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INTRODUCTION

In the spiraling kaleidoscope of our century, knowledge of swif&ly
changing jéb patterns, population mobjility patterns, and shifting
cultural patterns seem imperative if each individual is to develop a
satisfactory life styie. It would be difficult to explore the vast area
of career development without first lcooking at the personal uniqueness
of each individual; current and reliable information about job families;
supply and demand‘of occupational fields; future trends and predictions;
resources, scliools, and agencies for training and self-improvement; and
economic and status factors asvociated with each job.

This guide is designed for use by teachers to plan and implement
a course in exploration of careers. It is felt that the course
suggestions would be most practical for grades 8, 9, or 10. The guide

is not designed as a textbook, but rather as a group of creative ideas

and recommendations to assist the Oklahoma public school teacher to plan
a course designed to fit the needs of his students to meet the challenges
of the future. All of the units may be used or only that part which is
applicable to a specific situation. Each teacher and his students

may develop different creative acéivities, other objectives, other

evaluative procedures, and other references and resources more appropriate

- and interesting to his class,

3"

The total process of carcer developmenc is a lifetime process. In
some schools in Okluhoma, introduction to the world of wgrk is a develop-
mental program beginning with kindergarten and continuing through elemen-
tary school. From these schools, pupils entering junior high will have
a more comprehensive background and be ready for a more sophisticated
course. In other schools in Oklahoma, this exploration course in careers
will be the first planned appreoach for the student.

O
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In this guide VOCATIONS assume the broadest connotation ol the word

encompassing all occupations with the cencomitant affective characteris-
tics necessary to the complete satisfaction of the individual in his
career life. SKILL also has the broad connotation of including any pro-
ficiency acquired in any occupational field. If the focus in any career
development course is on both cognitive énd affective outcomes, then not
cnly vocational infermation but $so éoncepts, ideas, attitudes, and
values will be important behavioral cutcomes,

It is the responsibility of the school as a vital force in the life
o f ev#ry child to provide him an opportunity for exploring and attaining
knowl~dge about his future. Eventual choices each individual will make
hinge upon his personal acceptance of the responsibilities of those
choices, his satisfactory adjustment of himself, and his work with the

demands of society.

Conservation of human resources depends upon the logical occupational

decisions of individuals. OCur American democracy in thils advancing tech-

nological and automational age may well rcst on the censervation of our

'’

human 1esources.
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KWOW YOURSELF

o

Ve introduction

Crowing up roday is difficult! Preparation and successful entry
M L .
into the world of work fs a cemplex task. Schocls must help youth

Tew
-

. understand the opportunities and demands of the society in relationship
to their interests and qualificatione--and *» plan accordingly. They
must realize basic personal qualities such as [.itervsts, general aad

special aptitudes, mental and physjca} capacities, attitudes, values or
P . "3:‘
life styles. talents, academi: progress, and social and emotional needs.

Other qualities unique for the individual are family life, study habits,

aspiratiens, realistic « mcepts abeuk self, idealistic concepts about

J . -

3 A Sy
self, concepts of others about the'ind ual, preforences, habits, human
LA

relatiens skills, and experiences., A1l are factors which Lave a great

impact on behavier and which influence the kinds of alternatives that arve

N

explored by the student to e.tablish short-term goals and long-ternm plans.
The intent of this section is to provide a flexible structure which

n

will facilicate--for tho‘student~~involwcment, thought, discussicn, and
fact-finding discoverivs regarding the relationship batwveen sociu—perswnﬁl
growtt and career development., It {s this kind of structure in which cach
student ma. work toward becoming the best perscn it is possible fcr hin
to become, toward making his fi;est contribution to society, and towdrd
learning to live and work ceooperatively. Youhg people develop in three
arcas; i.e., phosical, mental, and social. Social matucity, the nucleus of

personal development, encompasses the abiliiy to get alenp with people,

AP i1 s .
ability to make decisions, and ability to adjust to new ideas. Persenal

ERIC T
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development includes evaluating self, exploring interests, correlating
interests and careers, consider&ng choices and non-intellectual influences,
and relating all of these to the world of work for the individual student.
This instructional process motivates sqcial maturity and facilitates

tesponsible occupetional choices.

-,
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v GENERAL OBJECTIVES

To teach the importance of knowing one's self--interests, pre-
sent abilities, achlevements, and asplrations

To aid the student in learning to ppraise those factors as they re-
late to him in his quest for a career

To aid each student in discovering and developing his interests, skills,
personality, and value system .
To provide learning experiences desigred to show how various charac-
teristics are related to job success

To develop an understanding of one's self that will lead to responsible
occupational decisions

Do



GENERAL OBJECTIVE # 1:

TO TEACH THE IMPORTANCE OF KNOWINGC ONE'S SELF -~ INTERESTS,

PRESENT ABILITIES, ACHIEVEMENTS, AND ASPIRATIONS

SPECIFIC OBJECTIVE

ACTIVITY

I+ I ' the students assess their strengths
gt lieitations in relatior to vocational
md educational possibilities ‘

Gt ativate, stinulate, and direct students
to swek thelr goals in life

To show relationship which exists between

individuals' persconal qualities and sue-
cuasful carecrs

ERI - -

Aruitoxt provided by Eic:

Introdvce this objectivépaith
information from introduction.

5 and 6)

(Pagés

“ave students list and discuss some of

, -nefr geoals in life,

Discuss possible relationships which could
exist among a persons' ehilities,
personal feelings, and a.b’tions.




EVALUATION

RESOURCE

Observe students' reactions to "why they

should know themselves."

ERIC
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Film:

"Th.: Big Questlon," 16 mm., color,

Assoclation Films, Inc.

Bool:
Handbook of Women Workers, #294,
United States Department of Labor.




GENERAL -OBJECTIVE # 2: TO AID THE STUDENT IN LEARNING TO APPRAISE THOSE FACTORS AS
THEY RELATE Tu HIM IN HIS QUEST FOR A CAREER

SPECIFIC OBJECTIVE ACTIVITY
fo become aware that the real test of Personality: Those characteristics of a
personality 1s what others think of you person which make him different from an-

other person. Parsonality makes a per-
son an "individual" not a "thing."

Have class suggest seversl different kinds
of personality traits and list on chalks
board. Discuss why each is important to
job success.

To develop the understanding that everyone Have student complete '"Self-Picture Check
has a picture of himself as he is and as List" as he feels he is. (Page 14)

he would iike to be (He should also be

aware that others have formed a picture Discuss:

of him.) 1. Does a person's self-picture in-

fluence a person's behavior?

2, Are you satisfied with your own
self-picture as it is now?

Have student complete "Self-Picture Check
List" in the manner he would like to be,
(Page 14)

Discuss:

1. How do the two lists differ?

2. How are they alike?

3. What can you do to beccme more like
what you would like to be?

4. Do you have thé power to achieve
the desired changes as reflec.ed
by this list?

Optional student exercise: Have "Self-
Picture Check List'" completed by a friend and
another by an adult. Let student make
self~analysis on the basis of the infor-
mation obiained from these lists. {Page 14)

To establish an idea of personal ideals in Have students write a personality sketch «f
life - comeane they admire or somecne they would

prefer to be like. (Note: Consider this
{ndividual "off-the-job” as well as "on-the-
job.") '

O - 10 -
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EVALUATION

RESOURCE

1t 1s suggested that personality inventories
not be used by the teacher as a means to
help students understand themselves. This
type test 1s best utjilized in research

activities.

Class discussion with students listing
and describing personality traits
important to job success

Books: .
Carnegie, Dale, How to Win Friends and

Influence People, Simon and Schuster,
Inec., 1936.

Editors of Milady Publishing Company,
Personally Yours, Milady Publishing
Company, 1966. (Paperback)

Ganley, Arncld L., and George S. ‘Elias,
Knowing Yourself, McGraw-Hill Book
Company, Webster Division, 1%66.

Peterson, Eleanor M., Successful Living,
Allyn and Bacon, Inc., 1964,

Bulletins: Science Research Associates

Your Personality and Your Job, 1960.

Exploring Your Personality

Understanding Yourself

¥Yhat Tests Can Tell You About You, 1961.

Films: Oklahoma State Department of Vocca-
tional and Techaical Education, Curriculu:
and Instructional Materials Center,

"Getting a Job Is a Job," 16mm., 17 min-
utes, color.

"Where the Acicion Is," 16mm., 28 minutes,
color.

- 11 =




GENERAL OBJECTIVE # 2 (continued)

SPECIFIC OBJECTIVE

ACTIVITY

To discover why a good attitude in dealing
with people gives the student a competitive
advantage 1in the world of work

To make sure that the student realizes that
certain traits are important from a career
standpoint, such as: ambition, cheerfulness,
honesty, perseverance, initiative, respect
for others, etc.

ERIC - 12

| e

Discuss the attitudes necessary for on-
the-job success.

Organize a panel discussion on temperament
in relation to various occupations.
Discuss "perseverance.'

1. Have students analyze themselves as
to their ability to "“stick-to-a-job."

2. List severa :obs that requir= one
to be above average in perseverance.

Have students develop skits emphasizing
self-improvement by comparing undesirable
traits with desirable traits.

Analyze the following jobs in
personality traits needed for

terms of
success.

1. Astronaut
2. Doctor

3. Lawyer

4, Bookkeeper
5. Minister
6. Watch repairman
7. Plumber



EVALUATION

RESOURCE

Have students evaluate the following chart.

OF '3 YORKERS WHO LOSE THEIR JOBS

LACKS
TECHNICAL
sKiLL

DON'T KNOW
HOw TO GET
ALONG WITH
PEOPLE

ERIC
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Cassettes:

"World of Work," 15 tapes, worksheets,
Educational Rescurces, Inc.,
Division of Educational Design, Inc.
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SELF-PICTURE CHECKLISI

Place an "X" in the column which best describes (he student.

Always Usually Sometimes Never
1. Honest _
2. Happy
3. Friendly
e Sad
5. Serivus !
Le  Sengitive
i« Jealous .
8. Popular
Y. Shy N
10.  Clumsy
11. Show-ofl
12.  Afraid
13. Kind
14.  Modest
15. Proud
16, lazy
17e  Heat
18, Thritty
19.  Even-tempered
20,  Dependable
21.  Angry . -
22+  Moody
25 pen-ninded
2 Unteasonable o . o
20 Doemanding _—
-1 -
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IMPORTANT INFLUENCFS THAT HELP US BUILD OUR OWN VALUES AND STANDARDS
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GENERAL OBJECTIVE # 3.
SKILLS, PERSONALITY,

TO AID EACH STUDENT IN DISCOVERING AND DEVELOPING HIS INTERESTS,

AND VALUE SYSTEM

SPECIFIC OBJECTIVE

ACTIVITY

Fo help the student know his types of in-
{o et

2. tutdoor

b. Mechanical
Computational
d. Sclentitfic
Persuasive
Artistic

g£. Literary
Musical

i. Social service
j. Clericatl

that inteiests are not
aptitudes but are indicators of satisfaction

To determine

To realize that interests chanpe during

a lifetime
<

To understand the value of hobbies and how
they mav lead to a veocation o

B

create an awareness in students c¢f
the many difterent aptitudes possessed
by each individual

To

a.  CGeneral learning aptitude
b. Verbal

¢. Numerical

d. Spatial

Form perception

t. Clerical perception

g. Motor ceoordination

h.  Finger dexterity

1. Manual dexterfiy

Qo -

LRIC

Use as introduction the "Teacher 's Overview
to Student Self-Appraisal.' (Pages 22 and
23)

Have students complete "Scelf-Appraisal
Intevest Chart.'" (Page 24)

Let studen.s list occupations
relate to each of these types
Discuss thelr lists in claus.

which might
of interest.

Administer the Kuder Form K - General

Inter This dinterest inventory
may be administered by tn. classroom teacher.
If the teacher has not hal training in
interpretation of this survey, he should

ask for help from the guidance counselor or
other trained personnel. Individual

profiles should be completed and each

student maue aware of the irplicaticonsg
therein.

Have students recall activitics he used
to enjoy but no longer is Iinterested in,
and activities he has recently become
interested in.

Discuss with students the meanings of each
of these areas and how each aptitude relates
to“the world of work. (Page 29)

Adiadnister the Ceneral Aptitude Test
Battery The guldance counselor shoold

be asked to administer and interpret this
test to students. Do not attempt tu
administer or {nterpret the G.A.T.B.
yourself without proper training. Trein-
ing sessions are glven to cout. lors

by the Oklahiona St ite Employment Secu-
rity Counission and the Guidance Division
of the State Department of Edu-ation.
Test material 1s furnished tree of charye
to s~hrols by the Guidance Division.
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EVALUATION

RESCURCE

Porsonal observetion of student
participation in activities

s

Interpret the individual test results
with the tudent's self-appraisal
chart.

’
iew w 11 does the  *adent understand
His oown aptis Tes

O
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Haldefhan, bdward C., ¢t al., Finding

- Your Orbirt, Chronical Guidance
Publications, Inc., 1963.

AN
Faulson, Blanche B., Discovering Your
Kral Interests, Science Research
Associates. Inc., 1961.

G biscovering Myself,
. Amerjean Guidance Service, Inc.,
o 19627

g

Lifton, Walter M , Keys tc Vozational
',_'ﬂecis{pnc, Science Research
v’ Astociates, lnc., 1964,

Tests:
Kuder Foru E - Go wvral ..tere t©o.rver,

Science Research Associates, In ..

Kuder Form i) - “eneril Interest Sur -y

e — ra

Science Research Associates, Inc.

RBook:
Peter~on, Eleanor, Successful Living,
A “wvn and Bacon, Inc., 1939.

Tese:
General Aptitude Test Fattecoy, U.s.
NDenartment of LSBO}V (Can be obtained
frem Oklahoma State Dypartment of
Fducation, Cuidance Division or the
OvFlahoma State Frplovrdnt Securitys
Comrission.)

\\
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GENFRAL OBJECTIVE # 3 (continued)

[
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SPECIFIC OBJECTIVE

ACT' VITY

show Lho‘relationship of aptitude to jcb

Sters

aid the student in knowing his physical
racteristics and relating them to

occupational areas:

E

Age
<0
Foigiot arl woight
*
Lvesight
Hearing
Q ¢

RIC '
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Match G.A.T.B., scores with occup-tional
aptitude patterns suggested in the
Administration Manual of the G.A.T.B.

Point out that all people are different.
Let the class observe each other and note
ways in which people differ physically.
Stop-after a few differences have been
named and give the group ten minutes to
list all the different physical traits
they can think of. This list should be
kept in their class notebook for future
reference.

Have students name jobs that thev are toe
old or too youne~ to porform.

Have students list some tnings they caun do in
the next five to ten years to prepare forv
the future.

NDetermine student's proper weight according
to age, height, and sex. A resource person
such as a school doctor or nurse may be
brought in to discuss the importance of
these characteristics to the general well-
being of the individual. Occupaticns in
which these characteristics may be a

factor include basketball player, air-

tine stewardess, highway patrolman, etc.

oo school or public health personnel
driinister cye tests.

Suggest methods of caring for eyesight,
Have students list 20-25 jobs which

recuirve goed evesight,
to persons ith poor

Name jobs available
evesipht.,

Engage in same activities ror hearing as
Tisted under evesight,

18 -

x‘é’v_ .



EVALUATION

RESCQURCE

Does he relate these scoares to certain job
clusters?

“w

wr

o -
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Luoka:
Belman, Harry S., and Bruce Shertze,
My Career Guidebook, Bruce
Publishing Company, 1967.

Neugarten, Bernice L., et al., Planning
My Future, American Guidance
Service, Inc.

Pamphlets: Science research Associates, Inc.
All About You
Discovering Your Feal Interasts
Fiading Out About Ourselves
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GENEKAL OBJECTIVE # 3

(vontinued)

SPECIFIC OBJECTIVE

ACTIVITY

e, Vuoice

f. CGeneral

O

ERIC
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health
[ ]

~

Use a tape recorder to record each student's
voice and let him listen to himself.

Discuss jobs in which the voice plays a
significant wvole,

fCenter discussion on eating habits, sleeping
habits, exercise, otc. Stress the fact that
healthy workers are more productive workers.,

Added activities:

Fave students analyze the following
iobs 'n terms of physical character-
istics essential to success.

Farmer
Truck driver
Secretary
Fireman
Nurse
Lawyer
Policeman
Teacher
Mechanic
Englrneer
Newscaster
Carpenter

—
QO 0O~ BN

—
N -

- 20 - .



| ERI

EVALUATION

RESOURCE

The evaluation should be made in light

« of the extent of participation of each
student in the activities presented to
the cliass.

= ||m Provided by ERIC

Pamphlet:
Where to Get Health Career Informaticn,
National Health Council,.

A resource for health charts and materials
may be the home economics teacher, the
public health nurse, a doctor, or the
Oklahoma State Department of Health.

1
-
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TEACHER'S OVERVIEW TO STUDENT SELi -4iPRAISAL

You may be wondering why you are being asked to look at yourself
& )
when you may feel that you, above all people, know the most about the
person you are. Fe all feel tnat we know ourselves pretty well and
that most'of the time we could give the reasons for what we do and say.

Actually, however, huma= beings are not always easy to understand,

Stop and think a moment. Aren't there many times when you have acted a
P Yy

‘certain way or had certain feelings and couldn't he sure why?

You may recail times when tthgs were going very well, yet you just be-
came ''moody’ for n? apparent reason. Also, as with all of us, you have
met ‘some people you liked very much right away, others who didn't impress
yéu at all; ané in neither case ctould vcu really say why.

%62“ of .us have moods once in a wnile and experience likes and
dislixeé-%or different people, activities, and situations. These
individual redcéions are 11 considered 'mormal''; they make up your
pd}éonnﬁity rhich is e;erything that makes vou an individual, differirg
in certain ways ffrom everyone else: Your personality is not fixed tqf

all timbs; it develops through the years. Every new prcblem you have

tielps form your personality.

-

Since personality influences everything you do, inclﬁdiﬁg your rela-
tionship with pe ple and the world about you, it iz important to take a
’
good look gt this whole YOU. By beginn{ng to know more about yourself
you can learn how you feel about others and in turn learn how others feel
about you. . You can get a botteg idea of things that really interest y;u,.
and what you are best fitted to do--in futurevytats in school and perhaps

a

in the ovccupation that QSU will choos>.



You can make a start toward learning more about yoursel{, why you
behave the way you do, and what kind of a future to plan for by examin-
ing some features of your personalitv as you see it, and as you would L;ke
it to be. A '"Self-Picture Check lList" is provided to help you do this.
You may use it first gé tell how you think you actually are; the second
l = time you may use it to tell ow you would like to be. The more hohest

you are with yourself, the clearer your own picture will become.
l Most of us are a little afraid of the things we do not know about,
and th's causes us to hesitate in making decisions or taking action.
The picture you have of your;elf works in the same way. As you know

yoursel{ better, you will be better able to make decisions and to act

upon your goals. Why don't you get better acquainted with YOU!

| v

|

|

! | \
|
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SELF-APPRAISAL INTEREST CHART

List below some of the activities which you like best and some you like
least.

1. IN SCHOOL --

Subjects I like best:
Subjects I like least:

2. OUTSIDE OF SCHOOL -~

3. THINGS I WILL DO WHEN 1 CAN DO AS 1 CHOOSE --

v SOME THINGS 1 HAVE NEVER DONE BUT WOULD LIKE %O bo -~

n
.

SOME JOBS 1 HAVE HELD, EITHER FOR PAY OR ON A VOLUNTARY BASIS --

Th:1 ,s I liked about these icbs:

Things 1 dixliked about these jobs:

Oo MY HORBIES --

0

o - 24 -
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SAMPI E SELF-EVALUATION OUTLINE
lHealth

1. Are $nu in good health?

. 2, Do you have any physical, emotional, or other handicaps that may
‘ influeace your career choice or job possibilities?

3. Are there any working conditions which you must avoid for health
reasons; i.c., dampness, extreme heat, travel, high elevation, etc.?

Interests

1. What are your hobbies?

2. What clubs do you enjoy?

3. What clubs or groups have you joined that you did not enjoy?

"

4. Do you like to read? List magazines .or sections of magazines and
newspopers that you like to read. List books that you have read
for pleasure during the past year. f Do these lists indicate anything

' about your interests?
5. What arelyour favorite subjects in school?
} 6. ;In what activities at school, at home, or ir clubs have you partici-
pated? Which did you enjoy and which did you dislike?
‘ 7. What kinds of contests or competitions have you entered?
. 8. Do you sgpend most of your free time indoors or cutdoors? ,
l 9. Tn what kinds of activitics huve you shown the most ability? //”
‘ 10. In whot kinds of activities arc you most interested? (
l Abilitics
1. In what subjects do you receive the best grates?  In what courses
have yuu received the poorest grades?
l 2. Have you taken any psychologieal tests that indicated particular
apticudes?
\
l
Q - 25 -
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I~

10.

il.

Has a teacher cor school counselor ever told you that you have ability
in some specific area?

Ask your parents, teachers, counselor, previous employer, and
friends what they think vour best aptitudes are and jot down

the answers,

Have you ever been chosen to lead or participate in a special
project, event, or activity?

Do you excel in any sports?
Do you have any special talents, such as music, art, or debate?

Have you won any contests, or }lave you had your work published
or exhibited?

Do your friends frequemtly ask for your advice or help on a particu-
lar subject; i.e., car repairs, clothes, photography, cooking, etc.?
v

tlave you learned any special skills such as typing, shorthand, or
key-punching?

Do you know how to operate a particular type of machinery such as
a lathe, a presser, an electric drill, or a calculator? 1If the
answer is "yes," give details.

Personality Characteristics

1.

9.

10.

ERIC

Aruitoxt provided by Eic:

Do you get ailong well with others?
Do you make friends easily?
Do you prefer to work alone?

Are you good at leading others, or do you worli hetter when duties
are carefully laid out for you?

Do you enjoy addressing a group, or does being in the spotlight
make you somvowhat uneasy?

Arc you nervous and restless?

Is it difficult to get you to do or finish your work?

Are you (most of the time) patient? dependable? easygoing?
Do you hecome deeply hurt when someone criticiZes your efforts?
D; you have a good scuse of humor? Can you take a little good-

natured teasing?

Are you a good sport? Can vou lose gracefully without being
hitter? '



12, Can you take advice? Ave you always giving it?

13. Do you worry a great deal? Can you relax?

l
|
' T4, Do you find it ditlicult to take supervision or accept authority?
’ 1%, Are you interested in other people and what they think?

Iv. How neat is your appearance?
' 17. Hlave you often been accused of be{ng éelfish or egotistical?

13. Are vou able tou assume responsibilicy?
|

17. Can you work under pressura without its affecting your work?

20, Are you prejudiced against any proup? Would it be difficult for you
to work with or fnr a member of this group?

21. What kind of person do you get along with best?

)
o 27
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OUTLINE FOR AUTORTOGRAPHY

Early lite

A. Where and when born
B, E;rlivst remembrance.;
C. Farly experiences
Familw

A, Size of family

B. Number of biothers and sisrers

C. VFavorite family pastime

Friends

A, Who they are

B. Things we do togetlier

School experiences

A. Early scheoel life (1 through 5)

B. Re:ent school experience {5 through 8)
Likes and distikes

A. Likes

8. Dislikes

Goals tor the future

A.  Luucorticaal

K. Occupatiorn il

C., Other



DEFINITIONS O APT1IUDES!

Ceneral Learning Ability--The ability to 'catch on" or under:tand junstruc-

tions and underlying principles. Ability to reascn and nmake judgments.

Closely related to doing well in school.

Verbal--Ability to undzrstand meanings cf words and ideas associated with

"them, and to use them effectively. To corprehend language, to Under-
stand relationships between words, and to und«:stand meanings of whole
sentences and paragraphs. To present {nformatien or ideas clearly

Numerical--abilitv co perform arithretic operations quickly and accurately
1

Spatial--ability to comprehend 1orrs in space and understand relationships
of plare and solid objects. May be used in such tasks as blueprint
cading and in sclving geometry problems. Frequently describ
the ability to "vi.sualize” obje.ts of two or three dimensinn-
think visually of geometric forms.

Form Perception--Ability to perccive pertinent detail in objects
pictorial or graphic mataerial. To make visual comparisons s
criminations and see slight differences in shapes and shadii,
figures and widths and lengths of lines,

Clerical Perception--Ability to perceive pur!inent detail in ver?

tabular material. To observe differences in copy, to proot.

words and numbers, and to avoid purccptual errors in arithm
computation,

ind Qfldldttlj in naking precise movements with speed.  Ab
mAte A meverent 1wespense accurately and quickly,

Motor Cocrdination--Abitity to coordinate cves and hands or ting
Finger Dexterity--Ability to ove the fingers and manipalate smal’
with the fingers rapidle or accurstely,

Mannal Desterity-=aAbility to move the hands easily and skilltui
with the hinds 1n placing and toraing metions,
. .

ites of Worlor Tralt Requiresents For 5,000 Tobey Tupe

ment of IdbUr, U.<. mplovment Service, hi\hl),LUh, DO o UL n
Q et ](lh!lln‘(‘ftl(t . 1955,
o -



GENERAL OBJECTLIVE # 4:

CHAFPACTERISTICS ARE

L)

TO PROVIDE LEARNING EXPERIENCES DESIGNFD TU SHOW HOW VARIGUS

RELATED TO JOB SUCCESS

SPECIFIC ORJECTIVE

s

ACTIVITY

To make

o7 dbiiities enters into the seievction

vtoa vocation
a. Convrete--performance skills
p. Abstract--academic
c. Social

To belp the student understand the scope of

his abilities and achievenments
¢
a. Explain purpese of cumulative
records
. Explain what grades may tell

abeut the stddent
. )

v

¢. Guide student in appraising his
own achievement scores

o help the student realize the rela-
tionship between success in school
subjects and certain jobs

To help the student evaluate aud improve
tudy habits

ERIC

O

the student aware that a combination

Explore student's ability in terms
of what he can do well,

Administer a standardized achievement
test 1f no recent scores are available.
Several good tests are on the market,

Select areacs in which greatest strengths
may lie. Have student complete "Looking
at my Grades." (Page 34)

Complete "Achievement Record"” express-
ing scores in percentile or stanine
score. (Pag: 35)

Review results of mental ability test with
each student. Interpret ecach score in
terms of percentile rank or stanine score.
If recent test scores {(within the last
year or so) are not available, a test
should %e administered.

Have student cemplete "School Subjects and
Jobs." (Page 37)

Have student complete “Analvzing My Study
Habits." (Pase 37)

Develop pood study habits through:
1. Supewvised oral and written roports,
2. Acceptance of correct and approvel
patterns for reporting, writing,
speaking, listening, and reading,

n -



EVALUATION

RESMURCE |,
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Book: : ’ ,
A Gulde for 09velopmental Vocacioval
Cu1dance The Oklahoma State .
Department of Vducarion, 1968.

Pamphlets:
Standardized Testsg
Service.

American Guidance

Series, Science’ Research
1968,

Achizvement
Associates, Inc.,

Tests:
, lest of Educational Ability
Test of General Ability

Primarz Hental Abllltles Test

Scic.ace Research Associates, 1968.

(WYY,
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GENR:R)7UBJECTIVE ff 4 (continued)

SPECIFIC OBJECTIVE

o ACTIVITY

o help the student realize that success or
railure in the world today Jepends on how
effectively he uses his communication skills

To explore the relationship of good
grooming Yo prospective employment

1o focus attention on the importaace
of one's personal appearance aud appro-
priate dress for different cccasions

1
To realize that the knowledge and the prac-

tice of good grooming and good manners are
essential to a desirible personality

lo become avare tha! the real test of
personality depend® ~n how «thers see
vou and on what they .hink of you

T

O .-

LR
S

Have panel of employers define
expectations relating to manner, dress,
work habits, attitudes, etc.

{ave students read reference material
and answer questions on such areas as:
1. Courtesy ‘

2. Etiquette

3. Personal appearance
4, Clothes

5. Grooming

6, Cleanliness

7. Social communication



EVALUATION

© RESOURCE

have a "dress-up day" for students
to display acquired information.
i

Have students act out various dspects
of proper manners.

ERIC

' T
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Filmstrips: 0Oklahoma State Department

of Vocational and Technical Education,

Home Economics Division.

"Adolescent Revolt"
"Need to Belong"
"Being an Individual”

" {These films may be purchased from the
Fairview Audio-Visual Company.)

Books:

Russon, Alljien R., Business
v Behavior, Southwestern
Publishing Co., 1964.

Whitcomb, Heien,and Rosalind Llong,
Charm, McGraw~Hill Book Co.,
Gregg Division, 1964. o~

James, Barry, Call Me Mister,
Milady Publishing Co., 1966.

,Allen, Betty, and ditehell P. Briggs,

{ind Your Manners, J. B. Lippincott
Co., 1964. . '

Beeryv, M., !Manners Made Easy,
McGraw-Hill Book Co., Gregg
Division.

Hawes, Elizabeth, Good Grooming,
Little, Brown and Co., 1942.

Avon

National Dairy council

1



CHECK SHEET=-=-LOOKING AT MY GRADES

To the student: ‘ : ‘
The purpose of this check sheet is to help you think about:
What your grades tell you about yourself.

How much of your true effort your grades show.
What your grades show your strength to be.

«

l. The highest grades 1 received last year were in

2. What do these grades tell you about how hard you tried in these classes?

3. In which subject did you work the hardest?

4, What do your gradcs tell you about your ability to memorize things?

». How did your grades measure your study habits?

6. low did your reading skill atfect your grades?

7. In which subjects do you vsually get the highest grades?

8. 1In which subjects do you get the lowest grades?

9. In which subjects do you have the highest interest?
+
. Q
- 34 -
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v r
ACHTIEVEMENT RECORD
Achievement Tes*t Record
Name of test(s)
i
|
Percentile Scores
Subjects Tested reentioe °
“« 7th Grade 8th Grade 9th Grade 10th Grade
Reading
Mathematics
Science
Language
English
Spelling | —
Social Studies
—
study Skills
Listening _
Writing
Other Abilities Not Measured by Test Scores
o
. Lower Middle Upper
' - 4 25th 7ile | 50th “ile | 25Lh Yile
To de technical schoolwork

To learn to use tools and rachines

. . \
Te get along with people

RE—

To describe or cxplain {n writing

To appear before audiences

—

To participate in physical activities

To depict, design. or e

L —————

lo orponice and nlan

o do the same thing over and over




O
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111

Achievement Record (continued)

Directions: Think of your achinsvement test scores and

you can Answer.

My greatest improvement lhas been in

see how many of these

My highest performance nas generally been in

This is because

[

My lowest performance has been in

T have trouble in these subjects because

The subjects T think I can improve in are

This is because

- 3 -
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ST

?

ANALYZIRG MY STUDY HABITS

Y HABITS

TES

SOMET IMES

NO

L

oo

Do I kuow the assignment exactiy?
o ! keep an assignment ootebook?
Do I have definite hours set aside for study?

bo 1 hi.ve a detis te place at home set aside
lor study?

Do 1 have 'rouble getting started.

Do I make noles of the important points in
the assigned material as 1 study?

Do 1 revivw my lessons brietly before going
te clase N
.

Do 1 complete assignments on time?

Do T colles t the necessary miterials before
)

[ begin tv  tud ]

DT owaste t e?
3
Dol tind 1 seit laydreaming while T study?

Do I check ¢ vr major topical headings before
reading the material that follows? :

Do 1 réca.l wrin points as 1 study?

Do T have contidence in mv ahility to
master the subject matter?

mav 1 improve m. o study habits?

O

ERIC

Aruitoxt provided by Eic:



GENERAL OBJECTIVE # 5: TO DEVELOP AN UNDERSTANDING OF CNE'S SELF THAT WILL LEAD TO
RESPONSIBLE OCCUPATIONAL DECISIONS

SPECIFIC OBJECTIVE ACTIV,TY

To help the student culminate knowledge Stimulate thinking about goals by ﬁsing

acquired about himself and develop tenta- |, teacher's overview for discussing goals.

tive goals for educational and cccupa- (Pages 4Q and 41)

tional planning
Have students complete "Charting My Goals"

. and "My Selected Goals." (Pages 42 and 43)
L]
. Request students te write an autobiog-
raphy using autobiographical outline.
(Page 28)
o4
O

- 38 -



EVALUATICN

RESOURCE

Review forms to determine sincerity and
realistic feelings of students towards
their future.

o

ERIC
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TEACHER'S OVERVIEW FOR DISCUSSTON: MY GUALS

"What de 1 want to do with oy 1ife?" "'\ﬂmt— seems {pportant to me';’"v
4
"that do I want te be doing ten years from now?"  You may not have ready
answers to these guestions.  Many decisions lave tlo be made before and
after veu make a reallstic vocational choice. Included among “hese are
decisions that will be made as vou evaluate various alternative choices
G as vou Tormnlate specitic plans for accomplisbing vour decision,

Thus, nuch of vocational guidance is centered on the deecisicn-making

Process,
Your current school vears are Important to vour future cccupation

and wav of life. A bov or girl veur ape cande aware of this and can
N < . - :
begin the prevess of intelligently cheoosiag occupational areas, making

a1

edivational ylans , and Jearning teo think things out in order to make the

el
¥

bost choices possible at the tinme,

Thoughtfol choices now, and as vou ge along, will give vou greater

T .
]

frecdom of cheice Tater when veu very ruch wond to de certain things.

Failure to gake such cheices can Himit 2ou i the thivgs vou do Tater,
! : ’
Uspaliv, vou car make botter cholces for veurselt if veu have

vnoaugh ¢f the right fntormation, In making plans tor veur {future

education and work, you night ask yourself the followineg threw GUUSLIon-
D,
to Dend cut i1 veu do have encaph of the vight information for makiay
.

tespoasible decisions,

oo Do I oknew enotgh about mveelt ! What are my dncerests, abilitics,

Achieveresto, and valoesy what are v =trenpths and mv o weaknesses (o wihnt

arte mw Tives, oy dis'ikes; what are the things 1 owant nast? To answer

these question., T need wocurate information about reself,

Jooba b

aboul carcers and their relatienship to my character-

. . - . A - ' .
ioties and qualitications? Wat hinds of jobs exist mow and will prebably

- ‘\d(] -
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" schpols and other means cf training exist that might prepare me for the

exist in the futurethat 1 miéhg be able to choose from? What kinds of
job 1 choose? What changes have been taking place in jobs and educatiAn,_
and how do thesg<changes affec; @?? To.answer these questions, [ need
varigd informat?én from many sources.

3. Do I know what [ really want to do? What are the.goals 1 ¢an
define for myself? (1 ma} have several goals, and Ehey wi}l grow and »

change as I grow and change.) 7To answer these, 1 need accurate : .
H N e

~

information about myself and about the world of work; I need to know
how to relate the two.
Keeping in mind your aptitudes, interests, and achievements, make

a list of realistic geals using "Charting My Goals'' (page 42) as a

guideline.,
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»
’ : £ s
' MY SELECTED GOAL S
My Plan
' . ) . +
i« One big goal that 1 really want to accomplish is: -
' .-/
N ey
' 2+ Here is how I am.going to make progress towiard tiis goal:
. . 4 R *
¥- _ o .,
' . K [
L
4 ' 1t .
, 3. My deadline to turn thid plan into reality is: v .
’ . A r

; ‘ . - ' Py : 4 ' > / - '
4, Here are abilities and Skills that 1 have.that will help me achieve this
l v
go.it: )

-—e
-

] e 1 have detailed knowledge of the following subjects that will help ne

reach ny goals

| be Here are arcis in which 1 need more information, help, skill, and knowl-

cdge:

7+ Here are plices to go and peeple to see for gaining knowledge, acquiring
. &
information, and mastering skills: '

o

] So Here ds tho first step 1oarm going to toke fthis week!):

| ERIC " -
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8. My nexi three main steps wil: be as follows: -

&Y

e

b.

Ce

r

10. My deadline for completing these three éteés is:

N v

1+

After vou have written down the geal which you fccl you would like to achieve,
consider tho fol1ow1ng.

Some people set gpoals which are lower than those they could achieve.

»

Some people set godls which are too high for their abilities.
Some people set goals which don't fit}theif strong points.

Some people set goals which are right ror them, but they don't know
how to achieve these goals. :
A In the experiences that arc to follow, you will see bow the information you
have about yourself and the world about you can influence the goals which yon
set and also your knowledge of how teo achieve them.

O
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WORLD OF WORK
Introduction

With the twenty~-first century upon us, every citizen who hopes to
play a productivé role in our scciety must have occupaticnal training-
of a definite nature that will allow Qim to successfully pursue his

. .
career. Startling changes in science and technology are upon us. These

changes will "wipe out' some jobs and create others.

If we are going to move into the future without hesitation, we must

-change our function and our aims. We must do more than provide a job

skill. We must provide a broad education as well as a marketable skill
te meet the needs of the time., Vocational education should make
possible a smooth transition from public school to work in terms of
our national and individual welfare. 1t must make students aware of
various work opportunities and cccupational categories in preparation

E .
for job entry. The pet .n's role in society is determined largely by
his work role, thus occupational educaticn {s a fundamental nccessity

to the individual's welfare.

We need to engineer student experiences and occupational informps

tion se that a student’'s daily experience is more meaningful and
effective.
Each person must merit his place "in socivty and make his contri-

bation to society. tach person should keep ir mind the simple fact

(3
that collectively we constitute a society., Tt is the responsibility
af each of us to prepare and continually improve cur competencics. e

should be dedicated te the concept of improvement to the limit of cur

ahilitics and interests,
~

O
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3 All students should get enough experience in working and studying

tc understand that this will be the normal procedure throughout tneir
working life. Scheols, at present, attempt to educate the majority for

college entrance, but only a minerity graduate with a degree.1

[

1, . . . . .
*bducation for a Changing World, U.S. Department of Health,
Fducation, and Welfare, p. 17.

Qo - 48 -
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GENERAL OBJECTIVES

: 2
To help students gain a better knowledge, understanding, and

appreciation of the changing employment patterns and opportunities
in the world of work

To acquaint students with the major occupatienal areas in the
world of work

To help students develep desivavle attitudes tow rd work and
appreciate the dignity of every occupation

To provide the students with opportunities to acquaint t ¢lves
with the American econoric sys. m in relation to their future
career development, e w3 in which it provides jobs, and the
relationship of a chai, ing ecounomy to that development

To ail the students in selection of work they can relate in several
ways to their occupational &, “tudes and interests

-



GENURAL. OBJECTIVE # 1:

TO HELP STUDENTS GAIN A BETTER KNOWLEDGE, UNDERSTANDING, AND

APPRECIATION OF THE CHANGING EMPLOYMENT PATTERNS AND
OPPORTUNITIES IN THE WORLD OF WORK '

SPECIFIC OBJECTIVE

ACTIVITY
\

To provide students with information
concerning flexibility and change in the
world of work

[o aid the student in the evaluation of
oppertunities

To dcquaint the student with the basic out-
lire for the study of ary given occupatiocn

|4"|I

Research: j

a. What occupatio ;.did your grand-

" . parents experigdce that do not
now exist?

b. What occupational changes have
takea place in your parents'
fields of occupations?

¢. What jobs do you project in the
future that do not now exist?

Contact the following’ scurces for types
of jobs, number employed in each, and
location of jobs:
a, Local businesses for occupations
that appear to be overcrowded
b. Oklahoma State Employment Service,
Research and Planring Division,
and U.S. Department of Labor

oty

Have students analyze five jebs on Lhese
points:
a. Whac is the occupation?
b. What is the nature of the vork?
c. What is the number and dis*vibution
of workers?
d. What qualifications and preparations
are nroeded?
e, What are the methiods of entering
the job?
f. What are carcer advancement possi-
bilities”
5. What is the e¢r blovment outlook?
h, VWhat will be the earnirgs?
i. What are the working cenditions?
j. What are the social factors 1
would enjoy?
k. What equiprneat will 1 be required
to purchase?
1. Vhere -an I get additionsl inforration?

- 50 -
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EVALUATION

RESOURCE

NDevelop a mock T.V. show comparing past,
present, and future jobs. let students
cive reasons for job differentiations.

LOOK TO THE FUTURE

Seluect five jobs of special interest to the
class and determine through open iuquiry

if students have realization of the
importance of depth of study.

b\

Bulletins:

Orientation to the World of Work:
A Guide for Teachers, The
University of Missouri.

.

Lo ing Ahead to 1 Career, U.S.
Depa tment of Labor, Bureau of
Labor Statistics.

Handbook of Job Facts, Science

Research Associates, Inc., 1967.

Book:

Feingold, S. Norman, aund Sol Swerdloeff,
Occupations and Careers, McGraw-Hili
Book Company, Webster Division,
#20358, 1969.

’

A4
¥ilms
~"A Step Ahead," 1lfmm., color, 25 minutes,
_..New Holland Machine Company.
Ry



GENERAL ORJECTIVE # 1 (comtinued)

SPECIFIC CRIECTIVE _T ACTIVITY
I'e dovetop a vocabulary of terms of the Define the following:
worbd of work On-the-job training
Apprenticeship

Blind-alley or dead-end jobs
Worker traits
Skill
[ 4 . Production
» Distribution
MANUFACTURING Consunption
Fringe benefits
Self-employed
Part-time jobs
White-collar jobs
Blue-cellar jobs
- Service occupations
Manual occupations
Cluster
Carecer
Job
Task
+ Work
Manipulative
Cognitive
Dexterity
Vocational
Technical

] — Para-professiconal
Prcofessional
— Y Concrete
LTF ] Abstvract

@ w‘ Cost of Jiving indcx
——— 1===

o= o (Teachers mav develep their own

check list.’

SERVICING ‘ N ELECTRONICS

e e s

. - 52 -



EVALUATION . RESOURCE
Are the students able to use the words Books:
properly in discussion of the world of . Career Kit, 3ciencc Research Associates,
work! ) Inc., 1969,
feacher observation and use of checklist Occupational Exploration Kit, Science
to suit their class situation . Research Associates, Inc., 1968-69,

Oc:upational Qutlock Handbook, U.S.
Department of Labor.

- —— - ——— PO | ma=— Preron A - A

]

o
ERIC -5

! Aruitoxt provided by Eic:
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CENERAL OBJECTIVE # 1 (continued)

L]

SPECIFIC OBJECTIVE
=

ACTIVITY

To explain the concept of "job"

I'o explain the concept of "task"

O

LR

Vot

/

Have studer 3:

3

Define their concept of '"job."

Evaluate classified ads for jobs from
a local paper and list requirements
of the job.

Write an advertisement for a job you
wish to acquire.

Determine which of the following
words or assignments represent tasks
or jobs:

Reading

Writing

Counting
Speaking

Writing a speech
Playing

Welding
Frogramming

Prepare a list of tasks.

Preﬁare a list of jobs.



EVALUATION

RESGURCE-

O

ERIC

Aruitoxt provided by Eic:

From a list of advertisements in a local
paper, identify within your concept of
"job" at least ten jobs,

Have the local paper approve or disapprove
an ad for pubiication. TIf disapproved,
have it corrected or re-structured. The
journalism department, if one exists, can
participate in this evaluation.

Have the students turn in their job and
task classifications. Discuss these
classifications,

Dictionary - Definition of job

Local newspaper

Dictionary - Definition of task

l)\)



GENERAL OBJECTIVE # 2:  TO ACQUAINT STUDENTS WITH THE MAJOR OCCUPATIONAL AREAS IN
THE WORLD OF WORK

SPECIFIC OBJECTIVE .0 ACTIVITY
e
I'vo introduce the student to career Discuss career areas using attached
areas : “Teacher's Overview to Career Analysis.”

(Pages 58 and 59)

Have che student research a list of job
titles and classify them by career areas.

Use overhead projector to show the 'Nine
Career Areas.'" (Page 60)

To intcoduce the cluster concept - Provide the student with a list of jobs
and ask him to organize -them iato a

, cluster. Use attached form '"Job Cluster
Family of Careers' as an example. (Page
61)

Provide the student with an occupational
carcer area and ask him to cluster as
\ many closely related jobs as he can find.

k)

To show the relationship between Have student list as many job titles as
caveer areas and training levels he can that would be classified by
level as:

Scientist

Engineer

Technician

Skilled

Use attached chart to show relationship
between career areas and training levels.
(Page 62)

O

ERIC ..

24
s oA



EVALUATION RESOURCE

Book:
Dictionary gj_Occugational Titles,
U.S. Department of Labor.

Have each student's work discussed by class.
¥

Bulletins:

' Job Cluster Family, fourteen (14)

! . different series, Oklahoma State
Department of Education, Guidance
. Division.
4
Have students record their efforts on a Education for a Changing World of
pre-structured sheet. Exchange these Work, Appendix I by Lynn Emerson,
! work sheets, and using the Bureau of Labor U.S. Government Printing Otfice,
Statistics and the Dictionary of OE 80022.

, Occupational Titles verify the results as
- acrurately ~s possible., Discuss several
of the papers.

O

ERIC

Aruitoxt provided by Eic:
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TFAGHER 'S OVERVIEW Tu CAkERK

1N [0 THE WORLD ur

14

LELAE(ON

ANA

WO

In selecting a vocation, one should give consideraticn to the

possibility of continuing his education beyond the entry level point.

Your primary objective should be to reach the level necessary to

insure a minimal marketable skill.

This level will depend on your

interest, abilities, and the training progrvam in which veu can involve

vourself. Consideration shoulc be piven to the area of industrial

activity in which you might tunction. A list of these carecr areas
will serve as an aid in allowing vou to focus your «trention on an
irea ol particular interest to you. Hoyoun bave difficultices in

selection of an oarca,

inventory to aid vun

i

it would

norking a

be most beneficial

dec {sion.

to

takre

an

interest

CAREER AREAS = LEVELS CAREER AREVG = LEVELS
RNESENRCH COLLEGE [ SALES  HIGH - POST HIGH
— | ——
" . ] HIGH =
YE S 1 G COLLEGE INSTALLATION ;
DE s _i( [ ) AL LA P0sT_IGH
DEVELOPMENT COLLIGE OPERATIONS ol

1niGH

T ¥E ST I NG POST HIGH }
PRODUCT L ON AN
O NG
MANUTEACTURE PosT ey

Phe Tevels

- 58 -

indicate to a degroe the »utrance veguirements

let us define onr terninolopy so we can more ef fectively cormnicat

and

Ale

descriprive ot the training of those with whom veu mipht be competing.

e
N
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A vammon tern that s fregently cucountered when oconpat innal

education is discussed is the term "cluster.,”

EXAMPLE

CLUSTER = Machine 1rades CLUSTER - Construction Trades
Machinist Bricklavyer
Foolmaker Stunemson
Millwright Tile Setter
Patternmaker Plasterer
Tool Desipner Glazier

Machine Tuspector
F‘xi““i iter

Ntomated Machine Muintewin o

A

5t

cluster s sinply o proup ot veltaced pobg that bove accepred vntran e

andards. A person tradned in the occupation ol a machini,t wight,

with ex<perience. become a toolmaker oy millwiight s Therve is g depree

vl

flexibility or adaptability incluled in one's preparation s

N

nachiinist that allows him to move to the level o toolmber or milts-

T

x

ight with 4 minimum of expericnce and/or tvaining.

Fducation for o Chanying world o

tky Appendin 1T oby Tyin

Forerson, Covernment Printing Office, 0F §0020, 1464,

- 59 .
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NINE CAREER AREAS
HIGHTY SEME

SCIENTIST ENGINEEFR [ FEOHNICEAN] ~RILI D SKILLED SKRILLTD

e ——— e =

research

development

—

testing L
B _

production

~—— J— - ————

- sales

installation
N |
operations } ”

| senvice l

- SOLID BLOC» S INDICATE . SHADED BLOUKS IN[ICATE
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JOB CLUSTER FAMILY OF CAREERS

Uccupations Related to Draftiog

.
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TRAINING CHART
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CIUNERAL OBIECTIVE # 3:

Fo

TO HELP STUDENTS DEVELOP DESIRABLE ATTITUDES TOWARD WORK

AND TO APPRECIATE THE DIGNITY OF EVERY OCCUPATION

SPECIFIC OBJECTIVE

ACTIVITY

1id the student in discovering variables

in the world of work

To provide the student with information
dabeut himself and the job so that he might

b

ahle to take pucrposcful steps towatrd

Copportunities in field of employment

[E

DFCISIONS?

O

RIC

Aruitoxt provided by Eic:

1ist seven jobs that require littlc¢ or no
sk* il (elcmentary level of formal educa-
ticn).

List seven jobs that require some
specific skills (high school or post high
schecol training).

Lict seven jiobs that require cousiderable
amount ~f s%ill or training (college or
advanced technical training).

List scme occupations that appear to b
overcrowded.

[ist some jobs which are changing.

Discuss differences in students' lists.

View filmstrip "What is a Jub?" Discuss
different words for job.

Select three or four various ogccupaticns
and complecte attached checklist, "I
Investigate an Occupation.” (Page 66)

Prepare '""Rating Chart' on selected
occupations. (Page 6/)

- Ohh -



TVALUATION

RESOURCE

observation:

Does the student understand that
ditferent skill levels are necessary
for entry into work?

Lodohel

nid students complete cnough comparisons
and rating charte to cestabiish relation-
ships betwecw personal qualities and
¢reoupational requirements?

O

ERIC -

Aruitoxt provided by Eic:

Newspaper Want Ads

Carcer Kit, Science Research Associlates,

1968-69.
Career Kit, Careers.,
’
{
Books:
vYeterson, Eleanor, Successful Living,

A1lyn and Bacon, 1964,

.S, Government Priuting Office.
1965.

Filmstrip:
"What Is a Job?" Color. 25 minutes,
Society ior Visual Education,
Division General.

Inc.,



O
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Aruitoxt provided by Eic:

1 INVESTIGATE AN OCCUPAT [On

Name of the occupation

Jobh title

.

Exactly what does the worker do?

What tools or e¢quipnment does he use?

Does job require: High schioel educa’tion? Crnilege? .
Technical school? _ __ Other?

What qualifications, other than edvcational, are necessary?

Physical

Mental

Aptitude or personality

What are the working .conditions and hours? __

Ir what kind of business is this job fouand?

[n what geographic location is t'iis job found?

What are the upportunities for advancement.?

List as many related jobe as yer can.

What interests of yovrs would this job satisfy?

what abilities of yowrs is this job related te?

Will this fob require more or less zipleovees in the future?

What equiprent will I be required to purchase?

- HhhHh -
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RATING CHART FUR

Ability to be Rated

1. Mental Ability
Abstract reasoning
Numerical ability
Verbal ability
Visualization
Mechanical kncwledge

2. Personal Quatifications
Dependability
Ability to work alone
Gecod grooming
Tact and diplomany
Industriousness
Self-coafidence

o Physical Negwirenerts
General pood health
Vision
Hand-eve coordinaticn

. Npecial Talents

Artistic

(Job Title)

Occupaticnal
Requirements

Our Level
of Ability

Comparison

(#or -)



GENERAL COBJECTIVE # 3 (continued)

//’.’

“— :

R SPECIFIC OBJECTIVE ' ACTIVITY

7o learn various metheds of classifying Introduce three broau areas of
cccupations work situations:
1. People (Social)
2. 1Ideas (Abstract)
3. Things (Concrete)
Ask students to list five or more jobs
under each headiny above. Use attached
form as a guide. (Page 70)
Discuss skill classiflications as:
1. Professional, semi-professional, and
managerial

2. Skilled
3, Seml-skilled and unskilled
Provide students with list of occupations
to be classified as to skill level.
Select five jobs and prepare job descriptions
consisting of usual dutles, preparation,
perscnal qualifications, related interests,
advantages, and disadvantages. (Page 71)

Q - 68 -

ERIC

Aruitoxt provided by Eic
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EVALUATION RESOURCE
Fequest pupils to classify occupations Book:
as to required skills, Peterson, E.M., Successful Living,

Chapter 24 and Workbook, Allyn
and Bacon, 1964,

Bulletin:
» Job Guide for Young Workers, U.S5.
Department ot Labor.
flave students discuss acquisition of Career Kit, Careers.

licenses and certificates required for

performance of duties.
Pamphlets: Science Research Associates, Inc

Our World of Werk
Choosing Your Career
wnat Employers Want ¢

L ) [ ] ] - nemm— — ——— —— -— 3 F Y F - k3 = SR E -

lE l{l\C - 69 -
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AREAS OF WORK SURVEY

l. List {ive occupations in each area where one would work with:

People

Ideas

Things

N

- Skilled Workers

A, HBarber

b. Carpenter ‘
. ¢. Dentist

d. Farner

¢. [Fireman

f. Photographer _

O

ERIC

- 70 -
L S

= 1nskilled or Semi-skilled Workers

o

2o Classify the following occupations according to:

= Professional, Semi-professional, and Managerial Workers

Policeman
Postal Wourker
Office Clerk
Repairman
Service Station

Attendant
Teacher

~ o

L SR A I R N ]
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GENERAL OBJECTIVE # 4: ToO PROVIDE THE STUDENTS WITH OPPORTUNITIES TO ACQUAINI THEM~-
SELVES WITH THE AMERICAN ECGNOMIC SYSTEM IN RELATION TO THEIR
FUTURE CAREER DEVELOPMENT, THE WAYS IN WHICH IT PROVIDES JOBS,
AND THE RELATIONSHIP OF A CHANGING ECONOMY TO THAT DEVELOPMENT

SHECIFIC OBJECTIVE

LFCTIVITY

To aviquaint each student with "his" role
in the vconomic decisions of his soclety
(1)  Budget
(b) Take-home pay

(1) Taxes
{(2) nsurance
(3) Gocial Security

(4) ‘FPetirement

ERIC

Aruntoxt provided by Eic:

Analyze payroll deductions; i.e.,
stubs of an electrician, a teacher, and
a carpenter.

Discuss using attached "Teac.er's
Overview on Income Tax" and ''Social
Security Tax." (Pages 74 and 75)

Obtain resource person from any insuvance
company, Soclal Securiiy office, or
others, pe

Plan a panel discussion with select repre-
sentatives. For example, one from the
employment office could discuss the fringe
benefits in the world of work.

Discuss how self-employed individuals
participate in these econaomic decisions,

Collect data from newspapers and maga-
zines concerning economi: changes.

N
Prepare a one-weck sample budget with a
given amount of money. Distribute this
into goods and services to meet one's
needs. (Page 76) '

Make three columns with headings, "What
Parents Provide," "Your Expenditures,"”
and "Sum Total of Both." Use estimated
cost for each.

Display different budgets on bulletin
boards. !

Make suggested budgets to fit studedt
needs, N

Use overhead projector to show attached
chart "Flow of Money." This will help
to clarify section "b" ¢f the specific
objective. (Page 77)

72 -



EVALUATION RESOCURCE

Kequest students to till out payroll stubs. "Circular E" of Employer's Tax Guiuae,
Internal Revenue Service,

Question students to determine general
knowledges ef income tax and Social
Security.

Have students write weneralizations con-
cerning «oonomic problems in our society
as they relate to our world of wark,

Discuss Information pained from

resource people.

Dovelop o checklist to determine nnder-
ctanding of terms in specific objective.

Current issues of U.S. News and World

Report, Consurer's Guide, Wall Street

Journar, etc.

Daily local Newspaper

- ~
Compare budpet activities to aid students Bulletin:
in determining amount of fncome necessary Income Distvibution in the U.S.,
to meet their needs and wants., Worman P. Miller, U.S, Departroent
: ~ of Commerce.

Check budgets to sce which one would
pest fulf{ll your family nceds.

O

ERIC - 73 -
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FTEACHER 'S OVERVIEW TO [500ME JAY

lixable income inclodes almost all iter s of inco-. minus deductions

and exenptions allowed by Tawe  Anount or inceo e tiw is dependent upon
three raln tactors:

< AmoOu Lt ot | come

<oNunber of dopont ot o] imed

o The tas rore e iblish. b Colgpr

tnd. dusl incore tox js cenpnted on act tasable income and not

wlass cacume. 1 oplovee incon

Cotax bs o withhcld along with Social

Seonrity tas

Q.10 A0 by the coplover and paid Lo the guveraneit

beriodicaliyv., Ry April, the caplovee Piles a tax Teinrly, conputos his

tax, and cither yavs the balunce due or receives o oreinad o anw

e rpavitent
Each erplovee furnishes iy ciplover A Withholdiae Exe

motion

Certiticate (une vRemption ter hiviselt, one for his wite unless ste oo

works and cliims her~elt y oand one ror o cadh gititate depern i) .

o

ERIC A
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SOCTAL SECURLIY TAX

ie Federal Social securiey Act, 1935, or Federal Insurance Centri--

butions Act {F.1.7.A.) consis's of the old-age, surviv-ors, and disability
N v

insurance programs financed by taxes based on workers' earnings. Employers
and cmplovees shave the Fo2L.CLAL tox equally.,  All employees must have
F.l.0 A, taxes deducted from wages automatically each pavaay. Employers
zust send all money witiheld from employees’ wages, plus an equil armount
as nis own share of the tax, to the District Directer of Internal
Revenue or the Federal Depesit window of a bank, No withholding
exernptions are allowed for Social Security. Wages earned over a certain

grwant deteiained by Cungress arce Social Securily Tas cxempt.

To obtain conthly payecents for ene's self and cne's family er for one's

curvivoers to ceceive payments in case of death, one rnust first have credit
tor a cvertain amount of word under Social Security. Maximum berotits are
based on an individual's hiyhest average eoriing during any tea-vear period
ot nis working lifoe.  The amourt of nld—ﬁgu payronts also d-pends on
whether a retived Individual applicd tor them «r ape 65 or earlier at age

f)

-

A person under age 65 with a phivsical or meatal cenditicn causing

disabjlity for over six months and cxpecied to vontinue may apply for

ronthly disability benefld

A surviver's Tamp sum death paviment can he paid to a widiw or widewer

iving in the zare houschold with the worber at the tire of death, or the
Payvient can wo to pay the worker s buriael expenses.

e,
A rctited person may earn up te a maxirar detormine ] by Congress or

)

Joss in oany one vear without lestre any Secial Sccurity beactfits,

.

Hawi o, Yurray, and Depald FL v Medical Assistants, ULV,
Monhy Co., St louds, Moo, 167, pp.
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Suggested i
Toral Money Income

Foaod

Sheltor

Fuel and utilities
Household operation
Furnishing and equiprent
Clothing ' -
Transporcat iny

Hedioal care

Recreation ant vlvcation
Citts ani contribua tons
Persconal ifosarance
Income tax

Savings

MODEL

4

S

pupGeT !

Per Cent

100

17
16
4
4
4
6
13
5
/J

Mie Tulsa Werld, "Bridal Section," April 27,

19h8.
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GENERAL OBJECTIVE # 5:

TO AID THE STUDENTS IN SELECTION OF WORK THEY CAN RELATE IN

SEVERAL WAYS TO THEIR OCCUPATIONAL APTITUDES AND INTERESTS

SPECIFIC OBJECTIVE

ACTIVITY

To doternine occupational interests

T determine oppertunities related to
Jobs where work experiences can be
duquircd

To familiarize students with opportunities
{or gaining work experience

o assist students in comparing their
self-cevaluation with that of the
ciplayer's demand r

TaOR WPl CER
bYRECTY
FF sk F 17

DRTIR B

Q
[ ]

o}

Test students to determine occupational
intetests.

1. Interest surveys

2, Quest. nnaires

3 Interviews

4, Aptitude tests

Use these sources of information to show
job opportunities. :
I. Newspaper want ads
Civic club programs
Occupational fafrs
Career days
Open houses - Individual. new, and
old plants
6. Visits to neAarest
technical school

[U2I WO RE I
P .

area vacatjonal-

Discuss hcw experience can be obtained from
the following:
1. Part-time jobs

2. Helpers or trainees

3. Apprenticeship training
4. J<h-to-job learning

5. Armed forces training
i,  Company schools

7. Ua-the-job training

(Retalling, banking, insurance, sal:zs,
clerical work)

Have students determine characteristics
necessary for job success.
1. Interview different employers
a'd ask their ideas.

ro

Gather Interview information in all
kinds of occupations and record or
tape them.

3. Find ovut why people lose their jobs.
(Page 13)

4. Use attached self-evaluation out-
line form as a guide for students.
(Pages 25-27)



A——

EVALUATION

RESOURCE

-
4
'/

Conference with student in regard to
student record and test interpretation

Small group discussion to determine 1f
information acquired is sufficient

Class discussion with reports on various
ways of obtaining experience

Written report of work experiences

Small informal discussion groups to
determine what information has been gained

Individual conference on self-evaluation
outline

ERIC -

" ooy E1C

Kuder Preference Survey, Science Research
Associlates, Inc., 1968-69.

Kuder Vocationai Planning Survey, Science
Research Associates, Inc., 1968-69.

Differential Aptitude Test, Psychological
Corporation, 1969,

Book:
Education for a Changing World of Work,
U.S. Department of Health, Educa-
tion, and Welfare.

Employment services in your area
Chamber of Commerce for your area
Book:

1i You're Not Going to College, Science
Research Associates, Inc., 1968-69.

Bulletin:
what Employers Want, Science Rescarch
Associates, Inc., 1968-69.

Book:

Feingold, Norwman, and Sol Swerdloff,
Occupations and Carecers, pp. 104~
105, McGraw-Hill Book Company,
Webster Division, 1969.




GENERAL OBJECTIVE f# 5 (continued)

SPECIFIC OBJECTIVE

ACTIVITY

To assist students in comparing their
self-evaluation with that of the
employer's demand (Continued)

O

ERIC

Aruitoxt provided by Eic:

- 80 -

Arrange for a panel of different
employers and union representatives
to discuss the things they feel are
important.

a. Punctuality

Regular attendance

Skill - aptitude

Experience

Education

Personality

Cheerfulness

Appearance

Appropriate dress

Cooperation

Communication

Pride

Houesty

Cleanliness

o

SO0 K = T00 O B0

Have students ccumplete problem sheet,
YAbsence On the Job." (Page 82)

_———



EVALUATION

RESOURCE

Discussion as to information gained from
panel of employers (Students may

add other characteristics they feel

are Important.)

Q
RIC

= ||m Provided by ERIC

~ 81

Bulletin:

Book: ’
Biegeleison, J, 1., How to Go
About Getting a Job ob with a
Future, Grosset and Dunlap, Inc.,
1967.
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L

(o]

[

ABSENCE ON THE JOB

How many days have you been absent this semester?

What were your reasons ftor absence?

Lf you earned $1.25 an hour aud were absent for an 8-hour day, how
much would vyou:

A, Lose in a day?

e Hawve lost for the semester so far?

1f you were an employer, how would you feel about people who were
absent from work very often?

Could your attendan.e recerd be improved?

signature

4
1
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PSE O COnPAT TONAL INFORMAT ION

Tutrodue tian

It is the function o the schoul 1o jneure that students have the

opportunity to study ocoupoatiomal trerds, mike accupational evaluacions,

and auquirve characteristios vhich will enable them to be successful

the world ol work.

Successtul erplosient fnoeon Cheoging world deminds thot

possess the proper artriule, skill, art b

. ability to evaluate

fob descriptions s o b nlexiLility Lo chan o e ghe world of work

clhuinges.

The objectives ared activitics iy this seot{on of the guide are

designed (o provide caperionies whitoh widl allow students to acquire

Intorzation abo gt a wide var oty of ocopatitons. Special cmphasis

has been placed upon the onrgfoulay experiecnces which will encourage

the student to explore the broad area ot career deve Topment .
-

1 worker

in
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Aruitoxt provided by Eic

[

GFNERATL OBJECTIVES

To develop skill in naking use ol test results in occupationad choice
To develop the ability to evaluate occupdations and their trends

To become aware of resources available which are helplul for securing
cmployment

To become fomiliar with available trade maga-ine:, publications,
wedia, and comamity resources

To develop skill in persondl money manigement

To develop an appreciation ot the values of our free enterprise
svatem s related to occupitional hoice

- RY -~
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GENERAL OBJECTIVE # 1:  TO DEVELOP SKILLS IN MAKING USE oF IFST RESULTS IN
OCCUPATTONAL CHOICE
SPECIFIC OBJECTIVE ACTIVITY
fo bevore aware of the kinds of tests and Explaia and discuss purpifes of tests.
oot prposes 1. Achievenent
2, Artiicude
3. FPersonal.ty
4, TIntellivence
5. Interest
Administer test suitahle for grade Jevel,
-
Assigh reports (individual or group) on
"Types of Tests and Their Furpose or
Functien."
[o relate test results to occupational Invite resource person, perhips the
choice counseler, to discuss test and test results
as related to occupaticns and preparation
for occupaticons.,
Arrange {or counsclor-student conferences
to review test results and relate to
occupational choices.
>ltave class prepare a format for selt-
analvsis check sheet.
Have cach student fi11 ont o self-anilvsis
sheet abeat himself.
O
- Y -
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Aruitoxt provided by Eic:
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EVALUATION

Wi

Lim enmnetate seme occupational
t i owhich his test scores indicate
he could be reasonably successful, Have
aredas in which frels

suc.essiul,

Hove contuerende h pupil and have

d'eds

Hiz enure rate he Lo

could noet he

the

PUIPIS S

tests
relat.

student
the i
the results Uo his prospective

the

and give

Foave nane tvpues o

Hove hirm
occupativna’

choice,

student s’ curulative records to
all o = hoen

tootheir appropriate prade fovel,

! Prmine

Pl SOrwe hve odministerad

i
O

ERIC

Aruitoxt provided by Eic:

SESQURCE

Catalegs:
lhe Psychological
Catulog, 1909,

Corporation dest

Conrnal Test Catilng, scivnce Res. irch

Associatos, Tty 1968-09,

foonral Test y et ican Cuidance Servioo,

)l‘llx‘ Ly 1yn8-6m,

School counse Lo
Student's curulative record (counselor o
registyar)

Pilm:
"Jesting - lts Place in Pducation iedas,’
OFlaoma State Departrent of Pducation

Guid.aree Division,



CENERAL R olive 4 2
TREXDS

Joy DEVELOE THE ABILITY TO EVALUATE OCCUPATIONS AND THEIR

&

SEFCIFIC QBRJEC TV

ACTIVITY

covencdep the ghilite to make an
Coapaticonal analvsis

oo usc o1 tormet baororking an eccupa-
tivnal analvsio

codevelop an awaroness that the nature

ol onceuptional patteras iviicstes job
choanes, retrainiog . and tlexibility

JOES Cuan f w T THE "~ Wi

ERIC

Aruitoxt provided by Eic:

y—- . — -

Present a formst to the stadents for usce
in a job analysis.
Suggested format includes:
1. Fducaticnal requirements
2. Physical and health requirements
3. Remuncration (salary, retirement
benefits, insurance, etc.)

4. Availability of jobs

5. Locatimn

fi.  Special rtalents necessary
7 Advancement opportunitics

8. Oceupational outlook
2, Work conditions
1. Advantages and disadvantages

Discuss forrar and its purpose.

Use the tormat in group activity,

Have each student prepare one or more
analyses using the format.

Reder to 1 Investipate an
(p(]gt’ (‘wfv)

Plan field tri,,
Oc.upation.”

Regearch job trends through student loorary,
Assign individual reports on progress of
rachines, houschold cquipment, and waterials

used in manutacturing.

Constract displavs corparing aatiquated and
mw vquipment,

Conduct g caterr week with resoutce persons.
Have students tape interviews with local

representatives of difteront ocecvpations (o
be presented (o class fer discussion.



hooks:
Feter . Lleanor M., Successiul
Living, allvn and Bacon, Inc.

——p -
EVALi A 10N [ RESOURCE

Buillding for Fomorrow, Chapter /5,

. .\Il)n and Bacon, I[ne., 1066,

Hopke, Willian E., Fney. Jopedia
of tareers and chatlonal Guidance,

Vols., I, 11, Doth? leday.

Pamphilets
You and Yeur Job, 0L Ferpuson

] Publishing Companv.

(‘\/

dhnpower Ecucation Crowing beonoms,
* Oklaboema State [)gpduuvnt of
Education, Suidance Division,

Amjw wetr Ecucation in a

lest studonts' understanding of construction, Carcer Opportunities, New Yora Lite
Insurance Cempany,

£

Exanine students' job analvses. Film Catalops:
Association Films

.Alw'_l_lv 8 !dm (1171\0"7\11 Fi]

Films:

Has the olass pained sooething free “who Can o Build a Moon Walver©'" loroa.,

the field trip ¢ the veseurve poer- Gx laheoma Stace Departrent of Education,
5o that will help them chooese occupations Gaidance Division,
that have a centinuing future?  Fvaluate
the paln throuel an ral or writton report, "Jobs in the World ot Werk:s A Good Place

. to fe” Tomo., voler, Mocvaw-Hi11 1T,
Hove student (numerdte occupations that
Loave coneluded or opened up cue te "dohs or Where am I Going? lens.,
antomation or occupational chanpes. caoier, w1l Films,

IR

Yoohs for Worer: Where Are You Gofnay !
Phare, coler, Motraw-Hill Files.

.

Filnstrip o oklahona State Depiartrent ot
Fducat ton, Guidance Division,

: . . . T .
“Freparing tov the Jehs of the gl Pt

1 and 11,
"Iropaving for the World of Wers

“"Hew Do oveu Figure 1007

O
EMC "Your Futute 19 ooaph Veeaticenal Bdueation'

l]i
.



GENFRAL OBJECU.WVE # 3:

FOR SECURING

TO BECOME AWARE OF RESOURCES AVATLABLE WHICH ARE HELPFUL
EMPLOYMENT

SPECIFIC OBJECTIVE

SCTIVITY

Lo hecerne aware of the availability of jobs

[o develop skills to be used in job
interviews

To gain vikills in joo application

To observe pecople at work

To become aware of Social Security
applications and benefits of Social
Scourity

To gain knewledge concerning labor
Tows and orpanizations

ERIC _

Aruitoxt provided by Eic:

Clip want ads and write letters f
application with a resume in response

t> these ads. (Pages 96-101) Stress
importance of appropriate stationery.

Assign role-playing job iuterviews. Give each
student an opportunity to play an employer and
a prospective employee. Practice telephone
usage.
Tape role playing interviews in class.
Use resource perscns.

1. Private i dustry

2. Employment agency (public, private)

Discuss advantages and disadvantages of
¢nmployment agencics' services.

Discuss and complcte sample applicatioen
forms. (Pages 97-100)

Show filins on interviews and letter writing.

Research library material on how to get a
job.

Plan field trip to public and private employ-
nent agencies,

Invite resource poerson from Social Security
oftice,

lelp student acquire birth certificate and
Social Security card.

Write a letter of inquiry about job in-
forpation to unions, trade schoals, and
industries (Suggest coordination be-
tween accupation teacher and English
tcacher in this activity,)



— f. ] F- 3 b E 13

E

EVALUATION

RESOURCE

Docs the strudent know where to look for
available jobs? Have student list sources

of available jobs.

Does the student reslize the importance
of properly prenaring for an interview,
and is his skill in doing this accept-
able? Obszrve mock interview,

Briefly answer test on procedures and
technigues of job applicaiions and
interviews.

Prepare check list to determine dccept-
ability of sample application.

Have student survey his commu ity to
determine whether or not his occupational
choice is availabie.

Check students to seve if they have a
Social Security card, ar employment
certificate, and other needed forrs
completed.

Lxamine students' letters, or have students
A

exchange and criticize cach others’ letters,

RIC

Aruitoxt provided by Eic:

Pooks:
Fendell, S. E., and J. P. Peck, Ho to

Hold Your Job, The John Day Co., 1967.

Books for lov-reading levels, Turner-
livingston Series, Follatt Educational
Corporation.

Pamphlets:
Can 1 Get a Job? General Motors.

How Do I Gei a Job? Cklanoma Employment

Security Commission.

How ro Get a Job and Keep It, Steck-Vaughn
Printing Company.

Your Personality and Your Job,
Science Research Associates, Inc.

What Employers Want, Science Rescarch
Associates, Inc.

Applications and charts
(Teacher selected)

Films:

"How to ¥ind a Job," 16mm., color, 1% min.,
Oklahoma G.ate Decartment of Vocational
and Technical FEducation, Home Ecounomics
Division.

"Job. and Interviews," 16 rmm., McGraw-Hill.
Filmstrips:

"Your Job Intersiew, ' Oklahoma State
Department of cducation, Guidance
Division.

"Getting and Keeping Your First Jeb,"

Oklahoma State Department of
Fducation, Guidance Divisic..

Pogters:
Uow to Find a Jeb, J. Weston Walch,

Publisher.
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LETTER OF APPLICATION

325 Grove Bouleva:cd
Oklahoma City, Oklahoma 73115
Mav 25, 1970

Mr. R. §. Wiison, Personnel Director
Allied Chemical Company

753 Washington Avenue

Clarksgville, Illinois 72406

Dear Mr. Wilson:

t am interested in the possibility of obtaining a position with Allied
Cheriical Company. Because ¢f my special training {in a vocational high
s:hool and work experiencg, I believe thet I have the ability tu fill the
position of secretary for which you advertised in yecterday's Daily Recorder.

You will note orn the resume sheet that my grades were above average at
the Jones Vocational High School, and I also worked part-~time as a general
clerk at the Model Shop of Oklahcma City. Mrs. t""-a Martia, office manager,
has given mef permission to vse her name as a refeici~e. She and the others
T have included.on the data sheet will be glad ¢5 ou'p you judge my abilities
aud persconality {f you wish to contact them.

I shall appreciate & personal interview to talk with you further abceut
ry qualifications,

Sincerely yours,

(Miss) Twanta Goodjob

- 96 -

Aruitoxt provided by Eic:



kS

APPLICATION FOR EMPLOYMENT

Mr, Date 19 .
NANMED Mas
Miss . Social Security No, . ...
TAST FIRST MIDDIE
Nored Wanien (Give Maiden Name) Phone or
]
Addres I Nearest Phone
NUMBFR STREET crry SNTANTE
How long have you
Previons Adidiess . . e . lived i this city
NUMBER SIREET Ciry SIATE
.
iJare of
TS nth L L. . Heighe Weight .
AN Ay Ve AR FELT INCHFES POUNDS
Where Were
Yo Bomn . r
ey STATE
TY g dents oy Na. of
Norher Yoo N PEert Chilitren .’\L:(‘S
Dy Yo Livs Poard or Single or Widiav(er) 3
Witk Porenes Keep Himse Married [ilvaved Searatcd
Moans Wkere \
None Fmploved Oecupation — JE
W Serices Hlnes Chive [etails
oo You Hal? and Dare
Wha Sorsos Accidents
o Cperations Hhoe Yoo Had? Lo
N Hovon Naer Nervous Disfignred

1T beronboas Breakdown Vivceirated I Anv Way

What phesiod defecsado ver have, <udh as ernta, Heare Treuble, Kidoey Tronble. Hich Blond Prossure, ete., which mishe
et o lpam passing a phasical

Vit o walling ta take a phvsical exammation . L
| ther's
Chonpern

Huw Tong has vour father

eld persenr postion? Name of Fuiberd Fomline

Whr oohe oy HOU RS AVATEARIE FOR WORN
. RLIRE T
1 - =\ .‘vwfr;m‘\.H " o caes? {cn | '
itz “ ' - " : N .
H o . ]
L e T Whet el Ties o i
PETTENANN Joes, Profeesion .
. X, t hair?
ot et 1 eins ' Vel { [
\
Wohart e v
copooloven? Ihes. I
" t A lll ma }\1“(’\ — ;
vttt oo 1 whach Fowo i ” \ I
Dot operete g e . 5 el ove? ;
amonnt ot ning o sxpece —™ v
e vea bave had on ah How e ta - T
Ve wegh ! A l o

Tor wb e rope woahoan Have von over ma e applicaton

ven g L R fora bond which vas refueed?
It cmgne alvierd von o oceek Flive vou ovee been arrested Tor any «Hense
vtnpdoatoont bre e nate e — other than a muner traffic vaedatun?

]
o

frotnporary onploayment of permanc it erployment?

- Fulbroee werk )
A A "Part time werk L]

Voo oy b

Horarr nime, imdiGite macmum hears pre weck anid reacan

[rove begaety part e emp! yment
1 ¥

1See Feverw Siden

97
<4
. o



State Reason {or Inactiz ity
Since Last Employment
Name Lo
Imptoer

.-

“ RN

|REIT:
B

e .
PERE RN IRAY I B

Starting

THESE REFERENCES ARE REQUIRED

oo A hiom
DI Yoo Wak

Addres
Rond o
Wark

IR Waoes

. Woaes [t

They

AND Y1 AR N oM O AND YRARS

Wln g Yoo Leave?
Cine Full Dierails
Soore st Dot i Boaween These Poations
Nane Poeg
il Vilhea
g hvens I -wder Wb Kiwd o
[ Iy Yoo Wark Wk
[ Stz Dhate Wiues
| Woses Fott o Then

SIONEIOANED VAR AGNTH AN YLKy
M Yoo bene?
Ciie ol Derads
S 1 e o B i Bete cen T ese Pasizions

N P\\'\i'\‘}\
| SR PR

[SVITARITAN

It

BN IRIBEARE

1 onder Wham
Wik

RNIITN

Kind of
‘\‘\A:HI\

Stortin e e W
bon W It A
NI OANDY M LAR. VNI AN VT AR

Moo 3 Yoo Teave s
oo U Derads
o Heterenee
e N Relarive) Yol iess Phone
LRS! Yoo Uit g
e Tong Wi Retcrenee
Ol Netioone
N e N Relieivey AT RITINN Pline
ISTERt Yo Unmrnge
[y b With Renreane R
Wi overencs or traioiez Teeve von hads wlich wonld Belp sornr pasaten <or which von ans applarg?
Cotve poranal aeav s o applving o thas posdtin awrh e AHC Conrpans

[oceadematis o oy eirpimnent, Tagice to conferm S the 0 < and reralion o 1he ARC Company, and nv e
piovnent and wen poasaian can Peoecensnan s with or owithe o cann, and wah er withe ¥ ron e ar any tine, ar tle

Q
X

Podher the corpary o nneelt and amy tunds cwin

the ALC Company ey be withhell
Applicant’s

St e
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APPLICATION FOR EMPLOYMENT

“De <y .
PERSONAL INFORMATION coiaL srcimimy
DATE NUMBRER
-
»
NAME AGE <t oa I
- - LAsT T T T T LELE 24 Tt T MO i i - T " - o - T i
CRECENT AL RESS
o T T STHEET - - T T R CiTr T - - T STATE T T
FEHRANENT ADDRESS
o T - STEFETY - - LA - - RN - °
ol ME RO OWM™N ROME L [ AP
coLeR oLcR
TTANE F H RTH HREINMHT WE GHT OF A R CF FrES
STINROED SINGLE oI 0oL CRTED CEFLR 0
CEFENCENTS CTHER it oTEN vES i
SUNBER OF CHLDREY THAN WIFE OR CH LOREN Seu &4 [ -,
1F RELATED T2 ANYONE 1N OUR EMPLOY FREFERRTD
CTATE MAME AND CEPARTMENT by
1
MPLOYMENT DESIRED i
j
PO T ON z
1F & MMy NE 1%KL RE =
WP O ET Tt FE OV OUR FREGE N b LCYER -
H
’
ELoiw AFs, FD T TS5 CQMEANY PEFCORES vl i
- & PR LTI pp— - . *
N ~ , _ - . rEames fans .
EDUCATION NMAME ano LOCATION QF SOHOCL PEPTINI Ll . SLE.EC TS STLD ED
GHLMMAR SCHOOL e e e s = o —— -
MG 4 SCHOOL e i e — - e
- PO S, PR . ' [ - —————
COLECE » -
!
|
‘! -
SR & TS (O)F S4 &AL STy (O RESEAT M -
WA BTNE Tt L ANSGABES DD v, U SEEre F o EtTyy GE - Vol TE
ooe s raRy R FOFSFL T wEr BRSH 8 N
LALAL NERyIF aht. PeAT U NBL [ AOD OB BESERLEC
EoTiy TUFEQ OTHER Thoasn Kis oo
C v ATHEYT D FRLTERNBL
€3 1R e FkT NS Taf maxl & [ A4TE 4B o r A I iwT ATES tmp €A F _LES L. % CFR RY o €8 L F S8 LinAtax

ConTinNg RS

THER <Dy
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FORMER CMPLOYERS wisr

DATE
U OAND

FROM

10

FRIM

BELQW LASY FOUR EMPLOYERS BTARTIN/G WITK LAST ONE FIRST

NAME AND ADDRESYS OF EMPLOYER

R

SALARY FOSITION REASON Fik LEAVING

A N

RLFERENC&S GIVE BELUW THE NAMES OF THREE PERSONS NOT RELATED TO YOU. WHOM YOU HAVE KNOWN AT _EAST ONE YEAR

3

PHYSICAL RECORD:

LIST ANY FHYSICAL UEFECTS

HERE YOU EVEF INJURED®

TOANE YOU Ay DIEFECFS N WiARNGRT
I " ANE OF
EMERDGEN Y NDTIFY

Name

1T RAUTHDAGE INVESTIGATION CF ALY
LMISS ON OF FACTS CALLED FOR
CEFINITE FERIOD AND Mav
WITHOUT ANY FREVIDUS NOTICE

STATEMENTS CONTA'NED
IS CAUSE FCR
FERARDULESS CF

YEARS
' ACQUAINTED

ADDRESS

GivE DETAILS

INOVISIONS IN SFEFCH?®

[ENETLTY PHONE MO

I YHIS AFPLICATION b UMNDERSTANS THAT MISREPRESENTATION OR
DISMISSAL FURTHER | UNDERSTAND aAND AGREE THAT MY EMPLOYMENT IS FCH NO
THE DATE CF PAYMENT OF MY WAGES AND SALARY. BE TERMINATEOD AT ANY TIME

pare S ANATURE
DO NOT WRITE BELOW THIS 112
CNTERLIEAED BY tare
REMARKS:
NEATRTSS ChARAr TER
BEUSONALITY BRI Y
saLAnY
ORED NN TR 5 WLl REFLnT WACES
LTI T SR H A
€ (CTHia want e [ SR fENERal MeneLte o7

~-100-



RESUME
Iwanta Goodjob
May 25, 1970

Personal data

Age: 17 Health Status: Excellent
Height: 5' 9" Telephone: 672-0337

' Date of Birth: 6~16-53 Marital Status: Single
Welight: 132 1bs. Address: 325 Grove Blvd,

Oklahoma City, OFlahoma 731l

Education
Townsend Elementary School

Jones Vocational High School I will graduate in jene 1970, 1 an taking
a business education curriculum in secretarial science studies. I have
served as President of the Future Business Leaders of Awerica, have m:irntained
2 "B" average, can type 62 words per minute, and can take shorthand at 110
words per minute.

General clerk: Model Shop of Oklahoma City, Oklahoma City, 1969
Part-time file clerk: Groves' Mawufacturing Company, Oklahoma City, 1568
Part-time sales clerk curing holiday season: Jay's Dress Shop, OQklahom:
City, 1967

References (by permission)

Mr. John Doe, Personnel Director, The Welch Company, 419 Sirpson Avenue,
Oklahoma City, 73115

Mrs. Nita Martin, Office Manager, lodel Shop ot Oxlabora City,
Oklahoma City, 73110 %,

Mr. Joe Nedbalek, Vecatinnal cuidance Counelor, Jones Vocational High
School, 315 Whittle Boulevard, Oklehoma (itw, 73114

O
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GENERAL OBJECTIVE # 4:  TO BROOME FAMILIAR WITH AVAILABLE TRADE MAGAZINES, PUBLI-
CATIONS, MEDIA, AND COMMUNITY RESOURCES

SPECIFIC OBIECTIVE ACTINITY
o Le able to evaluate occunational Establish criteria tor the evaluation ot
materials occupational materials including date,

gource, purpose, and a place for remarks.
This criteria should be used for guest
Spearers.

o become aware of occupaticnal materials Visit and tcur public librarwy, school
available in scheol and community libravy, or industrial library.

Invite resource persens {librarian and
civic clubs' representatives).

Send class representative to civic meet-
ings to hear cntstanding sceakers and
report to class menbers.

Review film and filmstrip catalogs.

Collect related material from civic
organizations.,

Assign individial student reports.
Ocecupational trends
Labor statistics
State and national trends

Have students prepare cocupational note-
books consisting of three (3) chosen
professions with the followiiy infor-
mation:
1o Detiiled informiation on the pro-
fession
S Interview with someone in each
clioserr profoseis,
3.0 Magarzine and newspaper avrticles
ard pictares
Y. Biblicgraphy

O

[E[{l(:‘ - 12 -

Aruitoxt provided by Eic:



EVALUATION

RESCGURCE

Observe proficiency iun evaluating
oceupational materials.

Give specific library assipnment to
student.

each

Have student enumerdte communily sources
of occupatiensd material-,

Study each student's effort based on
his ability.

O

ERIC

Aruitoxt provided by Eic:

103

Library:
Reader's Cuide to Periodical literature

s
OkJalioma Enployment Security Commission

Local Chamber of Commerce

U. S. Post 0Office .

[ndustrial librarics in locali’.

Chamber of Commerce of the Unito: States

oIl felephone Companyv, Cax BRI

Sy
School Coordinater

Federal Bureau of Investigation



CENERAL QBIECTIN TO DEVELOP

SKILL

IO PERSDNAL

MONEY MAN:

SPECIFIC OBJECTIVE

ACTIVITY

Lo wain information converning payvroll

Jeductions

for titing

s Uang pracedures

income tax

To dewelop an vaderstandig: of lesal tax

stracture

leouncerstand hiew to properiy utiliy
to diatri-

bank fy Soerv.oes s d medans

bite and hold menew

ERIC

Aruton p

- ins

Have stadents detersine take-home pay fron

a viven salary deductions for
insnrance, tag, hospitalization, retirvement?,

atter

and Social Security.

Ghtain and have studeats complete sample state

incore tan form and toderal income tacn
Tores.
Discuss tyvpes and uses of local taxes,

Sccure ot forms tre 15505307,

mocennty

(avor
onon

couanty
iat lon.

Tovite:
treasurer) Lo pive

FesauT o persons

talks

Fap lain and discuss the savings and chiearing
acepupnlt o,

Corpare baars, loean compani-n, in-

vesttent cenpanios oand cthers,

invite resentce porsons from Lecal banke .

Plan i Tacal baar.

Have lass participate dn activities and

comrerning proper banking o

problems cidnre
1. thoer
o Deposit

S tean applications

wWribing
stips

G0 Safets deposit

S Ater shonr ddepository

fr, Traveler '.- vheobs
7. Uurtiticd checks
B, Gowverarent savipps bends

oo KWithdroawal




TS GRS P R

————

EVALUATION ] RESOURCE

jost student's abilityv to make proper de- ﬁ Panphlets:
ductiens from a set salary. Money Managen.nt Series, Household
Finance Corpovatioa.

Helping Families Manage Their Money,
Cout student's understanding of Lax forms. . 40c¢, Superintendent of Documcnts,
U.S. Covernment Printing Office.

AY

Consumers All, $2.753, Supecintendent
0f Documents, U.S. Governnent

iest student's understanding of locval tax Printing office.

strnvture.

bo You Know Your Ecenoric ABL'S?
20¢, Supcrintendent of Docu-
ments, U.S. Government Printing
Mfice.

Facts You Should Know About--
Our Business Systom-—19¢
Your Credit

Give objective test covering banking Porrowing--10¢

SUIVICUS . Yotter Business Buvcau of Oklahera

City, Iac.

What bvery Weman Shonld Enow abuut

Money, 50¢, Mrs. Mercedes
Weod, Better Business Bureau of
Oklahoma City, Inc.

ubserve stadent's use of Yanking Managing Your Money, §1.00, U, S,
procedures. Department of Aprviculture,

Division ¢f Home Economics Federal
Extension Service.

Money and Your Harriage, fotter Business
Bureau of Oklahora Citve loe.,
Fducation Scrvice Division,

Your Oklahoma Bant, available in
clas~raom gunantities from Jocal bank.
ow Yok Federal Reseorve Bank (Bicting ot

froo materials)

O
ERIC
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CENERAL OBJECTIVE # 5 (continued)

SPECIFIC OBJECTIVE WCTIVITY

v nequire knowledge concerning credit lnvestigate and lecture on virious types
and its proper use of credit.

Person~to-person

Charge accounts

Pevolving accounts

Time charges

Bank borrowing

Credit unions

Mortgages -

vederal loans {FHA, SBA, etc.)
Credit cards

OO~ W0 No

Class discussion on occasions when credit
buying is advisable or not advisable:
. To puichase a home
To purchase a car
To purchase necessary home equipment
. Fmergencies such as illness, dcath,
damage to home or property,
temporary loss of income, etc.
For unnecessary equipment or luxuries
6. When unable to meet paynments

to —

R V)

Resource persons from bank, credit unions,
etc.

Discuss value of goou credit rating.

Students relate personal experiences in
credit buying.

To be able to plan and prepare a budget Yach student keeps an expenditure recerd
for a period of time (week, month).

Overvie~s by teacher on the need for a
budget {(financial plan).

Prepare a budget using a fixed incomn
(based on grade level),
£

ERIC
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EVALUATION ‘ \ RESOURCE

Resource person and/or two films, 16mm. ,

on personal money management, Oklahot a
City Consumer Finance Association.

Develop and give objective test on types
' and use of credit.

Games, films, filmstrips, and other
teaching materials with finance
information, Oklahoma State Department of
Vocational and Technical Education, Home
Economics Division.

Credit card applicatiecn blanks

(Teacher's choice)

Use* a case study or student proposed
situaticn to prepare a financial plan
based on a specific amount of money.

One-woek study on budgeting, The National
Consumer Finance Association.

Q

]
kY
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GENERAL OBJECTIVE # 6:

TO DEVELOP AN APPRECTATION OF THE VALUES OF OUR FREE ENTERPRISE

SYSTEM AS RELATFED TO OCCUPATIONAL CHOICFE

SPECIFIC OBJECTIVE

ACTIVITY

lo investipgate the advantages and dis-
adviantages of self- and salaried-employment

- - - - .
lo develop the appreciation of the
frecdom to cheose one's urcupation

O

ERIC

Aruitoxt provided by Eic:

Make 4 survey of the community to determine
tvpes of self- and salaried-cmployment.

Discuss duties and responsibilities of
self- and salaried-employment as related
to the community survey.

Arrange a panel discussion on advantages and
disadvantages of self- and salaried-
employment.

Invite resource persons (single proprietors
and partners).

Prepare "Occupational Interview Form' to
interview self-employed and salavied-
employed. (Pages 110 and 111)

Assign student iunterviews with self- and
salaried-employees.

Arrange a class discussion on the advan-
tapes of democracy over other forms of

povernment as related to occupations,

Invite resource persons (lawyers, judpes,
service group roprvsontativvs).

Require class te prepare bulletin boe -ds.



EVALUATION

RESOURCE

Fss.av tvpe test on the advantages and
disadvantages of self-employed and
salaried individuals. Compare:

. Degree of responsibility
Size of investment
Consumption of time
Risk involved

., Entry opportunity

(U2 R0 R WO 36

Initiate informal clase conversation and
vbserve behavior.

O

ERIC

Aruitoxt provided by Eic:

10

Oklahoma Employment Security Commission,
Research Division,

Local Chamber of Commerce

Local private employment agency

Resource person

Small business

Farmer

Big business (chain)

Service occupations
Waitress
Beauticisn
Barber

Homemaker

Resource person
School administrators
Service groups
American lLegion
Veteran. of Foreign Wars

Materials and films obtained from banks,
loan companies, insurance companies,
public utilities, Hi-Y, Girl Scouts, and
Boy Scouts.



O
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Aruitoxt provided by Eic:

OCCUPATLONAL INTERVIEW FORM

GENI RAL _INFORMATION

Name ‘ Occupation

Age: 20~30 ‘ T 30-40 40-50 above

Fducation:
Grade Schoel (years)
High School (vears)
Trade School
College {years)
College Degree
Major Subject
Speci 1 Training

Specific informiion

1. Wit are the duties to be performed in the cccupation?

ro

Does thwe covnpation have to do with people or things or both?

3. Vet are th: facilities for obtaining the education and training for
ti s oconpation?

4. How expeunsive is jt to prepare yourself?
5. What Is the chace for a'vancement?
6. Are there sp cial phvsical rejuivet nte as to age, heiglht, build, or others?

7. Arc the working cenditions pleasant, healthful, and conducive to the best
cfforty

8. Are the hours of work reasonagble an’ repnlar.
9. Is the work dangerous, ond 'o what oxtent is it dangerous?

10, Is the work steady or seasonal? Might there be much overtim:, night wor:,
or rush work?

11, Is this field over-crowded?

32, What is the approximate beginning salary?

13, Wilt there be time and sufficient income for recreanti-n aud hobbies?

1A, What satisfactions or rewards are derived other than a financial nature?

15. Is the eocrapation likely to change on account of new inventiens, a change
in public taste, or modern trends?

- 110 -
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Can vou change to somy kiadred occupation if necessary?  To what
would you turn?

What social relation to the community does the work have?
How does one get a job in this field?
.
-
o

Does this occupation require living in a certain locality?

Would yvou recommend this occupation to your son or daughter?



career educational planning




|
o
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Aruitoxt provided by Eic

CAREER EDUCATTONAL PTANNING

1
Fatt aduct Toen

‘

Occupat ional cducation is a fundamental necessity for an {ndividual's
well-beiny, 1t musi do more than provide a job skill as an immed{ :te
. . . . ¢ . .
utility. It must preovide a broad education and a meorketable skill suit-

able to the chunging tines and needs.

he orientation of the student to the total occupational environment
will be advanced tiwrcugh {nfermation to him on when to start training, how
tooprocceed with doesived training, where training may be sccured, and what
Eimd ot training will be required to achiove his objuective,
. y (€3
Atter a student has compieted hiis formal education o preparation

tor his carcer, he is faced with enunersbie problems on how and where to
Siad the rignt job in the pursuit of his vootion. He must be properls

fatormed as to the eopportunities and agencies wvailable te assist hin in

making hi decision.



GENERAL OBJECTIVES

. To provide information for requirements for admission into viricus
ctvapational training programs

<. To provide t'e student with principles involved in selecting a program
to (it each individual's need a
5
- To assist the student In sele:tion of educati mal ind oceupationl
programs available for vocational preparation

4. To familiarize tne student with types of institutions that rornarlv
provide training for his selected occupatica

o Mo provide the student with information on wivs ol evaluating schools

6. To develop au understanding of the need For contioned cducation v
training in the various carver 1ields

7. To scquaint the student with financial assistance programs available

o

. To acquaint the student with types ot cemplovment agencies and their
functions

O

EMC -1 -
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CENERAL ORJECTIVE 4 10 [0 PROVIDE

TLFORMALTION

FOR REQUIKISSHIIIS FOR AbMISSTON 151D

VARLOES OCCUPATLONAL TPALNING PROGRAMS

SPECHFIC OB JEL TIVE

S T ,[ .

ATIVITY

o assist the student in beconiug aware
oo Mprission palicies of several
prinvipal kinds ot occupational
training progr.aans
e
A
\
/ >
S die nedd to check admission reguire-
rents to determine elipgibility
arpdy tor admission
&
Y

O

ERIC

Aruitoxt provided by Eic:

Lo

showing spoecitic

to various

students make charts

tor o adnission

Have
requireront s

training provrams.  Inclwle such vequire-
ments ass

Stbivots

Special tests and test date s

(deadlines in red)

Intetrvicws

Class standing

RY

franseript of record
(vranstor the intorration to tyon.paren. ies
foroolass usel)
Have cach stident assure Lhe rele
adridssicns octicoer. Have him write o [otto
toobiis cwn parent . o dntorsing theo thoat
their child has been denicd adedssion to o
specric s onran. Tocbnde veasens and
moethods b bt dindee 4 o secend g o U e
admittedd,
Invite teprevent stives troem various traln-
i proviaris Lo disoass adedission podiclies

and requiterent:

Wb e o desnt wn window dasplay et bredhnr s
and  tin ey printed intermetion o aboert oadule
tralaing prosrams. Piress adriesion
policices ot vach. Inchwle such prograns
as tho-e teund i

irade scheols

Atea vooational oad technic ol schools

Codloces ond universitivs

frchnival donsritutes

Hivh schioo] vocati nal gy ograns

Easines<s schoeels
Frosent this intorntion Aoyt o-
cram to o civis clanbhs annd cther crpani-

satien..



EVALUATION

RESOURCE

[e teaciier's observations are very
irportant in evaluating benefits received
by othe students in each activity.
Studenis' attitudes, invelvenent, parti-
cipation, and rvesuits reflect a means of
cualuating the merits of each activity.
fbaality uf veport banded in by student on
this unit

ot students to pucst speakers

cbion

tublic civic ¢lubs and

CUhaer organisations

responses made by

O

ERIC

Aruitoxt provided by Eic:
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Catalogs and brochures available from
colleges, universities, vocational
schools, business schools, tachnical

schocle, and trade schools.

Filmstrips:

"Your School Hezord ls Imporiaat,'
Guidance Associates.

“"Choosing Your Career,"
Depertiment of Education,
Divisicen.

"Hgh School Course Selection and Yo
Career,” Oklahoma State Departmont
of Education, Cuidaace Diviiion.

Check il catalegs for other appropriate
filrstrips and films,

Oklahcma State

Suidance
v Ca

”\.‘\'RE H
Birectery of Vecatioral Training
plrectury porecatiord. (ratiling
Sources, Science Research
Associates, Tne.
College Fotrance Guide, Crosscet and
Daniap.



GESERAL OBTECTIVE & 1 {cont inucd)

SPEC FIC OBJECTIVE ACTIVITY
3. Nen-rotundable admission fees that Teacher should call to the attention of
are charged by many schools students ard explain why,
a
4.0 The possibility of failure . be Have studeuts check wvai.zble scheol
accepted {f not qualified catalegs to insure familiarity with

requirements for the prograzs they are
interested in.

o

ERIC :

Aruitoxt provided by Eic: 1
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EVALUATION

RESOURCE

almission fees. Ask students to explaln

iive studencs locate statements in avail-
able vatalogs iudicating non-refundable

the reason{s) for not returning this tee,

D

Catalogs and brochures available from
colleges, universities, vocational
schoois, business schoole, technical
schools, and trade schools



CENTRAL OBARCTIVE & 20 70 PROVIDE THE STUDENT WITH PRINCIPLES INVOLVED IN SELECTINC
A PROGRAM TO FIT EACH INDIVIDUAL'S NEED '
SPECIFIC OBJECTIVE ACTIVITY.
coatress that the educational process must .

Sl stop upen grawuation from high school

O

ERIC

Aruitoxt provided by Eic:

A. tollege or university selections

1. Svstematic approach to appro-
priate additional education
depends on the needs, shilities,
voals, and resources of the
individual,

The tollowing gquestions are
appropriace for the students
consider,

a. Which collepes offer courses

Lo

in the career fields that 1
have choseil or am consider-
ing?

Bo T have a prefereilee as to
the location of the college?
oo Is it advantageous to live
aU home while in school,
should 1 consider schools
at which I may board and

oy

voom?
doo What type of Pinancial aid
will 1 need, and whiat are the

sentces of pussible aid!
v Do T to attend g larse,
mediur, stmall colleye?
Wh w7
Am 1 particular!y intervestod
in a private or stiate sup-

want

or

ported institulion?
. How do I teel
tional institutions?
Do the results of me collegoe
cntroanee and
v opast hivh schoel grades
allow to select the
institntion 1 to

e nd?

abeut covd ica-

exaninations

e

wish

L)

Schedule counselor interviews,

Schedule interviews with representatives
from colleges and universities.

selected

Have students write letters to

institutions for handbuoks.
Arrange for speakers for a carcver day.

Assipgn detailed investigation report to
cach student., Include scl{-assessment
of;
Academic achicvement
Mental abitity
Aptitudes
Interests
Personality asscts and liakilities
Phyvsical assets and liabilitics
Financial resources
Family attitudes
Personal values
Have students eomplete the answers to
questions do objedctive

AT



EVALUATION

RESQURCE

Students ' reactions

to interviews and
guest speakers ’

Teacher's review of the quality of written

qaterial handed in

’”

S

Stodent attitude, Involvoaent, par-
ticipation, and follow-through reflect
2 reans of evaluating the merits of

cach activity.

A carviul review of these papers will

indicate whether or not the student is
suvriovas ibeut his sel.ction of a col-

lewe or university.

O

ERIC

Aruitoxt provided by Eic:
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Books:
Turngren, Annette, Epgpﬁjng>tha Right
College, Harper anl Brus.

Sterlineg Publi=hinug

Is College for Me?
Company .

Hodnett, kdward, Which College for You?
Harper and Bros.

N . . ; . N /
Handbooks from individual universities and
colleges.

Pamphlets: ,
College Careers and You, Science
Regearch Asscuvciates, [no.

Compavative Guide to Armerican Colleges,
Guidance dAssociates,

How to Seleet a School or College,

No. 142, Good Housekeeping
Bulletin Service,



GENERAL OBJECTIVE & 2 (Centinuwd) i ' .

SPECIFIC OBJETTIVE ACTIVITY

A

i, Ot the institutions under
consideration, am I sure that 4
they are fully accredited? ’
Do they al) otfer the re-
guired courses [ will need
tor my chogen field?
k. Does the school offer the
educational epportunities of
‘ the iiberal arts as opposed
to the purely techmical?

Hj:,VucaLiunal or techmica: selections
R S 1o Maay students desirve to further Ercourage general class discussion re-
. their education in work ficlds garding dignity of jobs ir any job -
which do not require college or family from the unskilled through the
aniversity learning. professional.
e,
ook 2. 1het follewing yuestions arce Explajn vocational programs available 2
appropriate for students in ledal schools and visit selected schools
considoring tecnnical eccu- and specific classes.
pations. :
a. Which technical institutes schedute irndividual conferences with
offer the specific course counseiors,
training [ woed!

b Do the results of the apti- Invite speakers from selected industries.
in high

Lude tests dalie: .
schocl warrant my takioe thatf Schedule interviews with representatives

spevitlc course tratoing? from scheols (include avmed forves).

c. Do 1 have anv phvsical or
rental disabilitics that
would prohibit me from
engaging In my choscn
vocation?

d.  TIs the schice]l T chose on the | Have students write ta selected schools

li<t approved by the tor school handbocks,
Rational vonncil of Techmical
Schools!? Include fn-class study of these handbooks,

v Do 1 ohave the tinances to
pav o tor tailivn, bhook.,
board, and room? It nor,
whal drte the gvenues epen

Lo tor scholarships,

Toars, et ?

. what ar - the jeb oppertuni- Prosont labor stotistics by the use of
tivs whil e wilt open npen graph o, chatt<. and pictures.
vy ocompletinn ot schoeol! this be done by the students,

L NN
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EVALUATION

RESOURCE

Do students show an increased desire to
learn more about a particular scheol or
vocation after these interviews?

L)

-t

2

Books:
American Trade Schools Directory and
Supplement Service, Croner iubli-
cationg.

Directoiy of Vocational Training
Sources, Science Research Associ-
ates, Inc.

Spiegler, Charles, and Martin Hambur-
ger, 1f You Are Net Going to
Colleho, “Science Research Associ-
ates, Inc.

Locking at Private Irade and Corres
pondence Scnools A Cu1du tcr
Students, TAmerican bchool Coul-

selor Association and National
Vocational Guidance Association.

llandbooks of individual technical schools

Pamphlets:

Splaver, Suarah, 9ﬁ££fﬁﬁj£3[§fbﬁ?lﬁ'
What? Queu-Press.,

Scates, alice Yeoman, Eﬁfﬁﬁipi.yijiﬂi
the Bacheler's Degree Level in
Instltutions ot HL&er';_lhthb
Bull. No. 9-F85.2:955.9, Super-
intendent eof Documents, tnitod
States Coverament Printing 0ffice.




CENERAL DBJECTIVE # 3: TO ASSIST THE STUDENT IN SELECTION OF EDUCATIONAL AND
OCCUPATIONAL PROGRAMS AVAILABLE FOR VOCATIONAL PREPARATION

SPECIFIC CBJECTIVE ACTIVITY

Te investigate types of training programs
avaltable .

Ao tigh School Explaration of vocational pregrass 1o
1. Distributive EdUCQtion the local school by:
2. Business and Office Education Vocational class instructor
3. Trade and Industrial Education Students presently enrolled in )
4. Vocational Agriculture vocational classes
5. Vecational Home Ecenomics : B
6. Cooperative Vocaticenal Educa- Explanation of vocational programs not
ticn in local school syster by:
7. Health Occupations Programs Vocational-rehabilitation ccunselocs

Area vecational and technical school
counselor

Students presently enrolled in area
vocational technical school

S. Technical Fducation
Foo Vocational Rehabilitation

UL Undversitics a1 Colleyes
Irvite career day guest speakers.
I, Tunier Collieges
luvite guest speakers from different areas

Lo Trade Scnools such as industry.
b

Asslgn Individual research projects. (The
students should sclect an area in which
they are interested.)

oo Viocational-Technical Schools
C. Apprentice Traininy

E. Techunical Iostitates Filmstrips
ticid trips

Susiness Schools

Jo Adalt Educatien

ERIC L2 -
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EVALUATION RESOURCE

fhe teacher observatious are very im- Bulletins, panphlets, brochures, and college
portant in evaluating benefits received catalogs from selected schools.

by tie students in each activity.
Repres~ntatives from schools and training

Student's attitude, involvement, and prograns.
participation reflect a means of

cvaluating the merits of each activity. Teachers
Student response to questions on high Counselors

scheol vecational programs
Students from area vccational and
technical schcols.

Guality of materials turned in

Studeat reaction to films and tield Films: (Oklahoma State Department of

trips Vocational and Technical Education
"Tell It Like 1t Is," D.E.

"Careers in Home Economics"

""Careers in Agriculture"

"Where the Action 1s"

i ' Information about all the vocational
programs may be cbtained from the

. Oklahoma State BDepartment of Vocational
» and Technical Education.

Material cn apprentice training may be
abtained from different trade unions
and professfonal organizations.

O
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GENERAL OBJECTIVE # 3 (continued)

SPECIFIC OBJECTIVE

ACTIVITY

o

ERIC

PAvuirox providod by esic [N

12b

Special Schools

1.

w o

£~

Manpower Development Training
Act programs

Handicapped

Industrial training

Company schools

Make students aware of all special prcgrams.



EVALUATION Rt SQURCE

Determine by listening to students' Book:
questions whether or not they understand Career Development Workshop,
the importance of these special programs. Kansas State Department of

Fducation.

o -1y -
ERIC

Aruitoxt provided by Eic:



GERERAL OBTECTIVE # 40 1O FAMILIARIZE THE STUDLENL WI'TH TYPES OF INSTITUTIONS THAT
NORMALLY PROVIDE TRAINING FOR THEIR STLECTED OCCUPATION

SPECIFIC ORIECTIVE ACTIVITY

Foinvestigate types of institutions giving
cocupational trainlng (more details on
papes 134-143)

AL Secondary schools Avrange for representative from various
1. College prepavatory schools to discuss their schools.
2. Vocational '
i, lechnical Have class prepare questionnaive to
S Uecupational be used for college day programs.
voo Vocationag-technical schoolsg
1. Secondary level Study catalogs and brochures of va fcus
Lo Post-secondary tevel types of schools.
3. Adult traianing
G woa-ceollege credit Have students work un a classi~
o tundor colleges fication system for the varlious
1. Terminal programs types of schools.
2. Tiberal arts programs
o Techinieal institutes Have panel discussion on merits and
1. tollege level work deficienclies of certain types of
D, Associate or bachelor degree schools.
$.0 Emphdasis on "doing™ .
AL Nample prosrams t'se appropriate films and 1i{lm-
. Colleges strips.
o Dhepree granting institutions give ,
bacheltors and some masters Contact people with specific skills in
oo tnes or two-vear provrams also regard te the types of schools attended.
available
b Universities 1 eok through want ads in newspapers and
Io Public and private magazines for advertisements of schools
2, landerygraduate and graduate de- and have class type and evaluate the
prees schools,
.o Protessional schools
1, Generally graduate level Have students select five different
2. Generally part of college eor occupations and develop variable programs
university for preparation. List specific schools
3. Repulated by appropriate protes- with reason for cheice.
sion
G Examples Have student assume role of a school
1. Dental representative and give appropriate tailk.
boo Medical Have two students enact a home interview
o Chitepractie with one taking the role of school
d. Ustecpathy representative,
oo Nursing
1. Law

2.0 Seminary
o Variens private schools

I, Spovidic ocoupations
S Fxanmplues

. usiaess

b At

oo Cosmetology

d. llusice

ERIC S
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EVALUATIQN

RESOURCE

~

Ilie teacher's observations are very im-
portant in evaluating benefits received
tv the student in each activity, v

Svudent's attitude, involvement, and parti-
cipation reflect a means of evaluating the
merits ol each activity,

Quality of student's materials on
assignments

Student's participation in panel dis-
cussion

student's cagerness Lo participate in
this lcarning situation

O - 131
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Aruitoxt provided by Eic:

Bulletins, pamphlets, broch res, and
college catalogs from selected scheols.

Representatives from schools and training
programs.

Teachers
Counselors

Students from area vecational and techr .al
schools.,

Oklahoma State Department of
Vocational and Technical Education
"fell 1t Like Lt Is," D.E,

"Careers in Heme Economics™

"Careers in Agriculture”

"Where the Action Is"

Films:

I[nformation about all the vocational
programs may be obtained from the
Oklahoma State Department of Vocaticaal
and Technical FEducation.

Material on apprencice training may be
obtained from different trade unions
and professional organizations,

Films and fiimstrips available fron
Science Rescarch Assoviates, luc,

Many colleges and universities have films
and filmstcips on their schools,

™

12y



SPECIFIC OBJECTIVE ACTIVITY

e, Barber
f. Welaing
g. Electronic
h. Data processing
i. Drafting
j+ Meat cutting
k Modeling
L. Alr line employees
m., Civil service employees
1. Special scnools
1. Manpower Development Training
Act--Programs 1implemented by
Vocational Education and
Oklahcma Employment Security
Commissicon; 1i.e., farm machinery
operators
2. Industrial ~riented schools
3. Schools for specific needs
a. Mentallv handicapped
b. Physically handicapped i
J. Correspondence schools
1. State schools
a. Secondary level
b. College level
c. Graduate level
2. Private schools
K. Company sponsored schools
1. Private companies set up special
training classes
2., Mostly for up-grading
3. On-the-job and 1in-service
training
I.. Union sponsored schools
1. Specific occupational trades
2. Usuelly short term
M., Military schools
1. The major service academies
2. Independent militavy junior col-
leges and secondary schocls

N. Armed forces schools
1. In each of the services
2. Training for specific jobs

For additional information on most of
these schools, sve attached supplement.

O
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TYPES OF EDUCATIONAL INSTITUTIONS

I. Secondary schools

A. M™any school systems have seEondary school brograms designed to give
a student a salable skill upon completion of the program.

1. When available to high sch061 students, the programs become
a part of their high school experience.

2. Some of the programs may be available for graduates and for
adults. %

i

B. Several types of programs are offered.

h 1. Vocational includes business, trade and industries, health
cccupations, vocational agriculture, and vocational home
economics.

2. Technical includes such programs as electronics and drafting.

C. Generally, there is no special certificate given for completion of
these programs other than a high school diploma. The specific
courses would be listed on a high school transcript. Area schools
do glve certificates,

D. Some students participating in these programs will attend college
or other post-secondary institutions using the obtained skills for
an avocation or for financial assistance in going to college.

ERIC P



i [1. Vocational-technical schools |

AL
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Aruitoxt provided by Eic:

A\

\

These are schoels with programs designed to train students for specific

job areas. .

1. General academic courses are not offered. Subjects such as
English and mathematics are adapted to the vocational and
technical goals of the students. \

2. Area schools nave some prog.ams for secondary students and some

programs for graduates and «adults.,

3. It is not necessary to be a high school graduate to enroll
Oklahoma State Tech, Okmulgee; however, there is a
requirement for non-high school graduates.

a. This is a residential schocl with a large variety of programs.

b. This school is organized on a trimester basis.

4. Some of the pfngrams available at these schools include:
a. Commercial art
b. Drafting
¢. Bookkeeping
4 Baking
e. Auto mechanics
f. Electronics
g. Welding
h. Body work (vehicles only)

minimum age

The courses given at these schools are uot recognized for college credit.

Certificates are given upcn completion of a specific course of
instruction.

The placement service provided by these schools has proven more
than adequate to assure graduates of available jobs,

Every effort is wade to Insure capable and worthy instruction.

New programs are introduced regularly when the need demands and the

resources are available.

149



ITI. Junior colleges
A, These are two-year schools that offer an associate degree,

1. Most junior colleges now offer some terminal programs that
prepare a student to enter the fiegd of work upon cempletion
of the course of study. Such programs ere drarting, photograpiy,
auto mechanics, office practice, and secretarial.,

Fo

Most of the schools also have liberal arts programs that pre-
pare a student for entry as a junior into a college or univer-
sity at the end of any scmester.

B. These schools are supported and regulatoed by the State or by a
community or by a religious organization.

¢, Usually the only entrance requirement is a high school diploma.

D. Most 0klahoma schools have dormitory facilities, but in many states
cafeteria and dormitory services are not orovided.

.
. Acadenic accrediting agencies evaluate these schools. often a state
college or university will endeorse (recognize) the credits of a

non-accredited schootl.

F. 1hese schools have successtul placeinent services.

- 1t -
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IV, Colleges

Al

=
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Aruitoxt provided by Eic:

These schooly are established to give werk that leads to a bachelor's‘
aegree In a specific area.

1. Schools are authorized to grant degrees in such fields as Eng-
1ist, history, art, journalism, foreign language, political
sclience, etc. :

P ] ———— - I LA R

2. Most collogos give graduate work leading to a master's degree.

Some of these schools have special one- and two-year prograus in such
fields as business, clerical, business secretarial, and commercial
art.

1. The credits glven for these courses constitute regular college
credits and could be applied to a degree program.

2. The studert who does not want a degree can take a minimum amount
of general academic work. In some cases no general courses
(English, nistory, maihematics) are required.

These schools arc usually supported and regulated by the State, a
religious organization, or occasionally by a private non-religious
organfzation.

These schools have specific entrance requirements listed in their
current catalogs.

ihe value of the diplomas given 1s determined by the accreditation
of the school.

1. Some non-accredited schools may be endorsed by one or more of
the state cnlleges or universities,

2. Some religfous orgarizations make no attempt to have their
schools accredited.

{hese schoels have effective placement services.



V. Technical institutes

AL

ERIC

Aruitoxt provided by Eic

Some of the technical programs offered ar.:

Oklahoma has three technical institﬁtes locard in Oklahoma City,
Stillwater, and OQwrmulgeec.

1. These {nstitutes are a part of Oklahona State University.

2, These institutes use the entrance requirements of the Univer-
sity. .

1. Aercnautical
2. Constructioen
3. Drafting Design
4, Electronics .

~ ) . . V]
5. Fire Protection
6. Petroloun :
Most of the programs are two-year programs oflering an associate
degree. :
Sume degree programs are available.

All credits are recognized college credits.

The courses are designed for the student who prefers to majoer in
"Going' more than in theory.

The placenent service has proved to be quite adeguate,
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Universitivs

A,

Tnese schools are composites consisting of twe or more colleges
and offering a number of dugrees n the undergraduare and graduate

levels,

These schoole are usuaily supported and regulated by the State, a
religious organization, or ocrasionally by a_private non-religicus
organization. '

- s
These schools have specific entrance requircients listed in current
catalogs. ,//
The value of the diplomas given is determined by the reputation of
the school. | ’

These schools have very effective placerent services.,

b
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VII. VYrofessional scliools
A. These schools ar2 generally on 3 graduate level,
B. They s2ek to train a person for a certa.n profession.
¢. Scme vt che preofessional training includes:
1. Dbeanta:
i, Medical
3. thrircpractic
S0 Osteopathy
5. Nursing

fr.  Law

Seminary

D, Fach sihool has {tz cwa entrance requirenents and degree staniarde.
E. These schools are sonctimes veauldted by the anpropriate profession,

Voo Emtrance is selective and sometines ditficuit to obtain,

(. Manv of these schonls are associated widit colleges and/or univer-

sitivs,

- 140 -
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V111, Various private schools

A. Almost every type of occupation has schools that are organized
to train for that field.

B. Examples of these schools are:
1: Business
2. Art
3. Cosmetology
4. Music and Conservatories
5. Barber
6. Welding
7. Electronic
8. Data Processing
Y. Dbrafting
10, Meat Cutting
11, Medeling
0. Al Line
13.. Civil Service

Co It s generally left to the individual to detocmine 1 such a
school is worthwhile.

Do Students and parents or gnardians ate vrged to theroughly investipate
curidculun of ferings, finarcial costs aad obligations, and the
specific occupations for which the students will be quaiified after
completing tre course be{ore signing a coniract.

O
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Special schools

Al

Manpower Development Trailning Act supplies funds to qualifiec
special schools.

1. These programs are implemented by Vocational Fducation
and Oklanoma Employment Security Commission.

2. Examples of these are training programs for farm machinery
operators, machinists, and sewing wachine operators.

3. These are short-term programs of from six tc sixteeu weeks.
Industrial oriented schools are sponsored bv the State Department
of Vocational and Technical Education in cooperation with

existing or new industries wishing to locate in Oklahoma,

Schools are designed for the mentaily handicapped and the tvhysically
handicapped.
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. X. Correspondence s-hools
Ao Stare schools offer correspondence nourses ¢cn several levels.

1. Some colleges and universities offer azcredited courses
on the secondary level and on the college level,

3. The University of Nebravka offers z program
leading to a high school diploma by correspendence,

! 2. The University of Missouri offers graduate courses.
4, High schools in Oklahoma can give credit only for
correspoadence work through one of thé state schools
! 5. FEach college restricts the number of college credirs
that can ve earnead through correswondence.

-

! B. DPrivate gchools offer correspondence courses.

1. Such schoou’s as international correspondence schiols
cfter many courses on manv levels.

2. Prospective students should investigate (laims of
such schools and make certain that appropiiate joalg
car, be met by successful conpletion of work.

[y
pa— -———— t— N— ——
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GENERAL OBJECTIVE # 5: TO PROVIDE THE STUDENT Wiili INFORMATION ON WAYS OF EVALU-

ATING SCHOOLS

SPECIFIC OBJECTIVE

ACTIVITY

o intfora the student of the physical and
ceonemical quality of the school
Age and' background of the schocl
tinancial status of the s_hool where
pertinent
Size of the school
Buildings, facilities, and equipment
(library for colleges)
Availability of room and board

To inferm the student of the professional
quality of the school
Receognition of the school
State Department of Education
Local school officials
Community (of the school)
Apprepriate accrediting agencles
Pctential employers
Veterans' Administration for training
under GI Bill
Tewhing stalf
Trainiug and experience
icnure
Curricusum of the school
Courses available
Advanced tralning available
Value orf diploma or certificate
Recruitment program of the school
Use of profeusional staff members or
prolessional salesmen
Fniry requirements
Type of contractual obligation and
uethds of payment
Jebh placerent promises

e evaluate the school 1or personal gains
Types ot school most suitable for a
specific occupational goal

University

College
Varvational-technical school
Privatoly owned college
Short-term private school
Correspondence school

ERIC

Aruitoxt provided by Eic:
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Guide a study of individual catalogs.
1. Each student to study a different
school
2. Class to determine things to look
1or in a catalog

Direct college visits.
1. Arrange to visit a schocl or class
(1f possible)
2. Arrange for visit by individual
students to schools
3. Students to prepare a questionnaire
4. Students to give oral or written
evalua*tions .
5. Students to write letters of
appreciation to appropriate officials

Have students correspond with school of
their choice.
1. Write for lists of accreditaticn
from appropriate agencies
2. Write for infermation from U.S.
Lepartmen. of Education
3. Write for information from
State Departrent of Education
4. Write for specific evaluations
from Chambers of Commerce and
Better Business Bureaus

Urganize debates and/or panel discussiocns.
1. Private versus public schools
2. Colleges versus universities
3. Colleges versus technical-
vocational schools
4. Correspondence versus residential

Schedule interviews and visits.
1. Representatives from schools
2. Businessmen and professional
people to visit class
3. Students to visit people In town

144 -



EVALUATION

RESQURCE

The teacher's observations are essential
in evaluating benefits received by the
student in each activity.

Response of the studeat to guestions
regarding subject matter coverage

Quality of materials or reports handed in
by the students

Student's knowledge of various training
schools

Reaction of students to guest speakers

ERIC
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Books:

Bogue, Jesse P., American Junior College

American Council on Education.

Cohen, Nathan, Vocational Training
Directory of the United States,
3rd Edition, Potomac Press.

Lovejoy, Clarernce E., Lovejoy's Vo-
cational School Guide, 5imon and
Schuster, 1Inc.

Directory‘of Vocational Training
Sources, Science Recearch

Associates, Inc.

Miller, J.W., and W.J. Hamilton, The

Independent Business School in
American Education, McGraw-Hill,
Webster Division.

Encyclopedia of Americar Associatious,

Gale Research Company.

Catalogs and annuals are available
from various universities, colleges,
and private schoolr.

Lists of accredited schools for specific

johs are available in the vocational
guide sets published by Chronicle
Guidance Tublications, Tnc.

Careers, Inc.

Pamphlets:

Approved Schools of Practical Nursing,

National Associatien of Practical
Nurse Education, Inc.

Accredited Dental Hygiene Programs,
American Dental Association.

Directory of Business Schowols,
National Association and Council
of Business Schools.
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GENERAL OBJECTIVE # 5 (continued)

EVALUATION . RESCURCE

lconomical factors in evaluation -
Cost of tuition
Cost of books, equipment, tools
Cost of commuting or of room and
board
Financial help avallable

Q
FRIC - 146 -
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i . EVALUATION RESOURCE

Directory of Schools and Colleges
Offeriqg Courses for Training
of Managers, Supprvisors, ind
WOrkers in the Hotel and Re:tau-
rant IdestrX Wational C.uncil
on Hotel and Restaurant Educa. ion.

Directory of Natjonal Trade Associa-
tions, U.s. Department of Commerce.

arn in

,T"—

l‘”

25 Technical Careers You
2 Years or Less, s, U.S
Education

Can
offi

l 7

Don't Overlook the Business College,
United Business Schools Associa-
tion.

Rook:
Health Carecrs Guidebook, U.5. Depart-
ment of Labor.

Further sources of information:

List of approved schools and prograns,
National Council of Iechnical
Schoo]q. e -

ot

~ =

List of approved schools, Engineers'
Council for Prefessional Develop-
ment .

N List of approved schools in any medical
field, American Medical Association.

Direc-ory of Catholic Schools, National
Cacholic Welfare Council.

I'mited Business Schools Associaiion

National Association and Ccuncil of
Business Schools

* Associated Master Barbers and Leauti-
cians of America

O
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GENERAL OBJECTIVE # 6:

TO DEVELOP AN UNDERSTANDING OF THE NEED FOR CONT%FUED EDUCATION

OR TRAINING IN THE VARIOUS CAREER FIELDS

SPECIFIC OBJECTHVE

ACT/ VITY

To help the student realize:

On-the-job training opens the door
to positions of greater responsibility
and greater wage-earning power.

ihe first job need not be considered
the end of the line. Technology and
automaticn influence change in occu-
pations,

Drop-ouis may take advantage of
various availsble programs., For vxam-
ple:

Public Programs

Area Vocational-Technical Schools

Apprentice Prograus

Residential Trade Schools

Private Schools

The changing world of work requires
adults to return for training as an
upgrading situation or for re-training
for a new job.

[h~ age of automation creates a
tremendous need for additional educa-
tion or training.

O
E .
51118
110

Schedule students presently working in
on-the-job experjences to report their
experiente to the class.

Conduct a survey of local industries
that provide on-the~iob trainiug.

Conduct interviews with people con the
street regarding relationship of pre-
sent employment with that first jcb
and method of advancement. Record
inrerview by use of tape recorder.

Prepare a follow-up study of dropouts
from the local community,

Arrange for speakers to bring information
to the class concerning job advancement
throvgh rorrespondence study and night
classes.

Invite specific resource persons to speak
on adult education.

Assign written reports en:
1. The changing occupational world
2. Occupations that will coatinue
to exist during the students'
lifetimes.

Arrange panel discussion on new jobs created
by automation.

Show filmstrips listed under {mstructional
materials.



-

EVALUATION

RESCURCE

Results of local survey of Industries

Number of dreopeuts inquiring about on-
the-job training

, eaction of students to resource person-
nel

Quality of reports handed {n as assign-
ments by the students on this unit

Participation by students {n discussfon

from panel presentation
‘\

b
\

LN
The teacher’s observations are very
important in evaluating benefits re-
ceived by the students in each activity.
O .

Aruitoxt provided by Eic:
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Current newspapers and magazines

Correspondence study from various
colleges

Tape recorder and blank tape

Handbook:
A Guide fur Developmental Vocational
Guidance--K-12, Oklahoma State
Department of Education.

Filmstripe:
"Preparing for the Jobs of the 70's,”
Guidance Associates.

"lhe Fmpty Lot," U.S. Office of

Education, Bureau of Vocational
Education Research,
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GENERAL OBJECYIVE # 7:
AVAILABLE

TO ACQUAINT THE STUDENTS WITH FINANCIAl. ASSISTANCE PROGRAMS

¥

ACTIVITY

SPECIFIC OBJECTIVE

To help the student realize that many types
of financial programs ave available to the
student to assist him in gaining his desired

educational goals in life

rellowships
U'niversities, colleyges
¥rivate industries, organizations

Private individuals, foundations

Scholarships
Universities, colleges
Private industries, orgauizationg
Private individuals, foundations
Federal government
U.S. Higher Education Act, 1965
! Arnmed Forces Education Assis-
tance Programa
Armed Forces Reserve (Qfficer
Training Corps
Vetecans' Administration
Armed Forces Academies
Merchant Marine Academy
Cuast Guard Academy
Bureau of Indian Affairs

brénrs .
Vocational rehabilitation
wational Defense Education Act, 1958

© Veterans' Administration (GI Education

! Benetits)

© Nurse Training Act, 1964
Private industries, organizations
Private individuals, foundations

1958

[Loans f
Nati.nal Defense Fducation Act,

‘ Private {ndividuals, foundations
/ rfuaranteed student loans
| A

Commercial banks and savings and

loan associations

Lecture to class on means of obtaining
financial assistance.

Invitc representatives of schools and
organizations to discuss their means of

assistance.

Have students practice filling out
application blanks.

Insure that students begin to consider
their financial status and ability to
attend certain types of institutions.

-

need for a

Make students aware of the
financial

»
confidential report of parents'

status.

Q
ERIC
‘.)
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EVALUATION

RESOURCE

Survey of parents to deternine Lf they
have been made aware of avajlability of
financial programs to aid students

Personal Inquiries of student

Feaction of students to guest speakers

Qualits of written materials hanued in to

the teacher

Follow-up study to see 1f student touok
advantape of financial programs available
Personal inquiries of students
Ihe teacher's observatious are
in determining benefits received by the
students in each activity.

necessary

and
evalu-

Student attitude, involvement,
participation reflect & mvans of
ating each activity.

RIC

131

Pamphlets:
Financial

Uriversity,

Assistance, Oklahoma Statn

__”:nxxdl nlds Frogram, University of
Urxahuma, Director of Student Affai
wed a Life, American legion Hduca-
tion ard Scholarship Programn,
Division,

Americanism

nancial Aid for Higher Educaticn,
SUpLT}HLthUh[ of Documents, 1.8,
ent Printing Oftice,

in

Grverne

,UIELIHM_‘IS} Pupil Services,
Wiscenein Pepartment of Fublic
Instrucricn.

Educational Assistance, Veierans'

Administrat:

The Bulletin of the Natioual
ation of Qecoudar;-ﬁLhcol P
pa.s, Vol. 49, 301,

Fducation Association.

Ascoct

nﬂ_

General Motors tducaticonal Oppor-
tunities, General Metors Cor-
poration, .

Oklahoema State University,
of Tectnical Training.

Careers,
School

ation Lean Cuarantee
TAssoci-

NLJiCJl Fduc
American M«dxka.

dtlnr

Scholarships and Fellowalid Avail-

able to Inszkggglggg of Higher
Educatiocn, U.5, Office of Educa-
t{ion,

14

Director of Student Aff.

v,



GENERAL OBJECTIVE # 7: (Continued)}

EVALUATION

RESOURCE

Special programs

Nelghterhood Youth Corps

Vocational Education Act, 1963

Vocational Amendments of 1968

Mental Retardation Facilities and
Community Mental Hzalth Centers
Construction Act of 1963

Manpewer Development and
Training Act, 1963

Work Study Program of the U.5.
Higher Educaticn Act of 1965

Adult Education Program, Basic
bducatiorn, State Department of
Education

State Welfare Programs

Soclial Security Programs

Farmers' Home Administrarion

O

ERIC
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Invite representative of Vocational
Rehabilitation, Welfare Agencles,
and Social Security Agencles to
explain their progranms.
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EVALUATION RESOURCE
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GENERAI, OBJECTIVE # 8: TO ACQUAINT THE STUDENT WITH TYPES OF EMPLOYMENT AGENCIES
f AND THEIR FUNCTIONS

SPECIFIC OBJECTIVE ACTIVITY

[e acquaint the student with the basic
differences between the various types of
¢mplovment agencies

Public Explain the three types of employment
a. State employment servicea agencies. E
b. Civil service !

Invite guest speakers from employment

School placemert offices agencies and personnel directors from
a. Universities and colleges businesses,
b. Juuior colleges
c¢. High schools ’ Plan field trips to. employment agencies
d. Area vecational-technical schools in the area.
e. Technical training schools
f. Trade schools Sepavrate the class into three groups
. Private schools ! and glve each group an agency to
research and report on, This can be
lo inform the students of iwportant done with a class debate on the pro's and
factors concerning employment agencies con's of each.
LLocation Film or filmstrips
Cost

Services rendered
Personal requirements
Persnnal resume sheets

ERIC

Aruitoxt provided by Eic:
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EVALUATION

RESOURCE

Response of the students 1o questions
about emplovment agencies

Reaction of students to guest speakers

Class reaction of students to the field
trip

The teacher observations are very impor-
tant in evaluating benefits received by
the students in each activity.

Student attitude, Involvement, and
participation reflect a means of
evaluating the merits of each activity,

O

RIC

Aruitoxt provided by Eic:

Small Business Administration

local newspapers

Telephone directories

Brochures and related materials from
private employment agencies,
school placement services, and
state employment agencles,

Films:
Oklahoma State Department of Vocational
and Technical Education ;
|
"Your Job: Finding the Right One,"
16mm., 13! minutes, colot.

"Your Job: Applying for It,” l6mm.,

16 minutes, color.

Audio-Visual Center, Oklahoma State
‘niversity and University of Oklahoma

"Finding the Ri{ght Job,” 16émm.,
10 minutes, black and white.

"Community Advisory Service," 16mm.,
27 minutes, black and white.

"Getting a Job," lébmm., 16 minutes,
black and white.

195 -
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PUBLISHERS

Allyn and Bacon, Inc., 153 Tremont Street, Boston, Massachusetts 02100.
American Council on Education, Washington, D.C. 20036.

American Guidance Service, Inc., Publishers' Building, Circle Pines,
Minnesota 55014. :

American Dental Associa.ion, Council on Dental Education, 222 East
Superior Street, Calcago, Iliinois 60626.

American Hospital Association, :B40 North Lake Shore Drive, Chicago,
I1linois 60626. )

American Legion Education and Scholarship Program, Americanism Division,
P. 0. Box 1055, Indianapolis, Indiana 46206.

American Medical Association, 535 North Dearborne Street, Chicago,
T1linois 60610.

American School Counselor Association and National Vocational Guidance
Association. Association Films, Inc., 1621 Dragon Street, Dallas,
Texas 75207.

Associated Master Barbers and Beauticians of America, 537 South
Dearborne Street, Chicago 5, Tllinois 60600.

Association Films, Inc., 1621 Dragon Street, Dallas, Texas 75207.
Avon Cosmetics, Inc,, 83rd and College, Kansas City, Missouri 64141,

Bell Teiephone Company, 111 Northwest 3rd, Oklahoma City, Oklahoma,
Ph. 585-6911.

Bellman Publishing Company, P. 0. Box 172, Cambridge, Massachusetts
12128. :

Better Business Bureau of (klahoma City, Inc., Commerce Exchange
Building, Oklahoma City, Oklahoma 73102.

B'nail B'rith Vocational Service, 1640 Rhode Island Avenue, N.W.,
Washington, D.C. 20036. .

Bruce Publishing Company, 400 North Broadway, Milwaukee, Wisconsin
53201.

careers, Larpo, Florida 33540.
1

Catholic Hospital Association, St. ouls, Missouri 63104.

Center for Vocational and Technical Fducation, Ohio State University,
Columbus, Ohio 43212, < '

Charber of Commerce of the United Star s, WGshinptqn, D.C. 20006.

- 157 - 1
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1857,

Chronical Guidance Publications, Inc., Moravia, New York 13118.

Combined Book Exhiﬁit, Inc., Briarcliff Manor, New York, New York 10510.
Coronet Films, Coronet Buildinyg, Chicago, 11linois 60611.

Croner Pubiications, Quecn; Villagé, New York, New York i0003,;

ﬁay Co., John, 62 West 45th Street, New York, New York £0036.

Dcimar Publishing, Inc., Mountain View, Albany, New York 12205.
Doubleday and Company, Inc., 277 Park Avenue, New York, New York 10017.

Drake, Frederick, J. and Company, 7312 North Ridgeway Avenue, Skokie,
I11linois 60607.

Educational Resources, Inc., Division of Educaticnal Pesign, Inc.,
P. 0. Box 103, 11 Church Street, South Qrange, New Jersey 07079.

Encyclopedia Britannica Films, Inc., 1150 Wilmette Avenue, Wilmette,
I1linois 60607.

Engineers' Council for Prefessional Development, 29 West 39th Street,
New York 17, New York 10006.

Fairéiew Audio-Visual Company, P. 0. Box 142, Tulsa, Oklahoma 74112.

Federal Bureau of Investigation, 5104 North Francis, Oklahoma City,
Oklahoma.

Ferguson, J. G., Publishing Company, 6 North Michigan Avenue, Chicago,
I1linois 60602.

Follet Educational Corporation, ‘010 West Washington Bouleverd, Chicago,
I1linois 6G607.

Gale Research Company, 424 Book Tower, Detroit, Michigan 48200.

General Motors Corporation, Allison Division, 219 East Atkinson Plaza,
Oklahoma City, Oklahoma.

Good Housekeeping Bulletin Service, 57th Street at 8th Avenue, New
York, New York 10019. ’

Grosset and Dunlap, Inc., 51 Madison-Ave=nue, New York, New York 10010.
Guidéncé Associates, P. 0. Box 5, Pleasantville, New York 10570.
Harper and Brothers, 49 Fast 33rd Street, New York, New York 10014,

Household Finance Corporation, 406 West Main Street, Oklahera City,
Oklahoma 73100.

.
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Internal Revenue Service, Federal Buijlding, Oklahoma City, Oklahona
73100.

Kansas State Department of Education, 120 East Tenth, Toup:ka, Kansas.

Lippincott, J. P, and Company, 227 South 6th Street, Philadelphis,
Pennsylvania 19105,

Little, Brown and Company, 34 Beacon Street, Boston, Massachusetts
0z1i06.

McGraw-Hill Films, 327 West 4lst Street, New York, New York 10036,

McGraw-Hill Book Company, Webster Division, 330 West 42nd Street,
New Yorn, New ank 10036.

V1lady Publlghlng Company, 3839 White Plains Road, Bronx, New York
10400,

National Audio-Visual Association, Inc., 3150 Spring Street, Fairfax,
Virginia 22030,

National Association and Council of Business Schools, A01 13th Street,
N.W., Washingtoun 5, D.C. 20003,

National Association for Practical Nurse Education, Inc., 654 Madison
Avenue, New York 21, New York 10003.

National Business Education Assoc1aL1on 1201 16th Street, N.W.,
Washington, D.C. 20036

National Catholic Welfare Council, 1312 Massachusetts Avenue, N.W.,
Washington 5, D.C. 20023,

National Consumer Finance Association, 1000 16th Street, N.W.,
Washington, D.C. 20036,

Nati~nal Council of Technical Schools, 1507 M. Strecet, N.W., Washingten 5,
D.C. 20023.

National Council on Hotel and Restaurant Education, P, O. ¥ox 7727,
Benjamin Franklin Station, Washington 4, D.C. 20036

National Dairy Council, 111 Nerth Canal Street, Chicago, 1llincis
60606, 8

National Education Associatior 1201 16th Streer, N.W., Washinoton,
D.C. 20036.

National Health Council, 1740 Broadwav, New Yorr, Yev York 10010,

National Vocational Cuidance Association, 1H05 New Hampshirve Avenuce,
N.W., Washington, D.C, 20009,



New American Library, The, 501 Madison Avenue, New York, New York
10022.

New Holland Machine Company, New Holland, Pennsylvania 17557.
New Jersey State Department of Education, Trenton, New Jersey 08600.
New Yorl Federal Reserve Bank, P. 0. Box 10045, New York, New York.

New " ork Life Insurance Compary, Career Information Service, 51
Madicon Avenue, New York, New York 10010.

Ncrth Carolina Department of Public Instruction; Divisic 1 of Vocational
Education, Raleigh, North Carolina 27600.

Occn-Press, 489 Fifth Avenue, New York, New York 10017.

Oklahoma City Consumer Finance Associaticn, 5131 Classen Boulevard,
Oklahoma City, Oklahoma.

Oklahcina Employment Security Commission, Will Rogers Building, State
Capitol, Oklahoma City, Oklahoma 73105.

Oklahoma Stete Deparlment of Education, Guidance Division, 310 ki1l
Rogers Building, Oklahoma City, Oklahoma 73105.

Oklahoma State Department of Education, Home Economics Division,
4100 North Lincoln Boulevard, Oklahoma City, Oklahoma 73105.

Oklahoma State Department of Health, 3400 Northeastern, QOklahoma
City, Oklahoma.

Oklahoma State Department of Vocational and Technical Education, 1375
West 6th Avenue, Stillwater, Oklahoma 74074.

Oklahoma State Employment Security Commission, Will Rogers Memorial
Office Bullding, Oklahoma City, Oklahoma 73105.

Oklahoma State Employment Service, Research and Planning Division,
Wi.l Rogers Memorial! Office Building, Oklahoma City, Oklahoma 73105.

Oklahoma State University, Audio-Vistal Ceater, Stillwater, Oklabona
74074.

- Oklahoma State University, Director of Student Affairs, Stillwater,
Oklahoma 74074.

Oklahoma State University, School of Technical Training, Stillwater,
Oklahoma 74074,

Potomac Press, Arlington, Virpinia 22200.

Psychological Corporation, The, 304 East 45t Street, New York, New
g York 10017. ‘
O
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Public Affairs Pamphlets, 22 East 38t Street, New York, New York 10ulb.

Science Research Associ«tes, Inc., 259 East Eric Street, Chicago,
I11it »is 60611,

Simon and Schuster, Inc., Rockefeller Center, 630 Fifth Avenue,
New York, New York 10020,

Society for Visual Education, Inc., Division General, 1345 Diversey
Parkway, Chicago, 11linois 60614,

Southwestern Publishing Company, 5101 Madison Road. Cincinnati, Ohio 45227.

Small Business Administration, Washington, D.C.
Steck-Vaughn Printing Comgony, P. O. Box 2028, Austin, Texas 78767.

Sterling Educational Films, 241 East 34th Street, New York, New York
10016.

Sterling Pubiishing Company, 619 Park Avenue, South, New York,
New York 10016.

Strange, Les, Associates, 3376 Washtenaw Avenue, Ann Arbor, Michigan
48103,

Superintendent of Documents, United States Government Printing Office,
Vashington 25, D.C. 20402.

United Business Schools Association, 1101 17th Street, N.W., Washington,

D.C. 20036.
University of Missouri, Columbia, Missouri 65201.
University of Oklahomg, Audio-Visual Conter, Norman, Oklahoma.
University of Oklahoma, Director of Student Affairs, Norman, Oklahcma.

United States Alr Force, Film Library Center, 8900 South Broadway,
St. Louls, Missouri 61100,

United States Departmeut of Agriculture, Division of Home Economics
Federal Extension Service, Washiugton,K D.C.

United States Department of Commerce, Washington 23, b.C. 20210.

United States Department of Health, Education, and Welfare,
Washington, D.C. 20203.

United States Department of Labor, Bureau of Labor Statistics, United
States Government Printing O{fice, Washington, D.C. 20402.

United States Depertment of Labor, Manpower Adminisiration, United
States Covernment Printing Office, Washington, D.C. 20402,

Uniteg States Department of Labor, Woeren's Bureau, Washington, D.C.
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United States Covernment Printing Office, Division of Public Documents,

Wishington, D.C 20402.

‘United States Office of Education, Superintendent of Documents,
United States {‘overnment Printing Office, Washington, D.C. 20402.

Unitec States Office of Education and the Nationmal Industrial
Conferences Board, Washington, D.C. 20402. .
ing’

Veterans' Administration Contact Office, Federal Courthouse Build

Oxlahoma City, Oklahoma,
Walch, J. Weston, Portland, Mainé 04104,

-

Wis-onsin Department of Public Instruction, Madison, Wisconsin.

O
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