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Introduction
Overview of the Resource Guide
The Assessing for Learning grant provided an opportunity for A-B Tech to develop an assessment model (see below). This component was intended to help instructors understand and use the college occupational analysis (COA) to update vocational/technical programs and enhance student learning.
A-B Tech’s Assessment Model
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This guide provides a summary of the Occupational Analysis component of this project. It describes the various activities and summarizes the lessons learned.
Component Objectives

The three primary objectives of this project were to:

1. Expand the number of A-B Tech department chairs and instructors who are knowledgable about the occupational analysis process

2. Effectively coordinate the work steps for two occupational analyses

3. Summarize the work of this component to support preparation of the Final Report

Work Steps
The Consultant observed the following work steps to achieve the objectives of this project:

· Conducted a one-hour training program for the AFL2 Leadership Team. Members of the previous year’s team were also invited. 

· Researched occupational information for the two selected positions in the machining and accounting departments.
· Prepared the forms for the focus groups and incorporate the identified occupational information

· Coordinated the logistics for the focus groups, working with an AFL2 team member and the Learning Resources Administrative Assistant. This included the following activities: working with the respective department chairs to identify potential participants, sending a follow-up participant invitation via email, following up to encourage participation, scheduling the sessions, coordinating the various roles, arranging for the participant materials, and keeping the AFL and AFL2 team members informed regarding the details.

· Facilitated both focus groups
· Prepared the Supervisor’s Surveys in conjunction with the respective department chairs and members of the AFL2 Leadership Team and provide them to the department chairs for distribution
· Provided the summaries to the respective department chairs and the AFL2 Leadership Team
· Prepared this Resource Guide for A-B Tech’s Assessment Resource Room
AFL2 Leadership Team Training
Participant Objectives

The objectives of this program were for the members of the AFL2 Leadership Team to:

· Become familiar with the college’s assessment model

· Learn the details of the occupational analysis prior to observing a focus group

Program Content

This program introduced the college’s assessment model, provided specific details for the college occupational analysis process, shared samples of the documents created from the previous year’s focus groups, and showed an example of a supervisor survey.
The PowerPoint presentation and hand-outs for this program are included in the Addendum.


Follow-Up – Mechanical Engineering Technician
Supervisor Surveys
A-B Tech sent 28 mechanical engineering supervisor surveys, but received only two back. Both surveys provided good information for the mechanical engineering program.

The supervisor surveys were provided to the department chair and are included in the addendum of this Guide.
College Occupational Analysis – Machining Program
Occupational Analysis Process

The Machining COA process included the following steps:

1. Reviewed and compiled available information obtained from the Department of Labor website.

2. Conducted a focus group of “highly functioning incumbents” in the occupation and compiled this information. This focus group is intended to confirm or change information related to the occupational definition; the primary duties and tasks; and the knowledge, skills, and traits that are necessary for successful implementation of the duties and tasks.

3. Surveyed supervisors of individuals in this occupation to confirm or change the above information.

4. Compiled this information to develop or update the corresponding program competencies. This information was provided to the department chair.
Focus Group Participation

The focus group was intended to teach the process to the observers while generating useful information for the participating programs. Members of the AFL2 Leadership Team and the affected department chair participated in various roles, as shown below.

Facilitator: Carol Rovello, Consultant

Notetaker: Megan Odem-Getty, Social Services Instructor

Observers: Misty Shuler, Office Technology Department Chair


David Walker, Automotive Department Chair


Larry Boyd, Machining Department Chair


Sun Chae, Humanities Instructor


Trent Codd, Math Instructor

Focus Group Validation Summaries
Nine machinists were invited to this focus group and four participated. The process went smoothly and good information was obtained. Both the initial and revised Machinist Focus Group Validation Forms are included in the Addendum. The final version is dated April 7, 2006.
The focus group participants were asked to rate the final tasks according to their criticality (red dots) and frequency (blue dots). They were limited to three choices for each. They were also asked to identify the three tasks that a new employee must know when s/he walks into this position (green dots). The actual forms (4) that include the rated tasks are also included in the Addendum.

The focus group participants were asked to review a preliminary list of the knowledge, skills, and traits that are needed to perform the machinist job successfully. The initial and revised list is included in the Addendum. The final version is dated April 7, 2006.
Supervisor Survey

Once the focus group information was compiled, a Supervisor Survey was prepared. The format of the survey, print or electronic, depends primarily on the intended respondents. The machining technician survey was designed to be mailed. 

A-B Tech mailed 28 supervisor surveys and two were returned. These completed surveys were provided to the department chair and the copies are included in the Addendum.

College Occupational Analysis – Human Resources Program
The AFL2 Leadership Team planned to conduct an occupational analysis for the Human Resource Program, which is a concentration in the Business Administration Department. The first step of researching the occupational definition, duties, and tasks was undertaken. Because this program offers a number of possibilities for students and is not specifically designed for a particular position, it was difficult to prepare the materials for the focus group or identify the participants. As a result, the focus group was not conducted and an alternate program was selected (see below).

College Occupational Analysis – Accounting Program
Occupational Analysis Process

The Accounting COA process included the following steps:

1. Reviewed and compiled available information obtained from the Department of Labor website.

2. Conducted a focus group of “highly functioning incumbents” in the occupation and compiled this information. This focus group is intended to confirm or change information related to the occupational definition; the primary duties and tasks; and the knowledge, skills, and traits that are necessary for successful implementation of the duties and tasks.

3. Surveyed supervisors of individuals in this occupation to confirm or change the above information.

4. Compiled this information to develop or update the corresponding program competencies.
Focus Group Participation

The focus group was intended to teach the process to the observers while generating useful information for the participating programs. Members of the AFL2 Leadership Team and the affected department chair participated in various roles, as shown on the next page.

Facilitator: Carol Rovello, Consultant

Notetaker: Misty Shuler, Office Technology Department Chair

Observers: Kelly Randolph, Accounting Instructor


Carol Hutchinson, Accounting Instructor

Focus Group Validation Summaries

Eight bookkeepers/accountants were invited to this focus group and five participated. The process went smoothly and good information was obtained. Both the initial and revised Accounting Focus Group Validation Forms are included in the Addendum. The final version is dated June 9, 2006.

The focus group participants were asked to rate the final tasks according to their criticality (red dots) and frequency (blue dots). They were limited to two choices for each. They were also asked to identify the two tasks that a new employee must know when s/he walks into this position (green dots). The actual forms (5) that include the rated tasks are also included in the Addendum.

The focus group participants were asked to review a preliminary list of the knowledge, skills, and traits that are needed to perform the machinist job successfully. The initial and revised list is included in the Addendum. The final version is dated June 9, 2006.
Supervisor Surveys

Once the focus group information was compiled, a Supervisor Survey was prepared. The format of the survey, print or electronic, depends primarily on the intended respondents. The accounting survey was designed to be mailed.
A-B Tech mailed 4 supervisor surveys and one was returned to date. This completed survey was provided to the department chair and a copy is included in the Addendum.

Training
Vocational/Technical Instructor Training

Participant Objectives

Program Content

Participation

AFL/AFL2 Leadership Team Wrap-Up Session
This presentation provided an overview of the AFL2 project and summarized the college’s assessment model. We then walked through each step of the College Occupational Analysis process, providing explanations, showing examples of the focus group documents, and addressing challenges and lessons learned. We closed out this session by responding to questions and discussing the college’s next steps.
Component Summary

Summary of Benefits

Although this project was geared toward vocational/technical programs, its impact was far reaching. Having the opportunity to create an assessment model will help A-B Tech to facilitate learning continuity for vocational/technical students. This model, which is based on vocational/technical programs, is applicable to all of the curriculum areas because vocational/technical students are also students of the Arts & Sciences Division. It will serve seasoned and new faculty for the foreseeable future. 
A-B Tech realized the following benefits from this occupational analysis component:

· Expanded expertise regarding the College Occupational Analysis process
· A valuable partnership between arts & sciences and vocational/technical programs

· A reminder that general education competencies are applicable for vocational/technical students

Lessons Learned
Through this project, we affirmed that the following preparation steps are needed for a successful focus group:

1. Determine who will serve as the facilitator and who will serve as the notetaker. These individuals will work with the participating department chair to complete the preparation steps. Because the facilitator must be neutral, s/he cannot be the participating program department chair or instructor.

2. Select the date and time and reserve the room well in advance. The room must be big enough to accommodate the participants, observers, and a table for food. Be sure that the computer is connected to a projector and printer.
3. Identify the participants for the focus group at least three weeks in advance. The participating department chair is the best resource for focus group participants because s/he has established relationships with companies employing individuals in the occupation being studied. S/he should be able to provide a list of potential participants with contact information.

4. Make arrangements for the refreshments/meal.

5. Have the participating department chair invite the participants to the focus group session. This initial invitation is verbal and identifies the purpose of the focus group and the date, time, and location. Follow up with a written invitation, which can be sent by mail or email. The formal invitation provides more detail and asks the participants to review and update the occupational definition prior to attending the session.

6. Start the research step by visiting the Department of Labor website. Prepare the occupational definition. This is a two to three sentence summary of the occupation. It generally answers the following questions: what does this position do, how does it do it, and why does it do it. Consolidate the occupational information and complete the duty band form. Prepare a list of basic knowledge, skills, and traits needed to successfully perform the primary duties of the position.
7. Prepare a PowerPoint presentation for the focus group session that has an overview of the process and information that will be discussed as part of the session. Include the occupational definition. Prepare two distinct Word documents for the duty bands and the related knowledge, skills, and traits (KST).

8. Send the Powerpoint presentation, duty bands, and KST page to the notetaker a few days in advance of the focus group so that s/he can get familiar and comfortable with these documents.

9. Make copies of the hand-outs, which include the duty bands, and the related knowledge, skills, and traits.

10. Prepare the room for the focus group. This includes the seating arrangement, refreshments, and equipment. Make sure that the computer, projector, and printer are on and working. Allow time for the notetaker to get comfortable with the room and documents.
To conduct a successful focus group, we suggest the following implementation steps, which are conducted by the facilitator except where noted with an *:

1. Ask the notetaker to be familiar with the forms and ready at the computer at the start of the session. (*The notetaker advances the PowerPoint presentation and puts the Word documents on the screen when they are being discussed.)
2. Allow time for introductions of the facilitator, notetaker, the participating department chair, other guests or observers, and the participants. Explain the purpose, the overall process, and their role. Thank them for being willing to help the college with this important process. Establish the ground rules.

3. Explain what an occupational definition is and show the draft definition for the applicable position on the screen. Ask them to review, discuss, and adjust it. They must agree on the final definition. *The notetaker will make this change on the Focus Group Validation Form prior to the review of the duties.

4. Define the following terms: duty, task, knowledge, skills, and traits.

5. Give the participants the print copy of the Focus Group Validation Form and ask them to review just the duties. Ask them to make any adjustment they deem necessary, including: adding duties, removing duties, or changing the wording of the duties. This is done individually.
6. While the duty bands are shown on the screen, lead a discussion of the duty bands to confirm or change them. All participants must agree on any changes. *Once there is agreement, the notetaker will make the changes on the electronic version. Then, ask the participants to put the duties in priority order. *Once there is agreement, the notetaker will reorder the duty bands according to the selected priority.

7. Ask the participants to carefully review the tasks and, via a group discussion, confirm them by adding, removing, changing, or keeping them as is. They may also move them from one duty to another. *Once there is agreement, the notetaker will make any changes and print out the updated duty band form.

8. The participants will use the updated duty band form to select the tasks that are most critical (important), occur most frequently, and necessary for a new employee to be able to complete upon hiring. Give them dots to place on their hard copies. Red dots are used to mark the tasks that are most critical, blue for the most frequent, and green for the tasks that a new employee must be able to perform upon hiring. Limit the total number of each color dot to 10% of the total number of tasks identified. (Note for clarification – The participants will look over the tasks in their entirety for this assignment, not by distinct duty band.)

9. Collect the dotted forms for consolidation after completion of the focus group.

10. Ask the participants to identify the basic knowledge, skills, and traits that are necessary for an employee to successfully complete the duties and tasks for the position. Start with a draft list, when available in advance of the focus group. *Once there is agreement, the notetake will make the changes on the Word document.
11. Thank the participants for their assistance and let them know how the information will be used.

Dissemination of Information
This COA Resource Guide and the associated materials will be place in the College’s Assessment Resource Room for use by academic administrators, department chairs, and instructors.
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