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Preface

The U, educational svstem. even with its ambition of providing gnality education for all of its
citizens, iy by far the best in the workl, Even in the widely maligned area of reading achievemnent,
e, a recent international comparison of nineteen of the world's most advanced nations showed
this corntry to be mnmber one. Yet Silvernum and other notable scholarly erities who have care-
tully studied American edacation in recent vears, have canclided that ediueators generally do not
do o wad jab of articidating what goes onin the svstenn Even thoagh it works—and nsnally very
well —we do not know sery mach abont how or why it works. Althoagh we now have a substantive
national storchoise nf rducational sucvesses, we liave a very poor recording of how it was built.
Uitil recently, the dilirma did not matter a great deal beciuse educators—especially the inajor
contribetars to the storchanse, the classraom teachers—did not have mnch chance to share their
siecesses. 8o whether or not they canld effectively relate and build upin their educational experi-
ences was of little importance. Bnt with the new emphasis on the continuous renewal of all
cdacators, the need to more effec ively draw upon the experience of outstanding teachers is a crit-
ical one. As the direct sharing of classroota successes becomes an increasingly important approach
in the inserviee education of teachers, it is equally important that educators learn as inach as pas-
sible about how this sharing process works. Docnmentation is one approach to improving our
knowledize about how this process and other impartant parts f the comples Ameriean educational
euterprise. It is not evaluation; it is objective record keeping. 1t is a very valiable imanagement
tool,

The printary purpiose of docnmentation in the National Teacher Certere Programm is to help
projects to better inderstand what is happening in their centers—to know hetter what works and
doesu't work—-to identifv aud articulate snecessful practices. Good docwinentation wil! provide a
stranger foundation far determining how to effect iiprovement in Teacher Centers projects as
well as sapph more couplete and accnrate ecenters informatian far educational leaders and
palicvinakers at the local, State, and national levels. It will. most importanthy, strengthen the
“sharing of sneeesses regiardiug bow we best sliare suceesses.” Documenting Success—A
CGuidehocl, for Teacher Conters shauld prave to be invaluable in this endeavor. Documentation is i
refatively new phenomenon in the field of teacher education so we luve a lat to learn about how it
can best be acecomplished. Thos guidebook which was developed by the Svracuse Area Teacher
Center, i close cooperation with the six Regional Teacher Center Docimentation Clusters, is a
developoiental rflort intended to help projects document mare accurately and effectively. So as
sou b this guidebook in colledting needed information and in more effectively sharing experi-
enees, vou need alsa to maintain some record of how to doecument and how to improve the
docimentation process. We hope that vou will freels share vour suggestions and “lessois leirned”
with the Svrucnse Center so that fiuture volimes of the gnidebouk will be even better than this
ane, '

The Nationgl Teacher Centers Progrin stall is deeply appreciative of the considerable offort on
the part of Syracuse and the clnstes coordinators in putting this publication together. It is o per-
ticularlyv nutable achievemnent considering the faet that all of the cluster activities have been or-
ganized and candueted by centers withont any estra dollars for staff support. We also extend our
very special thanks ta the New York State Education Departinent and the State’s three ontstand-
ing tederdly finaneed teacher centers for helping to support the development and distribution of
this useful puldication.

ALLEN A, BNCHMIEDER

CHARLES LOVETT

Uhe Office of Teacher Conters
United States Office of Edneation
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Introduction

The Teacher Centers Program has tremendous po-
tential for vielding infonnation that can be translated
inte progrmns which truly meet the professional needs
of teachers. There is also a parallel patential for osing
vahwable inforation unless plans, backed up by com-
mitutent, are made to ensnre that inforintion is cal-
lected and recorded. There is, for instance, the real
possibility that the Teacher Centers Program will ap-
pear to be successful, vet possess limited information
to explain the phenomcenon. The intent of this
gmridebonk is to help those involved in the Teacher
Centers Program to develop and implement docamen-
tation strategies which will resnlt not only in better
programs but also in better nformation about projects.

Thrre appears to be some nmatural resistance, how-
ever, to documentation. Consider the following
seonario—a recent exploratory study fonnd that project
managers in an inmovitive tederally funded program
had few good feelings about the proposed documenta-
tion component of their program. A sampler of re-
sponses to the gnestion "How do von feel abont
doctimentation?’ ranged from  Cresistance” to
“negativism” and inelncded:

® "I doo't know how anvone can expeet me ta get

involved in docnmentation when 1 have real prob-
loms.”

o "I don't knaw what it's supposed to be. 1 don't
know where to start and I don't kunw where $'m
headed.”

8 “We dan't have the money

o “Sonnds like evalaation to us and we don't think
it's fair to evalaate our program vet.”

8 “We harely have the staff to take care of var pro-
p‘ram needs mnch less to get in\'(__:l\'vd in some-
thing as esoteric as ¢ xannentation.

e "Sounds like a lot uf extra work with absohitely no
pavoff for our local program.”

Thoese who are enthusiastic about getting involved in
docinnentation are, it seenis, rare creatures.

This guidebook is written with the hope that thase
involved in the Teacher Centers Program will come to
realize the need for and the valie of docnmentation. It
will deseribe some specifie strategies thiat can be used
without diverting great amannts of stafl time andsor
hadget, and which can be engaged in as part of pro-
gram development and impleentation. Jn fact, the
process should resndt in an improved program. This
suidebook will work from the assumption that much of
the resistance ty docnmentation is a function of either
fack of understanding or just plain mystery regarding
what decionentation is and what it implios. The first
tusk iy to get a grip on whit is involved.

™
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Documentation:
Toward Clarification

Pocumentatioun subsuimes an entire gamut of ac-
tivities concerned with information—from gathering to
asing information. A partial listing of these activities
would iuclude bt not be limited to—

Collecting and recording informatiun
Generating information

Organizing information

Svithesizing infarination

Amalvaing inforination

Explaining {nforination

Using inforuation

Disseaninating information

It is likely that part of the mystery that enshrouds
docthmentatian and fosters resistance is a fuuction of
the inclusiveness of the coneept, f.e., it may mean dif-
ferent things to different people. I someone should
indicate an involvement in documentation, it eould
mesn heing invalved in ane or more of these activitios.
atl af them, or still other activities that were not ineu-
tioned. More frightening perhaps is the prospect that a
commitipent to docwmentatian is a commitment ta
perfonn simultaneously all of the above-relatedd
tasks—und to do so in connection with each and every
program facet. That is not the case.

We st attempt to hetter delineate what's involved
it docimentation, Perhaps more importantiy, we must
delineate what does not have to be invohed if we are
not to be averwhelmed by the task at haud, e,
documentation of teacher centers projects. Therefore,
toward clarification—

e Purpose
Bocumentation is neatral wih respect to pirpose.
It can be engaged in for any purpose so long as
the rationale is specified prior to enyaging in data
calleetion. The emphasis is on developing usable
information.

e And Nonpurpose
The purpose is not the prodnetion of reports for
the sake of reporting. The purpose is not the total
deseription, analysis ar explanation of evervthing
that ocenrs.

o Essential Characteristics
Documentation is svstematic,
Dociimentation is acenrate,
Documentation is eomplete within a focus area.

| &3

o Implied Conditions

The rationale for documientation has been prow.
onsly and specifically delincated.

The focas area(s) or specific questiongs! to be -
swered has been provioasly determined.

The capacity to perform documentation within a
focus area has heen determined; haman and mate-
rial resources are intact or are available.

The commitinent to perform documentation is
evident, iucliding a recogaition of the aniount of
offort, discipline and expertise that is reguired.

A climate conducive to docnmentation is evident,
including a recoguition of the need far the activ-
ity

Excess Baggage

While docinuentation can take many forms, there
are some things that it is not, It is not—

A newsletter

Materialy develapment

The “Annual Report”

Democratic involvement af participants

Cost analvsis

Conference preseutations
All of these features may be desirable, and way even
he necessary. They may, in fact, be by-products of
docimentatian. The important thing to note is that, in
and of thenselves, they are not documentation and
should not be cmsidered as evidence that something
program-wise has oceurred,

1
Documentation: To Learn

About Teacher Centers

While "ecenters”™ have been evalving for sevoeral vears
wv an innovative approach to inservice, little systematic
documnentation has oceurred. In short, there is much
to be learned about teacher centers, The Teacher Cen-
ters Progrinn has the potential of developing o hase of
infonnation that can be ased to answer a mvriad of
gquestions about how to develop and implemcat pro-
grams. The first task in developing a dociuinentation
plan is to determine what information should be col-
lected. It st be asked: What do we want to bearn
abont teacher ceuters? What information do we need?
Wi do we nead it? A clearly stated ratiouate for cach
aspeet of the documentation plan should keep project
penonnel from the tedium and the pithall of collecting
data for the sake of collecting, The boundaries of the

3



Q

ERIC

Aruitoxt provided by Eic:

documentation effort shoukd adso bhe dearly delineated
at the outset so that it can be known when complete
infonination has heen colleeted.

Some potential foens wreas will he presented. It
shonld he made very etear that the decision to focns
on one or more of these areas of interest, or other
arcas nat listed, must he wade within the context aof
lacal phjectives amd priorities. This decision st also
involve a thorough cansideration of the potential con-
straints, ... hick of resourees, noncondavive elimate,

So as to more speeifically define some potential
arean for docnmentation, they will he posed in the
form of guestions. The questions are presented in the
spirit of ilustration and nat as a list to he answered.
The specitic parameters —ts pically defined by ynes-
tions to be wswered-——of 4 docmmentation effort must,
of course. he developed by projeet personnel.

tnvolvement of Teachers

It is often said that teachers are more involved in
teacher centers thas in other forms of inserviee ednea-
tion, it iv legitinude to ask, therefore, What do we
mean by Tinvolvement?” What teichers are involved?
To what extent e tewwhers involved” How do they
lecome invalved? Why do some teachers not beeome
imvolved? Do teachers, for esample, initiate ideas tor
specitic teacher cerder aetivities or programs? Wht
are the channels or procedures tor involving teachers
in planmge progrmn? Do teachers Tave responsibility
for implementing certain aspects of the program, e.g.,
workshops 2 Do teachers have the opportunity to
oviluate teacher center activities”? B so. how is this in-
fortmation used e planning tuture program offerings?
I teacher's hackground related to the type and de-
gree of wvolvemeat? Iy i teacher’s professional espaeri-
ence or professiona] specialty related to type and de-
gree of imalveaent? What are the specific types of es-
s motivation, e g, release time, direet stipend?
How much tune do teachers spend in teacher center
activities?

Policy Board

The interest in teacher involvement might be to-
coseedl by koking at the Poliey: Roard which, by law,
st have a majorits of teachers. Is the Poliey Board
an effective mechanisim for involving teachers in
degisian-making® What kinds of decisions does the Pol-
iey Boand vake? What is the involvement of the van-
ous represented role gromps i the decision-making
process” What are the patteros of influence an the Pol-
iev Board? How are the Poliey Roard members poer-
ceived by their role-group peers? What are the incen.

tives for servisgg an the Poliey Bourd? What is the rela.
tionship of the Tracher Center director to the Policy
Bourd? What is the relationship of the Policy Board to
the local Sehool Roard? What role groups) predami-
nates in the decisionanuking process? What institu-
tional palicies or cducational laws constrict the opera-
tions of the Palicy Board? Do those teuchers selected
tor the Policy Baard share any charaeteristios?

Rule of the Teucher Center Director

This is a new professional eareer which has emerged
with teacher cemters. There is certainly a need for in.
formation about what the position entails and what
skills are required ta function offectively in this role.
How was the director recruited and selected? What
role graap predominated in the selection pracess®
What iy the director's acadeinic hackgromnd and pro-
fessional expuerience? What are the the direetor's future
carcer plun? How ninch is the director paid”? Whe
pavs the director? What toes the director do? How is
the director perceived by the teachers? How is the
director pereeived by the sehool xdministration®

The Progrum

Probably the most important area of interest con-
cerns teacher center progriun activities, What types of
activity, services and resources does the project sup-
port? What do teachers leam throngh participation”
How are the ueeds tor progrmmming determined? Are
the needs of teachers addressed? Are the speeific
needs of children addressed? Are the neods of sehool
sstens addressed? Whe, or what role gronps are in-
volved in determining priorities for program? When
and where are activitios offered? Who is responsible
for varimes aspreets of the program? How was the staff
recriited, selected jad treined? What types of ac-
tivities are most successful in invelving teachers? Whit
incentives are offered? What is the relationship be-
tween teacher center offerings and ather in-
stitutionalized offerings sueh as college and school dis-
triet imerviee conrses? How is the program evaluated?
How e the varions activities finaneed? I the pro-
gram refated to the pratessioual growtls of teachers?

i,
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Figuring Out
What To Document

The swmnpler of spuestions presented above nun
create lor same--particnlarly those who are cager to
became imvalved in docnmentation—an eves-stomach
dilewmini similur to that faced by the smorgashogyd
gnest who impolsively loads Tos plate with more tood
than can passibly be caten. Thit ds, temptation is a
real problem for people involved in doennenting pro-
grasms. Bat, as in eating, in docamentation it is essen-
tiad to deteroune that each availuble hit is not anly
avajtable, bt is adsa important and/or uecessary. Or,
mare snccinetly. more of anvthing is nat necessarily
better.

Making Tratle-offs

It is often diffienlt to ostablish commntiment ta
docimmentistion strategy that reguires a systenatic, ze-
ennite, aul complete collection of data within a clearly
specified arca of interest or cancern. While inost can
accept the logic of “swstenaatic,” “accarate,” and “com-
plete.” problems ane likely to arise when it cmnes to
chisismg from an array of impartant guestions Tyvpical
af the gquestions that inight be raisei]l include: How can
we kiow g this stagee what is miost important? What it
we dan't dectinent “this® and then we need the ia-
tormation? Bot of o foens arceast is not determmed,
cither . averlv enertetic doeumentation agenda will
cemerge, or there will be ne docmmentation at all. o
the former instance, evervthmg is docnnented. over-
sti. 7 File cabinets and computers vesnlt ad informa-
tiom is likels to become inaccessible. fn the latter case,
these information halders are empty and needed in-
furmiation s totalls s pilable, Therefore, o docwmen-
tatin focus areanst must e determined and trade-offs
will have to he made. These trade-ofl decisions m,n
nat alwavs be 1004 right, as hindsight i indeed likels
te prave  Yet, nuking a decision at the apprapriate
tune with the best indurmation availible is nearly ol
wavs better thun spaking no degision at all

The point to be stressed is that there most e a de-

fensible eationate for the decumentation questions to
be amswered. The point that may he hand for project

persomnel to accept is that certain importaint areas of

interest will not be documented. Project persannel
should, haweser, tihe confurt o the knowlede that
they will not have to live with the altermatives, i | .
utonntain of data that cannot be analveed, or csen
worse, wa data at all

The necessity of engaging in the aften Trustrating
process of making trde-offs is hapetilh apparent.
Comideration mnst pow he given to the substance of
this process —to what it is that sy actaally be traded.

All Is Relative

The docnmentation agernda shoubd be determined
within the econtest of proje-t ohjectives aml priorities.
Cloices will have to be anade or one will e dealing
simnftancousty with a veritable feast of questions such
a thowe listed on page 30 With regard ta each po-
tential doenmentation foeus area it must be asked:
Why do we want this inforination? Ta be ineluded in
the docmmentation eltort, information shanld of course
be available. Furthermore, the information should be
necessary and/or important. Some esampies will
prrhaps clusify these eriteria and offer some waidancee
in entting down what canld becanme an overwhelming
aprendic,

Availuble but not important. Consider, for pyunngple,
“sehioed daily sehediles™ as information which might I
inclnded ina docunn-ntation effart. There is certainly o
lat of intonmatiaon: instractors. raoms, content areis,
times, levels, prrinds and so ou. This information is
readily available fu that it is hardly ever thrown away,
However, even thongh this inforimation is important in
undenstanding a school voutine, it prahably is not im-
portant ina teacher eenter docnmentation effort.

Available and important, In sume instances, how-
ever, the schand schedude ny be information of the
highest order, it may, lor instance. be definitely re-
Lited to acliieving provgram ohjectives, I a teacher
center project s targeted at v\p;uulinq opprartinitios
fur peer-tosgpeer cansultation during the school day,
then obviously the sehool sehrdnle is within the reddin
of conceri sinee withont a facilitative schedule, pecr-
to-prer sharing would wat he passible. In this ease,
purt of the infurmation provided by o school sehedule
is bath impartant and available,

Na longer important. M certain aspect of o project
may initially be determined a high priovity docan vata-
tion wrea. Instriments may be develaped aud data imay
have been gatheved. One shonld be aware, however,
that somctimes the docinpentation process will take
over, ol develop a life of its own that may very well
oatlive the dnportance ot the hogh priority area. Far
evample, it is likely that ane of the teacher center di-
rector’s inost important tashs in initictiog 4 new
teacher center is waining visibility with the vivions
corstituences. A tefeplom: Joghook woald he o goond
tool far disqanenting the mber and types of eontacts
meatde. However, the importanee of dociimending these
telephione cantacts is likels to diioinish relatine to
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other coneerns as the teacher center program beconees
establishedl. 18 is likely that in the third yvear of opera-
tion. time could be better spent. tor esample, in

decumenting the girocess for wosessing the needs of

teachers who have alrewdy participated in three vears
af progrannning actwities.

Special—but aot important, There will oftrn be
special or interesting program features which are not
clearty related to progrum objectives. The tenptation
ta document these features nay be particularly strong
hecaase of their specialuess, They, however, shuald be
serunnly considered oy eandidutes tor esclusinn singe
theyv are likely to clog the docnmentation offort, An
examnple af this might he the documentation of a
stgle. interesting program compouent that, althungh

well received, really doesn’t relate to the abjectives of

the project, e, the divelapinent of a teacher center
spreaker’s burean.

Special and important, On the other lund, special
teatures which are clearhy reluted to program ohjee-
tives or prioritics shankd definitely e cansidered s
potential daenmentation areas. It i program is. for in-

stimee, relviog heavily on teacher-led workshops and if

speerd] traming is provided for these teachers. consid-
erdion shuald certainhy e given to docimuenting this
special training program,

Necessary hut not avatluble; restructure the ques-
tion. There are times when eertun progrant aspeets
shankd be docranented bat the infunnation is oot reml-
ilv avaidable. Halt thee battle is asking the gquestion in «
manper m which it can be answered or docamented.
For esample. sappose ime wantedl to document the
Tsuecess’ of g dropsin omateris”  development
center - it no one would take the time to fill oat a
gquestionnare. It ight be reasouable to keep a careful
check on the munber of teachers that nse the center,
and sinzgest the “usage” is an geceptable proxy for sne-
COeN.

fmportint—but not available: must do without,
There are instances when it may become obwitis to
the docmpentor that complete and acenrate infornsas
tion simply is nat availuble. Under these cirenmstinces
it is prabably best tn acknowledge the difficalties and
not attempt data eollection rather than to go throngh
procedires which result onlv in incoraplete .ad/or in-
accurate inforimation. An exanple of an area of impor-
tance which might present such proliens is document-
ing the “ripple effect”™ of 4 teacher center activity on
teachers e an adjacent region. Althaugh these data
nuv be technicath available. there amdonbtedly wonld
be w great ded of titme, mones and homan energy es-
pended ta ohtan them.

tn making trude-afts potential docnmentation areas
shauld be cansidered wathim the contest of praject ol

it

jectives and priorities. From the esamples above it
shunld be elear that there are no hard and fast rules to
tide the trude-off process. What is important refative
to oue set of vonsiderations is often less important rela
tive ta another set,

Kuowing Your Resources

Auother consideration in making trade-ofls and e
veloping dpemnentation prrioritios is a4 project’s capae-
itv far documwentation. Not omly must the imfonnatian
to be eollected be importunt, and/or necessary, andior
special i related to program objectives, but the
project wmnst have the resources, personnel and budget
to perforin the necessary tasks. Although project per-
sonnel often express a luck of confidence in their abil-
ity to svstematically gather duta, most projects have or
cun acguire the skills to engage in what wight be
called "hasie documentation.”

Basie documentation is conceriied only with the fol-
lowing guestion—"What lappencd in relation to what
vou wanted to happen?” This guestion can be addres-
seed by i strategy that essentially involvey antbing
more than structured eounting. Progrinn persovnel
simphy take operationulized stutements of their objec.
tives and list the questions that naturally flow from
them. Then they ehonse those questions that are nat
only important. but far which they also have the re-
sourees to answer. Very simple tools and record kevp-
ing strategies ean then be lleveloped that witl allsw: all
of the pertinent data to be collected with little or no
slippige hetween the cracks. This strutegy, which re.
quires wore compusisiveniess thun sophistication or ex-
pertise, is concerned only with observational or
record-embedded data. 1t is documentation at its
simplest and casiest. Yet, it is a svstematic approach
that requires acenraey, and the information derived
can be most asetn] ty those who wat to learn about
the program.

Interestingly, some project personnel often feel that
@ strategy sa simple and basic as counting (particularly
within mrrowly defined areas) cannot vield useful in-
tsrmatian, However, if the activity is canscientionsty
performedd, then the process can yield information
which is very nseful in program development. If it is
dvne on a regular schednle, then different sets of data
et be esamined for snch things as change and stabil-
ity

Consider, for example. how easy it is to ask a fow
questions of those in attendunce at teacher center
events Al Kinds of questions can he answered with
this kind of information. Wikt percentage af the at-
tendees iy “hegisuing teachern?” What percentage of
teachers in the service area becames awalved in ace



tivities offered durmg release time? What percentage
of the teachers beentmes involved in workshops? What
pereentage in conrses® What percentage of the
teachers was involved in five or nore teacher center
activities during the semester? And o ou. The only
skills ecded to gather these types of dta are the abil-
ity ta ask guestiuns, to count and to keep reconds. The
implications for program developmient are sometimes
more protound than one conld imagine.

It would seem that most local projects have the stadl’

and resources to engage in basic docnmentation,. While
no specific recommendation can be made as to which
stdY person shoutd be in charge of the effort, it secms
clear that someone must assmue responsihility. One
cannot expeet that an abstract, shared responsibility
will work. Hopelully, it the process is viewed ay im-
portant to hoth project persounel and to the Policy
Board. then it will be possible to find a staff menber
wlio iv interested in developing the ilocumentation ac-
tivities. This is an important point, made more impor-
tant because one of the essential tasks of a docnmenter
is to pay special attention to detail.

Knowing How Much External ilelp
You Can Effectively Use

It can probably be wsamed that it a project has staf!
with the evpertise to develop  fimnled proposal, then
it probably has staft which also has the expertise to en-
wage in looic docnmentation. Basic documentidtion, s
we have seen, cntbe thoroughly ikl well done with-
ont tremendons denmaxds on available resanrces. There
are, bowever. 1equirements. These include the com-
mitment to gather asic infarmution, the willingness to
think throngh priorities, the discipline to stay with the
task, and the availability of what might be termel
"compulsive seeretaries,” The decision to heeome in-
volved in more camplex docinnentition strategies will
require @ mwh more careful consideration of avaitahle
resonrees, Resourers of importance in this case will
astally be fisel, sinee mwonies will be regired to re-
tain the necessary techi jeal assistance.

A word of ciation is in order here, Often the waile-
bility of money budgeted for documentation will pre-
cmpt asking, 15 there a need for more comples
documentation that reqnires professional Skilis that the
program stafl does not possess?™ There is often the
temptation. once monies lave been Imdgeted far “ex-
ternul assistance” or “consultants,” for project porsom-
nel to totally withdraw from the documentation ceffort
and e back to the more pumediate prohlems of rin-
wing 4 prugram. While this may he nndentindisble,
project personnel need to be realistic concerning the

&

amount of assistance that consultants can provide. All

" too often, project personniel expr et consultants to de-

liver far more thia is reismable. Usdess the project
personnel carefully control the docimentation process.
they are likely to end up with vet another 800-page
report, louded with exhibits, statistical charts and ta-
bles that no one aunderstands. They are likely to end
ap with evervthing, vet have nothing, Clivices have to
he made—and they have to he made by those who
understimd the program, i.ce., project personnel. There
is no amomt of technical assistance tlat can be substi-
tuted tor in-depth anderstinding of any specific
teacher center.

Another cantion is in order with respect to deciding
to use more sophisticated documentation strategios.
Using packaged materials is currently in vogne. and
there are sales representatives wanting to sell tracking
programs, split-plot designs and the tike. not to men-
tion all the attending hardware. Before voa by, think
abont the documentation priorities that liae been es-
tablished, It von don’t have the need to record a cer-
tain picee of informativn napually, there is probably
no reason to do it by computer. And, before voa sne-
cimnb to the urge to use an existing compunter.
remembier—while it is cisy to plig data in, getting in-
forimation oat in any compreliensible form tepically re-
gnires a level of expertise.

Whatever the form of external laelp, remember that
the tride-ott is usidly some loss of control over the
process. Whatever might be gained in sophisticatioa
may very well be lost in « ek of understanding alout
arests that are very ilmportit to .« project,

Althomgh one st be caretul abont the nse of out-
sidle consultmts, there are times when external help
will he invalnable, I docamentation priorities have
been estublished. i the tvpe of desired information is
kuown. if the problems to he euconntered have bean
thought through—then it is passible to solicit help,
knowing that the program persoimel will actumally con-
trol the process iond receive information that is tailored
to meet specitied needs. Perlugs the following miles of
thwab will be helpful—

e Dou't liire an ontside expert until the areas to be

docamented are known.

o Be precise and demanding in expliining to an ex-

pert what is wanted, and the form that is desired.

e Ak that the data be presented in “nentrad”

form—i.c., withont judigments ay to whether it is
“wood” or had.”

o Always ask abont the limitations of datic tonns that

are tiew to you or that von dor’t nnderstand.

e Alwavs work from the posture that the “evpert” is

ta serve your teeds —-pot viee verw,



The Fear f Not Documenting
This sectiou has focused oo things to consider i de-

termining @ documentation agenda, At the autset it
was pofited out that documenting each aad every pro-
gram facet is not within the realtn of possibility. Al
though a rather long roster of potentially important
questions wis presented, emphasis was placed on the
process of making trade-offs. The main poist is that
potential dacumeatation areas must be considered and
trade-affs made within the context af prject ohjectives
and prioritics and with respeet to a teacher ceater's
capacity for docomentation. In other words, not all the
questions that one might think to ask about teacher
conters are going ta be answered by any one docu-
muentation effort,

Nonetheless—often a project that has ontside
waonitoring is swept with the postinortem fear that
samethiug has been left ont that someone, external to
the progranr will sometiine decide is or was important.
A sampler of posible questions has been presented:
there are, of conrse, others, The decisions, which innst
be wade reyarding which guestions to answer, should
be hused on a rational assessiment of ueeds lor ivlorma-
tian and of resonrees, and should ot be hased on the
fear of uat documenting sinee this fear can transtoru
what began as a rational, purposeful, systematic
docamentation effort into an athatross. A well-defined,
coniplete, svstematic effort can guickly turn into,
“"We'd better do a little bit of evervthing just in case.”
The cmphasis shifts fram guality to quantity; and nsu-
ally, though it will probably not e immediately evi-
dout, the infurmation collected shifts from nsable to
teivial, This shift can vur very quickly at almast any
stage of the project. 1 it does oceur, data collection
rather than purpose can run the program to the detri-
ment of all invalved. A good exaple of this is where
“swecess measures become the foeus of the documen-
tation eflort. Currently in some highly visible pro-
grams, particularly these that are emphasizing basic
skill proficiency, there is an emphusis on teaching for
rosalts. Unfortintately, developing rvideuce of results
sometimes takes precedence over the teaching and
learning prucess.

Y
The Importance of Climate

A wellconeeived documentation plan can be short.
cireuited it a favorable climate is not established and
maintuined.  Documentiation imust abnost always be a
group effort from the beginning althaugh somne project
personnel will necessarily be more invalved than
others at different stages, I documentation is to occur.

teacher conter personnel must understand the veasons
for it, must value it, and must be willing to participate
in the process. The documentation plin mnust ewm-
phasize getting masivwn infonnation with a minimuim
of imposition on program participants. I no data col-
lection occurs without i clear and specifie rationale,
imposition will be kept at a minhinum and quality of
information will probably be high. If, on the other
hand. the “documentation committee” goes out to the
teachers with one guestionnaire after another, and
none with any clear rationale, cooperation is likely to
he strained. ‘

Climate can also be made more favorable if evalua-
tion is kept very distinet from the documentatiun ef-
fart. It needs to be stressed repeatedly that documen-
tation is neutrai with respect to purpose and particu-
larly in regard to evaluation. If this is not done, dis-
trust and miscoommunication are likely to sweep the
project. Emphasis needs to be placed on documenta-
tion as a procedure to generate usuble information
about how a progran fuactions. [t is often difficult to
waintain this stance inasmuch as people are accus-
tomned to being guestioned and abserved anly when
they are being evaluated. Data collecting instrumenty
shat are used should probably be primarily descriptive.
If observation of people is required, diplomaey
suggests making these instrneuts public or available.
When judguients must be made, it should be very
clear that it is program evaluation and not personal
evaluation that §s iuvolved,

\"
Pitfalls to Documentation

Assrming all the fmplied conditions (see po 20 have
been met, there are still several docurnentation pitfalls
to avold. Among these are—

Again—Documenting Anything and Everything

This can happen even though the origival plun for
data callection was rational, reasonable and restricted
to a clearly defined focus area, Interestingly enough,
this often occurs in projects where the climate is most
conducive; the temptation is just too strong not to re-
sist collecting “this” or “that” since there is an oppor-
tuuity ta do it and there is no identifled resistance.
Overdocumenting is also likely to occur f the “fear of
not documenting” becomes preeminent. Documenta-
tion s out o definite rationale, will eventualty strain
the - iiute for data colleetion and result in information
averload. Colleet ouly as much fnformation as is
needed sud on a schedule that cau he explained.

'3
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Not Recognizing Informaiion

The flip side of overdocuenting is nat recognizing
informatiuy that already exists, usually in sance already
established reparting svsten, One uf the common wis-
tukes made by program documenters is the continnal
duplication uf data st could have been had for the
asking. Far cexmuple, rather than asking each and
every teacher to fill out a schednle torm, wk the prin-
cipals whi are tikely to have the schedules of all
teachers an file.

Adjusting the Schedule for Data Collection

While it can probably be expected that all data col-
lection will not come off exactly as planned, evory ef-
fort shanld be made ta spprosimate realistic target
dates. Understadably, pragram concerns mav get in
the way of iata collection and some adjustments to the
schedule may he required. However, every effort
shouldl be made to minimize the effect of these diver-
sions an the documentation plun. Straving too far from
the schednle will eventually resnlt in last winute re-
port demands on stafl that can't be anet,

vi
The Nitty-Gritties
of Documentation

Docimentation can be enggaged in for any purpose
so loug as the rationale is specificd prior ta engaging in
data collection. It is assumed, therefare, that, priar to
considering thye nitty-gritties of documentation. devi-
sions have heen inade with respect to which program
clements will be docmmnented. Furthermore, it is as-
stuned that the doctimentation focus areas) has been
rather precisely defined by speeific gnestiims and that
each specific question has s rationale. Each question is
likely to suggest several data collection strategies, cach
of which typically has advantages as well as limitations.
While general statements can be made regarding senne
canunon procedures for callecting datu, the “appropri-
atenevs” of vach procednre can be judged ouly within
thr contest of a documentation plan.

A First Cut at Defining the
Tasks of Documentation

The essential task of dovmnentation, as the term
fruplies, is recording information. The cssential related
tusk. therefore, is eollecting informmation. §f this
giddebook bas o wain point, it is that not all program
informubion can be collected and reported, hut what s

documnented must be done so systematically and accu-
rately. The nitty-gritties will be concerned with proce-
dures for svstenmticallv and accurately collecting nd
recording important project inforination.

There is a virtual myriad of possibilities when oue
begins to cousider data collection philosophies.
strategics and instruments. 1o foct, experts luve pre-
serted their views as well as their techinical assistance
i, numerons resources (some of the hest are refer-
enced in appendix A.). So as not to be overwhelmed
by the possibilities. let's begin with a scrious consider-
ation uf those procedures which are the wmost difticult
to implement. Somne of these procedures can probably
be elisninated from the realn of possibility unless
there is the commitment to master the resources to
deal with the problems associated with themn.

Those procedures that are the easiest tu adininister
are anfortunately the ones that are most likely ta be
misused. The g estionnaire is probalily the most over-
used and misused of ol the data collection proceditres.
It does aot take snuch expertise or eflort to put to-
gether a bunch of gaestions, attach a label “"Question-
ngire.” ead put it in the umil. The tota! cinphasis is
often on jnst guing, through the data collection process.
Details tike poorly constructed questions and low re-
turn and response rates are often ignored. A wore
sophisticated variation af the questionmaire is the per-
somal interview., While there is no intent to denigrate
qaestion-asking approaches, it should be emphasized
that, of all the data collection strategies, they require
the highest degree of forethought, effort and expertise
it they are to he done in any worthwhile way, De-
veloping valid schedales of questions. training inter-
viewers, and analvzing the information coliceted are no
jols for amateurs at documentation.

There are several descriptive approaches that abso
reguire a mininnun of planning prier to data collection
and are, therefore, often misnsed. For example, all
program participacts anight be asked to lpg their ex-
periences. or to give detailed case histories. It is ap
eusy approach to doctwentation, in that no decisions
have to be wmade as to what is important prior to the
injtiation of the process; it takes little forethuaght to
give the direction "Keep u loghook.” 1n too many in-
stances, hpwever, little consideration is given to some
details—like it takes almost as Long to “log” sonething
as it does to experience it or that somehady eventually
is going to have to attempt to make some sense ont of
the wealth of data. Systematically analvzing complete
deseriptive acconnts also requires the highest degree
of forcthoaght, effort and expertise and is likewia: no
joby for amatenrs. Furtheomore, trulv comprehemsive,
deseriptive approaches are likely to guickly drain the
reservoir of stafl energy.

h"‘
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This wuidebook hopefully has an obviuus bias toward
planned data collectiun: oo bit of information is to be
collected unless there is a clear rutionale for its need
and there is also a definite plan for huw to deal with
the data once it is collected und recorded. Within this
framwcork, yuestion-asking and descriptive strategies
ave certainly appropriate. iu fict, they are necessary.
However, lacking this framework, i.e.. without a
rationale andior a plan for data analysis, question-
asking and deseriptive strategies should be eliminated
as viable procedures in a documentation effort that as-
pires to be accarate, systematic and complete.

Developing Instru .ents—A Sampler

This guidebook is written with the assumptiun that
most projects have the capacity to engage in basic
docmuentation and, therefore, can develop the neces-
sary framework for good data colleetion. Basie docu-
mentation does not require an advanced degree in data
amalvsis; bat it does assitme a commitment to Jetailed
forethought and planning. While the nittv-gritty pre-
requisite is knowing precisely what informmation is
needed. the nittv-gritty task is developing instrinne nts

and schedules to fucus uhservations and recording.
Thesc tools constitute a type of final statement about
what information is valued, i.e., is it to be included in
the documentation effort,

The actual docusnentation instruments ure the
mecnuttisim for standardizing observations and for svs-
tematizing the gathering of data, They are also the
mechanisms fur ensuring that only the information
which is needed is collected, for ensuring that ox-
traneous infunnation—widch is likelv tv drain norale
in the collection stage and clog the effurt in the
analvsis stage—is not collected. Each entry (e.g., a
question ur a description form) should have a ratiunale
and be su precisely stated so that one or more obser-
vers ean nate and recurd in the same way sume
program element. These forms, therefore, also serve as
an internal check on the validity and completeness of
data collection within a given area. The instrunents
themselves can assume a variety of forms. In fact. a
basic documentation instrument could be developed tu
culleet relevant information with respect tu cach of the
guestions listed on page 3. Several esamples will
be presented. Again, these are in the spirit of fHustrs-
tion und are not presented as models ta be copied.
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EXAMPLE #1: TELEPHONE INTERVIEW

Hypothetical focus area: Involvement of teachers

Sample Question: Why do some teachers, and not
others, bevome involved?

Procedure; Random sumple of service area. Documen-
ters are trained to guery and to record teacher re-
sponses on a form.

Sample Interview Questions:
1. Have vau heard about the Teacher Center?

2. What activities have yaa participated in? (If "yes”
to #1 above.)

3. Why did vou take part in ?
(f "ves” to #1 above and for rach uactivity inen-

tioned in #2)

4. Why have vou not participated in any of the ac-
tivitics that have been offered? (If “yes” to #1
above but “none” to #2.

5. ... thru"n" questions . . .

10
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Sample Recording Form:

. H "ves,” How? (check)

- Teacher Center Flver

—— Word of mouth

Personal contact by Teacher Center Staff
—— School Administrator

Other (specify)

I "no.” give brief description of Teacher Center.

2. Check all that apply:

— None

— “Make and Take Workshop™

— "Classroom Qbservation”

—— “Organiziug Your Classroomn for Mainstream-
ing

—— “Media Workshop™

—— Resource Center

—— Classroom consultations

... thru "n" programn activities . . .

3. Check all that apply:

—— Needed for certification

— Needed for inservice credit

—— Stipend

—— Convenient time (specify)

—— Convenient location (specify}

—— Helpful in current teaching assignment
—— Sounded like fun

—— Other (specify!

. Check all that apply:

—— Don't need whatever the incentive was (e.g..
stipend, credit, ete,)

Don't want to leave my class for “release
time" activities

— Not related to my teaching assignment

Inconvenient time

— Inconvenient location

— Other {specify)




Asking questions is the most direct route to getting
certain inforation, The telephone interview was cho-
sen as a middle-ground example of question-asking
strategies. It's likely to get a much higher response
rate thun a questionnire; yet it it much easisr to train
people for conducting a telephone interview than it is
for u persouat interview. Still, it shares with the per-
sonal interview the advantage of being able to probe,
ar to follow up certain areas of questioning. Fur-
thermore, the telephone interview does not have the
recording problem of the personal interview, i.e., time
delay. Telephone interviewers can be trained to record
responses, accurately and reliably, while conducting
the interviews.

v

EXAMPLE #2: CHECKLIST

Hypothetical focus area: Involvement of teacher

Sample Question: Which teachers are invalved?

Procedure: Attendance is taken at each Teacher
Center activity

Samnple Attendance Forni: See page 12,

The checklist requires the most specific definition of
what information is wanted. If alsolutely nothing is
known, for example, ubout which teachers are in-
volved, then the telephone interview would initially he
the nost apprapriate procedure, However, ance soine
hunches are developed or indicatars are derived, then
an instrument, such as our attendance checklist, can
be develnped. While the interview is likely to vield
more infortmation on each teacher contucted in a ran-
dowm swnple, the checklist is likelv to vield less hut
more relevant infonnation on all the teachers involved.

EXAMPLE #3, STRUCTURED LOGBOOK

Hypothetical focus area: Role nf the Teacher Center
director

Sample Question: What does the directar do?

Procedure: One day per week the director keeps a
loghook, The days are systematicatly rotated, e.g.,
Week 1—Manday, Week —Tuesday, ete.

Sample Puge of Logbook: See page 13,

The structured log will vield information that will
look quite different from that which would be likely to
result from the direction “Keep a loghook.” Natably,
the structured logbook will not have as much informa-
tion as the unstructured loghook, Somehody might
well raise the issue that it is importaut to koow, for
exiample, what the direeter did on Thursday during

Week 1. However, loss of this information, and other
bits us well, will probably be well-compensated for by
the type of information that is obtained. The inforina-
tion that is collected can be used to answer spevific
questions that have been detennined to be of specific
importance. Furthernore, there is the likeliivod the
information that is collected is complete within the
scope that has been delineated by the categories. (Typ-
icallv, unstructured logs become less complete and de-
tailed with time since eventually very arbitrary deci-
sions are made with respect to what is to be included.)
The structured log approach also greatly tacilitates the
data analysis stage. There are many unstructared logs
around that will never be analyvzed hecause of the dif-
ficulty of organizing and boiling down the informatian.

EXAMPLE #4: SELECTIVE ACTIVITY SUMMARY

Hypothetical focus arew: The Program

Sample Question: What types of activities does the
project support?

Procedure: Teacher Center staff completes form for
each activity

Sample Form:
[. —Title nf Prograin Activity

II. —Structure of Activity (check all that apply)

—— All participants engage in uniform ac-
tivities to achieve unifortn goals (e.g., a
standard course).

—— Each participant engages in  individ-
malized activities to achieve uniform gouls
{e.g.. programmed or selliiustructional
activitivs).

—— Esch  participant  engages in  individ-
malized  activities to  achieve individ-
walized goals (e, experience modules).

—— Each participant  engages in  individ-
matized activities; there are no specific
gnals which all participants must achieve
te.g., classroom consultants or advisory
SESSIONS).

—— All participants engage in uniforin acthvity
bat there are no specified goals (e.g¢. a
lecture series or a “course’ with guest
speakers and no requirements),

—— Other {specify)
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Sumple page of fogbook:

Activity Log
Teacher Center Director
Week I—Monday
September 4, 1978

< e
L

Attending to:

Hours of Day

9{10111}12} 1323431415

Planning Programn

Developing Materials

Classroom Consultations

P.R.—"Awarcness”

Running Resource Center

Contacts with School
Administration

Contacts with Higher
Education Institution

Policy Board Matters

Supervision of Staff

Evaluation of Program

Budget Matters

Dissemination

Conducting Program

Supetvision of Stu-
dent Teachers

‘Other (specify)

13
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—Broud Coal of Activity (check all that apply)

—— Bringing people together to share ideas,
informuation, expertise {e.g., & work party,
workshop, or peer-to-peer session).

wn— Bringing people together to learn from an
acknowledged expert in some particular
area of interest or concern {(e.8., 2 tradi-
tional course or a speech).

— The specific provision of resources for an
individeal to develop professionally (e.g.,
minigrants, visitations, consultations).

— The generalized provision of resources
and support for teachers (e.g., hot lines,
media vans, networks).

— Other (specify)

IV. —Content of Activities (check all that apply)

A. Developing teacher skill to fmplement
existing curriculum

—— Basic skilly, i.e., reading, math

— Other subject areas

— Mandated area (¢. &, mainstreaming)

—— Contemporary curriculum (e.g.. metric,

environmental) >
B. Teacherdevelopment of instructional ma-
terlals

— Basic skills, i.e., reading, math
—— Other subject greas
— Manduted area (e.&., mainstreamiing)
—— Contemporary curriculum (e.g.. inetric,
environmental)
€. Developing teacher skill in managing and
organizing instruction
~—Laocation of Program Activity
V. —— Teacher Center facility
—— Campus facility
—— School building
— Other
... thru “n” questious . . .

By using a form like this, the documenter cun de-
velop profiles of each of the activities offered by the
teacher center, Although the documenter will not have
the total information on each activity. the composite

- information on all the activities should he most valy-

able in program development. Let's suppose a project
completed forms, such as Example #2 sud Example
#3, for each program activity for one semester. It
would be possible to determine quite easily which
types of programs met the needs of certain types of
teachers. Such an analysis might, for example, point
up such interesting things as fewer high school
teachers than elementary teachers become involved in

14

workshops. If the center is attempting to expand the

involvement of high school teachers, this type of in-
formation would certainly have implications for pro-
gram development.

EXAMPLE #8: PROCESS OBSERVATION

Hypothetical focus area: Policy Bouard

Sample Question: Is the Policy Board an effective
mechanisin for involving teachers in decision-
making?

Procedure: Documenters are trained to observe and
simultaneously record pertinent information

Sample recording form: See page 15,

Process observation is an excellent approach to
documenting elusive program questions like, “How ef-
fective a mechanism is the Policy Board for involving
teachers?” An alternative upproach might be to ask the
teachers, "'Is the Policy Board an effective
mechanism?” Howeves, it would be extremely difficult
to determine what the teacher responses might mean.
While process observation will not yield information
that will directly answer the question. it will yleld
good information for making inferences. By using the
same observational recording system over several
meetings, comparisons can be made and trends may
becomne evident. If it becomes apparent, for example,
that most of the proposals are being introduced by the
two administrators on the Policy Board. then it could
be inferred that some dynamics are in play which are
discouraging the active involvement of teachers. This
would certainly have implications for the teacher cen-
ters project.

Observers, of course, will have to be trained. And,
care must be tuken to keep the observers s incon-
spicuous as possible in the situation that is to be
documented. A word ahout observer training: what-
ever the recording forinat, the more specifically each
element to be recorded is defined, the more relishly
observers can be trained. Put another way, the less
judgment required in completing the reporting form or
the more routine the reporting procedure, the easier it
is to train observers. If monles are available for exter-
nal assistance, one place they can be well spent is in
developing instruments and training coders.

About & Schedule

First, and this should be underscored, the instru-
ments just presented are meant to convey only a sense
of possible data gathering tools. They are not meant to
be used in the form presented, In fact, the point has
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Policy Board Observation Form

Site Date Time Begin Tine End Observer —_ Total Marks
QUESTIONS STATEMENTS OTHER
ABOUT OFINIONS | ABOUT DETAILS] ABQUT CONSENSUS PROPOSALS HEPORTING MOTIONS IISCUSSING
NAME Korg | (Where a peron (Asking tor {Asking wherne (fntrodw- {Committee {To &t o} DETAILS (Anything
CROUP stapdy oil an clusification the group stinds, ing & . or indivi- (ﬁ!”u‘ '] that cannot
issue oF toplc} infonnation Le., Does every- tew idey dual reports) tupic, b elassi-
aof facts} one agreed) or sugyistion) repost, ur Bed to luft)
dea)
1] —‘
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been made that each praject will give to invelve a4 va-
riety of coustitvents in determining just what should
be documented. Ay puointed out, trade-offs will have to
be made, sume things will become documented—
others witl not. Once this process has been completed,
andd i the fuformation required resembles the sumple
insttuinents that have been presented, then and only
then should these instruments he ased as o basis for
developing a documentation strategy. Finglly, there
are many inportant details about instrumeuts that
were amnitted in these examples. For exanple, trning
strategios are a0t incloded, sor are criteria for estub-
fishing observer competenes. These and other details
are very important, and would need ta be encountered

with the use of these instroments, or with the use of

any other instrsuent.

Now, sbout decumentation schedules. Tt is really
wit appropriate to suggest a doenmeutation scheduole
for any particalar teacher center project. There will,
and should be, moach varisbility. One can expect that
docnmentation will start slowly und develup av the
project matures. During the deselopmental stages.
perhaps only one or two activities will be undertuken.
Hopefully, as documenters develop more skill, and the
task becames less arduons, other activities can be add-
vd.

Although no documentstion “norms™ have been ess
tablished, it is still appropriate to look at what might
be a pusible set of activities. I, for example. one
were to tike enly the Selective Activity Stunmary (#4)
and the Process Observation (#5 it woildd be possible
to construct @ full. and very helptil, docnmentation
shiedule.

Ideally, the Selective Activity Summary format
condd be wed to document each and every program
activity. At the end of a vear, the project woukd have a
myriad of information about program development. If.
however, resonrces were nat availuble to accomplish
this, every other activity, or every third activity conld
Ix documented. if this type af “saupling” were nnder-
taken, the progrum stff waold have to be careful uot
to develop activities around whether or not docinmen.
tation wis going to ocenr. The goal of the vanpling
process is to provide project personuel with a “hest es.
timate” of the total program,

Contivning with the example. suppose that oue or
twu ubservers were trained to study and secord the
processes of the Policy Bosrd—with « farm much like
that suggested in Example #3. In this case, assuming
the Policy Boards meet wonthly, it would be possible
tu record and follow the dvuamics of the interaction so
the Policy Baard over the conrse of g vear. Oue conld
entertain guestions snch as. Have the dynamies
chuanged? Have teachers become more invndved as
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time goes an? Are the quality of topies dealt with by
the Policy Baard changing? It woald be possible to
construct u one-page graph that would quite dramat.
icallv demnonstrats what, if uny, changes had occurred.

it the two forms were constructed guite caretully,
with attention paid to specific criticul variahles, it
would even b possible tu atternpt to link Policy Board
processes with program activitivs. This is a ticklish
problem, and would probably require some expert ad-
vice, but it nonetheless, s possible. If this were to oe-
cur, one might be ahle to handle questions such as:
Do the pragranr activities refleet those decisiuns made
predominantly by teachers? Ta what extent do pro-
gram activities reflect leadeship decisions ti.c., deci-
sfans snade by the director and staff)? Other guestions
could be dealt with as well. Sowme of the issues to be
solved in developing this type of nore sophisticated
documentation will be dealt with in the uext sections
of this guidebook.

The importaut point to be made is that a decamen-
tution schedule need be neither complicated nor cover
a wide variety of areas. It is probably better to focus
on an ared and document that area well mther than to
jump from topic ta topic with “ane shot” documnenta-
tion activities. Iu the exanple just presented, an
example which if vperatiomalized would constitute o
valid schedule, only program activities and Policy
Board processes were docomented. Any specitic
teacher center profect coald, of course, dt'\'t'lop H
documentation schedule that is cither more awhitioas,
or Jess inteuse,

¥or the Curious Documenter

While basic documentation will folfill most project
information needs, the enrious docamenter might he
on the lookuot for possibilities that will allow a wore
in-depth uaderstanding of natural program cir-
cumstances. These possibilities night mean comparing
two or wore progran clements tu see if they are re-
Lated (correlates]), or to see if the presence of one
means the absence of the other @ difference). I infor-
nigtion is betng recorded systematically and accurately,
and if the data meet certain minimal reguirements,
then either possibility is feasible—one need iy have
a logical reason for the selection of the variables) to be
analvzed. The technicalities of the process ase bevand
the scope of this guidebook (see Resource Bibliog-
raphyi. Suffice it to note that with a mininuim of tech-
mical assistamee, more intensive treatment of data iy
possible with the potential of nare powerful inforina.
tion and with little extra work.

Suppose, for example, that the Poliev Bourd had
been asked Ly the administrative representative to

'
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consider 8 teacher center activity designed to teach a
speeilic skill deemed important hy the schoo) district
needs assesssent prograsn. As the Policy Board dis-
cussed the request, suppose further that it becane ap-
parent that even though everyone ugreed that address-
ing? school district needs is important, there was some
coneern about huving the teacher center support pro-
frans that weren t tescher derived.

This situation could easily. prompt teacher center
stuff to ask the question, “Will teachers who perceive a
specilie skill to he of greater. rather than lesser, -

portance learn that skill with more proficiency?” Thus, -

we have a svituation where the curious documenter can™

gather information that should be helpful in initiating
an answor.

Two sets of tnformation would be required in this
example. First, the teacher center staff would have to
put tugether an instrument that would assess the
teachers’ perception of the importance of the skiil to
be leamed. Secondly, informution would have to be
gathered conceming the level of proficiency in leamn-
ing the skill. This could occur from instructor ratings.
The stage is then set.

The two sets of data can now be expressed in
graphic forin and tested for significance. In this case,
the "scores” af hoth the teachers’ perceptions of the
kill to be leamed as well as of the instructor’s ratings
of proficieney wonld be ranked (first, second, third,
ete.) and a rank order correlation could he computed.
If a significant correlation were obtained, teacher
center project personnel could report with more power
the importance of having teachers perceive material to
he learned ta be important, though it would not be
possible to specify a cause and effect relationship,
There are many resources that can help with the com-
putatiost of a rank order correlation (see Siegel. 1956).
1t would be advisable, however. to seek out a consult-
ant with statistical competence if that particular skill is
not available within the staff. The technicalities can he
confusing, and withaut the necessary background, it is
all tov easy to make simple mistakes that lead to er-
ronteous conclusions.

Regardless of the complexities, suppose the follow-
ing “scores” or measures of teacher perception of the
impostance of the skill to be learned and instructor rat-
ings of the pruficiency of kill development were oh-
tained by teacher center personnel (the “scores” in the
next column are artificially constracted).

| ¥

Scores and
Scores and Ranks of
Hauks of Instructor
Teacher rating of
perception of proficieney
fmportance of of skill
Teacher skill development
A 83 (2) 42 {3)
B 98 (6) 46 (4
C B7 (5} 39 {2
D 40 (1) a7 (1)
E 11610} 63 (8)
¥ 113 (9 88 {11
G 111 (8) 86 (10
H 83 (3) 56 (6)
{ 85 (4) 62 (7)
J 126 (12) 92 (12)
K 106 (7) 54 (5
L 117(11) 31 (%

Ounee the above data are ranked. the statistical
procedures mentioned previously can be applied. In
this example, there is a significant rank order corvela-
tion (+.82), thus providing ore power for huilding
the argument that there is a link between the way a
teacher views the importance of a skill and the profi-
ciency with which the tcacher develops that skill,
Again, it should be stressed, one cannot state that the
higher teacher perception of importance resulted in
higher levels of skill development; this tvpe of data
does not support that type of conelusion. Regardless,
if praject personnel hunch that that is the case, these
data will add power to any position they might take
concerning teacher perceptions of content in future ac-
tivities.

It's often been said that when it comes to voluntary
inservice programs, teachers vote with their feet, i.e.,
if the activity isn't appealing, they simply don't come.
Suppose, in another example. teachers have had the
opportunity to sign up for a sertes of work parties
(fairly unstructured sharing and naterials development
activities) as well as a serfes of topical seminars. Al-
though one can't control for the different content in
the two series of uctivities, one can still raise the ques-
tion. “Will one series of events have greater holding
power than the other?”

]
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Let's suppose that 36 teachers signed up fur the
series of work parties, while 24 teachers signed up for
the tupical seminars. As might be expected, some
teachers remained in both series of aetivities from be-
ginuing to emd, while others withdrew hefore the
completiun of the activities. Teacher venter project
personie! might well be curions as to whether the
withdrawal rute in ane ar the other series occurred at
a rate that could be considered ta be higher than
chance. This question can be graphically analyzed
using what iy called a crossbreak.

Wi Topical

nirties Seminars
Withlrew 10 Ll
Remained 46 i3

In our example, 21 uf the 80 teachers withdrew prior
to the completion of the series of activities. Qver half
of those that withdrew were signed up for the series of
topical seminars, vet less than half of the tata nusnber
of teachers were cnrolled in that area. Using a statistic
called chi square (x%), it is possible tu test whether or
oot the nunber of withdrawers from one series as op-
pused tu the other occurred at a rate greuter than
chance. In this particolsr example, that indeed was the
case. The difference between the seminar withdrawers
and the work party withdrawers occurred at a level
greater than ane conld expect to uecur by chanee
alone. Thos, in this case, teacher center personuel cen
start to think aboeot the appropristencss of different
types of delivery svstems. It is important to note that
there may have been factors uther than the delivery
systemn itself which Ted ta the high withdrawsd rate in
the sewminars, Conseguently, one cannat jump too
quickly to the conelusion that work parties are favured
over semipars. Nonetheless, this type of information
can lead not anly to decision-making when it comes to
programs, but it can also lead ta the establishment of
more and different types of programs where the sance
type of information can be gathered. Gradually, over
time, a more powerlul pictare cans be painted coneern.
ing the “holding power™ of a varety of different types
of iuservice instructional delivery systeins,

For the Truly Ambitious Documenter

The curious documenter will be an the lookaut fur
more powerful infonnation which exists in natural pro-
gram ciremhstanees. The more ainhitious documentor
will be on the fookout for oppartunities to control, al-
though perhaps only partially, situations which are
being abserved and deseribed. While it is imlikoly that

many teacher center prajects will have a major re-
search focus, some may want tu engage iv minifleld
studies. 1t might be possible ur even advisable ta
intervene i the program and ta manipolate cortain
conditions in urder to see # it makes a difference, Ae-
tually, creative pragram developers du that all the
time., What they tygically don't do is to plan the man-
ipulution in such a way that they can document it and
see it it mukes a difference. Let's look at an example,

Let's say that the iofimmation availuble on teachors
in the praject mcluded scores on an fustrusnent that
ineasures “autanuiy’ vs, “dependence” (there are
many tests that measure this), Suppose then that ay ac-
tivities are developed, some are judged to be more
appropriate fur teachers who are either independent or
autonomous, while others are designed for teachers
who are "good folowers.” 1t wuuld then be easy tu
place teachers fnto programs (nu ¢ voluntary hasis)
hased ugn this “matching moedel.” i.e.. independent and
dependent teachers jatu mmatehing training activities,

The ininistudy might then consist of comparing the
progress of the “matched” teachers with the prugress
of teachers who simiply selected training activities
without regard to any speeific criterion. Ratings of sue-
cess in the program activity < ould be the only uther
informatiun that would be necessary.

Once again, the crosshreak ¢ uld be asexd to graphi-
cally present sueh an “expers cont.” In the example
below, suppose that again there woere 80 students, 40
who were inatched with their instructional activities,
il"d 40 \Vhﬂ werre not.

Matched Nommnatehed
{.ow Suceoss i0 38
High Success 30 i4

As one can sec, it appears that the “matched” stu-
dents were more suceessful. The questiun is: “Was that
suocess a result of chance, or did something intervene
to cause it?” Once again the chi sqoare (¢) test can be
ased, Aud, in this case, the difference was significant,
i.c., not g resuft of chunce. Although these data do nat

ol k 1

proce that the matching cunsed the higher level of

success, the results do provide infurmation that alluws
teacher centor personnel to speak with greater confi-
dence about the accamplishments of their program acs
tivities,

.ll“.
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vii
Analyzing Data
To Create New Knowledge

Thus far, the inforumation presented in this
guidebouk has been dirceted toward helping projects
design and carry out documentation plans in a realistic
and belpful manner. Thus, to a great extent, the foeus
has been on the generation, gathering and compilation
of information, In other wards, if cverything has gone
well in documentation, theu there has bheen a con-
scientious effort to decide which inforinution to gather,
to develup both instruments and strategies for gather-
ing informatfon, and to develop easy und usable
methods of storing and retrieving the inforination. The
gquestion now hecomes, " How do I make sense from all this
inforwation?” or, "What da 1 do with it?"

Until this question has been auswered, one can
huild the arguneut that most of what has taken place
beforchund will be of little value. Thas, project per-
snmel are now ficed with the problen of analvezing
aud using the information they have on hund.

The Importance of Timing

As one starts to aunass information, the question al-
wavs arises, "When is the appropriate time to put it to-
gether and atteinpt to make sense from it?” That ques-
tion is difficult to answer, and varies in accordance
with the tyvpe of information that is beiug gathered,
amd the type of qaestions that ene wishes to answer.
For example, if project personnel were ta vonduct a
series of ove-time selected case studies of teacher cen-
ters, and wanted to develop a "picture” of these ven-
ters, then the approprinte time to analyze the data is
as soou as possible after it is gathered. In this justance,
ou is answering the guestion, " What do the teacher cen-
ters look like along specific dimensions?”

Suppose, however, personnet have asked the ques-
tion, “What happens to teacher inwnlvelent in the
Policy Board processes as the project matares?” Data
tor this gquestion wonld prehably be gathered oo a
wonthly basis at Policy Board meetings. (Sve Exampic
#5 on page 1. It woald make Littie sense to eompare
ihe data from one wonth to the second, as the changes
would probahly be minimal, if noticeable at al. In-
stead, it is more likelv that it would be helpful to
analyze these data on a semi-angual basis, f.e., once at
the end of Janwary, and again at the ~1d of the schoot
veur,

Thas, we have twe examples of situations where
very different types of information were gathered in
order to answer very differeut types of guestions,

There is no rule of thumh concerning when data
should be anulyzed. There is, however, a logic and a
flow to duta analysis that cun usvally he estahlished
with a mininud amount of planning. As oue decides on
u question to be answered, as well us the type of data
that will be gathered in an effort to answer the ques-
tion, one should also plan the dats analysis periods
with concern for the uature of the data and the ques.
tion Dheing answered.

It is entirely likely that it will be cither advisable or
necessary to construet a summary of all the data at
given points within the project’s life. This would sim-
ply result from a structured analysis of all of the data
that have been gathered as well ag the periodic
analyses that have been performed. 1n this instance, it
would probably he helpful to create a graphic that
demonstrates the duta analysis points that have ocear.
red, and to give a brief summary of the conclusions at
each point. Fiually, an overall summary and general
analytical conclusions could be constructed with little
difficulty. The important point to be kept in inind is
that if plans for data analysis are not part of the initial
docwmentation plan, then project persounel run the
risk of either spending far too inuch time attemnpting to
analyze data that are not ready to be analyzed, or
perhaps even worse, delayving the discovery of impor-
tant information that could lead to significant program
improvement.

The Resuction of Data

Nothing can be more frightening or depressing to a
project documnenter than to open a file drawer and see
thousands of pages of puper that have information, yot
have little or uo wunderstanding of what that informa-
tion means. When this occurs, it is often necessary to
reduce the data to a level that is manageable. Obvi-
ously, if the ducumentation process includes the regu-
lar computerization of data, this is less of a problem.
Such, however, is not typically the case, as many data
forins don't lend themselves to computer language.

As one attemnpts to reduce the quantity of data, the
goald s alwavs to ereate a nitimax eondition where the
maximum amount of information is obtained froam the
minhnawn amount of data analvsis. The condition is
ereated by harkening back to the spevific questions
that have been asked, and attempting to reduce the
data in a way that does not damage the possibility of
answering the questious, Suppose, for example, that
the Policy Board has asked the project director to

amalvze all of the activities that have taken place in the -

venter, and ta provide infonnation as to who generated
the tdea. These dats are available by reviewing all of
the minutes of previous Palicy Board wectings where
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program uctivities were approved. If there are 27
members on the Paolicy Board, then the director could
provide a list of all 27 members doug with the number
and names of the activities thut were initially re-
yguested by these members. That, however, would
probably be cumbersuine. Rather, the teacher center
stufl’ could simply assigns each Policy Bourd mnember to
a category (e.g.. administrator, classrooin teucher,
higher education personnel), and then tully the initia-
tion of programs by role group. Thus, a process of
“collapsing of the duta” would have occurred. Then,
the duts could be analvzed in terms of a series of ratios
of prograwm initiation by role group. In this instanee,
the data has been redaced but the hasic question has
been effectively handled. And, names, personalities
and specific activities have been climinated.

It is also passible to sample data in an effort to an-
swer specific guestions. Suppose, for exanple, that
teacher perceptions af success of over 150 venter ac-
tivities had been gathered over a period of one vear.
Suppose farther, that the Palicy Bourd wants some no-
tion of how successful the activities have been. If the
aquestion ty be answered relates to the success of the
teacher center projeet, and not to the success of a
specitic activity, then a sampling procedure would
likely be appropriate. In this instance, project person-
nel would nse a table of random numibers, and identifv
perhaps 30 of the activities that have occurred over the
past vear. They coald then tally the teacher ratings for
these 30 activities and prepare a sinall report concern-
ing the effectiveness of the center, In this case, a 200%
sample was selected, and wonld probably be mare
than safficient. The process also would allow program
persinie] to eliminate 80% of the work in terms of tal-
tving and averaging rating foris. It shoald be noted
that the rating forms from the other activities were not
gathered in vain, but were most likely used for indi-
vidinal feedback to instryetons and program personnel
vis-aevis each of the individual activities.

The ollupsing and sampling of data are only two
examples of technigues that can be used to reduce in-
formation in an effort to make it manageable. The im-
portunt point to note herc is that one mnst focus on
the (uestion being asked, and one must ntilize techni-
eal procedures iu a maner that will ensure that er-
roneous estimates and generalizations are nat likely to
occur, Given those cautions, however, the reduction nf
duta is nften not only possible aud necessary, it is often
even advisable,

Massaging Data

Resewrchers like to talk about the ainount of time
thev devite to massaging data. Ttis easv to econjure ap
in one’s mind the picture of & researcher in a white
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jacket hovering over u mound of printouts and gently
and passionately stroking and rubbing them. Such is
not really the case. Rather, researchers typically study
their data until they have a complete picture of what is
embedded in it, then atteinpt to develop a systensatic
process of asking questions, that were not previously
pused, in an effort to see i the data van provide in-
sights. Thus, the massaging of data is truly a heuristic
process.

For personnel in a teacher center projeet, the proc-
ess would likely be similar, but would not be re-
stricted to an individual hovering over camnputer print-
outs. Rathier, the documenter could develop a brief
paper describing the type of duta that are available,
and the questions that the dats were meant to address.
Then, it would probably he wise to assemble a group
of people representing the various constituencies in
the project, and simply ask, "What other questions do
vou have that you think these data may address?”

The process would then call for the ducumenter to
list the questions raised by the group, and attempt to
relate the questions to the data that are availuble. In
ey cases, the data simply would not address the in-
i »-mation, while in other vases it may address the
guestion from a tangential directions. This, in itself, 15
a heuristic process und often helps professionals de-
velop new insights concerning how to look at data. For
example, suppose that the director had kept close
truck of attendunce at Palicy Board ineetings. Suppose
also that these data demonstrated that tescher atten-
dance at Policy Board meetings steadily decreased.
These data could easily be used to address a question
related to, "o the teachers view the Poliey Board us
an appropriste vehicle for influencing inservice educa-
tion?" even though data of this tvpe had not been
thought of previously in relation to that question,

The massaging of duta can be an exviting and en-
lightening process. The secret is to obtain as long o list
as pussible of the questions that are of interest to pro-
gramw personnel. From then nn, creativity, un open
mimd, and the ability to develop new constructions of
old informativn is all that is necessary,

Using the Knowledge That Is Developed

Once data have been analvzed, it is possible ta use
the information for & myriad of different purpases. In
the past, project directors have tended to view the ac-
cvuinnlated information from lederally sponsored pro-
grains as oply the fodder for a final report to the find-
ing agent. This is unfortunate, as toa nnsieh work and
energy has been expended for sueh a limited purpose,
it also helps create the illosion that decumenstation is
not a very cast-effective provess far a project. It should
be helpful to explore 4 few of the purposes to which
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analyzed duta can be pnt.

The first, and perhaps, most inportant use for in-
formation generated in a documentation activity, is
project monitoring. This simply suggests that praject
personuel lovk at their proposal, isolute the goals and
ohjectives, and attenpt to play off those goals and oh-
jectives against the information they have accumuy-
Lited. In human services programs it is generally far
too difficult to have specific goals and objectives re-
luted to specific information, ie., questions are rarely

answered ou a “for sure” hasis. Rather, this type of

evaluative process is likely to allow directons and Pol-
icy Baards to say, "We're doing better here than we
are there, and perhaps we should re-allocate some of
our sesources in onder to improve performance there.”
It might also allow the project to “toot its own hom”™
in appropriate arcus, while at the same time noticing
that other areas have been abmost forgotten in the tur-
hulent process of program development.

Another worthwhile use of analyzed data is to pro-
vide feedbuck to participants. Most prople who devote
a significunt amoaut of encrgy to an enterprise are in-
terested in the health of that enterprise. Project direc-
tors can ntilize information from documentation to
keep participants infored, In fuct, it would probalily
be helphid to provide “nonvalued” information to par-
ticipants and involve thero in making judgments abouat
whether or not the data reflcts high degrees of suc-
cess, so-w perdformance. or imlicates arcas where im-
provewent is needed. Not only does this iuformation
answer guestions that program participants mayv have,
bat it also provides for them a sense of involvement in
the decision-making process. Obviously, sooe data,
particalarhy if it is personaliced or would be dumaging
to a specific project component, should be withheld,
This is nat an nnethicd decision, but ruther 4 decision
that reflects the responsibility placed on the director to
operate 3 project and to ntilize infonnation in the best
iuterests of those involved. I this consideration is al-
ways koept in nind, data anmalyses can he ased in g
most prachisetive fashing as feedback b varions project
prerticiprants.

Finally, analvzed inforsnation can frequentiy be ased
in @ divsemination pricess. Any project that has sone-
thing ta offer st not only develop produets and
processes that other projects ight adopt, hat mnst
also develop some form of evidence that the prodacts
and processes are sneeessinl. Think how praductive
this would muke the Teacher Center Cluster Moot-
ings. In this instance, it is likely that ouly information
that is supportive of material to be disseminuted wonld
be ased. o g sense. the project would only be dis-
seminating analvzed data that impheitly sapports proj-
cot avtivities. Again, oue should not be coneerned

about the ethical gquestion of not preseuting all possi-
hle data, as the goal of a dissemination process is to
provide usuble products for others. If un analysis of
specific duta suggests that 4 product or process did not
work well, then there would be little reason to dis-
seminate it.

Undoubtedly, the reader cau think of other ways
that analyzed information can be productively used.
The importunt point to be made facuses on the notion
that “good” infarmation has a variety of possible uses,
and should uot be restricted to only the mundane
meeting of reguirements that one so aften sees.

-

The Danger of Going Beyond the Data

There is no doubt that the possessien of data pro-
vides one with a great deal of power. Simply stated.
there is power in knowledge. Along with that power
goes some real responsibilities, Amoig those respon-
sibilities is the obligation not to use the information for
purposes which are not appropriate. When this occurs,
it is typically not the resnlt of malicians otivation,

but usnally results from the aser not being aware of

the Himitation of the information that he/she possesses,
Thus, it is worthwhile to address the problem.
Statistics professars always caation their beginning
students that a correlation does not imply a cause and
effect relationship (note the examples preseated ear-
lier). Stadents typically nod their heads in agreciment,
then proceed to operate as if they hada't heard the
professor in the first place. The principle sounds easy
ta nnderstand, bat at times it can be confusing.
Consider, for example, a situstion where teacher at.
tendasice at a teacher center praject activity has stead-
ilv increased while attendunce at regular school district
inservice progranms has steadily deercased. We have o
situation where @ negative correlation exists between
attendance at center activities and school district in-
sepvice activities. The immediate nonnal response is to
suggest that the drop in atteudanee at schoot district
activities has probably been cuused by the increased
papalarity of the teacher center. That may be the case,
but it way wlso be totally inaccurate. fn this instusice,
the correlation does not provide the information one
needs in order to make statements concerning which
phenmmenon caused which result. It eould well be that
the school district has a very stable teaching force, and
that enrollinent in school district inservice activitics no
lmger leads to inereases on the salarv schednle, Thus,
it is entirely possible that attendance #t school district
inservice setivities would have decreased regardless of
whether teacher center avtivities were in esistence or
not. H that were the case, then the two phenonena
woald liee lad a sporioas and misleading relation—
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with no real neaningful relationship at all.

The only circumnstance where one can be hirly cer-
tain about cause and effect relationships is where one
of the variables being correlated with the second is
dependent on, andlor u direct result of the other. A
simple example of that is the relationship between
length of foot and shoe size. Ohviously, the correlation
that results from that study is understandable, as shoes
are purchased in certain sizes because of the length of
the foot. Typically, however, factors being correlated
it human service programs as comnplex as teacher cen-
ters are more complicated than this example suggests.

Finully, project personnel mast be careful about un-
derstanding the distinction hetween knowing the
meaning of data, and attributing that meaning to some
external fuctor. For example, suppose one of the in.
structors in an inservice activity demands a lot of out-
side work onr the part of studeats. Suppose, also, that
the students do not rate that instructor high. It might
he tempting to “hlume” the instructnr for being over-
demnanding in the requirements, thus lowering the
teacher’s ratings. However, it could be that the in-
structor, knowing the intricacies and difficulty of the
content, realizes how important it is for teachers to
spend a good deal of time in order to achieve an ac-
ceptahle level of mastery, Thus, the real causative fuc-
tor in the lower than average instructor rutings might
be the demands of the content, rather than those of
the individual. '

The point is that ane st be very careful in using
data tn ascribe fault in any tvpe of huinan service pro-
gvain. Rather, data should fead to an analvsis of the
situationt. perhaps even to more data gathering. No-
thing can ereate negativisim toward a docnmentation
process more guickhy than having program participants
view the data as being used to their detriment.

Other examnples could be presented as weil, It is,
unfortunatelyv, an aspect of human nature to use data
to support one’s own beliefs or nrientation. When this
occurs, {and all of us are prone to be tempted hy it),
too often it results in going bevond the limits of the
information, often to the detrintent of others. While no
one can be totally ohjeetive, it is important to have
some understanding of the linits of the infnrmation
that is available, and tn have the discipline to continn-
ally question nne's self concerning the nieaning of the
data and the generalizations that are made.

Vill
On With the Task

This documentation guidebook has covered a variety
of topics—but none of them exhaustively. The purpose
has been to help relative newcomers to the field of
documentation start to focus their thinking, and to
begin some very hasic documentation activities. If no-
thing more, it is hoped that the informatinn provided
in this guidebook will have the effect of warding off
some of the fears that people typically have as they
start a new activity. Basically, if one pays attention to a
very limited number of important points, documenta-
tion can be not only “do-able,” but also fun.

A prnject’s first efforts at docuinentation may be
titne-consutning and probably won't provide all of the
infortnation that is desired. This is to be expected.
However, the documenter can always keep in mind
that having some usable information is better than hav-
ing no information at all. Additionally, as with anyv
newly learned skill, docunentation gets easier and bet-
ter the more one does it. Thus, second and third level
documentation activities will probably be less arduous
and will provide more usable information.

Finally, it has been reported that as one goes along
in documentation, it begins to affect the way nne
thinks, aud the way one inakes program decisions. Par-
ticularly if appropriate focus areas are selected, teacher
center directors and program staff will find it easier to
isolate the tough questions, and will immediately be
thinking abonut ways to answer those questions. This
type of spin-off effect will likely imprave the project in
numernus ways. some of which will be very difficult to
identify. In other words, an implicit assumption all the
way through this guidebook has heen that docymenta-
tion is an wetivity worth pursuing. Hopefidly, those in-
volved with teacher centers will come to believe that
this is true,
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Appendix A

Resource Bibliography

The entries in this bibliography were selected for
their relevance to the topics addressed in the
guidebook. Sume are guite technical in nature and ad-
dress only small and specific issues, while others are
more generalized works that can be used to answer a
variety of questions. Typically. the title will suggest to
the user the potentinl value of the resource. At the
end of eaxch entry, one will find a number in par-
entheses. The number is meant to provide for the
reader un estimate of the possible appropriate use of
the resource. A (1) means that the resource can proba-
bly best be used for the basic designing of documenta-
tion plans. These resources usually are quite wide
ranging in their approach. and mast likely have the
greatest amount of averall usability. A (2) at the end of
an entry suggests that the resource can best be used to
help program developers understand different methods
for data collection. In essence. they are an amplifica-
tion of some of the data collection strategies presented
in this guidebook. Finally, a (3) denotes 4 reference
that was selected to be used for data treatment and
analysis. Typically, these are statisticully oriented.
though attetnpts have been made to select anly those

which are not overly technical in nature.

Acheson. Reith A, (Ed). Fice Dimensions of Demon-
stration, Norman: University of Oklahaing, 1977, (2)

Blabock, Huabert. Social! Statistics. New York:
McCraw-Hill, 1960, (3}

Borg, Walter R. Educutional Research: An Introduc-
tiom. David McKay Co.. Inc., New York. 1963. (1)
Brandt, Richard M. Studying Behavior in Natural Set-
tingzs. New York: Holt. Rinehart and Winston. Inc..

1972 (2

Franzblau, Abraham N. A Primer of Statistics for
Non-Statisticiuns. New York: Harcourt. Brace, and
World. Inc.. 1958, (3)

Heyns, R. W, und Lippitt. R. "Systematic Observa.
tional Techniyques,” in G. Lindzey (Ed.), Handbook
of Social Psychology, (Vol. 1). Cambridge:
Addison-Wesley, 1854, (2)

Hyman, H. and Wright, E. R, "Evaluating Social Ac-
tion Programs.” in Curo, F. G. {Ed.), Reudings in
Evaluation Research. New York: Russell Sage, 1967.
(b

Issac, Stephen and Michael, Williasn B. Handbook in
Research aud Evaluation. Edits Publishers, San Di-
ego, 1971. (3)

Mager. Robert F. Preparing Instructiona! Objectives.
Palo Alto: Fearon Py Mshers, 1062, (2)

Metfessel, Newton anid _fichael, Willlam. A Paradigm
Invalving Multip.c Criterion Measures for the
Fvaluation of the Effectiveness of School Progrums:
Educational aud Psychological Measurement, 1967,
27. pp. 931-43. (1)

Moser, C. A. and Kalton, G, Survey Methods in Sociul
Investigation. New York: Basic Book. Inc., 1958. (2)

Oppenheim. Abraham Nafful. Questionnaire Design
and Attitude Meusurement. New York: Basic Book,
1966. (2)

Riecken, Henry W. and Boruch. Robert F. (Eds.). Se-
ciul Experimentation: A Method for Plunning und
Evaluating Social Interventlon. New York: Academic
Press, 1975. (1)

Rossi, Peter H. and Williims. Walter {(Eds.). Ecaluut-
ing Sociul Programs. New York: Seminar Press.
1972. (1)

Shaw. Marvin and Wright, Jack. Scales for the Mea-
surement of Attitudes., New York: MceGraw-Hill,
1937. (3)

Siegel. 8. Nanpurametric Statistics for the Behacioral
Sciences. New York: McGraw-Hill, 1936, (3)

Webh. E. ]. et al. Unohtrusive Measares: Nonreactive
Research in the Sucidl Sciences. Chicaga: Rand Me-
Nally. 1966. (2)

Weick, K. E. "Systematic Qhservational Methods,” in
C. Lindzey (Ed.). Handbook of Social Psychology.
{Vol. 2). Reading: Addison-Wesley. 1968. (2

Weiss. Carol H. (Ed.}. Ecaluating Action Programs.
Boston: Allvn and Bacon. Inc.. 1872, ()

Willemns, E. P. and Raush, H. L. (Eds.). Naturalistic
Viewpaoints in Psychological Research. New Yark:
Holt, Rinehart and Winston, 1969. (2)
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Appendix B =

Directory of Teacher Centers and Teacher Center Resources ;

DIVISION OF EDUCATIONAL SYSTEMS DEVELOPMENT
U. 8. Office of Education
1832 M Street, NW.
Washington. D. C. 20036
Tel, {202} 653-5839

W. Thomas Carter. Director

A. Bruce Gaarder,
Special Assistant to the Director

TEACHER CENTERS PROGRAM
U. S. Office of Education
1832 M Street, NW.
Washington. D. C. 20036
Tel. (202} 653-3839

Allen Schmieder, Chief

Charles Lovett Christine Bialek
Program Officer Policy Fellow
Laverite Washington Sondra Freeman
Project Officer Project Officer
Reginald Pearman Madison Judson
Project Officer Program Associate

NATIONAL TEACHER CENTERS RESOURCE CENTER
Rhode Istand Department of Education
235 Protnenade Street. Room 132
Providence. Rhode Island 02908
Tel. (401) 277-6834

Edward L. Dunbruch. Director

Margaretta L. Edwards, Assistant Director
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COORDINATION OF DOCUMENTATION

Syracuse Area Teacher Center

Sam Yarger

Sally Mertens
400 Huntington Hall
Syracuse University

Syracuse, New York 13210

315-423-3026

NORTHEAST CLUSTER

Patricia M. Kay, Cluster Coordinator
Graduate Center of CUNY
33 West 42 Street—Room 1206
New York, New York 10036

Frank Bellizzi, Director

Connecticut Teacher Center
for Humunistic Education

P.O. Box 636

Rocky Hill, Connecticut 06067

203-529-7431

Jimmie Jackson, Director

District of Columbia Teacher Center
Goding Elementary School

9th and F Streets. NE.

Washington, D. C. 20002
202-727-5362

Sally Vogel, Director
Mid-Coast Teacher Center
Box 860

Camden, Maine 04843

Troy Royce. Director

Urban Teacher Center
2003 Presbury Street

Baltimore, Maryland 21217
301-386-7120

Merrita Hruska, Director
Ambherst Area Teacher Center
East Street School

East Street

Amberst, Massachusetts 01001
413-253-8363

212-840-3531

John D. Miller. Director

Nantucket Learning & Resource Center
Box 1461, Coffin School

Nantucket, Massachusetts 02554
617.228-0863

Robert Rickurdson, Director
French River Teacher Center
446 Main Street

Oxford, Massachusetts 01540
617-987-0695

John Gallinelli, Director
{Higher Education Grant)
Glassboro State Coilege
Robinson Building
Glassboro, New Jersey 08028
609-445-5371

James Lerman, Director
(Planning Grant)

The Newark Teacher Center
Two Cedar Street

Newark, New Jersey 07102
201-733-8642

Myma Cooper. Director

NYC Teacher Centers Consortium
260 Park Avenue South

N.w York, New York 10010

21, STT-T500 Ext. 729
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Karen Wilson, Director

East Ramapo Teacher Cesiter
461 Vioks Road

Spring Valley, New York 10077
914-353-3384

Sam Yarger. Director
Syrucuse Area Teacher Center
400 Huntington Hall

Syrucuse University

150 Marshalt Street

Syracuse, New York 13210
315-423-3028

Celiy Houghton, Director
{Higher Education Grant)
The Goddard Teacher Center
Goddard College

Plainfield, Vermont 05667
802-454-5311 Ext. 225

Wade Scherer, Director
Washington West Resource Center
Old Post Office, RFD 1

Box 172 N

Wauitsfield, Vermont 05673

N )
A ‘&k. :

SOUTHEAST CLUSTER

Roberta Riley. Cluster Coordinator
College of Human Development and Learning
University of North Carolina—Charlotte
UNCC Station
Charlotte, North Carolina 28223
704-597-2171

Kitty Elrod, Center Director
Teacher Teaching Teachers Center
515 South Union Street
Montgomery, Alabama 36103
202-269-5054

Elaine Beeler, Director

Hermando County Teacher Ed. Center
U. 8. Highway 41, North

Brooksville, Florida 33512
904-796-6761

Howard Knopf. Director

Atlanta Area Center for Teachers
3000 Flowers Road. South
Atlanta, Georgia 30341
404-455-8108

Juanita Jones, TC Director

Teacher Renewal & Development Center
307 S. 25th Street, Box 1442

Paducah, Kentucky 42001

S02-442-6824

Glenda Shivers, Director
Columbia-Marion County Teacher Center
1200 Peace

Columbia, Mississippi 39429
601-736-8468

Ann B. Boling. Director

(Planning Grant) .

Jackson Municipal Separate School Dist.
750 North Congress Street

Jackson, Mississippi 39212
601-353-7305

Jean Owen, Director

Teacher Center of SPEC

619 Wall Street

Albemarle, North Carolinu 28001
704-983-2126

Patricia Eiseninann-Donahue, Director
Cooperative Teacher Center

503 Franklin Street

Clarksville, Tennessee 37040
615-647-5681

Eleanor 8. Chandler. Director
{Planning Grant)

Qak Ridge Teacher Center
Post Office Box

Qak Ridge. Tennessee 37380
615-482-2133

Jon Dodds, Director
District M Teacher Center
710 Eleventh Street
Radford, Virginis 24141

3
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MIDWEST CLUSTER

Carolyn Fay. Cluster Coordinator
Indianapolis Teacher Center

1102 North West Street

Indianapolis, Indiana 46202

317-266-4117
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Jerry Olson, Director

Dennis Sparks, Director

(Higher Education Grant) Northwest Staff Development Center
Chicago Teachers Center 20530 Munger
3801 North Ridgeway Wilcox School

Chicago, 1llincis 60618

Ray Althoff, Director
Madison Co. Teacher Center

Box 122—Southern 1. Univ.
Edwardsville, lilinois 62025

Curl Henderson, Director
Columbus Teacher Center
703 Washington Street

Livonia, Michigan 48154

G. Wayne Mosher, Director

St. Louis Metro Teacher Center
415 N. Spoede Road

Creve Coeur, Missouri 63141
314-432-1120

Susan Richmond, Director
Cincinnati Area Teacher Center

Columbus. Indiana 47201 738 Hund Avenue
812.376-4472 Cincinnati, Ohio 45232
513-681-8100

Sadie Shropshire, Director
Gary Teacher Center
Beckman Middle School
1403 West 23rd Avenue
Gary. Indiana 46407
219-949-5220

Carolyn Fay, Director
Indianapolis Teacher Center
1102 North West Street
Indianapolis. lndiana 46202
317-266-4117

Claudia Edwards. Director
(Higher Education Grant)
Project TRIAD

700 South 4th Street

Woest Lafayette, Indiana 47905

317-4054-8284
Diane Gibson, Director

Teacher Center for Area Educ. Agency 7

2201 East Mitchell Avenue
Waterloo, 1owa 50702
319.234-2246

James Robarge. Director

Wood Co. Area Teacher Center
1 Courthouse Square

Bowling Green, Ohio 43402

Virginia Bell, Director
Route 5, Box 324 .

- Sparta, Wisconsin 54656

James Kroll. Director

Project MATE

Milwaukee Public Schools

P.O. Drawer 10K

Milwaukee, Wisconsin 53201

Phone: 414-475-8393
414-475-8640
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NORTHWEST CLUSTER

Richard Hersh, Cluster Coordinator
College of Education
Univensity of Oregon

Eugene, Oregon 97403

503-686-3404

Doris Brock, Director
Northwest Arctic School District

Box 51
Kotzebue, Alaska 99752

Bedford Bostou, Director

Southeastern Idaho Teuacher Center Cons.
Cassia County Juint School Dist. #131
P.O. Box 638

Burley, 1dsho 83318

Linda Bardonner. Director
The Teacher Center for Gallatin County
615 South 16th Street
Bozemnan, MT 59715
Phune: Office—406-994-4744
Teacher Center—406-597-8181

Bob Lukes. Director

(Planning Grant}

Western Montana Teacher Center
301 West Alder

Missoulu, MT 59801

Phone: 406-721-1620

{

Jack Tumer, Director
B.E.S.T. Teacher Center
Eugene. OR 97402

Jack Bond, Developer
(Planning Grant)

Cowlitz Teacher Center

8th and Church

Kebho, WA 98626

Phone: 206-577-2400 Ext. 36

Peg lones, Director

(Planning Grant}

Palouse Consortium Teacher Center
Jennings Elementary School

Route #1

Colfax, Washington 99111}

Lasry Skillestad, Director

(Planning Grant)

Spokane Teacher Center

W. 825 Spokane Falls Blvd.

Spokane. WA 99201

Phone: 509-455-3663
509-455-3740

SOUTHWEST CLUSTER

Dwain M. Estes. Cluster Coordinator
Education Service Center, Region 20
1550 Northeast Loop, 410
San Antonio, Texas 78209
512-828-3551 Ext. 302

Russell Durrett. Director
Teacher Center Program
P.O. Box 248

Sells, AZ 85634

Bill Nipper. Director
Teacher Center

1111 Spring Strect
Hot Springs. AR 71901

28

Mary Hamilton, Director

Southwest Arkansas Resource Center
2607 Grand
Texarkana, AR 75502

Gloria Cainp. Director
(Planning Grant)

North Louisiana Teacher Center
100 Bry Street

Monroe, LA 71201
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Murgery G, Curtiss, Director

Jean WV, Yates, Director

Wosterns Nebraska Rund Teacher Center UPDATE Teacher Center
P.O. Box 77 314 Lewis
Sodmeu, NE 69162 Stillwater, OK 74074
Ruthe E. Duquette, Director Robert McCrummen, Director
Albuguerque Teachers' Leaming Center Alumo Ares Teacher Center
712 Girard N.E. 1550 N.E. Loop 410
Albuquerque, NM 87106 San Antonio, Texas 78208
Lon Cottingham. Acting Director
(Higher Education Grant)
Hural New Mexico Teacher Center
University of New Mexico
Departinent of Elementary Education
Albuquerque, NM 87131

WESTERN CLUSTER

Joe Wardlaw and
Juan McDonald. Cluster Coordinators

211 valle Vista

Vallejo, California 84590

Bernice Medinnis, Director

(Higher Education Grant)

San Fernando Valley Teacher Center
California State Univensity, Northridge
18111 Nordhoff Street

Northridge, CA 91330

213-990-4867 or 8

Jaurne Brunett. Director
Claremont Teacher Center
Claremont Unified School District
2080 N. Mountain Avenue
Claremont. CA 81711
714-624-9021 Ext. 217

Joe Wardlaw

Joan MeDonald. Co-Directors
Vallejo Teacher Center
Vallejo Unified School District
211 Valle Vista

Vallejo, CA 84590
707.644-8921

Stephen Kingsford. Director
School Resource Network
Ventura County Supt. of Schools
535 East Main Street

Ventura, CA 83008
805-6854-2164

707-644-8921

Mary Ellen Schwartz, Director

Las Vegas Teachers’ Center Program
Clark County School District

2832 East Flmningo Road

Las Vegas, Nevada 89121
702-384-8555

Barbara Ing, Director

Mouab Teachers” Center Project
217 E. Center, Room 1

(P.O. Box 69)

Moab, Utah 84532
§01-259-8421

Carl Paluzzotto, Director
Guam Teacher Center
c/o P.O. Box 10046
Sinajana. Guam 86810
914-472-8524
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