to learn what may
need to be done to make it more effective. For this study, we are using a system
called PROE (Program Review in Occupational Education).

Advisory committee views are very important to us. It would help if you would
take a few minutes to complete the attached form and return it in the envelope

provided.

At a future meeting of the advisory committee we will report the results of the
study to you.

Thank you for your cooperation.

Sincerely,

{Appropriate College
Administrator)
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APPENDIX D-4

STAFF LETTER (On College Letterhead)

TO ALL COLLEGE PERSONNEL:

We are participating in a comprehensive appraisal of the effectiveness of
oceupational education offered by (Name of College). This appraisal is largely a
self-study, involving many college personnel - instructors and administrators - as
well as students and people in the community who serve on our oacupational

education advisory committees.

Our purpose is to identify areas of strength and needs for improvement, so that
we may plan for future action and allocation of resources. The study will also
meet the requirements for program evaluation mandated by the Michigan State
Plan for Vocational Education and the Vocational Education Amendments of

1978,

In addition to our college, other Michigan community colleges will be
participating in the self-appraisal this year. For compatibility of data and
consistency of results, we will be using the PROE (Program Review in
Occupational Edueation) process. PROE is a tested, proven system sponsored by
the Michigan Department of Education in cooperation with the Michigan
Occupational Deans Administrative Council.

In order for the self-appraisal to be meaningful and of value to us as we plan for
the future, the thoughtful participation of all college personnel is essential.
Some of you will be active participants in the self-study, others will play a less
involved role. Your cooperation in this effort will be appreciated.

Note: Additional paragraph for use if appropriate. To assist us, a team of
professionals may visit our campus. Please do what you can to be of help to any

of these visitors to our college.

{College President)



APPENDIY D-3

PRESS RELEASE

How well is (Name of College) preparing océupationa.l education students for
their chosen careers?

A comprehensive college appraisal has been undertaken to determine the answer
to that question, President (Name) announced today.

Many men and women, both on the campus and in the community, are
articipating in the self-study process, according to President (Name). They
include occupational education instructors, college administrators, students, and
members of college advisory committees.

To accomplish the study, the college is using a statewide service sponsored by
the Michigan State Department of Education in cooperation with the Michigan
Occupational Deans Administrative Council. The service is called PROE
(Program Review in Occupational Edueation).

"This is an extremely important project for (Name of College)", President (Name)
explained. "Owr purpose is to identify areas of strength and needs for
improvement in our {(Name of Program(s) being studied) so that we may more
effectively meet the needs of present and future students”.
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SAMPLE CONTROL SHEET

(MAY BE ADAPTED BY COLLEGE)

APPENDIX £

Respondents are; Date:
— - :
Ident. * * Feedback** '
No.* Respondent(s) Orien- Inter- Form Form Follow-up
tation view Sent Returned | Required |Sent Returned

S DR SN

* If applieabie. Note: Orientation refers to presentation and discussion.
=% To be completed only by persons returning Form 1.



APPENDIX F
PROE INSTRUMENTATION
F-1 - Faculty Perceptions of Occupational Education Programs
F-2 - Student Perceptions of Occupational Education Programs

F-3 - Advisory Committee Perceptions of Occupational Education Programs

F-4 - Summary Profile by Site Visit Team

33



=

lichigan Community Colleges- COLLEGE

ACULTY PERCEPTIONS OF
CCUPATIONAL EDUCATION PROGRAMS

ISTRUCTIONS TO RESPONDENTS

On the following pages you are asked to give your perceptions of your occupational program (such as
registered nursing, automotive technology, secretarial science). The items you are asked to rate are grouped
into the major cornponents of the Program Review in Occupatianal Education (PROE) system, namely:

e Goals and Objectives
o Processes
* Resources

Rate each item by checking your best judgment on a five point scale ranging from poor to excellent. Only
check one answer per item. A “Don’t Know’' column has been provided in the event you really don’t have
sufficient information to rate an item. Space has been provided for you to note comments that may help to
clarify your ratings or to indicate modifications of a standard to make it more relevant for your program.

Criteria for excellent and poor ratings are provided for each item. Exceflent represents a nearly ideal or
exemplary situation; poor, one of serious inadequacy. As a guide, ratings may be made with the following in
mind:

EXCELLENT means ideal, top 5to 10%

GOOD is a strong rating, top 1/3rd

ACCEPTABLE is average, the middle 1/3rd

BELOW EXPECTATIONS is only fair, bottom 1/3rd

POOR is seriously inadequate, bottom 5 to 10%

This form may be completed as a consensus evaluation by the principal persons invoived with a specific
occupational program. Examples of such persons would be instructors, department or division chairper-
sons, program coordinators, and administrators such as occupational dean. If preferred, respendents may
compiete individual forms. :

To help with tabulation of responses, please provide the information requested below before completing
your rating.

R0GRAM TITLE USOE CODE # __ " —

ERSONS PARTICIPATING IN CONSENSUS EVALUATION OR {NDIVIDUAL COMPLETING THIS FORM:

me

Title

anks for your cooperation!
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'ROE .
lichigan Community Colleges

ACULTY PERCEPTIONS OF
)CCUPATIONAL EDUCATION PROGRAMS

COMMENTS

{Please note expianatory
remarks or needs for im-
provement)

30ALS AND OBJECTIVES

1. Participation in Development of College v/"l

Occupational Education Program Plan
Excellent—Administrators and/or other supervisory personnel
involveg in developing and revising the college plan for this
occupational program seek and respond to faculty, student
and community input.

Poor—Development of the plan for this program is basically
the work of one ar two pgrsons in the college.

2. Program Goals

Excellent—Written goais for this program state realistic
outcomes (such as pianned enroliments, completions, place-

ments) and are used as one measure of program {/

effectiveness,
Poor—No written goals exist for this program.

3. Course Objectives
Excellent—Written measurable objectives have been devel-

oped for all occupational courses in this program and are L ]

used to plan and crganize instruction. -
Poor—No written objectives have been developed for courses
in this program.

4. Competency Based Performance Objectives
Exceilent—Campetency based performance objectives are

on file in writing, consistent with employment standards, /
and tell students what to expect and help facuity pace -
instruction. :

Poor—Competency based performance objectives have not
heen deveioped for courses in this program.

. Use of Competency Based Performance
Objectives
Excellent—Cornpetency based performance objectives are
distributed to students and used to assess student progress.
Poor—Competency based performance objectives are not
used with students for pregress evaluation rior are students
aware that they exist.

6. Use of Information on Labor Market Needs
Excellent—Current data on labor market needs and emerging
trends in job openings are systematically used in developing
and evaluating this program.

Pogr—1aber market data is not used in planning or
evaluation.

7. Use of information on Job Performance
Requirements
Excelfent—Current data on job performance réquirements
and trends are systematically used in developing and evaluat-
ing this program and content of its courses.
Pogr— Job performance requirements infarmaticn has not
been collected for use in planning and evaluating.
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Michigan Community Colleges

FACULTY PERCEPTIONS OF
OCCUPATIONAL EDUCATION PROGRAMS

sy 193 /¢ &/ COMMENTS
e 3 a3 . |
&0 8)3/3/3) com i

g provement)

1

GOALS AND OBJECTIVES (Continued)

8, Use of Profession/Industry Standards
Excellent—Profession/industry standards {such as licensing,
certification, accreditation) are consistently used in planning
and evaluating this program and content of its courses.
Paqr--Little or no recognition is given to specific profes-
sion/industry standards in planning and evaluating this
program.

8., Use of Student Follow-Up Information
Excellgni—Current follow-up data on completers and leavars
(students with marketable skills) are consistently and sys-
teratically used in evaluating this program.

Poor—-Student follow-up information has not been collected
for use in evaluating this program.

PROCESSES

10. Adaptation of Instruction _
Excellent—Instruction in all courses raquired for this program
recognizes and responds to individual student interests,
learning styles, skills, and abilities through a variety of
instructional methods (such as small group or individualized
instruction, Jaboratory or "hands on’ experiences, open
entry/open exit, credit by examination). '
Pogr—Instructional approaches in this program do not con-
sider individual stucent differences.

10

11. Relevance of Supportive Courses
Excelfeni-=Appticable supportive courses {such as anatomy
and physiology, technical communications, technical mathe-
rmatics) are closely coordinatad with this program and arz
kept ratevant to program goals and current 1o the needs of
studants.

Pogr--Supportive course content retlects no plannad ap-
proach to meeting needs of students in this program.

]
[

12. Coordination with Other Community Agencies

and Educational Programs.
Excellent—Effective liaison is maintained with other pro-
grams and educational agencies and institutions (such as
high schools, other community coileges, four year colleges,
area vocational schools, proprigtary schoois, CETA) to assure
a coordinated approach and to avoid duplication in meeting
sccupational needs of the area or community.
Poor—Coilege activities reflect a disinterest in coordination
with other programs and agencies having impact on this
program.

12

13. Provision for Work Experience, Cooperative

Education or Clinical Experience.
Excellent—~Ample opportunities are provided for related
work experience, cooperative education, of clinical experi-
ence for students in this program, Student participation is
well coordinated with classroom instruction and
employer supervision.

Poor—Few opportunities are provided in this program for
related work experience, cooperative education, or clinical
avnaripnre whare such participation is feasible.

13
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vlichigan Community Colleges

“ACULTY PERCEPTIONS OF
JCCUPATIONAL EDUCATION PROGRAMS

SROCESSES (Continued)

14. Program Availability and Accessibility : 14

Exceijent-——Students and potential students desiring enroll-
ment in this program are identified through recruitment
activities. treated equatly in enrcllrment selectien, and not
discouraged by unrealistic prerequisites. The program is
readily available and accessible at convenient times and
jocations.

Pogr—This program is not avaiiable or accessible to most
students seeking enrallment. Discriminatory selection pro-
cedures are practiced.

COMMENTS
{Please note explanatory
remarks or needs for im-
provement)

15. Provision for the Disadvantaged 15

Excellent—Support services are provided for disadvantaged
{such as socioeconomic, cultural, linguistic, academic)
students anrolied in this program. Services are coordi-
nated with occupational instruction and results are
assessed continuousty.

Poogr—No support services are provided for disadvantaged
students enrolled in this program.

16. Provision for the Handicapped. 16

Excellent—Support services are provided for handicapped
{physical, mental, emotional, and other heaith impairing
nandicaps) students enrolled in this program. Facilities and
equipment adaptations are made as needed. Services and
facilities modifications are coordinated with cccupational
instruction and results are assessed continucusly.

Poor—No support services or facilities and equipment modi-
fications are avaiiabie for handicapped students enrolled in
this program.

17. Efforts to Achieve Sex Equity 17

Excellent—Emphasis is given to eliminating sex bias and sex -
stereqtyping in this program: staffing, student recruitment, :

- program advisement, and career counseling; access to and
acceptance in programs; selection of curricular materials;
instruction; job development and placement.
Poor—Aimest no attention is directed toward achieving sex
equity in this program.

18. Provision for Program Advisement 18

Excellent—I|nstructors or other guaiified personnel advise
students (day, evening, weekend) on program and course
selection. Regjstration procedures facilitate course selection
and sequencing.

Poor—instructors make no provision for advising students on
course and program setection.

19. Provision for Career Planning and Guidance 19

Excellent—Day, evening, and weekend students in this
program have ready access to career planning and guidance
SErvices.

Poor—L.ittle or no provision is made for career planning and
guidance services for students envolled in this program.
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FACULTY PERCEPTIONS OF
OCCUPATIONAL EDUCATION PROGRAMS
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* R ANY A remarks or needs for im-
1 2 3 4 5 provement)

PROCESSES (Continued)

20. Adequacy of Career Planning and Guidance

Excelient—Instructors or other gualified personnel providing
career planning and guidance services have current and
relevant occupationat knowledge and use a variety of re-
sources {such as printed materials, audiovisuals, job
observation) to meet individual student career objectives.
Poor—Career planning and guidance services are ineffective
and staffed with personne} who have little occupational
knowledge.

20

21. Provision for Employability information.
Exceflent—This program includes information which is valu-

able to students as empioyees {on such topics as empioyment

opportunities and future potential, starting salary, henefits,
respensibilities and rights).

Poor—Almost ne emphasis is placed on providing infarmation
important to students as employees.

21

22. Placement Effectiveness for Students in this
Program

Excellent-—The college has an effectively functioning system
for locating jobs and coordinating placement for students in
this program. .
Pogr—The coliege has no system or an ineffective systern for
locating jobs and coordinating piacement for occupational
students enrolled in this program.

22

23. Student Follow-up System

Excellent—Success and failure of program leavers and com-
pleters are assessed through periodic follaw-up studies.
information learned is made available to instructors, stu-
dents, adviscry committee members and others concerned
(such as counselors) and is used to modify this program.

Poor—No effort is made to follow up former students of this
program. :

23

24. Promotion of this Occupational Program -

Excellent—An active and organizZed effort is made to inform
~the public and its representatives (such as news media,
legislators, board, business community) of the impartance of
providing effective and comprehensive occupational educa-
tion and specific training for this occupation to gain
community suppart.
Poor—There is no organized public information effort for this
program.

24

RESOURCES

25. Provision for Leadership and Coordination

Exceflent—Responsibility, authority, and accountability for
this program are clearly identified and assigned. Administra-
tive effectiveness is achieved in planning, managing, and
evaluating this program.

Poor—There are ne clearly defined lines of responsibility,
authority, and accountability for this program.

25
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ACULTY PERCEPTIONS OF
WCCUPATIONAL EDUCATION PROGRAMS

COMMENTS

(Piease note explanatory
remarks or needs for im-
nrovermnent)

RESOURCES (Continued)

'6. Qualifications of Administrators and/or

Supervisors
Excelient—All persons responsible for directing and coordi-
nating this program demonstrate a high level of administrative
ability. They are knowledgeable in and committed to occupa-
tional education.
Poor— Persons respansible for directing and coordinating this
program have little administrative training, education, and
experience.

26

’7. Instructional Staffing
Excalioni—Instructional staffing for this program is sufficient
tc permit optimum program effectiveness (such as through
enabling instructors to meet individual student needs, pro-
viding liaison with advisory committees, and assisting
with placement and follow-up activities).
Poor—Staffing is inadequate to meet the needs of this
program effectively.

27

’8. Qualifications of Instructional Staff
Excellent--Instructors in this program have two or more years
in relevant employment experience, have kept current in their
field, and have developed and maintained a high level of
teaching competence.

Pogr—Few instructors in this program have relevant empioy-
ment experiance or current competence in their field,

28

29, Professional Development Opportunities
Excellent—The college encourages and supports the con-
tinuing professionai development of faculty through such
opportunities as conference attendance, curriculum devetop-
ment, work experience.

Poor—The college does not encourage or support professional
development of faculty.

29

30. Use of Instructional Support Staff
Excelient— Paraprofessicnals (such as aides, laboratory assis-
tants) are used when appropriate to provide classroom help to
students and o ensure maximum effectiveness of instructors
in the program.
Poor—Little use is made of instructional support staff in this
program.

30

31. Use of Clerical Support Staff

Excelfent—Office and clerical assistance is available to
instructors in this program and used to ensure maximum
effectiveness of instructors. :

Poor—Little or no office and clerical assistance is available to
instructors; ineffective use is made of clerical support staff.

32. Adequacy and Availability of Instructional
Equipment. _

Excelient—Equipment used on or off campus for this program
is current, representative of that used on jobs for which
students are being trained, and in sufficient suppiy to meet
the needs of students.
Poor—Equipment for this program is outmoded and in
insutficiert guantity to support quality instruction.

32
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Michigan Community Colleges f §a? s 3 COMMENTS
FACULTY PERCEPTIONS OF &/ & /3 3“‘; $/d «9"‘ ) (Please note expianaioy
OCCUPAT!ONAL EDUCATION PROGRAMS 1 2 3 4 provement}
RESQURCES (Continued)
33. Maintenance and Safety of Instructional 33

Equipment

xcellent—Equipment used for this program is operational,
safe, and well maintained.
Poor—Equipment used for this program is often not operable
and is unsafe.

34, Adequacy of Instructional Facilities 34
Excelfent—Instructianal facilities {(excluding equipment]}
meet the program abjectives and student needs, are func-
tional and provide maximum flexibility and safe working
conditions.
Poor—Facilities for this program genera!ly are resirictive,
disfunctional, or overcrowded.

38, Scheduling of Instructional Facilities 35
gxceﬂeng-—Scheduimg of facifities and eqguipment for this
program is planned to maximize use and be consistent with
quality instruction.
Pogr-~Facilities and equipment for this program are signifi-
cantly under- or over-scheduted.

36. Adequacy and Availability of Instructional 36

Materials and Supplies
Excellent—Instructional materials and suppiies are readily
available and in sufficient quantity to support quality
instruction.

" Poor--hdaterials and supplies-in this program are limited in
amaunt, generally outdated, and lack relevance to program
and student needs.

37. Adequacy and Availability of Learning Resources 37
Excellent-—Learning resources for this program are availabie
and accessible to students, current and relevant to the
occupation, and selected to avoid sex bias and stereotyping.
Poor--Learning resources for this program are outdatad.,
limited in quantity, and iack relevance to the occupation.

38. Use of Advisory Committees 38
Excellent—-The advisory committee for this program is active
and representative of the occupation.
Poor—The advisory committee for this program is not
representative of the occupation and rarely mieets.

39. Provisions in Current Operating Budget 39
Excellent—Adequate funds are allocated in the college
operating budget to support achievernent of approved pro-
gram objectives, Allocations are planned to consider
instructor budget input.
Pogr—Funds provided are seriously inadequate in relation to
approved objectives for this program.

40. Provisions in Capital Outlay Budget for 40
Equipment
Excellent—Funds are ailocated in a ptanned effort to provide
for needed new equipment and for equipment replacemeant
and repair, consistent with the objectives for this
program and based on instructor input.
Poor—Equipment needs in this program are almost tatally
unmet in the capital outiay budget.




"ROE.
Aichigan Community Coileges

"ACULTY PERCEPTIONS OF
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COMMENTS

(Please note expianatory
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ADDITIONAL STANDARDS
DENTIFIED BY COLLEGE

41. . 41
42 42
43 43
a4, | | 44

45, 45
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FACULTY PERCEPTIONS OF
JCCUPATIONAL EDUCATION PROGRAMS

>lease answer the following: (Use back of page and extra sheets if necessary).

1. What are the chief occupationai education strengths of your program?

2. What are the major needs for improvement in your program and what action is required to achieve these
improvemenis?

OLEASE IDENTIEY THE POSITION OF THE PERSON COMPLETING THIS FORM AND THE OCCUPATIONAL PROGRAM
{such as registered nursing, data processing}.

Check One: ~ Program:

Division/Department Chair
Faculty

Counselor —_
Other, please specify:
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Michigan Community Colleges

STUDENT PERCEPTIONS OF
OCCUPATIONAL EDUCATION PROGRAMS

College

Title

Your Progfam

of

Check statement that best describes your objective for attending the college:

. Prepara o el @ job .. .oii e 1 + Personal interest . ...... .o iii e 4
- Improve job skiits for present gccupation ... 2 S Other (Descrbe) ..o e 5
. Prepare for transfer to another college ........... 3
INSTRUCTIONS: Rate sach item using the following guide:
EXCELLENT means nearly ideal, top 5 to 0% 4 §
GOOO is a strong rating, top cne-third - § 5’ 2 )
ACCEPTABLE s average. the middle-third ,-.‘.-"é' &/ F F j
BELOW EXPECTATIONS is orly fair, bottom one-third $& s 35/ &/ 5 /8/ F
POOR is seriously inadeguate, bottom 5 to 10% & 1‘5} & /E/F/5/ S COMMENTS
A Comment column has been provided if you wish to explain your rating 1 2 /3 4
Please rate each item below:
1. Courses in your occupational program are:
«Available and conveniently located. 1
+Based on realistic prerequisites. 2
aAvailable at moderate cost. 3
2. Written objectives for courses in your
occupational program:
= Are available to students. 4
»Describe what vou will Jearn in the course. 5
Are used by the instructor {0 keep you aware of your
progress. 8]
3. Teaching methods, procedures and course
content:
«Meet your occupational needs, interests and objectives. 7
« Provide supervisad practice for devetoping job skills. 8
4. Related courses {such as English, Mathematics,
Science) are:
» Pertinent to cccupational instruction. 9
+Current and meaningful to you. 10
5, Work experience {or clinical experience) in your
occupational program is:
+ Readily available at convenient locations. 11
«Readily available to both day and evening students. 12
» Coordinated with classroom instruction. 13
« Coordinated with employer supervision. 14
6. Career planning information:
« Meets your neads and interests. 15
* Heips you plan your program. 16
* Heips you make career decisions and chaoices. 17

over, please
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Michigan Community Colleges
STUDENT PERCEPTIONS OF

OCCUPATIONAL EDUCATION PROGRAMS

COMMENTS

6. Career planning information (Continued):
« Helps you understand your rights and responsibilities as
an employee. 18
» Helps you evaluate job opportunities in relation {0
salary, benefits and conditions of employment. 19
« Is provided by knowledgeable, interested staff. 20
» Explains nontraditional occupational opportunities for
both sexes. 21
7. Job success information on former students in
your occupational program:
+ Is provided to help you make career decisions. 22
« Indicates how many job opportunities there are in your
occupation. 23
« Identifies where these job opportunities are locatéd. 24
« Tells about job advancement gpportunities. 25
8, Placement services are available to:
* Help you find employment opportunities. 26
e Prepare you to apply for a job. 27
g, Qccupational instructors:
» Know the subject matter and occupational requirements. 28
» Are available to provide help when you need it. 29
« Provide instruction so it is interesting and understandable. 30
10. Instructional support services (such as tutor-
ing, lab assistance) are:
» Available to meet your neads and interests, 31
» Provided by knowledgeable, interested staff. 32
11. Instructional lecture and laboratory facilities:
» Provide adequate lighting, ventilation, heating, power, _
and other utilities. 33
» Include enough work stations for the number of
students enrolled. 34
» Are safe, functional, and well maintained. 35
» Are available on an equal basis for ail students. 35
12. Instructional equipment is:
« Current and representative of industry. 37
« In sufficient quantity to avoid long delays in use. 38
» Safe and in good condition. 39
13. Instructional materials (e.g., textbooks,
reference books, supplies) are:
« Avaiiabie and conveniently located for use as needed. 40
 Current and meaningfut to the subject. 41
« Not biased toward “'traditional’ sex roies. 42

« Available at reasonable cost.

43




fichigan Community Colleges

\DVISORY COMMITTEE PERCEPTIONS OF
YCCUPATIONAL EDUCATION PROGRAMS

College

Advisory Committee

(Specify field)

NSTRUCTIONS: Rate each item using the following guide:

XCELLENT means nearly ideal, top 5 to 10% w £
‘00D is a strong rating, top one-third - ) £ o 5

CCEPTABLE is average. the middie-third §£3 é}’ § F/a8 COMMENTS
"ELOW EXPECTATIONS is only fair, bottom one-third §é’ _g’a £ §/5

'DOR is sericusly inadequate, bottom 3 to 10% £ Qé\ & )& f & qf

\ comment column has been provided if you wish to explain your rating. 1 2/3/ 4

Mease rate each item below:

1. Instructional program content and quality are:

»Based on performance objectives that represent job
skills and knowledges required for successful entry

levet employment. 1
«Designed to provide students with practical job ap-
plication experience. 2
s Responsive to upgrading and retraining needs of
employed persens. 3
« Periodically reviewed and revised to keep current with
changing job practices and technology. 4
2. Instructionai equipment is:
+Well maintained. 5
-Current and representative of that used on the job. 5
3. Instructional facilities:
- Pravide adequate lighting, ventilation, heating, power,
and other utilities. 7
. Allocate sufficient space to support quality instruction. )
« Meet essentiai heaith and safety standards. 9
4, Placement:
s Services are available to students completing the
program. : 10
- Job opportunities exist for students completing the
program or leaving with marketable skills. 11
5, Follow-up studies on program completers and
leavers (Students with marketable skills):
- Demonstrate that students are prepared for entry tevel
employment. 12
+Collect information on job success and failure of
former students. 13

«Provide information used to review and, where war-
ranted, revise the program.

14
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College

ADVISORY COMMITTEE PERCEPTIONS OF

OCCUPATIONAL EDUCATION PROGRAMS Advisory Committee

{Specify field)

Please answer the following:

1. What are the major strengths of the college’s occupational program in your field(s}?

2. What are the major needs for improvement in the college’s accupational program in your field(s)?

3. Doyou have additional comments or suggestions far the program or for utilization of the advisory committee?
If 50, please state briefly. .

N
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UMMARY PROFILE
}Y SITE VISIT TEAM

College
Program
f 5,3" H COMMENTS
r 35/ & ‘}? & (Team records strenghts and
@ ¢ <& needs for improvement)
1 2 3 4/ 5 )

30ALS AND OBJECTIVES

L.

Participation in Development of College
Occupational Education Program Plan
xcelient— Administratars and/or other supervisory personnef
involved in developing and revising the college plan for this
occupational program seek and respand to faculty, student
and community input.
Poor—Development of the pian for this program is basically
the work of one or two persons in the college.

Program Goals
Excesient--Written goals for this program state realistic
outcomes (such as plannad enroliments, completions, place-
ments) and are used as one measure of program
effectiveness.
Poor—No written gaals exist for this program.

Course Objectives
Excellent—Wnitten measurabie objectives have been devel-
oped for all occupational courses in this program and are
used to plan and orgamze instruction.
Poor—No written objectives have been developed for courses
1n this program.

Competency Based Performance Objectives

Excelient—Competency based performance objectives are
on file in wrting, consistent with employment standards,
and teli stugents what to expect and help faculty pace
instruction.

Pogr—Competency based performance objectives have not
peen developed for courses in this program.

Use of Competency Based Performance

Objectives
Excellent—Competency based performance objectives are
distributed to students and usad to assess student progress.
Poor—Competency based performance objectives are not
used with students for progress evaluation nor are students
aware that they exist.

Use of Information on Labor Market Needs
Excellent—Current data on labor market needs and emerging
trends 10 job openings are systematically used in developing
and evaluating this program.

Pogr—Labar market data is not Jsed in planning or
evaluation. :

Use of Information on Job Performance
Requirements
Exretlent—Current data on job perfurmance requirements
and trends are systematically nsed in deveioping and evaluat-
ing this program and content of its courses.
Poor— Job perfarmance requirernents information has not
been coilactad for use 1n planning and evaiuating.
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SUMMARY PROFILE BY SITE VISIT TEAM

COMMENTS

{Team records strengths and
needs for improvement)

GOALS AND OBJECTIVES (Continued)

8. Use of Profession/industry Standards
Escaiant—Profession ndustry standards (such as hcensing.
carnfication, accreditation) are consistently used in planning
and evaluating this program and content of its courses.
Pagr—Little or no recognition 1s gven to specific profes-
sion. industry standards in planning and evaluating this
program.

9. Use of Student Follow-Up Information
Excallent——Current follow-up data on complaters and teavers
{students with marketable sk:lis) are consistently and sys-
tematically used in evaluating this program.

Ppor—Student follow-up infarmation has not been coliected
for use 1 evaiuating this program.

PROCESSES

10. Adaptation of Instruction
Excellent—-instruction i all courses required for this program
recognizes and responds to individual student interests,
learning styles. skills. and abilities through a vanety of
instructional methods (such as sma#l group or ingdividuaiized
instruction. 1abaratory or "hands on” experiences, open
entry-gpen exit, credit by exarmination).
Pogr-—Instructional approaches in this program do not con-
sider individual student differences.

11. Relevance of Supportive Courses
Excellent-—fpplicable supportive courses {such as anatomy
ang physioiogy. technical communications, techmical mathe-
matics) are closely coordinated with this program and are
kept reievant to program goals and current to the needs of
students.

Pnogr—-Supportive course content raflects no planned ap-
proach o mesting needs of students in this program.

12. Coordination with Cther Community Agencies
and Educational Programs.
Excellent—Effective liaison is maintamned with other pro-
grams and educational agencies and nstitutions (such as
high schools. other communsty colleges. four year colieges,
area vocational schoots. proprietary schoots, CETA) to assure
a coordinated approach and to avoid duplication in meeting
oczupationai needs of the area or community.

Poor—Caltege activities reflect a disintarast in coordination
.wth other programs and agencies having mpact on this
program.

13. Provision for Work Experience, Cooperative
Education or Clinical Experience.

Excelient—Ampie opportunities are provided for related
work experience, cooperative education. or clinical expert-
ance for students in this program. Student participation s
well coordinated with classroom instruction and
employer SUpervision.
Poor—Few apportunities are provided in thu prograr for
Telated work experience, cooperative educaticn. uyr ciimical
exparience where such participation is feasibte
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sUMMARY PROFILE BY SITE VISIT TEAM

COMMENTS

{Team records strengths and
needs for improvemeni)

>ROCESSES (Continued)
14. Program Availability and Accessibility

Ecetiont-=Students and potential students desiring enroil-
ment 1 this program are sdent:fied through recruitment
activities. treated equatly in enroliment selection, and not
discouraged by unrealistic prerequisites. The program 1Is
_readily available and accessibl2 at convenient times and
lncations.

Poor—-This program is not avaitable or accessibie to most
students seeking enrotiment. Discriminatory selection pro-
cadures are practiced.

[5. Provisicn for the Disadvantaged

Excellent—Support services are provided for disadvantaged
{such as sociceconomic, cultural. iinguistic..academic)
students enrolled in this program, Services are coordi-
nated with occupationat instruction and results are
assessed continuously.

Poor—No support services are provided for drsagvantaged
students enrolled in this program.

6. Provision for the Handicapped.
Excallent—Support services are provided for handicapped
{physicai, mental. emotional. and other health impairing
handicaps) students enrotled in this program. Faciiities and
equipment adaptations are made as needed. Services and
facilities modifications are coordinated with occupational
instruction and results are assessed continuously.
Poor—No support services or faciiities and equipment modi-
fications are avaiabie for handicapped students enrolled in
this program.

7. Efforts to Achieve Sex Equity
Excellent—Emphasis 15 given ta eliminating sex bias and sex
stereotypIng in this program: staffing, student recrurtment,
program advisement. and career counseling; access to and
acceptance in programs; selection of curricuiar matenals:
instruction: job deveiopment and placement.
Paor—Almost no attenticn 1s directed toward achieving sex
equity in this program.

&

L8. Provision for Program Advisement
Excailent—Instructors or other qualified personnel advise
students (day. evening, weekend) on program and course
selection. Regrstration procadures faciiitate course selection
and sequencing.

Ponr—Instructors make no prowision for advising stugents on
course and program selection.

19. Provision for Career Planning and Guidance
Exceltant—Day. avening, and weekend students in this
program have ready access to career planning and guidance
SErVICes.

Poor—Little or ne provision 13 made for career plaaning and
guidanca services far students enrotled in this program.
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PROCESSES (Continued)

20. Adequacy of Career Planning and Guidance

Esceiient--Instructors or other quallfééd personnel providing
career planning and guidance services have current and
relevant occupational knowtedge and use a variely of re-
sources (such as printed rmaterials. audiovisuals, job
observation) to meet individual student career objectives.
Ppor—Carear planning and guidance sefvices are ingffactive
and staffed with personnel wha have hitie accupabional
knowledge. '

21. Provision for Empioyabitity Information.

Excellant—This program includes information which 15 valu-
able to students as employees {on such topics as empleyment
opportunities and future potertial, starting salary, nenefits,
respansibilities and rights).

Fanr—Almaost no emphasis i placed on providing information
important to students asemployees.

29 Placement Effectiveness for Students in this

Program
Excellont—The collage has an effectively functioning system
for lncating jobs and cooidinating placemant for students in
this program
Poor—The college has no system or an meffactive system for
locating jobs and cooedinating placement for pccupational
students envotlad in this program.

23. Student Follow-up System
Excellent—Success and fallure of program leavers and com:
‘pleters are assessed through periodic foliow-up studies.
Information learned is made avallable tonstructors. stu-
dents, advisory committee maembers and others concerned
(such as counsators) and is used to modify this program.
Paor-—Ma effort is made to follow up former students of this
nrogram.

24. Promotion of this Cccupational Program

Excellent—An active and organized efort i1s made to inform
the pubiic and its representatives (such as news media.

iegisiators. board, business community) of the imgportance of

providing effective and comprehensive occupational educa-
tien and. specific traiming for this accupation to gain
commumty support.

Poor—There 15 no orgamized pubdhc information effort tor this
program.

RESOURCES

25. Provision for Leadership and Coordination

* Excellent—Responsibihity, authonty. and accountabinty for
this program are clearly idennified and assigned. Admimistra-
tive effectiveness 1s achieved 11 planning. managing, and
evaluating thrs prograre
Bogr—There are no Qlearly defined mes of responsibility.
autnornity s 4ooountabitity for this progeam
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COMMENTS

{Team records strengths
and needs for improve-
ment}

RESOURCES (Continued)

26. Qualifications of Administrators and/or

Supervisors )
Excerlent—All persons respor.sible for directing ang coordi-
nating this program demonstrate a high level of administrative
abshty. They are knowiedgeabie in and commifted to occupa-
tional education.
Pogr—Persons responsible for directing and coordinating this
program have little agministrative tramning, education. and
experience.

27. Instructional Staffing
Excellent—Instructional staffing for this program is sufficient
to permit optimum program effectiveness (such as through
enabling instructors to meet individual student needs, pro-
viding liaison with advisory committees, and assisting
with placement and follow-up activities),
Poor—Statting 1s inadequate to meet the needs of this
program effectively.

28. Quatlifications of Instructional Staff
Excellent—Instructors m this program have (wo Or more years
in relevant employment experience, have kept current in their
field. and nave developed and maintained a high level of
teaching competence.

FPoor—Few instructors in this program have relevant employ-
ment experience of current competence in their field.

29. Professional Development Opportunities
Exceifent—The college encourages and supports the con-
tinuing professional development of faculty through such
opportunities as conference attendance, curncutum develop-
ment, work experience.

Popr—The college does not encourage or support professional
deveiopment of faculty.

30. Use of Instructional Support Staff
Excellent—Paraprofessionals {3uch as awdes, laboratory assis-
tan!s) are used when appropriate to provide classroom help to
students and to ensure maxsnum etfectiveness of instructors
in the grogram
Poor—Little use 1s made of instructional support staif in this
program

31. Use of Clerical Support Staff
Lxceltent—Office and clenical assistance 1s available to
INstructors in this program and used to ensure maximum
effectivenass of instructors.
Pogr—Little or no office and clerical assistance 1s availabie to
instructors; ineffective use is made of cterical support staff.

32. Adequacy and Availability of instructional
Equipment. ‘

Excelfent-—Equipment used on or off campus for this program
15 currant, representative of that used on jobs for which
students are bewng trained, and 1n sufficient supply to meet
the needs »f students
fg_cg—Equment tor this program s outmoded and 1n
nsufficrent quantity 0 support quality (nstiuction.

L R
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RESOURCES (Continued)

33. Maintenance and Safety of instructional
Equipment
Excellent—Equipment used for this program 1s operational,
safe, and well maintained.
Pagr--Equipment used for this program 15 often not operable
and s unsafe.

34, Adequacy of Instructional Facilities
Excellent—I1nstructional facihities (excluding equipment)
meat the program objectives and student needs, are func-
hional ana prowide maximum fleasbility and safe working
conditions.

Poor——Facilities for this program generally are restrictive,
disfunctional. or overcrowded.

35. Scheduling of Instructional Facilities
Excellent—Scheduding of faciiities and equipment for this
program is olanned to maximize use and be consistent with
quality instruction.

Poor—Facilities and equipment for this program are signifi-
cantly under- or over-scheduled.

36. Adequacy and Availability of Instructional

Materials and Supplies
Excelleni—1nstructional matesiais and supplies are readily
available and :n sufficient quantity to support quality
instruchion.
Poor—Materials and supplies in this program are limited in
amount, generally outdated, and lack relevance ta program
and student needs.

37. Adequacy and Availability of Learning Resources
Excellent—iearning resources for this program are avallable
and accessible to students, current and relevant to the
occupation, and selected to avoid sex bias and stereotyping.

Poor—tearning resources for this program are outdated,
limited in quantity, and lack relevance to the accupation.

38. Use of Advisory Committees
Excellent-—The advisory comrnittee for this program is active
and representative of the occupation.
Poer—The adwvisary committee for this program s not
rapresentative of the occupation and rarely meets.

39. Provisions in Current Operating Budget
Excellent—~Adequate funds are allocated in the college
operating budgat to support achievement of approved pro-
gram objectives. Allocations are planned to consider
istructor hudget input.

Pooe—Funds provided are senigusly inadequate in relation to
approved objectives for this program.

40. Provisions in Capital Outlay Budget for
Equipment

Excellent—Funds are atlocated in a planned effort 1o provide
for needed new equipment and for equipment replacement
ang reparr, consistent with the objectives for this
program and based on instructor input.
Poor—Equipment needs in this program are almost totally
unmet i1t the capital outiay budget,
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APPENDIX G

SELF-STUDY TABULATION

Guidelines for Self-Study Tabulation

Form A(1)
Form B(4-1)
Form C(2)
Form D(3)

Summary of Responses on PROE - Form 1
Median Responses on PROE Form 4 Team Profile
Summary of Student Responses on PROE Form 2

Summary of Advisory-Committee Responses on
PROE Form 3
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APPENDIX G

GUIDELINES FOR SELF-8TUDY TABULATION

Tabulation of self-study instruments may be done manually or by computer.
The following tabulation groupings are suggested:

Form A{l): Tabulation of distribution of responses by item on Form 1. After
recording ratings from respondents to all items, percentages should be figured
for the final tabulation to show distribution of responses. Tabulations are
appended to the written report to the college and, if applicable, distributed to

the Site Visit team.

Form B(4-1): Median {mid-point) responses by item from Form 1 are recorded
on a Form 4. The Validation Team records consensus ratings for each item on
the Form noting rationaie for marked differences with self-study ratings in the
Comment column. Completed form is distributed during the oral report and

appended to the written report to the college.

Form C(2): Tabulation of student responses by item on Form 2. Percent of
respondents in eaeh rating, item by item, are recorded. Median (mid-point)
responses are highlighted. Final form is appended to the written report to the
college and is distributed to the Site Visit team at the organizational meeting if

applicable.

Form D(3). Tabulation of advisory committee responses by item on the Form 3.
Percent of respondents in each rating item by item are recorded. Median {mid-
point) responses are highlighted. Final form is appended to the written report
to the college and distributed to the Site Visit team at the organizational

meeting if applicable.

Note: To derive median or mid-point, note rating at which 350% of respondents
- assessments fall above or below {or at same rating).
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PROE
MICHIGAN COMMUNITY COLLEGES

FORM A{1) - SUMMARY OF RESPONSES ON PROE FORM 1

N Poor Below  Accept. Good Excel. Don't
Expect. Knaw

Show % response in each rating.

1. Part. in Devel. 0.E. Program Plan 3;{ 3% ﬁg% 79% 5;’/.9
2. Program Goals 5)’: 30% ’5,2:/
3. Course Objectives 5% /o% 7{% 'Q%
4, Competency Based Performance 5% qﬂ% ‘53/.
Objectives !9% 85% 5_7:

5. Use of Competency Objectives

6. | ahor Market Needs Info

7. Job Performance Requirements
Info.

8. Profession/Industry Standards
9. Use of Student Follow-Up Info.
10. Adaptation of Instruction

11. Relevance of Supportive Courses S

12. Coordination with Agencies and
Programs

i3. Work Experience

14. Program Availability and
Accessibility

15. Provision for Disadvantaged
16. Provision for Handicapped

17.  Sex Equity

18. Program Advisement

19. Provision for Career Planning
20. Adequacy of Career Planning

21, Employability information
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MICHIGAN COMMUNITY COLLEGES

FORM A(1) - SUMMARY OF RESPONSES ON PROE FORM 1

N

22.
23.
24.
25.
26.
27.
28.

29.
130.
31.
32.

33.

34,
35.
36.

37.
38.
39.

40.

Placement Effectiveness

Student Follow-Up System
Program Promotion

Leadership and Coordination
Qualifications of Administrators
Instructional Staffing

Qualifications of Instructional
Staff

Professional Development
Instructional Support Staff
Clerical Support Staff

Adequacy of Instructional
Equipment

Maintenance and Safety of
Equipment

Adequacy of Facilities
Scheduling of Facilities

Instructional Materials and
Supplies

Learning Resources
Advisory Cormittees
Operating Budget

Equipment Budget

Poor Below Accept. Good Excel.
Expec.

Don't
Know

Show % response in each rating.
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SUMMARY PROFILE

3Y SITE VISIT TEAM
‘orm B (4-1)

College

Program

COMMENTS

and needs for mprove-
ment)

&
& (Team records strengths
/8

GOALS AND OBJECTIVES

1. Participation in Development of College
Occupational Education Program Plan

Excellent—-Administrators and/or other supervisory personnel
invelved in developing and revising the coilege plan for this
scecupational program seek and respond to facuity, student
and community input.
FPoor— Development of the ptan for this program is basically
the work of one or two persons in the college.

2. Program Qoals
Excellent—Written goals for this program state realistic
autcomes {such as pianned enrollments, completions, piace-
ments} and are used as one measure of program
effectivensss.
Poor—No written goals exist for this program.

3. Course Objectives
Excellent—Written measurable objectives have been devel-
oped for all occupational courses in this program and are
usad to plan and organize instruction.
Pogr—No written objactives have been developed for courses
in this pregram.

4. Competency Based Performance Objectives
Exceilent—Competency based performance objectives are
on file in writing, consistent with empicyment standards,
and tell students what to expect and help facuity pace
instruction.

Poor—Competency based performance objectives have not
been deveioped for courses in this program.

5. Use of Competency Based Performance
Objectives
Exceilent—Competency based performance objectives are
distriputed to students and used to assess stugent progress.
Poor—Competency based performance objectives are not
used with students for progress evaluation nor are students
aware that they exist.

6. Use of Information on Labor Market Needs
Exceifent—LCurrent data on labor market needs and emerging
trends in job openings are systemnatically used in developing
and evaluating this program.

Poor—iabor market data 15 not used in planning or
evaluation,

7. Use of Information on Job Performance
Requirements
Excelieni—Current data on job performance requirements
and trends are systematicaily used n developing and evaluat-
ing this program and content of its courses.
Pogr—Job performance requirements information has not
been coilected for use in planning and evaluating.
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_MICHIGAN COMMUNITY COLLEGES

FORM C(2) - SUMMARY QF STUDENT RESPONSES CN PROE FORM 2

LT

1.1 Course Available and
Conveniently Located

1.2 Realistic Frerequisites
1.3 Moderate Cost

2.4 Written Course QObjective
Available

2.5 Written Course Objective
Describe Learning

2.6 Written Course 0Objective Used

to Inform of Progress

3.7 Teaching Meets Occupation

Objective

. 3.8 Teaching Developes Job Skills

4.9 Related Course Pertinence

4,10 Related Course Current

§.11 Work Experience Available

Convenient Locations

5.12 Work Experience Available

Day/Evening

5.13 Work Experience Coord. with

Instruct

5.14 Work Experience Coord. with

Employer Supervision

Poor Below Accept. Good Excel. Don't
Expect. Know
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PROE |
MICHIGAN COMMUNITY COLLEGES

FORM D(3) - SUMMARY OF ADVISORY COMMITTEE RESPONSES ON PROE FORM 3

(O B S Poor Below  Accept. Good Excel. Don't
Expect. Xnow
Show % response in each rating. Line median
1.1 Program Content Based on Entry 3 o PS °
Level Job Skills. /: % %A 7%
1.2 Students Provided Job Application ‘7% 359 4'3): £87 /o%
Experience.
1.3 Responds to Upgrading and M ﬂ% %% 39?: ,2%
Retraining Needs. 1

1.4 Kept Current with Changing Job }'% /5'7{ 50% 5% i#%g 57:

Practices.
2.1 Egquipment Well Maintained.

2.2 Equipment Current and
Representative

2.3 Facilities have Adequate Lighting,
Ventilating, Heating, Power, etc.

2.4 Sufficient Space Allocated.

2.5 Health and Safety Standards Met

4.10 Placement Services Avaijlable
4.11 Job Opportunities Exist
5.12 Follow-Up Shows Students Prepared

5.13 College Collects Information on Job
Success of Former Students.

5.14 Follow-Up Information Used to
Review and Revise Program.
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APPENDIX H

PROE
MICHIGAN COMMUNITY COLLEGES

ANALYSIS OF STANDARDS OF PROGRAM QUALITY AND RESPONDENT GROUP INPUT

RESPONDENT | FACULTY STUDENY ADV COMM.
PROGRAM STANDARD FORM # 1 2 3
Standard # Standard =
Std. # (Key Punch #) {Key Punch =)

Participation in developing O.E.
program plan. 1
Program Goals 2
Course Objeclives 3
Competency Based Performance

Dbjectives 4 2 (4) (6) 1M
Use of Competency Based Performance Objectives 5 2 (5)
Labor Market Information 6 1(3)
Job Perfermance Requirements Information 7 1)
Profession/industry Standards 8
Use of Student Follow-Up Information 9 5(14)
Adaptation of instruction 10 3
Relevance of Supportive Courses 1 4
Coordination with Agencies & Programs 12
Provision for Work Experignce 13 5 1@
Program Availability & Accessibiiity 14 1
Provision for Disadvaniaged 15
Provision for Handicappad 16
Efforts to Achieve Sex Equity 17
Provision for Program Advisement 18 6 (16)
Provision for Career Planning & Guidance 19 6 (17
Adequacy of Career Planning & Guidance 20 6 (15) {20)
Provision for Employability Information 21 6 (18 (19)
Placement Effectiveness 22 8 4
Student Follow-tp System 23 7 5
Program Promotion 24
Provision for Leadership & Coordiration 25
Qualifications of Administrators 26 .
Instructional Staffing 27 9 (29)
Qualifications of Instructional Staff 28 9 (28) (30)
Professional Develapment Cpportunities 29
Use of Instructional Support Staff 30 10
Lise of Clerical Suppori Staff 31
Adequacy & Availability of Equipment 32 12 (37) (38) 2 (6
Maintenance & Safety of Equipment 33 12 (39) 2 (5)
Adeguacy of Instructional Facilities 3 11 (33-39)
Scheduling of Instructional Facitities 35 11 (36)
instructional Materials & Supplies 36 13
Learning Resources 37
Advisory Commitiees 38
{Jperating Budget 39
Equipment Budget 40
OPEN END STRENGTHS & NEEDS - X X




APPENDIX I

REPORT OF SELF STUDY (Suggested Format)

College: Date of Self-Study:

Program:

Self Study

Coordinator: .
(Name) (TitTe)

Number of Self-Study Participants:

Faculty Students Advisory Committee Members
(Form 1) {(Form 2} {(Form 3) .

Full Time:

Part Time:

Division/Department Chairs:

Others, specify:

General Comments or Factors Influencing Self-Study:

ATTACHMENTS:

Form A{1} Tabulation of responses on Form 1.

Form B(4-1) Profile of median responses from Form 1 and Team consensus.
Form C{2) Tabulation of Student responses.

Form 0(3) Tabulation of Advisory Committee responses.

Site Visit Team Profile and Validation Report

Correlation of Responses by A1l Participants to Certain Key Standards
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REPORT OF SELF-STUDY (Continued)

Major Areas of Strength:
(Listing of approximately ten standards rated the highest by the self -study

participants).

Priority Needs for Improvement:
{Listing of approximately ten standards rated lowest by the self-study participants

and which, if improved, would have greatest impact on the quality of cecupational
education).
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APPENDIX X

PROE Feedback Letter
{On College Letterhead)

(Date)

To: All Staff Participants, PROE Seif-Study

From: (College President)

Please take a few minutes of your time to fill out the attached survey form.
Its purpose is to help determine the effectiveness of the serviees provided
through PROE to assist us in our recent occupational education self-study.

[ would appreciate your returning your completed form to (Place) in the
numbered envelope, sealed for confidentiality, by (Date).

Thank you for your cooperation.

NOTE: This request for information should be distributed only to persons who
. completed PROE Form 1.
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Date

College

FEEDBACK ON PROE FROM PARTICIPATING COLLEGE PROFESSIONALS

PROE's goal is to improve the guality and availability of occupational education by assisting a
college in identifying its occupational program strengths and needs for improvement.

We would appreciate your views on your college's PROE self-study. Use back of page
and additional sheets as necessary. Use the return envelope provided. These envelopes
will be returned unopened to the Michigan State Department of Education for analysis.
Tabulations and your verbatim responses (typed to insure confidentiality) will be
returned to vour college president and, if applicable, to the PROE team members who

visited your college.
1. What is your general reaction to your college's PROE self-study?

Poor Below Expectations Acceptable Good Excellent

2. a. Were the items you were asked to rate appropriate? Yes No

—— ——

If No, please list your suggestions for change.

b. Are there standards for program quality that were not included? Yes No

If Yes, please list below your suggestion(s) for additional program standards.

3. What is your general reaction to the PROE validation visit portion of your college's
seif-study (if applicable)?

Poor ____ Below Expectations ____ Acceptable  Good ___  Excellent
4. What is your reaction to the written report provided for your program?
Poor ____ Below Expectations ____ Acceptable Good ___ Excellent __ _
3. What is your reaction to the Action Plan developed by your college self-study committee?

Poor Below Expectations Acceptable Good Excellent

8. Do you have any other suggestions on PROE? Yes No

If Yes, please respond below. Use back of sheet and/or extra sheet i{f necessary.

During the PROE self-study, I participated in the {ollowing ways: (Please Cheek)

Attended Orientation Meeting Attended Team's Oral Presentation
Completed a PROE self-study
form None of these

Was interviewed by Team Member

Name and Title (Optional)
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APPENDIX L
College

PROE -
MICHIGAN COMMUNITY COLLEGES - Program(s)

SCHEDULE AND COORDINATING STAFF FOR PROE SELF-STUDY AND VALIDATION VISIT

Steps Action Planned Dates
Schedule
{Weeks from
Step 10)
1 College requests PROE - 13
2 College appoints self-study
coordinator and committee - 13
3 Advance Planning - 12
4 College appoints validation team - 12
5 Orientation -1
6 Completion of self-study instruments - 8
7 Self-study tabulation and analysis - 8
8 College completes validation schedule
and sends to Site Visit Chair - 4
9 Validation Team visits college - 2
10 Written report distributed 0
11 College completes action plan + 2
12 College feedback + 2
13 Assessment of action plan
accomplishments + 1 Year

PROE COORDINATING STAFF:

Name Telephone
Site Visit Chairperson
College Self-study Coordinator
Self-study Committee
College Address Team Chairperson's Adaress:
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APPENDIX M

PRCE
MICHIGAN COMMUNITY COLLEGES

PROE DETAILED VALIDATION VISIT SCHEDULE

This detailed validation visit schedule is designed for a team of three. Normally

this is all that will be required for validation of a single program self-study. If it

is used for a larger or smaller team, it should be medified by the team

chairperson and college coordinator when they plan for the team visit.

IMPORTANT: The interviewing pattern is to be determined by the
validation visit chairperson and college self-study coordinator. This form

should be adapted to their requirements.
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PROE DETAILED VALIDATION VISIT SCHEDULE

College

Program

Dates

Day

Date
Site visit team meets for training and team organization meeting at
motel.
g
Day Date
4:00 to Overview orientation tour of campus.
8:45 A M. Start from _
Meeting Place
Tour Host:
Name Title
9:00 to Individual Interviews {one team member interviews one key college
9:45 A.M. representative. Also see 8:00 A.M. following day.) 1/

Room College Representativey Team Memberg-

Name Position

1/ Examples: President, dean of instruetion, dean of student services, occupational dean,

division/department chair.

2/  To be completad by college contact prior to site visit.
3/  To be completed by team chairperson at site visit team organization meeting.
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10:00 to Individual and/or Group [nterviews (One team member interviews

10:45 AM. 1-3 college representatives; e.g., instructor-coordinators, occupational
instructors, counselors, placement staff, job developers. [nterviews
should be held in respondents’ work environments).

Room College Representatives Team Member
Name Position
11:00 to Individual and/or Group Interviews (Continued. See pravious instruction).
11:45 A.M.
Room College Representatives Team Vember

Name Position
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0 P.M.

Luncheon (typieally on campus with president and key staff).
Specify detail if a planned luncheon.

Individual and/or Group Interviews (Continued. See previous instruction).

Room J College Representatives Team Members

Name Position

Team members work on individual assignments, e.g., special interviews,
examination of facilities and/or documents, visits to work stations and
employers, interviews with students individually or in groups.

Assignment (See Form 4) Team Member

Goals and Measurable Objectives

Processes

Resources

information for writien report

Team members (at motel) individuaily fill in their parts of Form#4 and outline
their perceptions of strengths and needs for improvement related to these parts.

Team meets for preliminary synthesis of Form 4.

Dinner
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8:00 P.M.

Team meets for preliminary identifieation of major strengths and eritical
improvement needs for utilization in oral and written reports. Information for
written report is outlined and drafting of this information begins.

Yok

Day

S
>3

% oo
-
=

9:00 to
12:00 P.M.

Date

Individual Interviews. (Continued. See Footnote on Page 1).

College Representative Team Member

Room

Name Position

Individuel Assignments (Continued. See previous instructicn).
Chairperson or designate completes drafting information for written

narrative report.

12:00 P.M. Luncheon (No organized luncheon).
1:00 to Team members meet to reach consensus on Form 4, plan details for
2:45 P.M. oral report, and review draft of information for written report.
3:00 to PROE oral presentation. Location
4:00 P.M
4:15 to Team meets to complete debriefing. Location
BRPER
Distribution
Chairperson

College Contact
Michigan State Department of Education

_To be reproduced by college for distribution to each team member at organization meeting
unless otherwise specified by chairperson.
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APPENDIX N

ARRANGEMENTS CHECK-OFF LIST

1.

3.

Hotel Accommodations for Team

&.
b.

C.

d.

Request commercial or "state" rates.

Two nights (i.e., site visit Tues.-Wed., 12/5 & 8, reserve rooms for Monday-Tuesday,
12/4 & 3).

Room arrangements preferred: Singles for each team member, plus suite { or chair-
person for use as meeting room; or, all singles, plus conference room. {If unavailabie,
next best thing). Specify below. In all cases, rooms should be in close proximity.

Make all reservations in name of college to be visited and guarantee late
arrival.

Number of rooms required: Chairperson's accommodations plus singles.

Number of rooms reserved singles @ $ , including tax; and
Qs , ineluding tax.

Hotel Phone ()

Address

Nearest Airport
Transportation available from airport to hotel: (Specify type and rate)

College Secretarial Contact During Site Visit {Should be someone able to take messages

Tor team members and locate them during site visit if necessary).

Name Office Phone

information Materials Required

Person at college responsible for preparing materials for mailing and for team meeting
rogms:

Name ' Phone

8.

To be mailed direct to each team member, upon receipt.

Team
College Catalog * (Enter number of members)
Program Curriculum
Class Schedule
Campus and Community Maps
Parking Permits
Staff & Enrollment Forms
College Voe. Ed. Plan

]

To be available for team review in team meeting room on canipus. (Single copies only).

Budget Campus/distriet telephone book

Advisory Committee Minutes List of advisory committee members and
telephone numbers,

Faculty Handbook -
Other

Organizational Chart
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