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IAP Prepared By: Dr. Robert

Williams

WORK EXPERIENCE EDUCATION

LEARNING ACTIVITY PACKAGE

Stz

Type of Work Experience Education: EXPLORATORY

Program Goal: 3.1

Improve your understanding of yourself as an

individual in terms of personal aptitudes, interests, career

expectations, and degree
long~range goals

Performance Objective: 3.1.1

your strongest aptitudes

of motivation to pursue

Complete the aptitude test available
through your counselor or Vork Experience Education Coordinator;

discuss the results with the appropriate school person, and list

short-range and

NOTE TO THE STUDENT

1, Define "aptitude."

2. Group your aptitudes as "high,"

"average,"

Upon completion of this IAP you will be able to:

or "low,"

3. Match your "high" aptitudes with at least three (3)
exploratory work stations requiring at least one (1) of
your "high" aptitudes.

RATIONALE

An effective career choice for you is based, in part, upon
your knowledge of your aptitudes and the relationship of

your aptitudes to the requirements of a job.
give you the opportunity to learn what your present aptitudes
are and how those aptitudes are related to career choices, .

This LAP will

DIRECTIONS

In this LAP you will:

Interests, and Achievements,

1. Take an aptitude test,

2. Chart the results on your Personal Profile of Aptitudes,

Coordinator,

high aptitudes would be

5. Identify at least three (3) work stations,
from a list made available by your Coordinator,

required,

O« Compare your aptitudes with those of your classmates; '

4. Discuss your aptitudes with your Work Experience Education

vhere your
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LEARNING ACTIVITIES AND RESOURCES

INSTRUCTIONS: This LAP is required of all students. All students
are to do Activities #1 - #7. I-DEAS #1 and #2 are optional.
Those students who have already taken an aptitude test in the
last year and have the results will be excused from taking
another test if they wish.

ACTIVITY #l. Take the aptitude test available through your Work
Experience Education Coordinator or your counselor.

ACTIVITY #2. Record the results of your aptitude test on your
Personal Profile of Aptitudes, Interests, and
Achievements, page 5.

ACTIVITY #3. Post your profile on the student bulletin board
provided by your Coordinator.

ACTIVITY #4. Make an appointment to discuss your aptitude test
results with the appropriate school person. For
the purposes of this LAP, that person will be called
your Exploratory Work Experience Coordinator.

ACTIVITY #5. Prior to the interview, read pages9 and 1N of this LAP.

ACTIVITY #6. Also read the descriptions of the available exploratory
work experience education station descriptions available
from your Coordinator.

ACTIVITY #7. During the interview, tell your Coordindtor what work
stations require at least one (1) of your high aptitudes,
(Be sure to take your profile with you to the interview.)

This objective will be considered met if, during the interview with
the Work Experience Education Coordinator, you: (1) accurately define
"aptitude," (2) correctly group your aptitudes as high, average, or
low, (3) accurately identify from the work station list provided by
your Coordinator at least three (3) work stations that require at
least one (1) of your high aptitudes. If you inaccurately perform
any of the above tasks, the Work Experience Education Coordinator
will tell you what you have not done right and will schedule another
interview for you so that you can show him you can do the three (3)
tasks accurately. 3 "
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ACTIVITY #1.

ACTIVITY 2.

I-DEAS

Look at the profiles of your classmates and complete the
aptitude section of My Comparison Chart, page 11. On the
chart, list three (3) students who also have at least one
(1) of your high aptitudes, three (3) who also have at
least one (1) of your low aptitudes, three (3) who have
at least one (1) low aptitude that is a high aptitude

for you, and three {3) who have at least one (1) high
aptitude that is a low aptitude for you.

Participate in a small group discussion with at least
one (1) person from each group in the list from
Activity #1. In the group, discuss why people have
different aptitudes.




PRE-TEST

No Pre-Test is required.

POST-TEST

No Post-Test is required.




PERSONAL PROFILE OF APTITUDES, INTERESTS, AND ACHIEVEMENTS

PART T
NAME
SCHOOL:
COORDINATOR:

APTITUDE TEST RESULTS
DATE TEST TAKEN:

Verbal Reasoning

Humerical Ability

Verbal Reasoning plus
Numerical Ability
Abstract Reasoning

Space Relations

Mechanical Reasoning

Clerical Speed and
Accuracy

Spelling

Sentences

1 2 3 4 5 3 7 8 9

(Based on Differential Aptitude Test)

Note: All Test Scores Done On Stanines

This profile is to be completed by placing a dot (aptitude, interest,
and achievement tests) on the line for your score, and then connecting
each dot by a line. For your grade profile, place an "X" in the
appronriate square, If you have any questions, see your Coordinator
and ask him for help.




PERSONAL PROFILE OF APTITUDES, INTERESTS, AND ACHIEVEMENTS

PART 2
NAME:
SCHOOL:
COORDINATOR: .

INTEREST SURVEY RESULTS
DATE TEST TAKEN:

Outdoor

Mechanical

Computational

Scientific

Persuasive

Artistic

Literary

Musical

Social Science

Clerical

1 2 3 4 5 6 7 8 9

(Based on Kuder E Gencral Interest Survey)

Note: All Test Scores Done On Stanines

This profile is to be completed by placing a dot (aptitude, interest,
and achievement tests) on the line for your score, and then connecting
each dot by a line. For your grade profile, place an "X" in the
appropriate square, If you have any questions, see your Coordinator
and ask him for help.




PERSONAL PROFILE OF APTITUDES, INTERESTS, AND ACHIEVEMENTS

PART 3

NAME: \

SCHOOL:

COORDINATOR:

TEST RESULTS
DATE TEST TAKEN:

Reading
Vocabulary

Reading
Comprehension

Total
Reading

Arithmetic
Reasoning

Arithmetic
Fundamentals

Total
Arithmetic

Mechanics of
English

Spelling

Total
Language

TOTAL
BATTERY

—

1 2 3 4 5

(Based on California Achievement Test)

Note: All Test Scores Done On Stanines

This profile is to be completed by placing a dot (aptitude, interest,
and achievement tests) on the line for your score, and then conmecting
each dot by a line. For your grade profile, place an "X" in the
appropriate square. If you have any questions, see your Coordinator
and ask him for help.

6
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PERSONAL PROFILE OF APTITUDES, INTERESTS, AND ACHIEVEMENTS

& PART 4
NAME:
SCHOOL:
COORDINATOR :

TEST RESULTS
DATE TEST TAKEN:

F D C B A CLASSES
English

Math

Science

Social Science

Physical
Education

For vour grade nrofile, nlace an "X in the anpronriate
snuare,
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DEFINITIONS OF NEW TERMS

Aptitude - something which one has an ability to learn to do
Interest - something which one likes to do
Ability - something which one can do
Achievement - something which one has learned to do
|
Inventory - 2 list of items or characteristics
Survey = a general look at things; a review of items or characteristics

Values - those things or ideas which one feels are good, worthwhile,
desirable, important

Career - one's lifevwork, including his job, occupation, profession

Occupational Clusters - groups of jobs 2nd/or careers which have some
common characteristics, For example, nurse, v
doctor, pharmacist, x-ray technician, surgeon, |
medical secretary, hospital administrator, |

' nurse's aide are all Jjobs that make up part |
of the health occupational cluster.

v




APTITUDE TESTS
(Explanation of Terminology)

VR-VERBAL REASONING: Ability to reason with words, both written and
oral. Related to scholarship. Used in such courses as English,
social studies, and science -- also in occupations that require
communication with words or in jobs requiring more than ordinary
level of responsibility

NA-NUMERICAL ABILITY: Ability to reason with numbers, Used in such
courses as physics, mathematics, and chemistry —- also in the
work of engineers, bookkeepers, shipping clerks, carpenters, and
toolmakers

AR-ABSTRACT REASONING: Ability to reason without the use of words or
numbers. Used in such courses as shop, drafting, and laboratory
work — also in jobs where the worker must see relationships
among things rather than among words or numbers

SR _— SPACE RELATIONS: Ability to visualize a constructed object from
a picture or a pattern. 1Used in courses such as drafting and
shop —- also in such work as dress designing, architecture, and
carpentry ’ '

MR-MECHANTCAL REASONING: Ability to understand mechanical principles,

Used in such courses as the physical sciences and shop —- also
in such jobs as carpentry, mechanical work, and engineering

CSA=CLERICAL SPEED AND ACCURACY: Ability to see quickly and accurately

letter and number combinations. A useful aptitude in all types
of clerical work such as filing, coding, typewriting, and checking

SP-SPELLING: Achievement in spelling. Important in professional and

administrative positions - also in stencgraphy, business corres-
pondence, journalism, proofreading, and advertising

SE-SENTENCE: Achievement in grammar and other language factors,
Important in school subjects, especially those of an academic
nature -~ also in jobs requiring more than ordinary level of
responsibility
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DIRECTIONS FOR COMPLETING "MY COMPARISON CHART"

%g Complete this chart by:

(1) filling in information ahout vour antitudes, interests, and

achievements from vour Personal Profile of Antitudes, Interests,
and Achievements;

(2) comparing vour records with those of vour classmates and then
writing in the names of classmates whose antitudes are either
like yours or not like vours. For example: Under aptitudes
High-High, vou would write in the names of three (3) students
who have a high aptitude that is also one of vour high
aptitudes. For High-Low, vou would write in three (3) names
of classmates who have a low antitude where vou have high
aptitudes. For Low-High, vou would write in three (3) names
of classmates who have a hiph antitude vhere vou have low
antitudes. For Low-low, vou would write in three (3) names
of classmates who have a low aptitude where you have low
antitudes. The same procedure would be followed for interests,
achievement test results, and grades.




LAP Prepared By: Dr. Robert Williams

WORK EXPERIENCF EDUCATTON
LFARNING ACTIVITY PACKAGE #

%? Type of tlork Experience Education: FXPLORATORY

Propram Goal: 3.1 Improve vour understandine of vourself as an
individual in terms of personal aptitudes, interests, career s
expectations, and depree of motivation to pursue short-rance
and long-ranee goals

Performance Objective: 3.1.2 Comnlete the interest inventorv
available through vour counselor or York Fxperiance “ducation
Coordinator, discuss the results with the annropriate school
person, and list vour main interests accordine to the inventorv '

NOTE_TO THE STUDENT

ipon the completion of this LAP vou will he ahle to:

1. Mefine "interest.”

2. Group your jinterests as "'high," ‘"averape,” or "low."
3. ‘fatch your "hieh" interests vith at least three (3)

exnloratorv work stations reauirine at least one (1)
of your "hieh" interests. .

RATIONALE

An effective career choice for vou is hased, in part, upon
vour knowledse of vour interests and the relationshins of
vour interests to the requirements of a job. This LAP will
nive vou the opnnrtunitv tn learn what vour present interests
are and hov those interests are related to career choices.

|
|

U - —- )

[ — ———- -

DINECTINNS

Tn this LAP vou will:

1. Take an interest inventorv:

2. Chart the results on vour Personal Profile of Antitudes,
Interests, and Achievements:

1 3. Cfompare vour interests with those of vour classmates:

y 4. Discuss vour interests with vour Work Fxnerience TFducation
Coordinator: and

5. Tdentifv at least three (3) work stations, from a list
Q ! made availahle bv vour Coordinator, where vour hirh

EMC interasts would be reauired. 14
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LEARNTNG ACTIVITTES AND RESNURCES

INSTRUCTTIONS: This LAP is required of all students. All students
§ are to do Activities #1 - #7, T-DFAS #1 and #2 are ontional.
Those students who have alreadv taken an interest inventory
in the last vear and have the results will be excused from
taling another test if thev wish.

ACTIVITY #1. Take the interest inventorv availahle through vour
Work Fxnerience Fducation Coordinator or vour counselor.

ACTIVITY #2. Record the results of vour interest inventorv on vour
Personal Profile of Antitudes, Tnterests, and
Achievements, pace 5.

ACTIVITY #3. Post vour profile on the student hulletin hoard
provided bv your Coordinator.

ACTTVITY #4. “ake an appointment to discuss veour interest inventorv
results with the appropriate school person. For
the purposes of this LAP, that person will he called
vour Txploratorv Work Fxperience Fducation Coordinator.

ACTIVITY #5. Prior to the interview, read nares 6 - 8 of this LAP.

ACTIVITY #6. Also read the descrintions of the available exploratorv
work station descrintions availahble from vour Coordinator.

ACTTVTTV #7. During the interview, tell vour foordinator what work
stations reauire at least one (1) of vour hiech interests.
(Be sure to take vour nrafile with vou to the interview.)

This objective will be considered met if, durine the interview
with the Work Exnerience Fducation foordinator, vou: (1) accurately
define "aptitude,” (2) correctly sroun vour aptitudes as high, averase,
or low, (3) accuratelyv identifv from the work statinn.list provided hv
vour Coordinator at least three (3) work stations that reauire at
least one (1) of vour hinh aptitudes. Tf vou inaccurately perform
anv of the above tasks, the Jork Fxnerience Fducation Coordinator
will tell vou what vou have not done rieht and will schedule another

! interview for vou so that vou can show him vou can do the three (3)

tasks accuratelv.

o -2~
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ACTIVTTY #1.

ACTTVITY #2.

T-DEAS

Look at the profiles of vour classmates and complete
the interest section of Mv Comparison Chart, pare 12.
Nn the chart, list three (3) students who also have
at least one (1) of vour hirh interests, three (3)
vho also have at least one (1) of vour low interests,
three (3) who have at least one (1) low interest
that is a hieh interest for vou, and three (3) who
have at least one (1) high interest that is a low
interest for vou.

Participate in a small proup discussion with at least
one (1) person from each groun in the list from
Activitv #5. Tn the sroup, discuss whvy people have
different intercsts.




PRE-TEST

Mo Pre-Test is required,.

POST=-TEST

No Post-Test is reaquired.




PERSONMAL _PROFTLE. OF APTITUDFS, TNTFRESTS, AND ACHTEVEMENTS

MAME

PART 1

SCHOOL,:

CNORDINATOR:

APTITUDE TEST RESULTS

DATE TEST TAKFN: _

—.—.- ——r—-

B s L —— e foim = e —m = = e
r T | ! Verbal Reasoning
l.___-._. _.1,-. —t .r....--_-% S

| Numerical Ability
[N S . ——mm - —— e A
T ! { Verhal Reasonine nlus
S . AP SRS DR N 5 - Humerical Ability __ __
| ' Abstract Peasoning
R ] ' - . 22%on
__ _ _ ‘ ) Snace Relatjons
Mecbanical Reasoning
I - " ' | clerical €nea:
r*"“""%" I L ) Accuracy
] ) i -
| | ' Snelline
i ' —l -l o )
L___~L__ | i ! __Sentences |
- 'r . R el S
L l . 4 ] e = i)
1 2 3 4 5 6 7 8 9

(Based on Differential Aptitude Test)

Mote:

This profile is to be comnleted bv nlacine a dot (apti.tude, interest,
and achievement tests) on the line for vour score, and then connecting

each dot bv a line.
anpronriate square.
and ask him for help.

For vour grade profile, nlace an "X" in the
Tf vou have anv questions, see vour Cnordinator

All Test Scores Done "n Stanines

-
\
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PERSONAL PROFILE. OF APTTTUDES, TNTERESTS, AYD ACHTFEVEMENTS

i ﬁ PART 2
NAME: . _
SCHAOL: e
COORDINATOR: . L .
TNTEREST SURVEY RESULTS
DATF TFST TAKEN: .
l = b i ! - "'— ]
Lo i L { ! Outdoor j
| H
j % w___-+..._% Hqsbanical E
1 J ;
X : - ! - ! Computational '
e e e B
1 ; I Qed : i
L.__-J_.».} *___ F—_c1ent1f1c ___-‘%
' Persuasive
S SRS S ! L e ]
} T T ) .
| l ' Artistic
+~ —T el § -t
; I I.i.terarv
i - R | -
i ! ! “fusical
ey . —_—— ]
| Q Q
R S O SO I S . 4 Soctal Setence
! !
| i Clerical
- - - e—m—t —— . b e i — —— e . A ¢ ——
1 2 3 4 5 6 7 3 9

(Based on Kuder I General Tnterest Survev)

Mote: All Test Scores NDone Mn Stanines

This nrofile is to he comnleted bv nlacinm a dot (antitude, interest,
and achievement tests) on the line for vour seore, and then connectine
each dot bv a line. Tor vour grade profile, place an "X" in the
anpropriate sauare. Tf vou have anv questions, see vour Coordinator
and ask him for heln.

-Q-
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PERSOMAL PROFTLE OF APTITUDES,

NAME:

INTIRESTS, AND AGHTEVEMENTS

T e e i - ——— —— — —— - . o —— - - e

SCuont,

COORDINATOR:

TFST RESULTS

DATFE TEST TAVEN:

Lol

}. -

Reading

Reading

Lomnrehension . |
Total

Reading

Arithmetic |
Reasonine

———— o —————

|

Yocabulary N—

Arithmetic
Fundamantals

lArithmetic

Total

Mechanics of

Enalish

Smelling

Total
_Lanauaype

TOTAT,

| BATTERY

(Based on California Achievement Test)

lote: All test Scores None 0On Stanines

This nrofile is to he comnleted bv nlacine a dot (antitude,

6

7

8

and achievemet tests) on the line for vour score, and then connecti

each dot by a line.
apnrooriate souare,
and ask him for help.

For vour prade profile, place an "X" in the
1f vou have anv questions, see vour foordinator

interest,

ng




PERSONAL PROFTLE OF APTTTUDES, TMTERESTS, AMD ACHTEVEMENTS

PART 4

MAMF 2

SCHNOL:

COORNDTNATOR:

TEST RESULTS
DATE TEST TAKEN:

F D ¢ B A CLASSES
et Ml Ll L — |

Fnelish

fath

Ccience

Social Science

| Phvsical
' L Fducation

For vour erade profile, place an "X" in the apnropriate
sauare,




DEFINTTIONS NF MEW TERMS

Aptitude - somethine which one has an ahilitv to learn to do
Tnterest - somethine which one likes to do

Ability - somethine which one can do

Achievement - seomethine which one has learned to do
Inventory - a list of items or characteristics |
Survev - a general look at thines; a review of items or characteristics

Values - those things or ideas which one feels are rood, wor thwhi le,
desirable, imnortant

Career - one's life work, includine his joh, occunation, profession

Occupational Clusters - sroups of inhs and/or careers which have
some common characteristics., For example,
nurse, doctor, nharmacist, x-rav technician,
surgeon, medical secretarv, hospital adminis-
trator, nurse's aide are all jobs that
make up part of the health occupational
cluster.



INTFRPRETTNG YOUR TNTEREST PROFTLF®

§§ You are interested in something if vou enjov doing it. VYour interest

; profile indicates whether vour interests in the ten (10) areas measured
are high, averase, or low compared with those of other hovs or girls
at your prade level across the nation.

Like most people, vou nrobahlv have scores that are high in some
areas, low in some, and average in others. Looking at all vour
scores is important, because most schonl subhijects and jobs involve
a combination of twvo or more interests.

The more interested vou are in a school subject, a job, or anvthing
vou do, the sreater vour chances are for success in it. Tt is
easier and more satisfying to put vour efforts into activities vou
enjov than into those vou dislike. Of course. no one can do onlv
what interests him. Studving vour interest, however, will help

vou direct vour activities into channels where vou are more likelv
to achieve satisfaction. Tn addition, such studv mav help vou find
some things that apneal to vour interests even in chores that vou
dislike.

An important fact to keep in mind is that low scores sometimes mean
that vou haven't had enough opnortunitv to develon interests in
certain areas. Tmagine, for example, a voung person whose familv
and friends are not particularlv interested in music, and who has
not had an opportunitv to learn to nlav an instrument, to listen
attentively to records, or to gso to concerts. 'le mav not score as
high in musical interests as someone who has had more exnerience
with music. VYou have to be introduced to, or discover, an activity
before vou can like it or dislike it. Particinating in somethine
vou've decided vou might like mav in turn tend to strengthen your
interest in jt. As vou mature and arr exposed to a varietv of new
experiences, some of vour old interests may change ani! new ones may
develop.

Hipgh interests are not hetter than low interests; nor is one interest
hetter or worse than another. wWhat counts is knowing what vour
interests are and considerine them wherever vou have an important
educational or vocational decision to make.

The ten (10) interest areas measured hy the Kuder General Tnterest
Survey mean:

OUTDOOR interest means preference for work or activity that
lkeeps vou outside most of the time - usually work dealing with
plants and other growing thines, animals, fish, and birds.
Foresters, naturalists, fishermen, telephone linemen, and
farmers arc among those hirh in outdoor interests.

MECHANTCAL interest means preference for workine with machines
and tools. 1If you like to tinker with old clocks, renair broken
objects, or watch a parage mechanic at worl, vou might enjov shop
ﬂ! courses in school. Aviator, toolmaker, machinist, plumber,
' automohile repairman, and engineer are among the many jobs
involving high mechanical interest.

<3
-10-




Interpreting vour Tnterest Profile* (continued)

Interest Areas (continued)

g COMPUTATTONAIL, interest indicates a nreference for working
with numbers and an interest in math courses in schonl.
Bookkeepers, accountants, bank tellers, envineers, and manv
kinde of scientists are usuallv high in comnutationzl interest.

standing of nature and the solution of problems, particularlv
with recard to the phvsical world. Tf vou have a high score

in this area, vou probablv eniov workine in the science 1lab,
reading science articles, or doine science experiments as a
hebbyv. T™hvsician, chemist, enpineer, lahoratorv technician,
meteorolorist, dietician, and aviator are among the occupations
involving hirh scientific interest.

SCTENTTFIC interest is an interest in the discoverv or under- l
1
\

PERSUASIVF. interest is an interest in meetine and dealine with
peonie, in convincine others of the justice of a cause or a

roint of view, or in promoting nrojects or thines to sell.

‘lost salesmen, persnnnel] manacers, and buvers have hich persuasive
interest. Tf vou have a hirch score in this area, vou mav enjov
such activities as debatinp, selline tickets for a schoeol nlav

or dance, or sellinrm advertisine space for the school naper.

ARTTSTIC interest indicates a nreference for doinp creative

work with the hands -~ usuallv work involvine design, color, and ‘
naterials. Tf vou like to paint, draw, sculnt, decorate a room,

design clothes, or work on sets for school plavs, vou are
probahlv hieh in this interest. So are artists, sculptors,
dress desigsners, architects, hairdressers, and interior decorators.

LITERARY interest is an interest in readine and writinp. Persons |
with literary intercst include novelists, Enrlish teachers, poets,

cducators, news renorters, and lihrarians. Tf vou have a hieh

score on the literarv scale, Fnplish 1is probablv one of vour

favorite subjects, and vou mav eniov writing for the school

paper or magazine.

MUSTCAL interest usuallv is demonstrated bv nersons who enjov
poing to concerts, plavine an instrument, sineinp, or readine
about music and musicians. Musicians, music teachers, and music
critics are among those vho have directed high musical interest
into a vocation.

SOCIAL SERVICE interest indicates a preference for activities
that involve helping peonle. ‘lurses, Bov Scout or Girl Scout
leaders, vocational counselors, tutors, personnel workers, social
workers, hospital attendants, and ministers, rabhis, and others
in relipious service are amone those hiph in this area.




Tnterpreting your Tnterest Profile* (continued)

Tntereat Areas (continued)

! CLERTCAL interest means a preference for work that is clearlv
defined for vou -- worlk that {involves specific tasks requiring

precision and accuracv. Tf vou have hish clerical interest,
vou nrobablv enjov school subjects and activities that reauire
attention to detail. .Tobs such as bookkeener, accountant,
file clerk, sales clerl, statistician, teacher of commercial
subjects, and traffic manaser fall in this area.

Fnowledre of vour interests can tell vou onlv what vou eniov
doing; it cannot tell vou how well vou do these thines. What
vou do well depends on manv things beside interest —- particularlvy
vour abilities. VYour counselor can help vou find out whether
vour abilities measure up to vour interests. He can help vou
with vour decisions ahout what course of studv and schonl
subjects to take. Your counselor may alse be ahle to suggest
wavs in which vou can exnlore and hroaden vour interests --
extra-curricular activities vou miaht eninv, hooks appropriate
to vour interests, and kinds of part-time or summer jnhs vou
might want to re-examine vour interests.

s Tnc., Chicaro, Tllinois.
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(1)

(2)

DIRECTTONS FOR COMPLETING "MY COMPARTSOM CHART"

Complete this chart by:

filling in information ahout vour aptitudes, interests, and
achievements from your Personal Profile of Antitudes, Interests,
and Achievements;

comparing your records with those of vour classmates and then
writing in the names of classmates whose antitudes are either
like yours or not like vours. Tor example: Under aptitudes
High-High, you would write in the names of three (3) students
who have a high aptitude that is also one of your high
aptitudes. For High-Low, vou would write in three (3) names
of classmates who have a low antitude where vou have high
aptitudes. For Low-lligh, vou would write in three (3) names
of classmates who have a high aptitude where vou have low
aptitudes. For Low-Low, vou would write in three (3) names
of classmates who have a low aptitude where vou have low
aptitudes. The same procedure would be followed for interests,
achievement test results, and grades.




LAP Prepared By: Donald F. Averill

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: EXPLORATORY

Program Goal: 3.1 Improve your understanding of yourself as
an individval in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range goals.

Performance Objective: 3.1.3 Compare your aptitudes and interests
with your performance in the classes you are now taking,

IIOTE TO THE STUDENT

At the completion of this LAP you will be able to:
1. Know your aptitudes as they apply to a career.
2. Know your interests as they apply to a céreer.

3. Compare your aptitudes and interests with your performance
in classes you are now taking.

RATIONALE

Many times we orient our course work in areas which will not
aid in reaching career goals. Completion of this LAP will
help you see your successes and veaknesses in your present
course offerings in light of your own aptitudes and interests,
providing yow with new information which may be vital in
reaching your short-range and long-range goals.

DIRECTIONS

All students must complete or have completed the Developmental
Aptitude Test (D.A.T.) and the Ohio Vocational Interest Survey
zO.V.I.S.S If you do not have scores for these tests on record
in the counseling office, arrange to take them., This test and
the completion of the form for Activity #1 on page 2 will take
the place of the Pre~Test. All students must complete Activities
#1 and #2, and ~t least two (2) of Activities #3, #4, and /5.
Upon completion of the activities, turn in your completed work-
sheets to the Vork Experience Education Coordinator. Complete
the Post-Test activity, which is to be done in conjunction with
your counselor. The counselor's signature will verify comple-
tion of the LAP., You might want to try I-DEAS on page 15, or
do additional Activities if the counselor does not feel you
satisfied the objective of the Learning Activity Package.




PRE-TEST

This Activity is to be done in conjunction with your counselor.
Please read the directions for Activity #1 on page 4 prior to
completing this worksheet.

HORKSHEET FOR ACTIVITY #1

DEVELOPMENTAL APTITUDE TEST (D.A.T.). The student and the counselor
will meet together and list the scores on the eight (8) areas of the test

1. Mechanical Reasoning
2, Numerical Reasoning
3. Verbal Reasoning

4. Abstract Reasoning
5. Space Relationships

6. Clerical Speed and Accuracy

7. Sentences

T

8, Spelling

OHIO VOCATIONAL INTEREST SURVEY (0.V.I.S.). The student and the
counselor will mcet together and list the scores from the eight (8)

interest categories which show the most interest of the 24 items in
the test,

1.

l

The scores listed above have been discussed with the student and
indicate the strengths in aptitude and interest as shown by the
tests taken by this student.

Counselor _ Date




PRE-TEST (Scoring Key)

Since the scores on the previous activity form are to be verified
by the student's counselor, this signature will serve as a
verification of the accuracy of the assignment.




LEARNING ACTIVITIES AND RESOURCES

i ACTIVITY #1 1If you have never been administered the Developmental

‘ Aptitude Test (D.A.T.) and the Ohio Vocational Interest
Survey (O.V.I.S.), you are to arrange with your counselor
or Vork Experience Education Coordinator to complete the
two (2) tests, After these two tests have been taken, you
are to arrange a meeting with your counselor to have the
restlts of both tests interpreted for you. Complete the
Pre-Test information on the worksheet provided on page 2
and have your counselor sign the form.

ACTIVITY #2 You arc to makec a comparison of your performance in your
current classes in light of vhat you have learned about
yourself in terms of your interests and aptitudes.
£ollov the format of the worksheet provided on pagc 6.
You will find the areas of strength on the workshcet
from Activity #1 on page 2.

ACTIVITY i'3 Obtain the Dictionary of Occupationsl Titles, prblished
: by the U. S, Department of Labor, from the library or
carecr information center at your school. Using the form
provided on page 8, list your classes. Through the use
i of Appendix B of Volume II (which descrives the relation-
ship of people, data, and things as they relate to carcers),
identify on the scale from 0-9 the relationship you feel
that class has to pcople, data, and things. Compare this
with your Lnown interests to people, data, and things for
cach clsoss,

ACTIVITY #4 Provided with the information from Activity #2, and
using the form provided on page 10, list the aptitudes
and interests your teachers feel are necessary for
successful completion of their classes., Compare this
informotion with your aptitudes and interests as revealed
in Activity #1. Explain the difference betwcen the two
lists. If you are weak in any ares as described by the
teacher, find out if it is a correctable type of sitvation
and hovw you would go about improving it.




Learning Activities & Resources (Cont'd)

KCTIVITY #5

If you arc enrolled in Exploratory Work Experience
Bducation, select one (1) of the careers you have
observed or are observing. Through the use of Appendix
B of Volume IT of the Dictionary of Occupational Titles
(D.0.T.), which should be located in your locel school
library or career center, assess the aptitudes for that
caree: to people, data, and things. Enter this in-
formation on the worksheet provided on page 12. Using
the same vorksheet, indicate the interest areas you
possess which would apply to the career selected. Show
on the worksheet which courses you are currently taking
vhich would have application to this career,




WORKSHEET FOR ACTIVITY #2

Heet with the tenchers of each of your classes other than Exploratory
Vork Experience Education, and discuss your present progress taking
into consideration your interests and aptitudes as shown by your test
data in Activity #1; i.e., Senior English, verbal skills exceed
interest and aptitude indicated by the tests.

Period 1: Current Letter Grade:

Hote on Progress:

How does this compare with your interests and aptitudes es
showm by Activity #1?

Period 2: Cvrrent Letter Grade:

i'lotc on Progress:

llow does this compare with your interests and aptitudes as
shovn by Activity ;A1?

Period 5: Current Letter Grade:

Hote on Progress:

Fow docs this compare with your interests and aptitudes as
showm by Activity :1?

Period 4: Current Letter Grade:

Hote on Progress:

Ilow does this compare with your interests and aptitudes as
showm by Activity /1°?




o -—

Worksheet for Activity #2 (Cont'd)

Period 5: Current Letter Grade:

llote on Progress:

Ilov does this compare with your interests and aptitudes as
shown by Activity #1?

COUNSELOR'S 1OTES:

ks a Post-Test asctivity, discuss your findings on this assignment
vith your counselor. He will sign in the space below to verify

" completion of this task.

Counsclor Date




Period 1:

WORKSHEET TOR ACTIVITY #3

D.0.T, Levels To: Your Strengths To:
PEOPLE PEOPLE

DATA DATA

THINGS . THINGS

Based on this data, how do you feel you are applying yourself
in this course?

Period 2:

D.0.T. Levels to: Your Strengths To:
PEOPLE PEOPLE

DATA DATA

THIINGS THIMNGS

Dased on this deta, how do you feel you are applying yourself

in this course?

Period 3

o,
-

D.0.7, Levels To: Your Strengsths To:
PLOPLE PEOPLE

DATA DATA

THINGS : THINGS

Based on this data, how do you feel you are applying yourself
in this coursc?




Vorksheet for Activity #3 (Cont'd)

Period 4:
D.0.T, Levels To: &our.Strengths To:
PEOPLE PEOPLE
DATA DATA
THINGS THINGS

Based on this data,‘how do you feel you are applying yourself
in this course?

Period 5:

D.C.T. Levels To:

Your Strengths To:

PLOPLE PEOPLE
DATA DATA
THINGS THINGS

Eased on this data, how do you feel you are applying yourself
in this course?




WORKSHEET FOR ACTIVITY #4

i Period 1:

Course Title
Teacher indicated:

Aptitudes Intercsts

Student's indicated:

Aptitudes Interests

Describe the differences in the two (2) lists and if a weakmess
is corrcctable, describe the means of improving the weakmess.

Period 2:

Course Title
Teacher indicated:

Aptitudes Intcrests

Student's indicnted:

Aptitudes Interests




Vorksheet for Activity #4 (Cont'd)

Describe the differences in the two (2) lists and if a weakness
is corrcctable, describe the means of improving the weakness.

Period 3:

Course Title
Teacher indicated:

Aptitndes Interests

Student's indicated:

Aptitudes Interests

Describe the differences in the two (2) lists and if 2 weakness
is correctable, describe the means of improving the weclmess.

Period 4:

Course Title
Teacher indicated:

aptitudes Interests

38
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Worksheet for Activity i#4 (Cont'd)

Student's indicated:

Avptitudes Interests

Describe the differences in the two (2) lists and if a weakness
is correctable, describe the means of improving the veakmess.

Period 5:

Course Title
Tcecher indicated:

Antitudes Interests

Student's indicnted:

Aptitudes Interests

Describe the differences in the two (2) lists And if a we~lmess
is correstable, describe the means of improving the werkmess.




VWORKSHEET FOR ACTIVITY #5

Career Observed: D.0.T.#

D.0.T.'s Relationship to:

PEOPLE

DATA

THINGS

Your Relationship to:

PZOPLE

Courses yov are nov taking which you feel apply to this career:

1,

In vhat wey will these courses prepare you for this career?




By,

POST~TEST

As the Post-Test Activity, you are to discuss the results of
Activity #2 on pages 6 and 7 with your school counselor. After
this is completed and you both feel that the findings reveal you
arc oriented in the right direction to reach short-range and

long-range goals for your future career planning, the counselor
vill sign the worksheet to verify its completion.

11




1,

2,

I=DEAS
(In-Depth Educational Activities)

Gather a group of three (3) students who are enrolled in

the same claases you take. (not necessarily at the same time),
Discuss with them the aptitudes and interests needed for
success in the class. Ascertain the degree of attainment of
these aptitudes and interests by the other members of the
group. Compare them to your known aptitudes and interests.

Based on the aptitudes and interests needed for success in

the classes you arc taking, identify three (3) careers which
require these aptitudes and interests, Observe people employed
in these careers and assess your own ability to apply these
aptitudes and interests to the three (3) careers.

-15-
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LAP Prepared Bv: Dr, Robert Will{ams

WORK FXPERTIENCFE FDUCATION

LFARNTNA ACTIVITY PACKACGFE it
jgi Type of Work Fxperience Fducation: FEXPLORATORY
1 &
Program Goal: 3,1 Tmnrove vour understandine of vourself as

an individual in terms of personal apntitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-rance poals.

Per formance Nhiective: 3.1.4 Trom a list of hobhies and leisure-

time activities, select at least six (6) and rank them accordine
to vour greatest interest.

NOTE_TN THE STUDENT

Upon the completion of this LAP you will be ahle to:

1. Name in writing or verballv at least six (6) hohbies
and leisure-time activities that vou like to do or
would like to do.

2. Tell in writine or verballv how those hobbies and
leisure-time activities will help vou make a career
choice.

m——

RATTONALE,

Hobbies and leisure-time activities provide vou an opportunitv
to use and develon vour ahilities. Thev can provide vou a
source of self-satisfaction in vour life apart from vour job.
It is important that vou have interests hevond vour joh so

that yvou can rest and relax and then return to vour joh with

enthusiasnm.,

-9y




DIRECTIONS

Tn this LAP you will:
1.

llelp make a list of hobhhies and leisure-time activities.

2. Identify in writing or verballv six (6) hohbies and leisure-

time activities that vou like to do or would like to do.

Interview at least one (1) person at vour exploratorv work

station ahout his hobbies and leisure-time activities and
how thev help him on his qjob.

Tell vour Coordinator, in writing or verballv, how vou

think the six (A) hobbies and leisure-time activities will
helo veu in vour carveer.




TNSTRUCTTONS :

LEARNING ACTTUTTTES AND RTSAURCFS

This LA is required of all students. All students

are required to do Activities #1 - #5. T-DFAS #1 and #2 are

optional.

ACTIVITY #1.

ACTIVITY #2.

ACTIVITY #3.

ACTIVITY #4,

ACTTVITY 5.

1Jith a eroun of at least five (5) other students, make
a list of one hundred (100) hohbies and leisure-time
activities. Tn making this list, interview at least
five (5) adults and five (5) other students; one of
those adults must he a nerson at vour exploratorv

work experience education station. Use the interview
form on page 5.

Groun the list of one hundred (100) hobhies and
leisure-time activities according to the interest
areas of the interest survev vou took in LAP 3.1.2.
(Mote: You need not have hobbies and leisure-time
activities in everv interest survev area.) five the
list to vour coordinator for his review.

With vour eroup, make a list of at least fifteen (15)
different ways the adults said their hohbies and
leisure-time activities helped them in their careers.

(Activity #5 mav he an alternate to this Activitv.)
"ake an appointment with vour coordinator to discuss
vour hobhies and leisure-time activities. Tn the
interview, tell him ahout at least six (6) hobhies
and leisure-time activities that interest vou. For
ecach hohbv or activity, tell him at least one (1) wav
that hobbv or activitv can help vou in your career.

(This Activity mav he an alternate to Activity #4.)
Write a list of the six (6) hobbies and leisure-time
activities that interest vou most. For each hobhv or
activitv, write at least one (1) sentence telling how
that hohbv or activitv can help vou in vour career.
Turn in vour list and vour reasons to vour coordinator.




\

ACTIVITY #1.

ACTTVTTY #2.

T-DFAS

Conduct a survey of the hohbies and leisure-time
activities of the students in one (1) of vour other
classes. You mav use the interview form used in
Activity #1 ahove or make up vour own questionnaire.
(Mote: Be sure to have vour conrdinator annrove vour
questionnaire and to get vour teacher's permission to
rive it in his class.) Make a list of the hohhies and
leisure-time activities of the students in that class.
Tn writine or verbally, tell vour exnloratory work

experience education class about the results of vour
survev,

fonduct a survev of the hobhies and leisure-time
activities of the facultv in vour school. You mav use
the interview form used in Activity #1 ahove or make
up vour owm questionnaire. (Note: BRe sure to have
vour coordinator annrove vour auestionnaire and to ret
vour principal's nermission to give it to the facultv.)
HMake a list of the hobhies and leisure-time activities
of the facultv. Tn writing or verbally, tell vour
exploratorv work exnerience education class ahout the
results of vour survev. Additional optione: Trenare
a written report of vour survev results for wvour
coordinator and vour nrincipal. Make a verbal renort
of vour survev results at a faculty meetine.

46
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PRE-TEST

Mo Pre-Test is required.

POST-TRAT

Mo Post-Test is reaquired.

.4. *
£
1




HOBBY AMD LETSURT.-TTME INTERVIEW FORM

DATF.::

If student, in what erade are vou?

1. "hat are your hobhies and leisure-time activities?

.

b.

2

2. Tell us at least three (3) wavs vour hobhies and leisure-time

activities help vou or mipht help vou in vour career.

a.




LAP Trepared By: Dr. Rohert Williams

WORK FXPERIENCF FDUCATTON
LEARNTNG ACTTVITY PACKAGE #

Type of Work Fxverience Education: FXPLORATNRY

Program Goal: 3,1 Improve vour understandine of vourself as
an individual in terms of personal aptitudes, interests,
career expectations, and depree of motivation to pursue
short-range and lone-range poals,

Performance Ohjective: 3.1.5 Trom a list of twentv (20)
values, rank them according to their importance to vou.

Tdentify one (1) or more persons that vou know who share
vour top six (6) values.

NOTE TO THE STUDFNT

Upon the completinn of this LAP vou will he ahle to:

1. Define "values."

2. Tdentify the six (6) values that are most important
to vou.

PATTONALE

In making an effective career choice, it is important that
you know vourself. VYour values will help vou determine
what vou want to do. 1If vou knov what your values are,
your chances of heinm successful in vour career choices
are nreater. Tor examnle, if vou place hich value upon
helpinn other prople, vou are more 1likelv to be successful
in careers in the social service field, such as counselor,
teacher, minister, or nurse.




—

1.

2.

DIRECTIONS

Tn this LAP you will:

Help make up a 1list of twentv (20) values with vour
exploratorv work exnerience education classmates.

Discuss this 1list with vour parents.

Discuss the class list with vour exploratorv work
experience education work station sponsor.

List the twentv (21) values in terms of their
importance to vou, with #1 beins most important, #2
being next in importance, and so on, through #20,

Discuss vour 1list with vour Coordinator.

Compare vour list with the lists of vour exploratory
work experience education classmates.

Make a list for vour Coordinator of those persons
(students and/or sunervisors) whose top ten (1N)
values include vour top six (A) values.




TNSTRUCTTONS:

optional.

ACTIVITY #1.

ACTIVITY #2.

ACTIVTTY #3.

ACTIVITV #4,

ACTIVITY #5.

ACTIVITY {6,

ACTIVITY #7.

are required to do Activities #1 - #11. T-DFAS #1 and #2 are

LEARNING ACTIVITTES ANT) RESOURCES

This LAP is required of all students. All students

Read definition of values in Nefinitions, page 7.

With vour exploratory work experience education
classmates, make up a list of twenty (20) values.
A value can be placed upon that list only if
there is agreement bv 75% of vour classmates.

Discuss the values list with vour narents. Ask

them how they see those values beine important on
the job.

NDiscuss the class list with vour exploratorv work
experience education work station snonsor. Ask
him which of the twentv (20) values are the most
important in his job, and whv,

Make a list of the twentv (20) values in terms of
their importance to vou. Number 1 should be the
most important; #2 the next important: #3 the next
imnortant; and so on, through #20, (Activitv #7
is an alternate to this Activitv.)

Make an appointment with veur Coordinator to discuss
vour list. Tell him why vour ton six (6) values
are the most imnortant to vou.

(This Activity is an alternate to Activity #6.)

Write a report for vour Coordinator, telline him

why the six (6) top values on vour list (from Activity
#5) are the most important to you.



Activities and Resources (Continued)

Post vour list (Activitv #5) on the bulletin board
nrovided by vour coordinator.

Compare vour list with those of vour classmates.
Make a list of all students whose top ten (10)
values include vour top six (6) values.

Ask vour work station sponsor to list the twenty
(20) values in order of importance to him.

Submit a list of all persons whose top ten (10)
values include vour top six (6) values to vour
coordinator for his review and response.




ACTIVITY #1.

ACTIVITY ‘#2.

I-DEAS

Tn a group of at least four (4) other students who
share vour top six (6) values, (Activitv #9), discuss
why those values are important to all of you. In
what ways are vou alike? Tn what wavs are vou
different? Why can you share common values and still
be different? 1Is it possible for people not to share
values and still be alike? Whv?

Ask a mathematics teacher, an Fnelish teacher, and

a social science teacher on your faculty to write
out a definition of value as it relates to their
suhject matter. Make a report to your exploratorv
work experience education class on the definitions,
what they have in common, and how thev are different.




PRE-TRAT

No Pre-Test 1s reauired,

POST-TFST

,’ Mo Post-Test is required.

A}




DEFIMNTITIONS OF MEY TWRMS

Antitude - something which one has an ahilitv to learn to do.

Interest - something wvhich one likes to do.

Ability - somethine which one can do.

Achievement - something which one has learned to do.

Inventorv - a list of items or characteristics.

Survev - a seneral look at things: a review of items or characteristics.

Values - those things or ideas which one feels are aood, worthwhile,
desirahle, important.

Career - one's 1ife work, including his 4ob, occunation, profession.

Occupational Clusters - grouns of johs and/or careers which have
some cemmon characteristics. TYor examnle,
nurse, doctor, pharmacist, X-rav technician,
suraeon, medical secretarv, hospital adminis-
trator, nurse's aide are all johs that make
un part of the health occunational cluster.




LAP Prepared By: Dr. Robert Williams

WORK. FXPERTENCFE EDUCATION
LEARNING ACTTVTTY PACKAGE i

Type of Work FExperience Education: EXPLORATORY

i Program Goal: 3.1 Improve vour understanding of vourself as
an individual in terms of nersonal aptitudes, interests, career

expectations, and degree of motivation to pursue short-range
and long-range goals.

Performance Ohjective: 3.1.6 On the basis of the test provided
by vour counselor or your Work Experience Education Coordinator,
determine whether vou prefer to work with people, ideas, things,
or combinations of these.

NOTE _TO THE STUDENT

Unon the completion of this LAP you will be able to:

1. Describe yourself, verballv or in writing, in terms
of your preference for workine with people, ideas,
thines, or combinations of these.

RATIOWNALE

In makine vour career choice, vou should consider vour
preferences for the kinds of thines veu like to work with.
Such a consideration can help vou he more successful on
the iob. This LAP will give vou an opnortunitv to explore
vour nreferences for working with peonle, ideas, or thines,
and to find out which vou prefer most.

DTRECTINNS

In this TAP vou wiil:

1. Complete the Data, Peonle, Thines Survey.

2. Score the survev.

3. Discuss the survev results with vour Coordinator or
counselor.

4. Make a verhal or written rerort ahout the results of
the survev and vour interview with your Coordinator
.! or counselor.
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TNSTRUCTIONS:

ACTIVITY #1.

ACTIVITY #2,

ACTIVTTY #3,

ACTIVITY #4,

ACTIVITY #5,

ACTIVITY #6.

Profile, page 5,

LEARNING ACTIVITIES AND RESOURCES

This LAP is reaquired of all students. All students
are required to do Activities #1 - #6. I-DFEAS #1
and #2 are optional.

Complete the Data, People, Things Survev available
from vour Coordinator or counselor.

Score the survev, using the scoring sheet available
from vour Coordinator or counselor, recording vour
results on the Data, People, Things Survev Student

Make an appointment for an interview with vour
Coordinator or counselor.

During the interview, show vour Coordinator or
counselor the results of vour survey. Ask him the
following questions:

What does '"data-oriented" mean?

What does ''people-oriented' mean?

What does ''things-oriented" mean?

What do the results of vour survey indicate
about you?

5. What kinds of careers does he feel you would
be best suited for, in terms of vour survey
results?

LN
o o

Take notes durinm vour interview. BRefore the inter-

view is over, review your notes with your Coordinator
or counselor.

(Activity #6 is an alternate to this Activity,)

In your exploratorv work experience education class,
give a verbal report about vour preferences and what
they mean to vou.

(This Activity is an alternate to Activity #5.)
Write a report descrihing the results of your survey

and how vou feel ahout them. Give the report to your
Coordinator for his review.




ACTIVITY #1.

ACTIVITY #2,

work experience education class for discussion.

I1-DEAS

Make up a bulletin board for displav in vour
exploratory work experience education classroom.

On the bulletin board, either draw or paste pictures
of people working at johs that deal mainly with data,
people, or things. Be sure to have at least two (2)
pictures for each kind of work; that is, two (2)

of people working with data, two (2) of people

working with people, two (2) of people working with
things.

Usine a tape recorder, interview one (1) person

who works with data, one (1) who works with people,
and one (1) who works with things. Tn the interview,
ask each person the following auestions:

1. What do vou like most about vour joh?
2, What do vou like best about your job?
3. VWhy did vou select this kind of job?

Plav your interviews back during vour exploratory




PRE-TEST

ﬂ .No Pre-Test is required.

POST-TEST

No Post-Test is required.




DATA, PROPLE, THINGS SURVEY
Student Profile

TOTALS

INSTRUCTTONS: Under the column laheled '"Resnonse,”" write in the

letter of your response to Ttem 1 of the Data, Peonle, Things Survev.
From the scoring kev availahle from your Coordinator or counselor,
determine if that letter represents a data, people, or things response.
Put an "X" in the blank under the anpronriate response column. For
example, if your response to Ttem 1 was A, place an "X" for item 1
under Data because a response to that item means that you nrefer
vorking with data. Repeat this process for each item on the survev.
then vou have completed the scoring, count the number of resnonses in
each column and write in the number in the space for Totals.

s 69




DIRECTIONS: The following survev is intended to help you determine

DATA, PEOPLE, THINGS SURVEY

your preferences. There are no right or wrong answers. Read
each of the items carefully, Place an "X" in the box under the
letter a, b, or ¢ that best describes vour preferences. Mark
oily one (1) box for each item. Omit no items. You may find

some of the choices difficult to make. Please be sure to mark
each item anyway.

If you were waiting for a bus, would you
prefer to:

a. read a book, paper, or magazine?
b. obhserve cars go by?
c. strike up a conversation with another

person? SO o O o O

If you were a member of a science club,
would vou prefer to:

a. compute statistical studies?
b. set un scientific apparatus?
C. visit communitv leaders to solicit
donations for the Science Fair? Q1 1 M

If you were a boat enthusiast, would
vou prefer to:

a. drawv plans for a model hoat?
b. teach a friend to sail a model boat?

¢, huild a model boat? (3) l—1 l_' ]_—]

As a way of expressing interest in
clothes, would you prefer to:

a. design a dress?
b. make a dress?
c. go shopping with a friend and helon

her select a dress? (4) | ] L_] l—-] 1

If vou were a member of an athletic
club, would you prefer to:

a, write up minutes of club meetinps?
b. sell tickets for club game?

c. mend damaged athletic equipment? (5) l:l ]:] ]:]




Data, People, Things Survey (continued)

6., If

you had a job in a store, would vou

prefer to:

a.
b.

C.

7. As

post figures in books of accounts?
sit at a cash register and accept
pavments from customers?

gift wrap packages?

a wvay of expressing vour interest in

mechanics, would vou prefer to:

a.
b.

C.

8. 1f

read about how engines work and the
principles of their construction?
sell engines-explaining why one
make is hetter than another?
examine engines which will not
start to determine cause, and
repair them?

you were a member of a theatre cluh,

would vou prefer to:

a.

b.

C.

10. As

imagine and write up a dramatic
incident?

act out a dramatic incident?
build stage scenery for use in
an amateur theatrical?

vou had a job, would vou prefer to:

type neat, correctlv-spelled letters?

maintain a telephone answering
service?

arrange counter disnlavs of notions?

a home chore, would you prefer to:

clean out refrigerator, checking
and discarding stale food?

wash the windows?

telenhone around to locate a T-V
repairman?

e |

M [ ]

(I Iy

3 ]

NI

I

9|

a0 [

62

0




Data, People, Things Survev (continued)

‘ 11. If you were riding a bus, would you
@ prefer to:

a. pass the time of day with a
fellow traveler?

b. read a book?
c. study the buildings and their

kind of construction? (an ] 1 ]

12, As a member of a club, would you
prefer:

a. the job of heinp public relations
chairman?

b, be availahle as recording secretary?
c. volunteer to be exhibits arranger? a2 ] O 3

13. 1In a job, would vou prefer:

a. interviewing people?
b. checking ansvers on questionnaires?
c. demonstrating a new gadpet to show
how it works? a3y v L1

14. As a student, would you prefer:

a. sharing homework with a fellow student?
b. working onut formulas alone?
c. experimenting with chemistry set? (14)]__] L L

15. As a member of an amateur archaeology
group, would you prefer to:

a. teach a class ahout Indian relics?
b, write about Indian relics?
c. dig up Tndian relics and restore

them? as 7] [

16. As a student, would vou prefer:

a. to snend time with a classmate,
listenine to her problems and helping
her think them through?

b. proofreading her theme for her, and
offering criticisms on its style?

c. giving her a home permanent and

' : setting her hair? (6) | J [ | [




Data, People, Things Survey (Continued)

As an antique enthusiast, would vou
prefer to:

a. lecture about antiques to an
interested group?
b. locate antiques, mend and
refinish them?
€. carry on a correspondence with
another antique enthusiast? an _J§ L1 L

As a member of a club, would you
prefer to:

a. be program chairman, lining up
events and speakers for the
season ahead?
serve as club historian,
researching its past records
to compile a history of its
accomplishments?
prepare the hors d'oeuvres and
fancy aspics for the club
annual banquet?

When waiting for a hus, would vou
prefer to:

a. observe different makes of cars
and detalls of nearby building
construction?

b. read a book, paper, or magazine?

c. strike up a conversation with a
stranger and learn where he 1is
poing and what he thinks of the
world's situation?

As a memher of an astronomv club,
would you prefer to be:

usuallv seen at the workshop
erinding telescope lenses and
machining mountings?

in the club office editing the
monthly newsletter?

out organizing a social outine
for club members?




Data, People, Things Survey (continued)

21,

22,

23,

24,

25,

A B

When settling down to read the
Sunday newspaper, would vou prefer to:
a. pour over the "do-it-vourself" page?
.b. thoughtfully read the hook review

section?
c. linger carefully over the accounts

of events and the photographs in

the society section? (21) |:| E]

As a spare-time activitv, would vou
prefer to:

a. eet a kick out of building a -
model rocket?

b. take a group of small hovs on a
picnic?

c. nlay chess? 22§ 1

As a spare-time activity, would vou
nrefer to:

a. take an evening course in shop
practice or hand crafts?

h, take a language course?

c. take a course in personalitvy

development? ey ] L]

In connection with givine a partv, would
vou he ant to:

a. bhake and decorate the cakes?
b. tell fortunes by reading palms?
c. plan cames to he plaved, writing

up instructions? s 1 ]

On a free Cfaturdav afternoon, would vou
vrefer to:

a. tinker with engines and motors?

b. work crossword puzzles?

c. nractice with a proup which is
putting on a "skit" for a holiday

social? 25) || L]

)
V1

-10-




Data, People, Things Survev (continued)

As a chore for the club, would
vou prefer to:

a. bundle the newsletters and take
to the post office?

b. check addresses to see if thev
are readable?

c. assist the memhership chairman
by passing out leaflets?

This survey ig hased unron the Data, Peonle, Things section of the

Counselor's Handbook, Counselor's Tnterviewing Guides in Tndividual
Appraisal, U. S. Department of Labor, Bureau of Emnlovment Security.
Counselors and coordinators should he thoroughlv familiar with this

handboolk, particularlv papges 189-211, hefore attemntine to interpret
the results of this survev.




DATA, PEOPLFE, THINGS SURVFEY

(Scoring Key)
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LAP Prepared By: Dr, Robhert ¥illiams

WORK EXPFRTENCE FDUCATIOM
LEARNING ACTIVTTY PACKAGT. i

Tvpe of York Experience Fducation: FEXPLORATNRYV

Program foal: 3.1 Tmprove vour understanding of vourself as
an individual in terms of personal ant{tudes, interests,

career expectations, and dearee of motivation to pursue
.short-range and lone-range goals.

Performance Objective: 3.1.7 Considerine your school achievement
and attendance, decide how much education beveond high school
vou would like to complete. Give at least three (3) reasons
for vour answer,

NOTE TO_THE STUDENT
Unon the completion of this IAP vou will be able to:

1. Decide how much education hevond high school vou
would like to comnlete.

2. Tell in writine or verhallv at least three (3)
reasons for vour decision.

RATIONALE

An effective career choice may require ne education bevond
high school or it mav reanire many vears (7 to 10) hevond
high school. 7Tn makine vour career choice, vou must

consider carefully anv additionatl éﬁucation reauired.




DIRECTIONS

Tn this UTAP vou will:

Review vour achievement test scores and grades.
Review vour school attendance record.

Discuss vour test scores, srades, and attendance
record with your counselor.

NDiscuss vour test scores, srades, attendance record
with vour parents.

Discuss the need for additional education with vour
classmates and with vour exploratorv work experience
education work station snonsor.

Discuss with vour counselor wavs of pavine for anv
additional education bevond high school.

Visit a community college or four-vear collene.

Tndicate to vour Ceordinator, in writine or verhallv,
how manv vears, if any, hevond high school vou would
like to comnlete, sivina at least three (3) reasons
for vour decision.




INSTRUCTIONS:

ACTIVITY #1.

ACTIVITY #2.

ACTIVITY #3.

ACTIVITY #4.

ACTIVITY #5.

ACTTVITY #6.

ACTIVITY #7.

LEARNING ACTIVITIES AND RESQURCES

This LAP 18 required of all students. All students

are to do Activities #1 - #9. I-DEAS #1 and #2 are optional.

Review your Personal Profile of Aptitudes, Tnterests,
and Achievements. (LAP 3.1.1.)

In the lower right-hand corner of vour Personal
Profile of Aptitudes, Tnterests, and Achievements,

write in the number of days you have been absent

from school for each of the last three (3) vears.
(Note: You may have to go hack to another school,

for example, junior high school, to get these fipures.)

Make an appointment with vour counselor to discuss
vour plans. Ask him what kinds of education beyond
high school are available to vou.

Discuss your plans, including what vour counselor
said, with your parents.

Discuss the need for additional education beyond
high school with vour exploratorv work experience
education sponsor. For what jobs is it necessarv?
For what jobs is it not necessarv?

Make another appointment with your counszalor to

discuss ways of financing any additional education

vou might want bevond high school. Be sure to ask

nim about scholarships, grants, loans, and work-study
programs. If there is a scholarship bulletin in

vour school, bhe sure to review it hefore vour interview
with vour counselor.

Fither individuallv or with a group of vour exploratory
work exverience education classmates, visit either a
community college or a four-year college campus. Before
going, make an appointment to talk with the admissions
personnel of the college. Ask them about costs, anpli-
cation deadlines, and training programs. Also he sure
to ask them ahout how they place students on johs after
the students have completed the progsram.

-3- 70



Learning Activities and Resources (Continued)

ACTIVITY #8. (Activity #9 is an alternate to this.) Make an
apnointment to talk with your Coordinator. Tell
him what vou have decided about education bevond
high school, and vhv. You must tell your Coordinator
at least three (3) reasons for your decision.

ACTIVITY #9. (This Activitv is an alternative to Activitv #8.)
Submit to vour Coordinator a written report telling
him what vour plans are for bevond high school, and
why. You must include at least three (3) reasons
for vour plans. How will that education fit into
what you want to be and do? Where can vou get it?
How much will it cost? Can yvou afford it?



ACTIVITY #1.

ACTIVITY #2,

I-DEAS

Make an anpointment to interview a counselor at the
Department of Human Resources Development. During
the interview, ask him to make a list for you of

six (6) jobs that require no education bevond high
school; six (6) that require two (2) vears of
additional training; six (6) that require four (4)
vears of additional training; and four (4) that
require six (6) years or more of additional training.
Post the 1l1st on the student bulletin board in vour
exploratorv work experience education class.

Using a polaroid camera, take pictures of at least

two (2) people working at jobs in each of the following
categories:

less than high school graduation

. high school graduation

two vears of post-high school training

four vears of pest-hipgh school training

six years or more of post-high school training

U W N

On a piece of large cardhboard, mount the pictures.
Label each picture according to education required.
Displav vour picture board in your exploratory work
experience education classroom. 1In order to know what
jobs require what kind of education, ask your Coor-
dinator to explain the Dictionary of Accupational Titles

to you. Then make a l1ist of at least six (6) jobs in
each category,




Bty

PRE-TEST

No Pre-Test is required.

PNST-TEST

No Post-=Test is required.




IAP Prepared By: Don Averill

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: EXPLORATORY

Program Goal: 3,2 Identify a variety of possible career choices
for you and group them into occupational clusters.

Performance Objective: 3.2,1 Given a list of careers, group
them into occupational clusters.

NOTE TO THE STUDENT

By the time you complete this IAP you will be able to:

l. 1Identify an occupational cluster as part of a
career group; and

2. Given any career title be able to identify the
occupational cluster to which it belongs.

RATIONALE

The purpose of this learning activity package is to
help you understand that occupations, jobs, voca=
tions, careers are somewhat synonomous and that

these various careers can be placed in common groups.
This has importance to you in identifying possible
career choices in the future so you will be able

to locate information relative to the selected career,

DIRECTIONS

Complete the pre~-test on page two and score your test
with the instructor's key. Irf you miss three or less
you will satisfy your obligation to complete this unit,
If you miss four (4) or more you will find a list of
five learning activities designed to provide you with
competence in identifying occupational clusters, You
are to complete Activity #1, and you are to select
and complete any two of the four other activities,
Submit all completed activities to the work exper-
ience coordinator prior to taking the post test.




PRE~-TEST

In the following exercise you will find a series of job titles or
careers in a column on the left, Each of the careers belongs to
an occupational cluster in the column on the right, You are to
place the letter before the occupational cluster in the blank
space after the career title matching each career title to an
appropriate occupational cluster.,
Nurse Aide A, Medical & Health
File Clerk B, Clerical & Office
Auto Mechanic C. Distribution
Electrician D, Agriculture
Dentist E., Entertainment

Computer Operator F. Service Business

Meat Inspector G. ‘Tradesman

Busboy
Salesman
Fry Cook
Barber
Cosmotologist
" Pharmacist
Shoe Repairman
Horseshoer
Carpenter
Bookkeeper
Stenographer
Chicken Rancher

Singer




17.
18,
19,
20,

Nurse Aide - A
File Clerk - B
Auto Mechanic - G
Electrician -~ G
Dentist - A

Computer Operator - B
Meat Inspector - D
Busboy ~ C
Salesman - C

Fry Cook - C
Barber - F
Cosmotologist - F
Pharmacist - A
Shoe Repailiman - F
Horseshoer - F
Carpenter - G
Bookkeeper - B

Stenographer - B
Chicken Rancher - D

Singer - E




ACTIVITY #1

ACTIVITY #2

ACTIVITY #3

ACTIVITY i#4

ACTIVITY #5

POST TEST

LEARNING ACTIVITIES AND RESOURCES

You will find a program instruction unit, beginning on
page 5, designed to help you learn the meaning of an
occupational cluster. You are to complete this unit,
Upon completion of the unit you are to complete the
exercise on identity of occupational clusters on page
8, If you miss more than four, as measured by the
instructor's key repeat the activity.,

Using the V,I.E.W. (Vocational Information for Education
and Work) resource unit located at your local school,
identify five careers which interest you. Using the
form provided on page 10, list the careers in order of
your preference; list the occupational cluster of the
career, and describe your reason for placing the career
in this cluster.

While enrolled or assigned to obsexve in exploratory work
experience education identify three different careers
being performed on the job site, List the occupational
cluster of the careers and explain why the career belongs
to this occupational cluster. Use the form on page 11,

You are to select three different occupational clusters
which interest you from the list on page 12, Select an
exploratory work experience education assignment in a
field represented within these clusters., While you

are on the assignment identify four careers within the
cluster and interview persons working in these career
fields. Using the form on page 12, place the occupational
clusters and careers in order of their greatest appeal

to you. Briefly describe why,

Using a few magazines such as Look, Life, Business Week
Forbes, and select articles on noted personalities in
different careers. Arrange the careers in a notebook

by occupational clusters., You shall have a minimum of
five persons listed in each of four occupational clusters.
Below each article explain why you feel the job belongs
to the occupational cluster you selected.

Now that you have completed ACTIVITY #1, and at least
two of ACTIVITIES #2 through #5, you should be ready to
successfully complete the post test, Turn in all com-
pleted materials and request the test. When you have
scored a minimum of fifteen right on the post test, you
will meet the objective of this program., If you score
lower than fifteen, you should complete an additional
activity prior to attempting the test a second time.




ACTIVITY #1
PROGRAM INSTRUCTION UNIT ON OCCUPATIONAL CLUSTERS

On the right hand side of the page you will find a column, Before
starting this unit you are to cover the column with a sheet of paper
which will also serve as a work sheet., Read each statement and then
enter your response on the worksheet, Before proceeding to the next
page, compare your answers with those in the box. Make sure you have
an understanding of the material before you start the next page.

1, You will recall studies in science where species of animals
were discussed. All animals including man can be classified
into groups., For instance, humans, monkeys and apes are all
considered part of a common species,

2, You are a member of a common species along with Humans
apes and monkeys.,

3. Specific animals are often classified by breed yet all
. these breeds belong {0 the same family., Therefore, the

poodle belongs to the family. Canine, dog
4, The mustang is a member of the family. Equine, Horse
5. The Hereford is a member of the family. Bovine, Cow

6. Now that you have had a short experience classifying
animals by families, let's use this example to show a
similarity in the way we classify jobs. Jobs or careers
also can be separated into common families,

7. For the purpose of this unit all jobs from the very simple
to the very complex will be called careers, A job as a
busboy is a . Career

8, A job as a lawyer or doctor is a . Career

9. Each career can be identified by the task to be performed,
the field of work or the professional training, A career

like a carpenter might be identified by the performed, | Task
10, Some careers are identified by the ___ of work. Field
11. Some careers are identified by the Training, Professional
12, You might consider persons working in the building trade as

a group identified by the of work, Field
13, Doctors are in a group identified by their Training, Professional
14, Transportation workers are identified by the _;____n Task

to be performed,

-ty




OCCUPATIONAL CLUSTERS - Continued

15,

As you can quickly see, all jobs can be classed into common
groups. When a group of jobs or careers have a lot in common
we call this an occupational cluster, Therefore, jobs which
have a common base are called occupational .

Let us examine this concept with a series of jobs which all
belong to the same cluster,

The careers working as.a clerk typist, receptionist, file
clerk, duplicating clerk all belong to the same
cluster, ,

The occupational cluster is called Clerical and Office since
they all require the worker to have similar skills. As you
can see these skills are to the occupational cluster.,

Sales clerks, stockboys, checkers, buyers all have work
traits which are .

These common work traits are classified in a field called
distribution and this is the occupational .

The occupational cluster for sales is . .

By this time you have recognized the fact that the occu~
pational cluster is made up of many careers which have
something in .

Sometimes the common ingredient will be a job
such as a rough carpenter and a ship's carpenter.

Sometimes the common ingredient will be Professional
such as a nurse or dental assistant.

You should become familiar with some of the most frequent
occupational clusters used by students trying to decide on

a career, We have already discussed a few., Operators,
receptionists, secretaries all belong to the occupational
cluster called N '

A salesman is in a career common to the occupational cluster
of .

A person engaged in & career involved with defense weapons
is in a occupational cluster,.

Doctors, nurses, dentists, dental technicians all belong
to the & Health occupational cluster.

Clusters

Occupational

Occupational

Common

Cluster

Distribution

Common

Skill

Training

Office &
Clerical,

Distribution

Military

Medical




OCCUPATIONAL CLUSTERS - Continued

29,

Persons involved in politics, city government, county
government or other city services are in a public service
occupational cluster. The Mayor of your city is in the
occupational cluster of service,

Persons operating service businesses such as the barber,
the cosmotologist, the baker, etc,, are in the occupational
cluster of personal service. A shoe repairman would be in
the occupational cluster of service,

Singers, dancers, actors, and others who perform as a
career are in the occupational cluster of entertaimment,
Danny Thomas is in the occupational cluster of .

Meat packers, farmers, ranchers, all belong to the
occupational cluster of agriculture., A cotton gin
operator is a member of the occupational
cluster,

Teachers, college professors, all work in the occupational
cluster of education. The principal of your high school
is a member of the occupational cluster.

Girls often want to be stewardesses, reservation clerks,
or travel supervisors all of which are part of the trans-
portation occupational cluster. An airline pilot is a
member of the occupational cluster. .

By this time you should have the concept of identifying
careers with occupational clusters., You will now proceed
to the simple exercise to check you skill which is on
page 8.

Personal

Entertainment

Agriculture

Education

Transportation




ACTIVITY #1
SUB TEST TO PROGRAM INSTRUCTION UNIT
On the column to the left are five occupational clusters and on

the right are twenty careers, You are to write the careers in
the appropriate space under its occupational cluster.

Clerical and Office

1. Welding

2, ' Shoe Repairman
3. Salesman
4, Nurse Aide
File Clerk
Medical and Health Electrician
5, Jeweler
6. Milkman
7. Steno Clerk
8. Car Washer
Carpenter
Tradesman X-Ray Technician
9. Pharmacist
10, Receptionist
11, Cleaners(Clothes)
12, Stock Clerk
Tile Setter
Personal Service puplicating Clerk
13. Dentist
4. Marker
15,
16,
Distribution
17.
18,
19,
20,

5




1l
2
3.
4

6.
7.

8.

9,
10.
11,
12,

13,

14,
15,
16,

17.
18,
19,
20.

Clerical and Office

File Clerk

Steno Clerk
Receptionist
Duplicating Clerk

Medical and Health

Nurse Aide

X-Ray Technician
Pharmaeist
Dentist

Tradesman

Welder

Electrician

Carpenter
Tile Setter

Personal Service

Shoe Repair

Jeweler

Car Washer
Cleaners (clothes)

Distribution

Salesman
Milkman
Stock Clerk
Marker




ACTIVITY #2

CAREER CHOICE

OCCUPATIONAL CLUSTER

REASON FOR CHOICE




g

career,

ACTIVITY #3

List the career being performed:
What is the occupational cluster?
Why does the career belong in this
cluster?

How do you rank this career for you?
List the career being performed:
What is the occupational cluster?
Why does the career belonglin t@is
cluster?

How do you rank this career for you?
List the career being performed:
What is the occupational cluster?
Why does the career belong in this
cluster?

How do you rank this career for you?
List the career being performed:
What is the occupational cluster:
Why does the career belong in this

cluster?

How do you rank this career for you?

second choice, etc.

*

* Rank each of the careers in order of your preference in entering this
Place the number 1 by your first choice, number 2 by your




OCCUPATIONAL CLUSTER

Clerical & Office
Public Sexvice
Agricultural

Art

EdQucation

OCCUPATIONAL CLUSTER

ACTIVITY #4

Distribution
Medical & Health
Military
Construction
Marine

Personal Service
Trade & Industry
Entertainment
Legal Service
Transportation

CAREERS

OCCUPATIONAL CLUSTER

OCCUPATIONAL CLUSTER




POST TEST

In the following exercise you will find a series of job titles or

careers in a column on the left., Each of the careers belongs to

an occupational cluster in the column on the right., You are to
match the letter before the occupational cluster with the corres-
ponding career title by placing the letter in the appropriate
blank space.

1.

6.
Te
8.
9.
1o,
11,
12,
13,
14,
15,

16,

17.
18,
19,

20,

Store Manager
Dispatcher
Dancer

Artist

Gunnery Officer
Truck Driver
First Officer
Brake Mechanic
Duplication Clerk
Stock Boy

X-Ray Technician
Welder

Warehouseman

Service Station A&tendant

Dental Assistant

Manufacturing
Representative

Teacher's Aide
Fashion Designer

Teacher

Receptionist

A,

B.

F.

G.

H,

Distribution

Transportation
Art

Clerical & Office
Education
Medical & Health
Tradesman

Military Sexvice

List in order of preference
your three top career choices
and indicate the occupational
cluster.

Career:
Occup.
Cluster

Career:
Occup.
Cluster

Career:
Occup.
Cluster




& POST TEST KEY

1, Store Manager - A

2, Dbispatcher - B

3, Dancer - C

4, Artist -~ C

5. Gunnery Officer - H

6. Truck Driver - B

7. First Officer - H

8. Brake Mechanic - G

9, Duplication Clerk = D
10, Stock Boy =~ A

11, X-Ray Technic:fan - F

12, Welder - G

13, Warehouseman - B

14, Service Station Attendant - A
15, Dental Assistant - F

16, Manufacturing Representative - A
17, Teacher's Aide - E
18, Fashion Designer = C

19, Teacher - E

20, Receptionist - D




2,

I-DEAS

Check out the Dictionary of Occupational Titles (D.0.')
published by the U.S. Department of Labor, Using the
resource, list the nine categories of jobs represented
by the first digit of the D.0.T. number. Without using
the book list five jobs you feel are in each category.

See if you can find your job under that category in the
D.O.T.

Write to several professional associations, the addresses
can be located through the library, and request printed
information regarding jobs in that field. When you receive
the printed materials evaluate the materials to see which

one has the most job types. See if the jobs listed are
all in the same job cluster.

15~
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LAP Prepared By: Dr. Robert Williams

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY FPACKAGE

Type of Work Experience Education: EXPLORATORY

Program Goal: 3.2 Identify a variety of possible career choices
for you and group them into occupational clusters

Performance Objective: 3.2.1 Given a list of careers, group
them into occupational clusters

NOTE TO THE STUDEKT
Upon the completion of this LAP you will be able to:
1. Define "career."

2. Define "occupational cluster.”

i
]
3. Group careers according to their main occupational cluster;i

RATIONALE
Careers can be grouped according to occupational clusters.

If you know how jobs are related to each other, you will be

more likely to consider a broader range of careers from which

you might choose.

DIRECTIONS

In this LAP you will:

1. Read about occupational clusters.

2. Group a list of careers by occupational clusters.




LEARNING ACTIVITIES AND RESOURCES

INSTRUCTIONS: This LAP is required of all students. (Activities #1,
#2, and #3 are intended to help you understand what "occupational
duties" and "job families" are. After you have read the material
in the activities, you will have an opportunity in Activity #4 to
show whether or not you understand what "occupational clusters"
and "job families" are.) All students are required to do
Activities #1 ~ #11. I~DEAS #1 and #2 are optional.

ACTIVITY #1. Read the Definitions of New Terms (page 6) for a
definition of "occupational clusters."

ACTIVITY #2. Check out with your Coordinator or counselor one of

the Job Family Series, Science Research Associates, Inc.,
booklets.

ACTIVITY #3. Read the section in the booklet entitled "A Word About
Job Families."

ACTIVITY # 4. Complete the "Grouping of Careers by Occupational
Clusters Chart, Form A" lpages 7 and 8.)

In order to complete the chart, you may have to read
the rest of the SRA Job Family Series., If you think
you can identify each career by its main occupational
cluster, compile the chart and give it to your Coor-
dinator or counselor for him to check. If you have
grouped 95% of the careers accurately, you are excused
from the rest of this LAP. If you have not done so,
you are to complete Activities #5 - #11.

ACTIVITY #5. Turn in your "Grouping Chart" to your Coordinator or
counselor for him to check.

ACTIVITY #6. If your "Grouping Chart" is less than 95% correct, make

an appointment with your Coordinator or counselor to
discuss what you did wrong.

ACTIVITY #7. EKeep the appointment.




ACTIVITY #8.

ACTIVITY #9.

ACTIVITY #10.

ACTIVITY #11.

Learning Activities and Resources (continued)

Discuss your "Grouping Chart" with your Coordinator or
counselor.

Decide if you need to do more studying about occupational
clusters or if you can now group careers by occupational
clusters.

If you think you can now group careers, ask your
Coordinator or counselor for Form B of the "Grouping
Chart,"complete it, and give it to your Coordinator
or counselor to check.

If you think you need to do more studying, check out the
Job Family Series, SRA, booklets, read them again,
discuss them with your Coordinator or counselor, and
them complete Form B of the "Grouping Chart."




ACTIVITY #1.

ACTIVITY #2.

I-DEAS

Careers can be grouped into occupational clusters
according to different reasons. Visit your nearest
office of the Department of Human Resources Development
and ask them for copies of their "California Occupational
Guides," Also ask them how they group careers, The
form on page 11 of this LAP shows three (3) ways of
grouping careers; i.e.,, interests, aptitudes, and
achievements. . For each of the three (3) ways, there
is a sub-category} for example, interests-mechanical,
For cach sub-category, write in at least three (3)
occupations that would be grouped under that sub-
category. Discuss your groupings with your Work
Experience Education Coordinator or your counselor.

Check out of your school or public library a copy of
the Dictionary of Occupational Titles, Volume I, Third
Edition. Read pages xvi through xxiv., On Form A of

the "Grouping Chart," write in the correct Dictionary
of Occupational Titles coding for each job. Check

your coding with the key availasble from your Coordinator
or counselor, '

LeYs
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PRE-TEST

No Pre-Test is required.

POST-TEST

No Post~Test is required,




DEFINITIONS OF NEW TERMS

Aptitude -~ something which one has an ability to learn to do

Interest - something which one likes to do

Ability -~ something which one can do

Achievement ~ something which one has learned to do

Inventory - a list of items or characteristics

Survey - a general look at things; a review of items or characteristics

Values -~ those things or ideas which one feels are good, worthwhile,
desirable, important

Career —~ one's life work, including his job, occupation, profession

Occupational Clusters - groups of jobs and/or careers which have some
common characteristics. For example, nurse,
doctor, pharmacist, x~ray technician, surgeonm,
medical secretary, hospital administrator,
nurse's aide are all jobs that make up part
of the health occupational cluster.




DIRECTIONS :

.GROUPING OF CAREERS BY OCCUPATIONAL CLUSTERS CHART

Indicate the job family
grouping for each of the
following 40 careers by

. icing an "X" on the same
line as the career under
the appropriate job
family heading.

NAME:

SCHOOL:

Eorm A

COORDINATOR:

Job Families

20USTOS

3I0f TEOTUBYOSH

3I0N I00P3NQ

Sutites

YI0H TBOTIATD

Sutzeautduy

SOTLBWAY} B

UOT3ONILSUOD

Y3 TeSH
aINTNOTIZY
3Ly

Sutystiqng

s3ay Sutmrojrad

£3o1oyoLsg

SOTWOUO0OY oWOH

uo0T38ONPY

U1555004d B38Q

OTUOI309TH

Digital=Computer Programme>

.Dietition

Concert Singer

Fashion Designer

Glazier

Occupational Therapist

Forester

8.

Musical Composer

9.

Farmer

10.

Secretary

11.

Playwright

12.

Surgeon

School Principal

Clinical Psychologist

Painter

Systems Analyst

Typist

Interior Decorator

Electrical Engineer

Typesetter

-7

o
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.GROUPING OF CAREERS BY OCCUPATIONAL CLUSTERS CHART

NAME:

SCHOOL:

Form A

COORDINATOR:

"
o
o
E
e
'-l
(0]
/]

20U3TOS

3lxop TedTueyoay

Jz04 I00PANQ

Surites

NLOf TeOTIST)

Sutzosutsuy

SOT}BULYI B

UOTONILSUO)

aIn}InoTIdy

Iy

‘SurysTIang

S4IY SuTWIOFIag

£3oToyoLsg

SOTWOUODY SMWOH

uoT}eONPH

2001g ©38(q

gutss

Prannd

OTUOI309TH

21.

Gamekeeper

22,

Horticulturist

23,

Experimental
Psychologist

24.

Cashier

25,

Dancer

26.

;
——

27.

School Social Worker

Radiologist

28.

Portrait Photographer

29.

High School Coach

- 30,

Insurance Agent

31.

Physicist

32.

Mechanical Draftsman

33.

Statistician

34.

Real Estate Agent

35.

Boilermaker

36.

Speech Pathologist

37, Manufacturer's-

———— Repregentative

38.

Orsanic Chemist

39¢

‘iesel lMechanic

40. Accountant




: GROUPING OF CAREERS BY OCCUPATIONAL CLUSTERS CHART
DIRECTIONS: Form B

Indicate the job family

grouping of each of the NAME:
N .
llowing 40 careers
llowing 40 care SCHOOL:
. placing an "X" on the
same line as the career COORDINATOR:
under the appropriate
job family heading. Job Families
ni{iziolunla Q l
s1Elelelelg|glslElalalelsla|s|eke
jotal~loln a8 fIp |Rjalolrnid|B|c ldo
ol lalminlelolole~]e- Hlisw[olo |lolro
2Bl |stelalelsl®el |E1S B g|tles
o 13 la 8|8 B |H = E g8 T‘i o
0 -~ H ct 0 ot o H- O [=] o joB
P | o= el el e g o o @ s |pB loe
-~ [e] = [e] H- 1] o [=] [0 o]
H o lm e |o 0 E ®
= w H =] o . 7]
g W o 8 B
W @ 3

1. Tape Librarian

2., Nutritionist

3. Musician

4. Cartoonist

5. Carpenter

3 gnentist

7. Lumberman

8. Orchestra Conductor

9. Agronomist

10. Bookkeeper

11. Newspaper Reporter

12. Nurse

13. School Librarian

14. Psychometrist

15, Tile Setter

16. Keypunch Operator

17. Stenographer

18. Commercial Photographer

1“ [ndustrial Engineer

20. Photographer

IToxt Provided by ERI




GROUPING OF CAREERS BY OCCUPATIONAL CLUSTERS CHART

FORM B
NAME:
¢ SCHOOL
COORDINATOR:
Job Families
nl=2jolwla =] a

slolela|B|BISIS|RIGIT|IZ|S|Z|IBIEIFE
5- g, g; = [0} 0 &+ | 3 [+ H ct+ o’ s < =] g |t @
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~ | o = a o | 0] @ o o0

= (2] [/} [o] (v} ]

AEE . AR

g ot (/] =

) o

21, Park ‘anger

22, Food Te. nologist

23. Psychopharmacologist

24, Receptionist

25. Actor

26. Kindergarten Teacher

»

2%%>Pharmacist

28, Dress Designer

29. College Professor

30. Travel Agent

31. Astronomer

32. Tool and Die Maker

33. Actuary

34, Fund Raiser

35, Machinist

36. Dental Hygienist

37. News Vendor

38. Biochemist

39 Automobile
-7 _Body Repairman

46:.Mathematician

IToxt Provided by ERI
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Cluster

Sub=-
Category

OCCUPATIONAL GROUPINGS

Interests

Mechanical

1.
2.
3.
4.
5.

Aptitudes Achievement
Manual Dexterity Mathematics
1. 1.
2. 2.
3. 3.
4. 4,
5. 5.




: . (SCORING KEY)
DIRECTIONS: GROUFING OF CAREERS BY OCCUPATIONAL CLUSTERS CHART

Indicate the job family Form A
grouping of each of the NAKE:

following 40 careers by ‘
Flacing an "X" on the .
same line as the career SCHOOL:
under the appropriate COORDINATOR:
Jjob family heading.

Job Families

20UdTOg

HIOH TeOTUBYOSIY !
XIOM I00PIN0
RIOM TBOTASTD
S0 T} BWAYL R}
UOT}ONIFSUO)
aIn} o Ty
Surystrang
531y SUTWIOJISJ
L3otoyoLsg
SOTWOUO0DY SWOH
uoTyBONDY
Jutssadsoxg B38q
OTUOIL09TH.

(p.0.T. Code)

Digital=~Computer
Programmer (020.188)

Dietitian (077.168)

Concert Singer (152.048)

Fashion Designer (142.081)

Glazier (865.781)

- Occupational
‘ Therapist (079.128)

Forester (040.081)

Musical Composer (152.088)

Farmer (421.181)

Secretary (201.368)

Playwright (1%1.088)

Surgeon (070.101)

School Principal (091.118)
14. CI%nicfll .+ (045.108)
15, Painter (840.781)

—

16. Systems Analyst (012.168)

17. Typist (203.588)

18. Interior Decorator (142.051

b :
e Elgct;;::i (003.087)

20. Typesetter (973.381)

ERIC
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(D.0.T. Code

(Scoxiry tay)

GROUPING OF CAREZRS %Y OCCUPATIONAL CLUSTERS CUART

NAME:

SCHOOL:
COORDINATOR:

Form A

Job Families

-
LY

IO TBOTUBYOIY
qxop IoopynQ
SIOM TROTIOY)
SOT}CWOYY ]
UOTHONIFSUO)
aIN}TNOTISY
JurysTIand
s1ay Jutuxojrsd
£3ot0ydLsd
SOTWOUOOY OWOH
uotjvonpqy

SUTSSIT0II vIvd
OTUOI409TH

Gamekeeper

(451.181)

Horticulturist

(040.081)

Experinental
Psychologist

(045.108)

Cashier

(211.368)

Dancer

(151.048)

School Social
- ker

(195.1¢3)

Radiologist

(070.108)

Portrait
... Photegrapher

(143.062)

High School
Coach

(099.2282

Insurance Agent

(250.258}

Physicist

(023.081)

*

Mechanicel
Draftcman

(007.281)

Statistician

(020.188}

Real Estate Agent

(250.358)

.....i.
|

Boilermaker

(aos.zalﬁ

Speech
_...Fathologist

(o79.1osﬁ

Manufacturer's
—.—Representative

Organic Chenist

(269.158)

(022.021)

L« .‘el Mechanic

(625.281)

Accountant

(160-188)

IToxt Provided by ERI




DIRECTIONS:

GROUPING OF CAREERS BY OCCUPATIONAL CLUSTERS CHART

(Sscoring Key)

Indicate the job family Form A
grouping of each of the NAME:
following 40 careers by e
glacing an "X" on the
ime line as the career SCHOOL:
under the appropriate COORDINATOR:
Jjob family heading. Job Families
4] = o [4,] Q = Q =] > e v o [=e] =3 =4
s S g el B g |SIEE|R|F|E|8|8|8 B8
1) =2 (=% | H [ ot =2 [//] =~ g =~ [¢] (] Q e+ O
SR |S8|&|el8|8lg|s|2| |B|lg|ElwlE®E
(] . L ] a [ [] g E = - [¢] H i1d O
Bl=l | D122 (8) (8] |EIE|&(2|8|3E
SR OLEIS(FIE] (8] [F|D|®*E]T "
o 3 H o 7] :
H ot /] .
' (7] g ‘
(p.0.T. Code)
Digital-Computer % l
1. Programmer (020.188) |
2, Dietition (077.168) * |
3. Concert Singer  (152.048) * |
4, Fashion Designer (142.081) * ‘
5. Glazier (865.781) *
. .Occupational
& therapist (079.128) *
7. Forester (040.081) * }
8. Musical Composer (152,088) * 1
9, Farmer (421.181) *
10. Secretary (201.368) *
11. Playwright (131.088) *
12, Surgeon (070.101) *
‘13, School Principal (091.118) *
Clinical *
14, " povenologigt  (045.108)
15. Painter (840,781) *
16, Systems Analyst (012.168) *
17. Typist (203.588) *
Interior *
18. jecorator (142.051)
4= Tlectrical *
.15 <- Engineer (003.087)
20. Typesetter (973.381) i

ERIC
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(Scoring Key)
GROUPING OF CAREERS BY OCCUPATIONAL CLUSTERS CHART

Form A
NAME:
i SCHOOL:
COORDINATOR:
' Job Families
n = o N Q = Q fas] e g 3] d = =] =)
clelg|e B EE(E|g (518|218 |88
o P lalm~inr g 5l = | e = 1o @ 0
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(p.0.T. Code) &
Gamekeeper (451.181) *
Horticulturist (040.081) *
" "Experimental .
. _Psychologist (045.108) *
Cashier (211.368) *
Dancer (151.048) *
School Social
1 forker (195.108) *
Radiologist (070.108) *
Portrait
.. Photographer_ .  (143.062) { | | | | | *
High School Coach (099.228) *
Insurance Agent (250.258) *
Physicist (023.081) | *
Mechanical
». .. Draftsman — (007.281) ¥
Statistician (020.188) *
Real Estate Agent (250.358) *
' Boilermaker (805.281) *
_= Speech
Pathologist (079.108) *
1 ]
Manufacturer s (289.158) *
Organic Chemist (022.081) | *
. sel Mechanic  (625.281) *
Accountant (160-188) *

. )




Li¥ Frepurcd Ty: Donsld iverill

YCRE R{FERIBICE EDUCATIOCL

LUARITNG ACTIVITY DPACEIGH

“ype of Vork xperienco TQuention: MEFLORLATOTY

Fror ::81

(o l: 3.2 Tdentify o varicty of wocsible sarcer rhoiccs
r you and rroun them into ozaupntionnl clusters

ferformance CLjcctivo: %,2.2 ancc vpon whnt you have lerrned
nbout yoirraclf ~nd . variety of ~nrcers (throv-h m~terinls made
“vuilable to you), identify threc (3) ~lusiers of oc2pations
vith ~t least Tour (43 spezifiz careers within ecach ~luster, »11
of which scem interesting to yov and in vhich yon think yor could

be sucressiil.

O STuDmI

the timc yor h=ve comuleted this LAP oo will:

Inow lhe vr1w2 of the Diztionsry of Cazvpnation:)

[OF-E S

ori: Lxpersienze

nd »se the V.7,7.%, mochine,

obot the ozounntionnl ~lustors rnd hesin 4o
#ify voseibls ~nrcer whoiccs,

e — o —- S— » t—"

l‘::. & .. 0 L . o,

Pvery wereer is fomd within «n ouovnetionsl ~lvs ter, T 3
. . L] ty
e nol asll y CTSL-eone cnrecr, scu ney hawve the

i'oden ond 2hilities %0 uirsic ¢ oveleted ~rreor,

L daewis bl
oo

A ._._..._O- 5

vorrlete the Fre-Test on pure T, ond zoapere Yowr cnciuor

o inet the instructor's key, Tf you have snguered - i

Z4ororrasily, o mey nrocced with Aotivisy @3,

rerelin te yorr dnstractor when yon nre finished, :nd yoo

heve ~omnleted this LiF., ‘ny rerson who doos not conplate
veslion Y corrceily, mnwst do the cniirc L,

ERI

Aruitoxt provided by Eic:




FRI-VEST

: r -~ e A2 PR ] .
. cemplete thic Tre-Test.

Then compare your onswvers with the instroztor's
¥

key., TIf you are nble to identify ocoupntionnl elusters and mmt-h them

to four (4
heve sutis

1. Vhat are Ceerpational Clusters?

) cireers in that cluster in item #4 of this
fied the performence objective of the ILAP.

test, yor will

Jo Whet do fhe Bictionnry of Ocouration»l Pitles?

Ze Tow osoen thie Zighionary of Geuvpationsl Titles be vilunkle to you?

"o Tist three (3) ocovpntionsl ~lvsicrs snd o4 lenst Tour (4) ~rycers
whish telons: to thed ~luster.

Do~vmedion:l Tlegtor:

- o c.
e __ Co
Crovontionsl Tlvsicr:
D1, . . ‘e
t B d.

Q

ERIC

s -




Fre-=Tust (Cont'd)

Cerupntion»l Zluster:

- ~
LY R

. a.




ERIC

Aruitoxt provided by Eic:

S
(.;"nplc. hen

PRE-TES? (Scoring Key)

ication vndcr vwhich relsted jobs frll
o~~~n°t10nv,

.. pbliention by the U, ., Departnent of Labor definings

on (‘; W) ~arcers

'"1"t10mﬂln~

Tt will ncly yos to ifentify ~areers by ocovprtional clust

snd Adentify relationshins to weopls, data, =nd things as

micht nwsly to the percon interestcd in the ozecupation.
:no key. The instrictor will hove to use jrdgacent

ma. 2
Ler. L
iy

ine

y "lescifying then by ~lusters, wné shouing
to people, d=in, und things

cluster and ~nrecr conpirisons,

crs,

it

3




ACTIVITY #1

ACTIVITY #2

ACTIVITY

ACTIVITY #4

LEARNING ACTIVITIES AND RESOURCES

Use the V.I.E.W. (Vital Information for Education and
Work) machine located in your school library or career
center; or other printed career information resources.
Based on the scores from your aptitude tests (either

the Differential Aptitude Test (D.A.T.) or the General
Aptitude Test Battery (G.A.T.BE.) which have been reviewed
with your vocational counselor, select three (3) careers
in occupational clusters where your tests have indicated
ability to perform adequately. (NOTE: Be sure the D.O.T.
# in Dictionary of Occupational Titles is numerically
different for each of the careers selected. List the
three (3) career choices on the worksheet provided on
pare 6.

Check out the Dictionary of Occupational Titles (p.0.T.)

and identify the occupational title or occupational

cluster for each of the three (3) careers selected in
Activity #1. List the Occupational Cluster in the space
provided on the workshcet on prge 6. (The same worksheet

is used for Activities #1 and #2.) List four (4) additional
career choices within each of these Cccupational Clusters
you feel would also be of interest to yon. This information
will be listed on the worksheet on page 6, also.

Use the information on your worksheet from A-tivities

#1 and ;'2 2s a guide to selecting three (3) Explorsiory
tiork Experience Education assignments. After completing
the observation on these assignments, complete the work-
sheet sections on pages 7, 8, and 9.

Feet with three (3) other students enrolled in Explorztory
Vork Experience Zducation at your school. "Brainstorz" %o
determine all of the occupational clusters your group can
think of. (The D.0.T. listed in Activity #2 identifies

22 basic clusters.) Select from your student-develored
list, three (3) clusters which are of interest to you.,
Identify four (4) careers which you feel belong to this
Occupational Cluster which are of interest to you and in
which yow feel you could be successful. You might wish

to use the D.0.T. as a reference source. List the
selected information on the worksheet on page 10.




WORKSHEET FOR ACTIVITY #1 AND ACTIVITY #2

CAREER #1 CAREER #2
D.0.T.# D.0.T.#

CAREER CLUSTER
CAREER #1

CAREER

CAREER CLUSTER
CAREER #2

D.O.T.#

CAREER CLUSTER
CAREER #3

List 2 total of four (4) careers within each cluster that are of

interest to you.




¢
!

ACTIVITY #3 WORKSHEET

Type of E.VW.E.E. Station:

Location of E.W.E.E. Station:

Length of time spent on E.W.E.E. Station:

Duties observed:

Duties participated in:

Was your E.W.E.E. assignment valuable in the
(Answer "yes" or "no")

Work experience:

Valvable Learning Experience:

folloving areas?

Stepping Stone to Future Carcer Goal:

10




ACTIVITY #4 WORKSHEET

OCCUFATIONAL CLUSTER #1:

Career #1.

Career #7.

Career #3.

Carecr 4,

Carcer 1,

Cureer #2,

Career #3.

Carcer #4.

OCCUFATIONAL CLUSTUR #2:

CZCUPATIONAL CLUSTER #3: ~

Career 1,

fareer 3,

" oo
Tarecr F4,

!
Sarcer #Z2. ‘
[
1
|
|
|



POST-TEST

Complete this Post~Test. Then have it reviewed by your Work

¥ Experience Education Coordinator to see if you have gained the

~’ concept of what occupational clusters are, and can identify careers
within those clusters.

l. Vhot are Occupational Clusters?

2. VWhat is the Dictionary of Occupational Titles?

5. How c=n the Dictionary of Occupational Titles be valuable to yon?

4, List three (3) occupitional clusters and at least four (4) careers
whizh belong to that cluster.

Ozz:pational Cluster:

Ao Ce

b. d.

Ozzupationsl Cluster:

a. c.
b, d.
132

~11-




EESEY
;

o

Post-Test (Cont'd)

Occupational Cluster:
a. c,
b. d.

-12-
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POST-TEST f Scoring Kex}

@ NOTE TO TEACHER: Same key to Pre-Test will serve as key to Post-Test,

‘:f
k
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I-DEAS
(In-Depth Educational Activities)

Select at random a job in which you feel you would be
interested. Using this job as a base, go to the D.0.T.,
identify the occupational cluster, and select four (4)
other jobs within that cluster which you feel you could
perform and would have interest in performing.

Based on your aptitude scores from the D.A.T., use the D.0.T.
to identify four (4) careers in each of three (3) clusters
which match the aptitude ratings. Indicate your interest by
participating in E.W.E.E. on at least one (1{ assignment in
cach cluster.
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TL.AP Prevared Ry: Dr. Robert Williams

HORK FXPERTFNCE EDICATTON

-

Tvne of Work Fxperience Fducation: FXPLARATORY

Proeram %oal: 3.2 Tdentify a varietv of possihle career
choices for vou and grounp them into occupational clusters.

Performance Nhjective: 3.2.2 Rased unon what vou have learned .
about vourself and a varietv of careers (through materials ’
made available to vou), identifv three (3) clusters of
occupations with at least four (4) specific careers within

; each cluster, all of which seem interestine to vou and in
\ vhich vou think vou could be successful.

NOTFE._TO THE STUDFNT

Unon the comnletion of this LAP vou will be ahle to:

1. Tdentifv twelve (12) snecific careers, four (4) 1in
each of three (3) occupational clusters, in which vou
are Interested and in which vou think vou could be
successful.

RATTONALT

Makine an effective career choice requires that vou
consider what vou like to do and what vou thin) vou can
do. Both considerations must he included in vour career
i choice. There are manv nossihle career choices jin manv
different fields. This LAP will help vou see the hroad
rante of career choices available to vou.

DTRECTTONS

Tn this TAP vou will:

1. Select three (3) occunational clusters.

2. Tdentifv four (4) specific careers in each cluster that:
a. readuire antitudes in which vou have hieh ratings.

b. reauire interests in which vou have hieh ratings.

3. Discuss vour choice with vour parents or vour counselor.




LEARNMTIG ACTTVITTES ANMD RESNURCES

! TNSTRUCTTONS: This TAP is reauired of all students. All students
are required to do Activities #1 - #8, T-DFAS #1 and #2 are
optional.

ACTIVITY #1. On the form on nape 5 of thig LAP, list vour high
aptitudes and vour hieh interests from vour last
test results. Tf vou do not have the results, see
vour counselor and ect them from him. Tf veu have
not taken antitude and interest tests, male arrance-
ments with vour counselor to take them.

ACTTVTITY #2. From the occumatfional clustere in T.AP 3.2.1, gelect
three (3) for further studv, and 1ist them in the
appronriate hlanks on the form on nase 5 of this AP,

ACTTVITY #3. Check out from vour counseline 1ihrarv or vour resular
schonl librarv the SPA Toh Tamilv Series ahout thoee
clusters,

ACTIVTTY #4, Read the hooklets. "

ACTIVITY #5. On the form on nase 5 of this TAP, list four (4)
snecific careers in each cluster that reauire vour
high antitude grades and high interests. Tf the SRA
Job Family Series do not eive vou the information vou
need in order to jdentify nassihle career choices,
vou mav have to use other information such as the SPA
Occunational Briefs or Denartment of Human Resources
NDevelonment Nccunational Guides. See vour counselor
or [xnloratorv Work Experience Fducation Conrdinator
for additional materials.

ACTIVITY #6. On the form on nage 5 of this TA®, list the source
of information that tells vour hieh antitudes and hieh
interests which are required for each snecific career.

ACTIVITY #7. (This Activitv {s an alternate to Activitv #8.)

i 4
4
ACTIVITY #8. (This Activitv is an alternate to Activitv #7.)
l Yake an appointment with vour comnselor and discuss
Q
: vith him vour possihle career choices. 4.<
ERIC i 1L
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T-DEAS

1. DNiscuss vour nossible career choices with vour explorateory
work experience education station sponsor.

2. 1Interviewv a person workineg ifn one (1) 'career in each cluster.

Asl: him how vour high aptitudes and hieh interests would help
in the joh.

-
-
-
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PRFE-TEST

No Pre~-Test is required.

PAST-TFST

No Post-Test 1s required.




POSSTBLF CAPFER CHNTCES
ACCORDTNG TN MY YT APTTTINES
AND HTAH TNTFRESTS

Mv Hirh Antitudes:

Nccupational Cluster #1:

Careers Source nf Tnformation

Occupational Cluster #2:

Carecers Source of Tnfarmation




Occupational Cluster #3:

fareers

Source of Tnformaticn

—6-




LAP Prepared By: Donald F., Averill

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: EXPLORATORY

Program Goal: 3.3 Explore the current and emerging opportunities
for employment in selected careers.

Performance Objective: 3.3.1 Select two unrelated careers which
interest you and identify opportunities for employment in them
from: (1) current needs in your community, California, and the
nation, and (2) anticipated needs for the next five years for your
community, California, and the nation. Document your findings by
using the Occupational oOutlook Handbook, bulletins of the U.S.
Department of Labor, H.R.D. bulletins, and other library sources.

Select your preference between the two careers and justify your
choice.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

1. Select two unrelated careers and identify your
‘preference for one of them.

2. Use career information resources in order to identify

and document current and emerging trends within your
selected careers.

RATIONALE

This LAP will aid you in the use of resources, the location
of information and the identification of careers. The base
of all career information is the Dictionary of Occupational

Titles; this LAP will further aid you in understanding its
use.

DIRECTIONS

When you complete the Pre-Test on page 2, score it against
the ins*ructor's key. If you miss 4 or less items, then
complete Activity #2 using the form on page 6. Students
missing 5 or more items will complete Activity #1 and #2,
and will choose and complete either Activity #3 or #4.
Submit all completed worksheets or assignments to the Work
Experience Coordinator prior to taking the Post Test.
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PRE-TEST

In the space to the left of the numbered items, place a

T if the statement is TRUE. Enter an F if the statement
is FALSE.

l, V.I.E.W, means Vital Information for Education and Work.

2, V.I.E.W. has its greatest value to the student in the facts
listed regarding job opportunities and emerging trends.

3. The Dictionary of Occupational Titles is printed in two
Volumes, the first volume lists definitions alphabetically.

4. The Dictionary of Occupational Titles is printed by the
Department of Human Resources Development.

5. The last three digits of the code numbers of the D.O.T.

classify jobs according to their involvement with Data,
People and Things.

6. Work Traits in the D.0.T. have been grouped into nine class-
ifications.

{ 7. All jobs in the D.0.T. are grouped into fifteen categories,
8. Each of the categories is further broken into divisions.

9. A good source of economic trends printed by business firms
can be found in local stock exchanges.

10. A community group which often prints material on economic
and employment trends is the Chamber of Commerce.

11. Career information is often printed by professional associations
which represent a career area.

12. Employers who employ large numbers of workers in a given
field always print market trends.

13. The Occupational Outlook Handbook is printed by the U.S.
Department of Labor.

1l4. Job opportunities and emerging trends are listed in the
Occupational Outlook Handbook.

15. The handbook breaks careers listed into seven classifications.

List two unrelated careers by preference on lines 1 and 2 below. State
'{' the reason for your preference on the back of this test.

1. 2.




PRE~-TEST ANSWER KEY

In the space to the left of the numbered items, place a

o T is the statement is TRUE., Enter an F if the statement
) is FALSE.

l, V.I.E.W. means vital Information for Education and Work.

2. V.I.E.W. has its greatest value to the student in the facts
listed regarding job opportunities and emerging trends.

3. The Dictionary of Occupational Titles is printed in two
Volumes, the first volume lists definitions alphabetically.

4. The Dictionary of Occupational Titles is printed by the
Department of Human Resources Development,

A

5. The last three digits of the code numbers of the D.O.T.
classify jobs according to their involvement *~ith Data,
People and Things.

6. Work Traits in the D.O,T. have been grouped into nine class-
ifications.

7. All jobs in the D.O.T. are grouped into fifteen categories,

JRue)

8. Each of the categories is further broken into divisions.

9. A good source of economic trends printed by business Ffirms
can be found in local stock exchanges.

10. A community group which often prints material on economic
and employment trends is the Chamber of Commerce.

11. career information is often printed by professional associations
which represent a career area.

12. Employers who employ large numbers of workers in a given
field always print market trends.

13. The Occupational oOutloock Handbook is printéd by the U.S,
Department of Labor.

1l4. Job opportunities and emerging trends are listed in the
. Occupational Outlook Handbook.

ML)

15. The handbook breaks careers listed into seven classifications.

List two unrelated careers by preference on lines 1 and 2 below. State
the reason for your preference on the back of this test.

1, 2.

j The instructor would verify that the careers listed are unrelated and
that the reasons for the choice listed is valid.
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LEARNING ACTIVITIES AND RESOURCES

If you scored favorably on the pre-test you need only complete
ACTIVITY #2 on this page. All other students using this LAP must do
ACTIVITY #1 using the worksheet provided on page 5 and ACTIVITY #2
using the worksheet on page 6. In addition to completing ACTIVITIES
#1 and #2, the student will select and complete either ACTIVITY #3
or #4. Submit all completed worksheets or assignments to the work
experience coordinator prior to taking the post test.

ACTIVITY #l. Check out "Using Career Information Resources", prepared
by 3M Corporation, from your school library or career
information center. Using the 3M Sound/Slide projector,
insert the tray and begin the program. (Please seek aid on
the machines use if you have not operated it before this
lesson.) Using the ACTIVITY #1 worksheet on page 5, ,
complete the program. When you miss items on the program ‘
repeat the frames as directed until you understand the |

section. You must score 100% on the lesson before starting
ACTIVITY #2.

ACTIVITY #2. Using the worksheet provided on page 6, select two unrelated
careers. Through the use of the resources available to you
(Dictionary of Occupational Titles, Occupational Outlook
Handbook, or other community resources) identify op-
portunities for employment currently in your community,
California and the Nation; and identify the trends for the
next five years in your community, California and the
Nation, pocument your findings. Select your preference
between the two careers and justify your choice.

ACTIVITY #3. Visit or write to a major bank branch in your community
and request any printed resources they might have which
show economic trends for the 70's. while you are on an
exploratory work experience education assignment share the
information cited for growth trends and employment needs
in the occupation being observed with the sponsor. On
the form provided on page 8, note the sponsors reaction
to the projections and be prepared to share this information
with your related instruction class.

ACTIVITY #4. Using V.I.E.W. (Vocational Information for Education and
Work) select two unrelated careers. List the opportunities
for employment. Visit some of the suggested places of
employment and find out what the current employment demand
is for the occupation and what the employer feels the demand
will be in five years. Ask why the projection was made.
List the response on the worksheet for ACTIVITY #4 on page 9.

A 35 mm Slide set and the dialog for ACTIVITY #1 may be obtained from

the 3M Corporation by contacting Dick Sanders at the Los Angeles office
in the City of Commerce.




ACTIVITY #1

dT” Worksheet
1. 1o.
2. 11.
3. 12,
4, 13,
5. 14,
6. 15.
7. 16.

.- 8. 17,
2. ‘ 18,

e
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WORKSHEET ACTIVITY #2

Using the space provided list your career choice and the
D.0.T. number for the career. In the block provided
write in the trends as indicated and list the resource.

Below this data describe your reason for preference
number one.

First Career Choice:

D * O * T . #

CURRENT NEEDS:

Community California Nation
Trends Trends Trends
Source Source Source

NEEDS IN FIVE YEARS:

Community California Nation
Trends Trends Trends
Source Source Source

REASON FOR PREFERENCE NUMBER 1




&

Activity #2 Cont'd.

Second Career Choice: D.O.T. #

CURRENT NEEDS:

Community California Nation
Trends Trends Trends
Source Source Source

NEEDS IN FIVE YEARS:

Community California Nation
Trends Trends Trends
Source Source Source




WORKSHEET ACTIVITY #3

Occupation being observed:

D.0.T. Number

Sponsor:

Trends for employment CURRENTLY

Trends for employment in FIVE YEARS

Source:

Sponsor's Reaction:

~8—
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Worksheet

CAREER CHOICE #1

ACTIVITY #4

Employer Interviewed

CURRENT JOB TRENDS

-

FUTURE JOB TRENDS

REASON FOR CHANGE

CAREER CHOICE #2

Employer Intexviewed

CURRENT JOB TRENDS

FUTURE JOB TRENDS

REASON FOR CHANGE




POST TEST

Now that you have completed ACTIVITY #1 and #2
plus either ACTIVITY #3 or #4, you are ready to
take the post test. An adaguate score would be
3 or less errors as scored against the instruc-
tor's key. If you do not achieve the required
score repeat Activity #1 and one of the I-DEAS
on page 12 of the 1ap prior to repeating the
post test.’

In the space to the left of the numbered items place a T if the statement
is TRUE. Enter an F if the statement is FALSE.,

1. The careers of carpenter and plumber are unrelated.
2. The careers of singer and educator are unrelated.
3. The careers of farmer and cattle rancher are related.

4. volume I of the D.O.T. deals with an alphabetical listing
of job definitions.

5. The first digit of the D.0.T. number represents the 22
classifications of jobs.

6. The Occupational Outlook Handbook was printed by Security
Pacific National Bank.

7. The Dictionary of Occupational Titles was printed by the U.S.
Department of Labor.

8. Local community economic trends and job status can often be
obtained from the local Chamber of Commerce.

N

9. It would be safe to assume that a job classification which
does not offer opportunities locally today will not have
openings in five years.

10. Career information can often be obtained free of cost from
professional associations.

11l. The Southern California Gas Company pri'nts information about
career fields in which it does not hire people.

12. A knowledge of job trends will not help you to prepare for
a job that will be there when you complete your training.

13. The General Aptitude Test Battery (GATB) is used to help you
determine your potential aptitudes and work traits.

l4. V.I.E.W. means Vocational Information for Education and Work.

15. Appendix B in Volume II of the D.O.T. may be used to compare
the relationship of a job to Data, People and Things.

_ List two unrelated careers by preference on lines 1 and 2 below. State
«I the reason for your preference on the back of this test. '
8-
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POST TEST KEY

Now that you have completed ACTIVITY #1 and #2
pPlus either ACTIVITY #3 or #4, you are ready to
take the post test. An adaquate score would be
3 or less errors as scored against the instruc-
tor's key. If you do not achieve the required
score repeat Activity #1 and one of the I-DEAS
on page 12 of the LAP prior to repeating the
post test.

In the space to the left of the numbered items place a T if the statement
is TRUE. Enter an F if the statement is FALSE.

1. The careers of carpenter and plumber are unrelated.

2. The careers of singer and educator are unrelated.

3. The careers of farmer and cattle rancher are related.

4. Volume I of the D.O.T. deals with an alphabetical listing
of job definitions.,

5. The first digit of the D.O.T. number represents the 22
classifications of jobs.

The Occupational Outlook Handbook was printed by Security
Pacific National Bank.

The Dictionary of Occupational Titles was printed by the
U.S. Department of Labor.

Local community economic trends and job status can often be
obtained from the local Chamber of Commerce.

It would be safe to assume that a job classificatin which
does not offer opportunities locally today will not have
openings in five years.

Career information can often be obtained free of cost from
professional associations.

The Southern California Gas Company prints information about
career fields in which it does not hire people.

A knowledge of job trends will not help you to prepare for
a job' that will be there when you complete your training.

The General Aptitude Test Battery (GATB) is used to help you
determine your potential aptitudes and work traits.

V.I.E.W. means Vocational Information for Education and Work.

15. Appendix B in Volume II of the D.0.T. may be used to compare
the relationship of a job to Data, People and Things.

List two unrelated careers by preference on lines 1 and 2 below. State
the reason for your preference on the back of this test.

1. 2,

(The instructor will verifi( that the careers listed are unrelated and
that the reason for the choice is valid.)




I-DEAS

The activities listed in this section of the learning
activity package are not manditory. We hope that these
will be exciting projects that you might want to complete
for your own enlightenment.

l. Visit the Department of Human Resources Development in your
community. Interview an employment counselor and find cut what
jobs have had the highest demand and the lowest demand over the
last six months. Find out what has contributed to this gain or
loss of employment in these careers cited.

2, Interview a person who is currently unemployed. Find out if
he/she knew the current and emerging trends of the last job they
held; prior to starting that job. Find out if they have studied
the current and emerging trends for the employment they are
seeking now. Based on your interview, write down or discuss orally

in the related instruction class what importance you woulé give to
knowing job trends.

3 Vaui

3. Go to a local community college and locate an instructor of an
occupational course. Interview the instructor and find out what
he feels the current and emerging trends are in the field he
teaches. Get supportive data or documentation on why he feels these
trends have taken the direction they are taking. Report back your
discussion to the related instruction class.

=12~
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LAP Prepared By: Donald Averill

WORK EXPFRIENCFE EDUCATION
LEARNING ACTIVITY PACKAGE ¥

Type of Work Experience Education: EXPLORATORY

Program Goal: 3.4 Tdentify the educational and training requirements

of selected careers,

Performance Objective: 3.4.1 Select two (2) unrelated careers of
interest to you, and prepare a brief description of the typical
duties and responsibilities, working conditions, and salary
ranges of each career. Document your findings from such sources
as the Occupational Outlook Handbook and the Dictionary of
Occupational Titles. On the basis of this research, select the

career which seems suitable for vou and explain the reason for
your choice.

NOTE _TO THE STUDENT

By the time vou have finished this LAP you will:

1. Examine two (2) unrelated careers in light of the duties,
responsibilities, working conditions, and salary range.

2, Select a preference between the two choices and he able
to support the reason for your choice,

~ RATIONALE

Most students select a career choice based on positive exper-
iences they might have had with persons connected with the
career. - Little thought is piven to actual factors which will
measure job success and happiness until training has heen
completed. This Activity will give you an opportunity to

glve these factors some forethought prior to vour entry into
career preparation.




;
t

DIRECTIONS

Complete the Pre-Test on page 2. If you miss three (3) or
fewer of the test items, vou are to complete Activity #3 and
your responsibility for this LAP is complete. All other
students are to complete Activities #1, #2, and #3, and

either Activity #4 or #5. The completed worksheets from these
activities is to be returned to the Work Fxperience Education
Coordinator prior to asking for.the Post-Test. Three (3)

or fewer errors on the Post-Test is acceptable. Tf you do

not meet this standard, vou will want to review Activities #1
and #3 hefore repeating the Post-Test.




PRE-TEST

List three (3) ways in which the Dictionary of Occupational Titles
(D.0.T.) can be used as a career information resource,

a.

Describe twe (2) uses of the Vital Tnformation for Education and
Work (V.I.E.W.) as a career information resource.

a.

Give two (2) uses of the Ncecupational Outlook Handbook as a career
information resource.

a.

Describe what vou feel is meant bv unrelated careers.




5. What do most people feel the typical duties of a registered nurse
are?

6. What do most people feel the responsibilities of a policeman are?

7. What do most people feel the typical salary range is for a teacher?




PRE-TEST (Scoring Key)

@ 1, a. To define job titles

b. To show the relationships of aptitudes and interests to jobs
‘e, To classify jobs by job clusters (Occupational Clusters)

2, a., To find local job information
b. To find information about career training

3. a. To find job trends for the present and future
b. To find information on duties and responsibilities

4, Careers which do not have direct relationship to each other;
a career which has numerically different D.0.T. i#'s

5. To take care of the sick, to help the doctor, to administer
medicine under the direction of the doctor, to maintain medical
records

6. To maintain the law, to assist people in distress, to remain
honest, to protect property

,{

7. $7,000. to $15,000.




LEARNING ACTIVITIES AND RESOURCES

Now that you have completed the Pre-Test, if vou missed four (4)

or more of the items, you are to complete Activities #1, #2, and #3,
and either one of Activities #4 or #5 as directed on the following
rages. The completed worksheets will determine your success in
meeting the objectives of the LAP. Be sure to turn your completed
worksheets in to your Work Experience Education Coordinator.

ACTIVITY #1.

Tf you have not used occupational resources prior to
this Activity, check out and complete the 3m Sound/Slide
unit on '"Using Career Information Resources." This unit
may be obtained in your local school library or career
information center. Following the directions of the
resource person, complete the unit. You must complete
all items on the unit correctly hefore moving on to the

next Activitv. Use the worksheet for Activity #1
provided below. '

WORKSHEET FOR ACTIVITY #1

10.

11,

12.

13.

14.

15.

16.

17.

18,




ACTIVITY #2., Use the Vital Information for Education and Work (V.I.E.W.)

machine located in your local school library or career
information center. Select two (2) unrelated careers
i of interest to vou. Make sure the Dictionary of Occupational
' Titles (D.0.T.) number on the V.I.E.W. card is not in the

same numerical sequence. List the two careers you have
chosen on the worksheet on page 8.

ACTIVITY #3. Using the two (2) careers listed on your worksheet from
Activity #2, complete the data on Duties, Responsibilities,
Working Conditions, and Salary Ranges for the two (2)
careers. Document vour information from V.I.E.W.,
Occupational Outlook Handbook, or other career information
resources, Select the career which seems suited to you
and explain the reason for your choice. Space for this

Activity is provided on the worksheet on pages 8 and 9.

‘.
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WORKSHEET FOR ACTTVITIES #2 AND #3

Responsibilities:

Resources:

Working Conditions:

Resources:

Salary Range:

Resources:

SELECT ONE (1) OF THESE TWO (2) CAREERS AS THF ONE MOST SUITED TO YOU
AND EXPLAIN THE REASON FOR YOUR CHOICF.

Career Choice:

Reason for Choice:




WORKSHEET FOR ACTIVITIES #2 AND #3

Responsibilities:

Resources:

Working Conditions:

Resources:

Salary Range:

Resources:

SELECT .ONE (1) OF THESE TW0 (2) CAREERS AS THE ONE MOST SUITED TO YOU
AND EXPLAIN THE REASON FOR YOUR CHOICE.

Career Choice:

Reason for Choice:




ACTIVITY #4. Sign up with your Exploratory Work Experience Education
Coordinator on your local camnus to observe in the
careers you have listed in Activity #2. Using your
N worksheets from Activity #3 on pages 8 and 9, compare
é@ your findings with your observations on the actual career
station. Record your comparisons on the worksheet for
Activity #4, found on pages 1l and 12.

ACTIVITY #5. 1If video tape equipment is available and you have skill
or can gain guidance or aid in its use, arrange with one
of your sponsors, while on an Fxploratory Work Experience
Education assignment, to tape segments of a typical day's
activities. View the tape later and see if you can
identify any of the duties, responsibilities, and working
conditions for that job. Verify your findings by locating
them in one of the career information resources. Use the
worksheet provided for this purpose on page 13,

b When you have completed the required Activities, turn in
your worksheets to the Work FExperience Coordinator. You
might want to investigate the Activities suggested in the
I-DEAS listed on page 15.

Q -10- :z 43




WORKSHEET FOR ACTIVITY #4

Career (1) from Activity #2:

' DUTIES NDOCUMENTED ¢ DUTIES OBSERVED:
?
RESPONSIBTLITIES DOCUMENTED: RESPONSITBILITIES OBSERVED:
WORKING CONDTTIONS DOCUMENTED: RESPONSTBILTTIES OBSERVED:

o - 144




HORKSHEET FOR ACTIVITY #4

Career (2) from Activity #2:

P t
DUTTES DOCUMENTED: DUTIES OBSERVED:
RESPONSIBILITIES DOCUMENTED: RESPONSIBILITIES OBSERVED:
,;’ e
WORKING CONDITIONS DOCUMENTED: RESPONSTBILITIES OBSERVED:

‘ ) 1f this ohservation has changed your career selection as designated in
Activity #3, explain the reason for this change below:

o -12- 345




WORKSHEET FOR ACTIVITY #5

Career Selection You Video Taped:

DUTIES YOU OBSERVED: RESOURCE VERIFICATION:

RESPONSIBILITIES OBSERVED: RESOURCE VERIFICATION:

WORKING CONDITIONS OBSERVED: RESOURCE_VERIFICATION:

-13-
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The worksheet from Activity #3 will serve as verification of
having reached the objective of this LAP.

Now that you have completed Activities #1, #2, and #3, and one
of either Activities #4 or #5, you should be ready to turn your
materials in for final review. Please he sure all worksheets

have bheen completed and signed off bv the Work Fxperience
Coordinator.

For those of you who have further interests in this area,
you might want to investigate the I-DEAs om page 15. You
are encouraged to try these ACTIVITIES.

-u- 347




‘ Using an Instamatic camera, film typical duties, responsibilities,

I-DEAS
(In-Depth Educational Activities)

and working conditions on at least two (2) Exploratory Work
Fxperience Education assignments. Be sure to obtain the per-
mission of the sponsor. Arrange a scrap book of each of the
Activities and explain the pictures. You might document the
items filmed with a career information resource.

After you and three (3) of your classmates have observed on
at least four (4) different assignments in Exploratory Work
Experience Education, meet together and compare the duties,
responsibilities, working conditions, and pav ranges of each
of the careers observed. DNiscuss which careers seem the most
promising for each of you. Check the observed areas with a
career information resource.




LAP Prepared By: Donald Averill

WNRK FXPERIENCE EDUCATTON
LEARNING ACTIVITY PACKAGE ¥

Type of Work Experience Fducation: FEXPLORATORY

Program Goal: 3.4 Identify the educational and traininpg requirements
of selected careers.

Performance Objective: 3.4.2 l.ist the educational and training
requirements of at least two (2) unrelated careers of interest
to you. Document your findings from such sources as the
Occupational Outlook Bandbook, college catalogs, bulletins of
the U. S. Department of Labor. On the basis of this research,

select the career which seems suitahle for you and explain the
reasons for your choice.

NOTE._TO THE STUDENT

By the time you have completed this LAP you will he able to:
1. Determine the educational and training requirements of
at least two (2) unrelated careers.

2, Select and explain the reason for your choice bhetween

i the careers you have investigated.

RATTONALF.

Most students have not entered into on indepth studv of the
educational and training vequirements of careers which have
interested them; even when involved in exploratory ohser-
vation. This LAP will give you insipght into this area of

vour career planning, as well as help vou to recognize the

impact that such information can have on vour final career

i choice.
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DIRECTIONS

The student will complete the Pre-Test on page 3, TUpon
completion, the test should be checked against the
instructor's KEY., If vou missed three (3) or less, you
need only complete Activity #3 on page 6 and you have
satisfied the LAP,

If vou missed four (4) or more on the Pre-Test, you should
complete Activities #1, #2, and #3, and one of Activities
#4, #5, and #6. The completed worksheets should be turned
in to the Work Experience Educztion Coordinator prior to
completing the Post-Test. A score of three (3) or less
missed, plus completion of Activity #3 to the instructor's
standards, will satisfy this LAP requirement. Additional
Activities or completion of the I-DEAS, plus a repeat of

Activity #3, is required of those who do not successfully
meet the performance objectives.
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PRE-TEST

The purvose of this test 1s to find out if you know anvthing about
Career Information Resources, and 1f vou have bhasic concepts regarding
the educational and training requirements of selected careers. Fach
response can be answered TRUFE or FALSF. Fnter a "T" in the space
provided to the left of the item if it is TRUE. Enter an "¥' in the
space 1f the response is FALSF,

1.

The training requirements for a veterinarian involve a
five-vear apprenticeshin.

Members of the Teamsters Union do not have to serve as
apprentices prior to earning regular membership.

V.I.E.W. (Vital Information for FEducation and Work) is
one of the hest sources of local career information
available. ‘

The only wav of entering a career as a dental assistant
is through a two-vear community college program.

The Occupational Qutlook Handbook lists the definitions
of over 22,000 separate joh titles.

Each of the followine careers is in the same occupational
cluster: File Clerk, Stenographer.

Fach of the following careers is in the same occupational
cluster: Truck Driver, Steam Shovel Operator.

Are these two careers in the same occupational cluster?
Produce Manager, Harvester.

A person seeking a mid-management job will he ahble to receive
his training through a community college.

Girls interested in cosmetology as a career need to successfully

complete biologv in high school for admission into a training
program,

The Dictionarv of Occupational Titles lists places where
training may be obtained in the careers listed.

Professional associations can provide a resource of

information regarding educational and training requirements
of the field represented,




13.

14,

15,

The only way to success in the music field is through luck.

You must be in the upper one-third of your graduating class
to enter any four-year college.

You do not have to be a high school graduate to enter most
community colleges (two-year programs).
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12,
13.
14,

15.

PRE-TEST (Scoring ¥ey)
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LEARNING ACTTVITTES AND RFSOURCES

If you have successfully completed the Pre~Test, you need onlyv
complete Activity #3 on this list. All other students will complete
Activities #1, #2, and #3, and one (1) of Activities #4, #5, or #6.
Turn in the completed worksheets prior to taking the Post-Test,

ACTIVITY #1. 1If you have not used occupational resources prior to
this activity, check out and complete the 34 Sound/Slide
unit, "Using Career Information Resources." This unit
should be located in your librarv or career information
center at the local school. Use the worksheet provided
to comnlete the unit. This worksheet is on page 8
A perfect score is required to satisfy the activity
before you move on to the next activity.

ACTTVITY #2. Use the V.T.F.W. (Vital Information for Fducation and

Work) program located in vour library or school career
information center. From the Micro-Film V.I.E.W. deck,
select four (4) careers of interest to you. (Be sure
the D.D.T. reference number is not numerically similar.)
Insert the card in the machine and 1list on the worksheet ]

x- provided on pape % each of the education and training

B requirements. You should have information for four (4)
senarate careers,

ACTTIVITY #3. Using the data from Activitv #2, compare your information
on two (2) careers with the Dictionarv of Occupational
Titles, the Occunational Outlook Handbook, or other
resource material. List the comparison data on the form
provided on pape 1l. Based on this information, select
one (1) of the two (2) carcers researched and support

vour reason for this choice on the space provided on
the worksheet on pape 11.

ACTIVITY #4. On the hasis of the data developed in Activitv #2,
select two (2) careers from different clusters and
arrange to observe in the careers while vou are in the
Exploratory Work Fxperience Fducation Program. While
you are on the individual assipgnments, find out from
vour observation the educational and training requirements
related to you hy your sponsor. Compare this with your
data collected in Activity #2, Use the form provided on
page 12, If this observation has altered your earlier

'j selection, explain why. Space is provided on the
a worksheet on pape 12,

ERIC e 134




ACTIVITY #5,

ACTTVITY #6.

Now that you have completed the required Activities, you should be

" readv for the Post-Test. Turn in all your worksheets to the Work
Fxperience Fducation Coordinator. If you are successful on the Post-
Test, you might want to look into the I-DFAS on page 17.

Visit vour local community college and, taking the
education and training data gathered in Activity #2 and
Activity #3, visit the department where the major course
work would be offered. Discuss with teachers and students
the program offerings and how vou should nrepare for these
career fields. Note comments on the form provided on

page 13, If the activity has influenced your final decision,
explain why on the form section provided on page 13,

Tf your career choice receives the training through
apprenticeship or trade school, visit the training
center for that career in your area. Discuss entry

into the program with instructors and students. Compare
this with vour printed data from Activity #2 and Activity
#3, using the form provided on page 14. If the activity
has influenced your final decision, explain why on the
form section provided on page 14,




WORKSHEET FOR ACTIVITY #1




1. V.I.E.W. CARD CARFEER

WORKSHEET FOR ACTIVITY #2

D!O!T! #
FEDUCATION REOQUIREMENTS TRAINING REQUIREMENTS

2. V.I.E.W. CARD CAREER D.O.T. #
FDUCATION REOUIREMENTS TRAINING RENUIRFMENTS

3. V.I.E.W. CARD CAREER D.0.T. #
EDUCATION REOUIREMENTS TRAINING RFOUIREMENTS

4, V,1.E.W. CARD CAREER D.O.T. #
EDUCATION RENUIREMENTS TRAINING RENUIRFMENTS




WORKSHEET FOR ACTIVITY #3

CAREER CHOICE (1)

D.o.T. ’,

TRAINING REQUIREMENTS ACTIVITY #2

SECOND RESOURCE (List title)

EDUCATTON REOUIREMENTS ACTIVITY #2

SECOND RESOURCE (List title)

CAREFR CHOICE (2)

D.0.T. #

TRAINING REQUIREMENTS ACTIVITY #2

SECOND RFSOURCE (List title)

EDUCATION REQUIREMENTS ACTIVITY #2

SECOND RESQURCFE. (List title)

Indicate preferred choice of two comparisons from above

. Explain your rationale on the back of this worksheet.
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WORKSHEET FOR ACTIVITY #4

CAREER OBSERVED: LOCATION
D.0.T. # SPONSOR

V.I.E.W. DATA ON EDUCATTION/TRAINING | SPONSOR'S DATA

CARFER OBSERVED: LOCATION

D.0.T # ’ SPONSOR

V.I.E.W. DATA ON EDUCATION/TRATNING | SPONSOR'S DATA

What influence has this ohservation had on vour final career choice and
why?




WORKSHEET FOR ACTIVITY #5

COLLEGE VISITED:

Department: (Please attach printed materials
you collected)

Teacher Contacted: Student Contacted:

(List more than one student)

CAREER SFLECTION FROM ACTIVITY 3 or 2:

DlolTl 'J’ L]
School Information on Education Student Information on FEducation
Requirements. Requirements.

How does this compare with what you learned about the training and
education requirements from Activity #2?

What influence has this visitation had on your final career choice, and why?




WORKSHEET FOR ACTIVITY #6

TRADF, SCHOOL/UNTION VISITED:

Division:

Advisor Contacted:

(Please attach printed materials you
collected)

Student Contacted:

(Try to talk with more than one student)

CAREFR SELFCTION FROM ACTIVITY #2 or #3:

n.o.T. #

School Information on Training
Requirements

Student Information on Training
Requirements

How does this compare with what you learned ahout the training and

education requirements from Activity #2?

What influence has this visitation had on vour final career choice, and why?
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POST-TEST

When vou have completed Activities #1, #2, and #3, and at least

one (1) more of Activities #4, #5, and #6, you should turn your
worksheets in to the Work Fxvnerience Fducation Coordinator. You
are then ready to complete the Post-Test. As in the Pre-Test, mark

a "T" for TRUE and an "F" for PALSE in the space provided in the
left margin.

1,

10,

Training requirements for most apprenticeable trades include
practical experience,

File Clerks and Stenographers belons to the same occupational
cluster.

Retail sales cler!'s and produce managers belong to the same
occupational cluster.

V.T.E.W. (Vital Information for Fducation and Work) is a
source of national information on career trends.

The Dictionary of Occupational Titles contains over 22,000
job definitions.

Copies of the Occupational Nutlook Handbook may he used to
find out about training requirements.

College programs leading to competency in a given career area
are all about the same.

You must be in the upper one-third of vour graduating class
to enter any four-year college.

Dental assistance programs are offered hoth at the community
collese and throueh trade schools.

Airline stewardess trainees can onlv receive their training
from a company-operated trade school.

Your Career Preference from the LAP was:

D.O.T. {;

Why did vou select this career preference?

-14-
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POST--TEST (Scoring Key)

When you have completed Activities #1, #2, and #3, and at least
one (1) more of Activities #4, #5, and #6, you should turn vour
worksheets in to the Work Fxperience Education Coordinator. You
are then readv to comnlete the Post-Test. As in the Pre-Test,

mark a "T" for TRUE and an "F" for FALSE in the space provided
in the left margin.

1. T
2, T
3. ¥
4, T
5. T
6. T
7. T
8. ¥
9. T
10. F
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T-DEAS
(Yn-Depth Educational Activities)

Arrange to have a panel of community emplovers using people

in several different occupational clusters to present a panel
on expected educational and training standards. Structure the
panel so thev will react to common ingredients to be aware of in-
further training, and also requirements vhich are peculiar to

their specific fields. The group can take notes and react in
small groups.

Take 8mm movies, video tapes, or still pictures of ways you can
meet career training requirements in each of four (4) johs from
two (2) different occupational clusters. Show your finished
product in the related instruction class.

.

Arrange to have a representative from three (3) different unions
visit on campus to present the training requirements necessary
for entry into each of their unions. Structure the presentation
so they discuss entry requirements, schooling, and anprentice
activities. You might have the presentation for several related
instruction groups, or extend the presentation to other class
groups in the local school.
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LAP Frepared By: lonnald Averill

WORK EXPLRIENCE EDUCATION
LEARNING ACTIVITY PACKACE

Type of ¥ork ixpericnce Hducntion: EXPLORATORY

Progrum Goal: 3.4 Identify the cducational snd training
requirements of sclected 2areers

Ferformance Ovjestive: %.4.3 Based upon at least two (2)
interviews with persons cmployed in the carcer yon selected vnder
Performance Objective 5.4.2., identify several levels of ad-
vancement rel=ted to that carcer. Outline the steps you must
tnke und estimale the time rcquired for you to attain the
career level you desire,

NOTE TC "HE STUDENT

By the time you have completed this LAY, you will resmlizc the
importance of cducation, work expericnce, and communitiy
uwxpericnce as they relate to job sdvancement. Yonu uill also
have plotted a zourse of sction for you to follow in re:chine
4 speeifiec cureer goul.

RATIOHALE

Some corcer goals can be reazhed upon gradiation from hiph
:thool, based upon vrepsration you reccive while in school,
Other jobs reqnire more edusation :nd experience, plias
~ertain personxlity characzteristies, Through this LAP, you
vill see ex»ctly what is necded in your career choice snd Lhc
leneth of time it will take you to reach this conl.

PIRECTICHS
et o SVl

“ompletc tha Pre-Test on pazre 2. Check yorr test with your
Vork Experience fducsation Coordinntor, If Jou have completed
itens 2 =nd #3 to the Toordinstor's sntisfaction, you nan
rroceed to A~tivity #4 on page ©. Satisfastory completion of
thic wsctivity will meet the requirement of the LAP. 411 other
stodents =re to complete Activitics #1 throuwgh #4. Turn the
completed worksheets in to yonr Work Lxperience Rducation
foordinntor. Coxmpletion of Activity #4 to the zatisfaction of
the Coordinntor will serve ss the Post—Test for this L4F.

ERI

Aruitoxt provided by Eic:




PRE-TEST

Have you ever had any experience vorking, cither through
Bxploratory Work Experience Fdueation or paid work experience,
in the career sclected for this LAP? If yes, please specify
which career and the job function rerformed.

ire you Leing trainsd now te successfully meet the requirements
of your future career monl? Tf yes, plersc specify.

tioez your carcer ronl require extensive on-the-job training, or
will you be able Lo enter your vosational field 'pon &raduation
from high school?

iz job zdvincement?

How docs it affect your sulsary, status, work load, and Job
responsibility?

ERI

Aruitoxt provided by Eic:




Fre-Test (Cont'd)

Iame #t least three (3) factors that can help an individunl
advance on the job.

A,




B |

ERIC

Aruitoxt provided by Eic:

PRE-TEST (Scoring Key)
1. No key needed,

. Student should be cnrolled, or previously cnrolled with
above=-averapge grades, in a 21nss that will five him a saleable
gkill wpon graduation from high school.

2. Student should be enrolled, or previously enrolled with above-
average grades, in a class that will give him a career that he
san use vpon graduation frem high school. (Example: shorthand
and typing for secretary; auto mechanics for mechanic)

“. Jcb advancement would mean a promotion in career rank. Usually
with job zdvanzement comes higher my, greater steins within
the organization =nd community, a potentially heavy work load
and more job responsibility.

N

. nducation, willingness to work hard, knowing the right peowle, etiz.

(Counselor or Coordinator may use his discretion in determining
other faztors that wonld apply here,)

Tf student snswers quesiions J1-43 correctly, he docs not huve
o perform this LAP. Tn any 2sse, the student mest nnswver
westions 42 »nd #35 corrcctly in order to not huve to do this
iF.




Aebivity f1
Letivity J5
LZetivity 47

;

!
Sutivity #4

ERIC

Aruitoxt provided by Eic:

LEARHTING ACTIVITIES AND PESOURCES

Using the information you obtained from interviews

with two (2) persons in the eoarcer ol your choine

18 seleected in Performsnce Objective 5.4.2., chart all
ol the edventional and training backgrouind of the persons
interviewed, nsing the workshect on pages 6 and 7. Then
chart all of the educational and training experiences yovu
have had, plus those you cxpeect to nzhieve in the futire,
tased on your interviews,

sing the 1ist of Personality and Tnterest Trnits
provided on page &, choose those fmctors that rel-te
dircetly to the earcer yoi have selected. Using the
vorksheet on puge 9, list the personnlity and interest
treits you huve found that arc needed in the zareer in
the left column, and the personality traits yon feel
¥ou pogsess in the rirscht colwumn,

-

T

. C

sing 1o inCormition you gathered from two (2) intervicws
i'h peotrle involved in fhe 2sreer of your choice, note
he =mount of working timc that is required before

esired cnreer sadvancement can actunlly be schieved,

List thic informxtion on the worksheect for Activity B=

n yrges 10 wnd 11, On the same vorkshecet, stx=tc the
snonnt of time you ecxpect to put in vefore achicoving

» sinilar level in your corcer goal,

2

<

& o+

C

after revicwing the information gothered in fctivities
A1, #2, and 3, ereste o step=by-cstop ontline that will
include 211 edn-~=tion2l sind outside experiences that

will help yon reash your asrcer g£0al. Tnelwdc¢ in thiz
oatline »m estimate of the time involved, wiys of
»chiceving needed persconality traits, »nd outside exper-
iences thnt ave directly related to reaching c-reor
advsneement.,  Record this information on the worlshoets
provided on pagcs 12 threvsh 15,




O

ERIC

Aruitoxt provided by Eic:

»

List actual carcer trsaining and education obtained by vrerson

ACTIVITY #1 V0

(SHEST

intervieued,

Ligt =2tenl career training yov hwave nlresdy achieved.
Lizt actual zarecer irazining you plan to schicve in the fotere.




ACTIVITY #1 WORKSHELT

CARSER B:

oy List nctual carcer training and edunention obtained by person
4 intcrvicued.,

Ligh =civel 2ovecr training you have alrendy wohicved

{
Lisi aeival onrecr training you plen to : chieve in the frture,
‘.I N
4
Q 7=
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Ly

ACTIVITY {[2 WORKSHRL'
i ERSOHALITY TRAITS TIHTEREST TRAITS
l. ‘Ageressive 1. Likes -hange, and veriety of
different job assignments
2. Vonest 2+ Prefers desling with things
and sctivities
) 3. Intuilive 5. Likes working for, and
helping people
4. lRcsronsible 4. Prefers creative sssiqnments |
Ad -1 ) . . . 1‘
5. Mactfnl . Enjoys sctivitics that are
! seicntilie or technizal in
sture
G. Tcader 6. Abilily and decire to work
with people |
T. Tnleerity 7. \Uilling to see a job ihron~h
/ . Toyal *o AbLility to work on your oun
. witho " much svwpcrvision
9, O-%oing 0. Prefers rontine snd orsnnized
setivitics
1C.  Prefers working #1lone

e = R

Aruitoxt provided by Eic:




ACTIVITY #2 WORKSHEET

AN .
Creeitiedeil s

L

Jict trnits necded for n suececssful ist treits you already possesc
seconplishment of this carcer, Use that will help you in achieving
[ N
4 v

it o rmits on prarecding page, ' :Areer goal,

ERI

Aruitoxt provided by Eic:
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ERIC

Aruitoxt provided by Eic:

JUTe

AULLYLYL sty VORKSESSD

CARERR 1

winn esreer onls require some years of cxperience beforc
retonl gonls 2an bhe ~ttained. This experiense ecan either
ke grined by years wilhin the compiny or by oxpericnne
obirined from viorking with » similer org: nizntlon. Unine
the information yon obtained from the two (2) interviews,
list years snd amonnt of experience needed to obtzin this
particulsr curcer gonl,

;ote the rmount of time and experience you expectl wnd
¢ villing to it in, in order to achicve your career
il

i




ACTTVITY 45 YORKSHRED

flnny enreer gonls require some years of exzperience before
aetunl ronls enn be attnined. This exnerienze nan either
be mmined by yeers within the company or by experience
ottuined from working with o similar organization, Using
the infovmntion yon obimined from the two (2) intervieus,
list yenrs and smount of expericnce necded to obtain this
narticrley 2arcer goal,

~ote the wrornt of 'ime rnd cipcricnce Yo expect and
ere willing: to wut in, in order to nshicve Your cureer
Lol
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ACTIVITY f4 UORISHEET

Soter the dntervicws hove sompleted your information about trainine

wnd cdonretionnl wogoirements in the »oreer of your ~hoice seclezted

in Terfornonsce Objeztive 3.4.%&, yo arc to reart to your impressions
thezs reevirements as they wonld apply to you. To azcomplish this,

commlete the next Activity,

Tntervicy 1

11 school or training insiitviions for this carcer (zite
sor~¢ of the infornma tlon) Tndionte the omount of time
resuvired to ~omplete the progrim,

List netand worh eupericnoe or g
Greninge yoar rYGET fonl, Hov 'n"h time hogo becn

. _— Ly -
SonecrersnYy oY Thle career?

ising tme pre-cading infommiilien, plus other intervicw dnin or
wreaer dnfomy tion resources, develop o sbep-by-stop prorcitinre,
listing 1l cduention, commnitby exporiences, and éifferert Job

et ot e Tellowed before resching vour earcer soal,
(¢ sere to iske into ~onsiderution that nany of these duties wny
onoverfomed tozcther, sueh no oduention and worl: exrcrience,  Thic
will 2ot Joim an ihe ftime remvircé to rench your goal.) Te « wplete,
ot heozure o note the time in yours or months ncecded o ~omnlete
et susment hen findshed, tolnl the tine invelved in reazhing

zovrsc oyl

ERI

Aruitoxt provided by Eic:
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Aetivity U4 orksheet ((.'onl;'d)

figi School (cont'd)

v
. L.
Vork Zepericnac/Cther Time
1.
..
l:. .
Creie Sohool o Telleso Verinin:
o i i - Eime
.
. TV Y AP RS W gt
B
A- .
{ Ca=thiv=int dvacomonte
! 1 RS T R
~hin e Towdtions Timc
i.
o
e
L4
s e
.
e
-
HE )
.‘.
DATNETER ITIOTON:
TORLL T .
v
i
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ERI

Aruitoxt provided by Eic:

Antivity 54 Uorkshcet (Cont'd)

TARELD onoTe: Tntervicw 2

or trnining institutions for this r~nrcer (site
n'f‘or::;-'ﬂtion). Indicate the aroynt of time

pethnl uorlt enperioncz or treining thot world =«
| ow m:-h time hus been
2.

T
fov
. 3 segime e AV 3 - < an >
Listie or novessury Tor Mis rrpcer”

1
.
1

infornstion, »lis oiher intervier dois or

cimition rorovrics, develon n step=by=step procadire,

Y

)
AL edicetion, ~ommmity cxperionces, ané difforent Jou
5

wnd negl L Tollowed belore reeehing your ~oreer so-l,

= v w0 trlie into romsideration that nany of these duties mey

neoserfomed torcther, stoh g eduantion mnd worl cxrericnce, ‘this

: wahodown on the time veenired to rench your =monl,) Te ronplete,
nire L me in yerrs or months neocded *o romrlcte

conh woomcnt,  Ther T in reushins

rver ol

Vit Tohools
e —————————

[ PR . " Tmant e
erroe Vlork
MAE A




My

Vorishect (Cont'a)

T,

;"Dcricncqépthcr

SrndeSchool or ollerc

Tonrne saajor

On=tliz=dol ‘dvinocenent:

cremer am—

Dlens g Vo itions

ATy,
. w ed e
smer o

Aruitoxt provided by Eic:




POST-TEST

Eetiviby ' worlisheets will serve as the Post-Test,

Vhen done nroperly, the stedent will have ~omputed
ond defined iimg, cduecrtion, cxperience, nnd duties
needed in rocching his srrecr fosls.

ERI

Aruitoxt provided by Eic:




1.

I-DEAS

Talk to your counselors or teachers about the different
colleges or trade schools that have the best programs in
your desigmated field.

Take advantoge of your V,.I.E.W. Machine (Vital Information
for Education and Work), if your school has one. It contains
a vealth of information on just about every career available,




LAP Prepared By: Donald Averill

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Fducation: EXPLORATORY

Program Goal: 3.5 Compare the educational and training requirements of
a variety of careers to your potential for success in those careers

Performance Objective: 3.5.1 Based upon what you have learned about -
yourself and a variety of careers, describe your own career
expectations. Compare these with: (1) your school achievement,

(2) educational and training requirements of the careers considered,
(3) your self-assessment, and (4) your capacity to delay reaching
career expectations because of necessary education and training.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

1. Compare and contrast your present school achievement
to your future career goal.

2. Compare your interests and aptitudes as they pertain to
your future vocational goals.

RATIONALE
This LAP is designed to help you discover if your school

achievement, aptitudes, and interests correspond with your

career goals.

DIRECTTIONS

You are to complete the Pre-Test on page 2 of this LAP. If your
answers satisfy the criteria listed on the instructor's key,
then you may proceed to Activity #4 on pages 10 and 11. If you
have satisfactorily explained how each of three (3) statements
in the activity relate to your own life style, then you have
completed the requirements of this LAP.

Students who have not satisfied the criteria listed on the
Pre-Test Key are to select two' (2) of Activities #1, #2, and

#3, plus Activity #4 and complete the outlined tasks as described
on page 4. Activity #4 serves as the Post-Test and will be
turned in along with other worksheets for examinatior by the

Work Experience Fducation Coordinator, who will determine if

- EMC you have met the objectives. 382
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PRE-TEST

All of us must make a decision as to what our career goal will be in
the future. Some of these decisions are made on our own; others are
made for us through circumstances over which we did or did not have
control. There are certain factors which determine our career goals.
You are to list five (5) factors which you feel would have the greatest
impact on choosing a career. Keep in mind the importance of picking

a career you are happy with and can achieve a certain degree of
success in performing.

1.

3.

When you have completed your list, check your items against the
instructor's key. If you have listed five (5) factors on this test
which also appear on the key, you may proceed with Activity #4. If

not, continue with the Learning Activities and Resources which start
on page 4.
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POST-TEST (Scoring Key)

All of us must make a decision as to what our career goal will be in
the future. Some of these decisions are made on our own; others are
made for us through circumstances over which we did or did not have
control. There are certain factors which determine our career goals,
You are to list five (5) factors which you feel would have the greatest
impact on choosing a career. Keep in mind the importance of picking a

career you are happy with and can achieve a certain degree of success
in performing.

1. A list of various interests

2, Potential for making a lot of money

3. Great demand for this particular career

4. Parent's desire for child to go into certain career

5. Strong educational background in chosen field

Students may list any others; use your discretion in scoring them.
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LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #1

Pick three (3) careers you feel you are interested in
pursuing. Go to the V.I.E.W. (Vital Information for
Education and Work) machine located in your school
library or career information center; seek other
printed information on careers or see your vocational
counselor. Investigate all of the education, experience,
and training that must be completed before a career goal
can be reached. From this information, choose the one
(1) career you are most interested in pursuing. Use
the worksheets on pages 4, 5, and 6 for this Activity.

ACTIVITY #2 Compare your own educational background with the
information gathered in Activity #1 for the career of
your choice. Be sure to note in this Activity any
scholastic awards or achievements you have made during
high school. Also list classes in which you especially
excel; list those subjects that you may not excel in,
but you really enjoy. The information for this Activity
may be recordad on the worksheet provided on page 8.

ACTIVITY #3 Using the worksheet provided on page 9, jot down any
special talents, aptitudes, and interests you may have.
Compare this data to see if any of the items which
come easy to you or are fun coincide with your career
goal.

ACTIVITY #4 Refer to the list of statements on pages 10 and 11. 1
Select three (3) statements that relate directly to you |
and would affect your future career plans. Write a brief
explanation describing why this particular statement fits
you and would have an affect on your future life style.

You may enter your descriptive data on the worksheet
provided on page 12.



ACTIVITY #1 WORKSHEET

Using the VIEW machine or other resource materials available at
your school, find information in the areas listed on this worksheet
in each of three (3) careers. After you have gathered all of the

data, select one (1) career as the most appealing to you, which will
be used in further comparisons.

CAREER #1: D.0.T. #

Educational Requirements:

Training or Experience Requirements:

Aptitude Levels:

Interest Levels:

1y i




ACTIVITY #1 WORKSHEET (Cont'd)

CAREER #2: D.O.T. #

Educational Requirements:

3 .

Training or Experience Requirements:

Aptitude Levels:

Interest Levels:




ACTIVITY #3 WORKSHEEY (Cont'd)

CARERR #3: D.0.T.#

Educational Requirements:

Training or Experience Requirements:

Aptitude Levels:

Interest Levels:

Career of Greatest Irnterest:




ACTIVITY #2 WORKSHEET

CAREER OF MOST INTEREST FROM ACTIVITY #1:

List any education or training you have had to date that relates
to the career chosen.

List any scholastic awards (if any) you have received during high
school. Give the year and your age when chey were received.

Award Year Age

List classes in which you do your best.

List courses you enjoy.

Describe the ways in which you see the record listed above tie-in
with the career preference you have selected.




ACTIVITY #3 WORKSHEET

3 Keeping in mind the importance of liking what you are doing when
establishing a career that is attainable (in other words, don't
strive to become an artist if you are unable to draw or paint),
list on this worksheet the following as they apply to you:

TALENTS INTERESTS APTITUDES

(Singing) (Reading) (Spelling)

CAREER GOAL FROM ACTIVITY #1:

Do these factors coincide with your career goal?

Explain,




1.

10.

11.

12,

13.

ACTIVITY #4 WORKSHEET

You are willing to give up the necessary amount of time needed
for the education required to reach your career goal.

You want to make money as soon as possible because you want a
new car and nice clothes.

You come from a large family where income is limited; your family
expects you to start working immediately after graduating from
high school.

You hate school and can't wait to get out.

You're being trained for your vocational goal in high school.
You don't feel you will require any more training after graduation.

You have received a scholarship to attend the college of your
choice. You plan to attend school on this scholarship; you
will reach your career goal because of this financial help.

You plan to "kill two birds with one stone' by going on to
school and working at the same time.

You have vocational skills now, but you realize the only way

to advance on the job is to take more classes in college. You
plan to work using the skills you learned in high school and take
college classes at night; eventually you will get a diploma.

Your career expectations do not require a college diploma.
However, you feel extra classes will help you do a better job.
Therefore, you will enroll in college for a short time to take
classes that will help you on the job. You will work and go to
school.

You have rich parents who will support you while in college. It
doesn't matter how long you go to school because money is no object.

You dread the idea of work; you plan on taking as long as possible
to finish school so you won't have to face the idea of holding a job.

You realize school is important but money is limited. You want a
college education, but you feel it will be too difficult to work and
g0 to school at the same time. Therefore, you plan on working after
graduation from high school and saving up enough money to send
yourself through college. You realize this will take a few years,
but you feel it is worth it in that you can devote your entire time
to studying.

Your career goal requires much training, and you have been offered
a high~paying job at the factory down the street. You realize the
factory job has a good starting salary, but there is no chance for
advancement. However, you realize you will be making more money
and be a happier person if you go through with your college plans.
It may take longer but it will pay off better in the long run.

-10- j{;i




ACTIVITY #4 WORKSHEET (Cont'd)

Rather than writing the statement out, list the corresponding
number of the statement in the space provided.

Statement # __+ Explain why this describes your future life
style.

Statement # . Explain why this describes: your future life
style. 2

Statement # . Explain whv this describes your future life
style.

List and explain any other statements of life style which would
affect you, but may not have been included in the list.




POST-TEST

Activity #4 will serve as the Post-Test. If you have finished it
completely and accurately and it has been checked by your instructor,
you have satisfied the performance objective of this LAP.

a3
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1.

I-DEAS
(In-Depth Educational Activities)

Interview at least three (3) people involved in the same
career as your future career goal. Find out the following:

a. Their gpecial taleuts and 1nterests

b. Educational background

c. Barriers they had to overcome before they could reach
their career goal

Visit a college or trade school that has programs for your
career goal. Talk with a counselor or dean about the
qualifications you must have before you enter into this
occupation.

(9
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LAT Prepared Bv:  Dr. Robert Williams

WORY. EXPERIENCE EDUCATTON
LEARNTING ACTTYTTV DPACKAGE #

Tvpe of Work Experience Fducation: EXPLORATORY

Program CGoal: 3.5 Comnare the educatinnal and trainine requirements
of a varietv of careers to vour mnotential for success in those
careers

Performance Nbjective: 3.5.1 Based upon what vou have learned

about vourself and a variety of careers, describe vour own
career expectations. Compare these with: (1) vour school
achievement, (2) educational and trainine requirements of the
careers considered, (3) vour self-assessment, and (4) your
capacitv to delav reaching career exnectations because of
necessarv education and training.

NOTE TO THE STUDENT

Upon the comnletion of this LAP vou will:

1. Describe at least two (2) of vour present career
expectations in terms of:

a. your school achievement

b. the requirements of vour chosen career possi-
bilities

L Cc. your antitudes, interests, and preferences
M d. vour motivations for further education and training.

RATTONALFR

“Yakinp a career choice must include your lLnowledee of what
you can do, what vou like to do, how much vou want the
career, and what the career reauires. This LAP will aive

vou an opnortunitv to consider vour career choices in terms

4
of vour knowledee of vourself and career requirements.




In

DIRECTTONS

this LAP vou will:

Study two (2) ponssible career choices.

Review what vou have learned ahout vourself.

D1scués vour career choices and wvour réasons for them

with vour narents and with vour "Jork Experience
Fducation Qoordinator or counselor.




N
1
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INSTRUCTTONS :

LEARNTNG ACTTVITTES AND RESOURCES

This LAP is required of all students. All students

are required to do Activities #1 - #8. I-DFAS #1 and #2 are
ontional.

ACTIVITY #1.

ACTIVITY #2,

ACTIVITY #3.

ACTIVITY #4.

ACTIVTTY #5.

ACTIVITY #6.

ACTIVITY #7.

Select two (2) careers vou are considerine following.

Two (2) copies of the "Nutline For the Study Nf A

Career'" are included in this LAP. Read the outlines

so that vou will have a.general idea of what vou will
be doing. (Pages 7 - 22.)

Complete the outline for each career vou have selected.
In order to complete the outline, you will have to

use the following resource materials available from
vour librarv:

California Occupational Guides, California State

Department of Human Resources Nevelopment,

Occupational Outlook Handbhook, 1l. S. Department of

Labor, Bureau of Tahor Statistics,

Handbhook of .Job Facts, Science Research Associates,

Inc., 259 Fast Frie Street, Chicago, Tllinois 60611.

Review vour Personal Profile of Aptitudes, Interests,
and Achievements (LAP 3.1.1 and 3.1.2) and vour Data,

Peonle, Thines Survev (LAP 3.1.6).

Discuss what vou have learned with vour parents.

Make an apnointment with vour Worl Fxnerience
F.ducation Coordinator or counselor.

Keep the apnointment.




Learninpg Activities and Resources (continued)

ACTIVITY #8. Discuss vour career exnectations with your Work
Fxperience Fducation Coordinator or counselor. Be
sure to take your career outlines, vour Personal
Profile of Aptitudes, Interests, and Achievements
and vour Data, People, Thines Survev with vou to
the interview.




ACTIVITY /1,

ACTIVITY #2,

T-DLAS

Make an appointment with someone working in each

of vour two (2) chosen careers, Tell them whv vou
have chosen those careers. Ask them if they think
you would he successful in those careers. Tell vour
exnloratorv work exnerience education class -ahout
vour interviews.,

Practicallv evervw iok has some things about it that
people working at that job like and do not like. The
things they like about the job are more important to
them than the things thev do not like. TFor each of
the two (2) careers vou are studyine in this LAD,
make a list of the thinms you thinY% vou would like
and would not like ahout each career. Tell vour Work

- Experience Iducation Coordinator or counselor, verhallv

or in writing, why vou think the thinps vou like would
be important enouph to vou so that vou would he
satisfied with that career despite the things vou do
not like,




PRE-TEST

No PrefTest is reauired.

POST-TFST

No Post-Test 1is reaquired.




NUTLTNF _FOR THE STUDVY OF A CARFER

NAME.:

SCHONL: COORDTNATOR :

The questions listed are intended to heln vou in vour search
for the kinds of facts vou will want to get hefore vou decide
whether or not to choose a particular career. Tf vou feel that
a particular question mav not applv to the career which vou are
studving, (or to vou), ienore it.

This exercise can bhe used as a guide for all future job explorations.

Ansvers to the questions asked mav be ohtained from manv sources:

reading, talking to workers or emplovers, career conferences, work
experiences, etc.

NAME OF CARLFR:

1. Future Prospects: Are workers in demand todav? Ts emnlov-
ment expected to increase or decrease? Why?

2. Nature of Work: Tn brief, what does the worker do? Ts the
vorl: done inside, outside, or hoth? What are the worl:
conditions? (lot, drv, humid, dirtv, noisv, cramped, etc.)
Is work done with others, around others, or alone?

3. Physical mualifications: Age limits? Sex? Height and weieht?
Vision? Strength?

il




ONutline for the Study of a Career (continued)

3. (continued)

4. Verbal Tntelligence: Ts verbal intellicence important,
and to what degree? »

5. Special Aptitudes: "hat other antitudes are necessarv, and
to what degree?

Caam o o

6. Preparation: How much and what ¥ind of preparation is
required to meet emplovers' standards or lecal reouirements?

How long does it take? (Cost?

0>
\) A o




Nutline for the Studv of a Career (continued)

6. (continued)

Where can one sat a list of annroved schools?

What kind of high school preparation is necessarv?

Ts apprenticeshin or on-the-job training required?

Is experience of some kind necessaryv for entrance?
so, describhe.

Entrance: How does one pet his first Job? (Bv examination?
Apnlication to emnlover? Joinine a union? Saving to acquire
capital for opening own business? How much capital?)

8. Advancement: Opportunities for advancement to what? After
how long, and after what additional prenaration or experience?

9. Farnings: Averape earnings? Beeinning earnings? “faximum
expectance?




Outline for the Studv of a Career (continued)

10,

11.

12.

Geographv: Are workers evenly distrihuted over the United
States, or more concentrated in certain areas?

Advantages and Disadvantages: What ahout the hours of work?
(Lone, short, overtime, nipght, Sundavs and holidavs,
vacations, etc.)

Is emplovment steadv, seasonal or irregular? DNoes one earn
more or less with advancing age? (e.g., professional
athletes)

Are the skills acauired transferahle to other occupations?
“hich?

Is the work hazardous? (Accidents, occupational diseases, etc.)

Sources of Further Tnformation: (Professional associations,
colleges, industries, unions, etc.)

2C4q
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Outline for the Studvy of a Career (continued)

B. The following section is designed to help vou to compare what
you now know about this career with what you know or can learn
about yourself. Comnleting this section will involve some
repetition, but this is necessarv in order to help vou to select
and to brine topether the most important facts, take a good look

at them, and decide what further information vou mav need, or
what vour next step should he.

1. Interests: Iist here all the things vou would have to do
in this career that vou think vou would enjov doing:

2. List here all the thines that vou would have to do in this
career that vou think vou would dislilke doing:

W
.

Phvsical Reauirements: List anv narticular phvsical re-
auirements here that vou must meet in this career:

4. List any physical requirements that vou think it mav be
difficult for vou to meet.




Outline for the Study of a Career (continued)

5.

6.

10.

Aptitudes: TList here anv special aptitudes that are
necessarv for this occunation (Mechanical aptitudes,
clerical antitudes, scholastic antitudes, etc.):

Have vou taken any tests to measure these aptitudes?

Record the results of these tests and/or other evidence
of these antitudes:

Preparation: List here the number of vears of high school
and post-high school training necessary or desirahle:

High School:

Post-Hirh School:

List here the number of years of high school and post-high
school training that vou think you have the ability and
the desire to get:

Hiph School:

Post-High School:

Farnings: What are the expectancies 1in earnings for this
occupation?

Do you feel that this will be satisfactorv for wou?




Outline for the Study of a Career (continued)

11. Job Demand: What is the present picture and the employment
1 outlook for this occupation?

12. Does the emnloyment outlook seem good in terms of vour
potential and vour limitations? (Consider vour chances
for success in preparation, training, etc.)

13. Miscellaneous: List here anv other reasons why vou think
this would be a good occupation for vou to enter:

1l4. List here any other reasons why vou think this would not
be a good occupation for vou to enter:

C. The purpose of the following section is to summarize, to make
more decisions if possible, and/or to plan further action.

1. Summarv: Go back over the thines that you have written on
the previous pages and list all the important reasons why
you think this would be a good career for vou to enter:




Outline for the Study of a Career (continued)

2. List here the most important reasons whv vou think this
career may not he good for vou to enter:

L
3. Decision-making: Tf this looks like a carcer in line with
vour interests, aptitudes, etc., and 1is one which vou wish
to consider as a possihility in vour future planning, indicate
what further steps vou will want to take:

(a) Talking to officers of union lnecals resardine, reouirements
for admission to the union.

(b) Check for approved training schools
(¢) Pind a jobh in the field or in a closely related field
(d) Seek further conferences with mv counselor

(e) Othar (state)

4, 1If this career is not one which vou wish to consider, or vou
don't feel sure ahout it at thig time, indicate this helow.

Tf there are further actfons von think vou ought to take,
list those also:
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LAP Prepared By: Donald Averill

WORK EXPERTFNCE EDUCATTON
LEARNTNG ACTIVITY PACKAGE #

Tvpe of Work Fxperience Fducation: EXPLORATORY

Propram Goal: 3.5 Compare the educational and training requirements
of a variety of careers to vour potential for success in those
careers

Performance Objective: 3.5.2 After interviewing at least two (2)

persons who work in unrelated careers, and considering all you
have learned about vourself and these careers through vour prior
research, nrovide reasons why vou think each career is either
realistic or unrealistic for vou.

NOTE _TO THF STUDENT

Bv the time vou have completad this LAP vou will have:

1. Interviewed at least two (2) nersons from unrelated
careers, and

2. You will have considered what vou have learned about
vourself as vou relate to these careers.

3. You will bhe ahle to provide reasons whv the careers
are recalistic or unrealistic for you.

PATIONALE ‘

Before one chooses his career goal, it is imnortant that he
understand himself and how he would relate to a career.

Fverv person has different talents and limitations, and it

is important to have considered these talents and limitations
in light of specific career poals.

DIRECTIONS

Complete the Pre-Test on pape 2. Review the results with ;
your Work Experience Fducation Coordinator. If the reasons |
for your career decisions are satisfactory, the requirements
of this LAP will have heen satisfied. All other students
will need to complete Activities #1 through #5. Turn in the
completed worksheets to the Work Experience Education
Coordinator for review. Activitv #5, on pages 15 through 18, .
will serve as the Post-Test. The Work Experience Fducation
Coordinator will be judging your success on this Activity by
the inductive thinking you show in your writing about
personal relationshins to career requirements.




PRE-TEST

INSTRUCTTONS: Answer each of the following questions as comnletely

a.

as possible. This information is required te help vou in
proceeding through the LAP. Remember to write lepiblv.

List two (2) unrelated career soals.

b.

L.ist any experience or contact vou have had that deals directlv
with these two (2) career goals. (Fxploratory Work Fxperience
Fducation, personal interviews, etc.)

List any educational experiences you have had, or have made
arrangements to have, that relate directlv to these two (2)
career goals.

Provide reasons whv vou feel each career is either realistic
or unrealistic for wvou.

a.




PRF-TFST (Scoring Key)

INSTRUCTIONS: Answer each of the following questions as completelv
as possible. This information is required to help vou in
proceeding through the 1.AP. Remember to write legibly.

1. List two (2) unrelated career goals.

NO KEY MEFDFD. The instructor will checlk:
to see that the careers listed are from
two separate occunational clusters.

2, List any experience or contact vou have had that deals directly
with these two (2) career noals. (Exploratorv Work Experience
Education, personal interviews, etc.)

This could include FWEE, paid work experience, personal
interviews, or participation in a career day. 1t will
be at the discretion of the Work Experience Fducation
Coordinator to determine how valuable the experience

is as they relate to the two (2) career poals.

3. List any educational experiences vou have had, or have made

arrangements to have, that relate directly to these two (2)
career goals.

This would include classes that give the student

a skill in the goal, particularlv if it is a skill
which can be used upon graduation. (Example: short-
hand, weldinp, food services, etc.)

4. Provide reasons why vou feel each career is either realistic
or unrealistic for vou.

a. Must show knowledge of strengths and weaknesses

to enter each of the fields (skills, aptitudes,
interest).

b. The student should site possible means of gettinp
into the career field.

NOTE TO THE COORDINATOR:

Uf you are satisfied that the information listed indicates an
understanding of the performance objective and achievement of

the prescribed tasks, you can exempt the student from further
activities of this LAP.

)
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ACTIVITY #1

ACTIVITY 2

ACTIVITY #3

ACTIVITY #4

ACTIVITY #5

LFARNING ACTIVITIES AND RESONURCES

Use the V.I.F.W. (Vital Information Education and York)
machine located in your local school library or career
information center. Review data cards from the V.I.E.V,
deck and choose two unrelated careers which vou feel
would be of interest to you. List the information you
gather off the V.I.E.W. card on the worksheet provided
on pages 6 and 7. If V.I.F.W. is not available, use

the Occupational Outlook Handhook, or other printed
career information resources which will give vou the
required data.

In preparation for interviewing persons involved in
the career fields vou have selected, you will need

to prepare a list of questions to ask. Using the
data from the career information resources vou have
used, and through consultation with your Work Exper-
ience Education Coordinator, prepare a series of
questions you will ask your interviewees. List these
questions on the worksheet on pages 8 and 9.

Before, during, and after interviewing neople, there
are certain personal refinements and organizational
procedures which should be followed. To make this

a meaningful experience, think through a procedural
approach for your interview and 1ist these nrocedures
on the worksheet for Activitv #3 on pages 10 and 11.

After vou have completed vour interviews, your
information should be recorded in response to the
items on the worksheet on page 12. Compare the
career information data from Activitv #1 with your
interview information. Record this information on
the worksheet on pages 13 and 14.

In order to determine the relevance of the two (2)
careers chosen to vour own background and preparation,
compare vour present and future educational exper-
iences, personality traits, and extra~curricular
activities to the data vou have pathered in the
interviews. Use the worksheets berinning on page 15
to record this information.




WORKSHEET FOR ACTIVITY #1

CAREFR (a):

Using your career {nformation rescurces, list the following data
as it applies to vour first career choice. Remember that this
information will be used to desipn questions, and for comparison
purposes in future activities. It would be wise to read these
Activities through, prior to starting on the LAP,

EDUCATTONAL RENUIREMENTS:

PERSONALITY TRAITS:

RELATED JOB EXPERIENCES:

WORKING COMDITIONS:

by
Q.
L]




Worksheet for Activity #1 (Cont'd)

CAREER (b):.

EDUCATTONAL REOUIREMENTS:




b

WORKSHEET FOR ACTIVITY #2

CAREER (a):

It is very important when interviewing a person and takine his
valuable time, that you are properly prepared. You should have
prepared questions and space to enter down a replv. Using the
information you gathered from Activitv #1, prepare a 1list of
questions and add them to this worksheet. Check your answers with
the Work Experience Education Coordinator prior to using these
quastions in an actual interview.

1. Question:

Reply:

2. Ouestion:

Reply:

3. ONOuestion:

Reply:

4., OQuestion:

Reply:

YOU CAN PREPARE ADDITIONAL QUF.STIONS7 zg 5



Worksheet for Activity #2 (Cont'd)

CAREEFR (b):

1. Ouestion:

Reply:

2. Ouestion:

Reply:

3. Ouestion:

Reply:

4., Ouestion:

Reply:

i
1
[
4
1




WORKSHEET FOR ACTIVITY i3

This Activity will help vou to think through a svstem of personal
etiquette procedures you can follow when you make vour interviews
with persons in your two (2) career choices. VYou are to list the
steps you would follow before and after the interview. Review vour
list with the Work Experjence Education Coordinator; then vou
should be ready to make the actual interview using your questions
developed in Activity #2.

1. What steps should you use to obtain the interview vou want
to make?

a.

b.

C.

d.

2. How should vou hegin the interview?

3. What should vou do during the interview?

4. Uhat steps should vou take after vou have completed the
interview?

a.

b.

po




WORKSHEET FOR ACTIVITY #4

Using the information gathered in Activity #1, and from the
interview questions and actual interviews as designed in

Activities #2 and #3, complete a comparison of the information
gathered on this worksheet.

CAREER (a):

— TR IET

____CAREER RESOURCE DATA INTERVIEW DATA
Educational Requirements:

Fducational Requirements:

Personality Traits: Personality Traijts:

Related Job Experiences: Related .Job Experiences:

——— e aes

Working Conditions: Working Conditions:"A




Worksheet for Activity #4 (cont'd)

CAREER (b):

CARTER RESOURCE DATA

INTERVIEW DATA

Educational Requirements:

Educational Requirements:

Personality Traits:

-
g
E

Personality Traits:

" m—— gt

Related Job Experiences:

Related Job Experiences:

WOrking Conditions:

Working Conditioﬁs:

-11-




Worksheet for Activity #4 (Cont'd)

Now that you have compared the data from career information
resources with actual interviews, explain any differences which

exist between the printed information and the actual interview
for each career investigated.

CAREER (a):

Educational Requirements:

Personality Traits:

Related Job Experiences: v

Working Conditions:




Worksheet for Activity #4 (Cont'd)

CAREER (B) T

Educational Requirements:

Personality Traits:

prrees ¥
by

Related Job Experiences:

Working Conditions:




WORKSHEET FOR ACTIVITY #5

:?é This activity will serve as the Post-Test. The Work Fxperience
Education Coordinator will be measuring vour inductive reasoning
(ability to use known information and apply it to vourself) in

comparing your growth against requirements for careers vou want
to enter,. i

CAREER (a) :

List the different educational requirements vou have attained
which are related to this career,

What further educational requirements will vou need to meet
for this career? '

a,

[t

- b,

c.

d.

List at least five (5) of your most outstanding nersonality
traits which relate to, or are required by, this career,

a.

" b,

C.

d.

e,

What job experiences will you need to attain hefore you can
enter this career on a full~time basis?




Worksheet for Activity #5 (Cont'd)

How will you relate to the workins conditions for this career?

Using the above data, and the information attained from

career interviev (a), explain why you feel this would or
would not be a realistic career goal.




Bl

Vorksheet for Activity #5 (Cont'd)

CAREER (b):

List the different educational requirements vou have attained
which are related to this carecer,

What further educational requirements will vou need to meet
for this career?

List at least five (5) of your most outstanding personalitv
traits vhich relate to, or are required by, this career.

What job experiences will you need to attain hefore you can
enter this career on a full-time hasig?

< 8




Worksheet for Activity #5 (Cont'd)

How will you relate to the working conditions for this career?

Using the ahove data, and the information attained from career
interview (b), explain why you feel this would or would not
be a realistic career goal.




POST-TEST (Scoring ¥ey)

The worksheets for Activity #5 served as the Post-Test for

the student. Compare the answers on the worksheet to see that
inductive reasoning has been used in comine to the conclusions
the student has drawn about his or her own success.

a. The information should correlate to the information
from the interviews and the career information resources.

b. The stated reasons should he congistant with the student's
native abilities.
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T-DFEAS
(In-Depth Educational Activities)

After vou have gathered information ahout a career which
interests you, make a list of possible interview auestions
you would like to ask a person in that field. F¥ind a
friend who will be willing to review the questions and '
heln you in practicing for an actual person in the career
field, whom vou will interview at a later date.

If you are involved in a community service activity such
as candy striper where vou have access to persons involved
in a number of careers, select two (2) careers to chserve.
During the ohservation, formulate particular questions
regarding the career which you would like to know more
about. Arranee an interview with one (1) nerson in each

of the two (2) carecers and ask the questions vou formulated
during the observation. ' '




LAP Prepared Bv: Dr. Robert Williams

WORK FXPERTENCE FDUCATTOM

LFARNTNG ACTTVTTVY PACKAGE #
B Type of Work Fxperience Fducation: FXPLORATORY
Proaram Goal: 3.5 Compare the education and training require-

ments of a varietv of careers to vour notential for success
in those careers,

Performance Ohjective: 3.5.2 After Interviewing at least two
(2) persons who worl. in unrelated careers, and considering
all you have learned ahout vourself and these careers through
vour prior research, provide reasons why vou think each career
is either realistic or unrealistic for vou.

NOTE T0 THE STUDFNT

Upon the comnletion of this T.AP vou will he able to:

1. Decide whether or not two (2) selected careers are
either realistic or unrealistic for vou.

2. Cive at least three (3) reasons for each decision.

RATTOMALE

Makinp an effective career choice reauires that a person
know about that career. Talking with a person who is
working in that career can often heln vou understand more
about it so that vou can choose well. This LAP will give
vou an opportunity to interview two (2) people working in
different careers and to decide whether or not those careers
would be realistic chotces for vou.

DTRECTTINNG
In this LAP vou will:

1. Select two (2) careers for further'study.
2. TInterview a person workine in each career.

3. Tell your Fxnloratory Work Fxperience FEducation
Coordinator or counselor, verballv or in writing, why
vou think the two (2) careers are either realistic or

g | unrealistic choices for vou.

v &

\
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LEARNING ACTIVITIES AND RESOURCES

INSTRUCTINNS: This LAP is required of all students. All students
are required to do Activities #1 - #7. 1-DFA'#1 is optional.

" ACTIVITY #1. Select two (2) careers that are unrelated.

ACTTVITY #2. Make apnointments to interview a person working in
each career. Tf vou do not know anvone working in
the selected careers, see vour Fxploratorv tork

Experience Education Coordinator or counselor for
heln.

ACTIVTTY #3. 1If vou have not read materials describing the two
(2) careers, do so. Materials, such as oecuvmational
guides, are available in vour school librarv and in
your counselinpg lihrary.

ACTIVITY #4. Complete the Career Interview Form, pages S and 6,
after or durine your interviews.

ACTTVITY #5. Review your Personal Profile of Aptitudes, Interests,
and Achievements, (LAP 3.1.1.)

ACTIVITY #6. (This Activity is an alternate to Activitv #7.)
Discuss the two (2) career choices with your Exploratory
Work Experience FRducation Coordinator or counselor. Be
sure to tell him three (3) reasons whv vou think each
career ig either realistic or unrealistic for vou.

ACTIVITY #7. (This Activitv is an alternate to Activitv #6.)
Write a paper telline whv you think each career is
either realistic or unrealistic for vou. Be sure
to give at least three (3) reasons for each decision.
Give the paper to vour Exploratorv Uork Experience
Education Coordinator or counselor for his review and
response.

>
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T~DEAS

If vou decide that both careers are realistic for you,
interview a person working in a career that vou think is
unrealistic for you., It is important to know what you do

not think you would like to do. However, sometimes what we
think we would not like to do chanses when we have explored
the choice more fully. After you have interviewed the person,
discuss your feelings about the career with your parents,




g ‘ PRE-TEST

No Pre-Test is required.

POST-TEST

No Post-Test is required.

f
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CAREFR_TNTERVTEW FORM

Person interviewed:

Jobh:

.Date:

Muestion #1. Why did vou choose your particular career?

Nuestion #2. 'hat are the advantages that vou see in vour career?

Nuestion #3. What are the disadvantages that vou see in vour career?

Nuestion #4. Vhat kind of person is most successful in this career?

OQuestion #5. What kind of person is least successful in this career?

Ouestion #6. What kinds of changes do vou think will take place
in this career?

32
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Career Interview Form (continued)

Nuestion #7. How can a person keep up-to-date in this career?

Nuestion #8. What do vou think is the best wav to prepare for
this career?




LAP Prepared By: Donald Averill

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: EXPLORATORY

Program Goal: 3.5 Compare the educational and training requirements

of a variety of careers to your potential for success in those
careers.

Performance Objective: 3.5.3 Assuming that your career goal is
a long-range one and that achieving it requires completion of
a series of short-range goals, indicate what short-range goals
you have already reached. Prepare a road map which identifies
your destination (long-range career goal) and all of the in-
between points (short-range goals). Explain how you can compensate

(detour) for failure to reach some in-between points (short-range)
goals.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

Realize that before a person can reach his long-range
career goals, he must first complete short-range objectives.

Realize that there can be barriers when achieving a goal.

There will almost always be ways of overcoming these
barriers.

RATIONALE

This LAP is designed to help you discover the many barriers

that can arise, what these barriers are, and how you can

overcome them to reach your goal.

DIRECTIONS

In this LAP you will work on case studies regarding people
who have career goals but must overcome barriers before they
reach their desired vocation. In the Pre-Test of the LAP,
you will also chart a road map of your short-range objectives.
If this road map is completed correctly, you may go on to

complete Activities #2, #3, and #4 as described on page 5 of
this LAP,

<34




PRE-TEST

Complete the questions on pages 2 and 3; then check your answers
with the instructor's key. If you have completed the Pre-Test
satisfactorily, go on to Activity #4 on pages 13, 14, and 15.

When this is completed, you have satisfied the requirements of
this LAP.

1. List at least five (5) barriers that could hinder a person
in reaching his career goal.

Take three (3) of the barriers that you mentioned above, and
describe how you would overcome them if they happened to you.

a.

There are certain steps that have to be taken before a person can
reach his final career objective. We will refer to these steps as
short-range goals. Some of these goals may be education or training,
work experience, and economic demand for your skill.

In the boxes provided, chart a road map of short-range goals you
will need to meet before you can reach your long-range objective.
If education is required, be sure to note how much and from which
institution. Be sure to note the exact type of work experience or
social experiences that are needed. Also, list other factors that

you can think of that will be necessary for you to reach your long-
range goals,




PRE-TEST (Cont'd)

Education:

Training:

—

Work Experience:

—»

Other:

>

__.e Long-Range Goal:




PRE-TEST (Scoring Key)

List at least five (5) barriers that could hinder a person in
reaching his career goal.

No money

Marriage

Failing in school

Unwanted pregnancy

No openings in desired field

(OTHERS MAY BE SUBSTITUTED, PROVIDED THEY ARE VALID)

Take three (3) of the barriers that you mentioned above, and
describe how you would overcome them if they happened to you.

Accept reasonable answer

Chart road map of short-range goals.
Things that should definitely be listed are:

(a) Education - student should be specific and name college
’ or trade school he plans to attend. Student
should also list time involved in getting
training.

(b) Work Experience - student should again be specific.

(c) oOther: Accept reasonable answer




I

ACTIVITY #1

ACTIVITY #2

ACTIVITY #3

ACTIVITY #4

LEARNING ACTIVITIES AND RESOURCES

Go to your VIEW machine or your vocational counselor
and regearch the requirements needed to reach your
long-range career goal. Using the same worksheet on
page 6, list the requirements you have already reached.

Using the worksheet on page 7, identify all of your
future plans which will enable you to reach your long-
range vocational goal. When education or training
are required, be sure to note the college or trade
school you plan to attend and the time required to
complete your training. If work experience is
required, note the type of experience, a desired
location, and the probable time necessary to complete
this experience.

There are five (5) case studies provided on pages

8, 9, and 10 that illustrate possible road blocks

that could arise when you try to reach your long-range
career goal. Using the worksheets on pages 11 and 12,
describe how you would overcome these barriers. If
you feel the barrier is too great to overcome or there
is no solution to the problem, be sure to state this
fact on the worksheets.

List your career goal on the top of the worksheet
located on page 1ll. State your reactions and solutions
to each of the barriers listed on the worksheets. If
you come across a barrier you honestly feel you could
not cope with, state this fact in the spaces provided.
Use worksheets 13, 14, and 15 for this activity.




ACTIVITY #1 WORKSHEET
CAREER:

List the requirements needed for you to achieve your vocational

goal. (Use information obtained from the VIEW machine or your
vocational counselor.)

1.

List the requirements and achievements you have already accomplished
in the process of reaching your vocational goal.

it

>0
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ACTIVITY #2 WORKSHEET

DIRECTIONS: List all education, training, and work experience in
the designated spaces as they relate to your future career goal.
Also, list the approximate time involved in each area.

EDUCATION OR TRAINING

WORK EXPERIENCE LOCATION & LENGTH OF TIME




g #1.

11,

f#11I.

v
ACTIVITY #3 WORKSHEET

CASE STUDIES

I am a senior boy in high school. I come from a wealthy family
which expects me to go on to college to become a doctor. I
hate the medical profession and can't stand the thought of
spending nine years in school to become something I'm not
interested in being. My greatest desire is to be a printer; I
have been accepted to our local trade school. Every time I
mention this to my parents, they become furious and we end up
in a big fight. They feel that it is part of the family
tradition -~ my grandfather and father are doctors -- and my
personal duty to become a doctor.

I have no money of my own and no skill of any kind to send
myself to trade school. My parents won't give me the money,
nor will they co-sign a loan for my vocational training. I am
at a complete loss in knowing what to do. '

I am a woman of 23. I am enrolled in the graduate school of

a large university. I am working on my Master's Degree in
Business. My vocational goal is to become an instructor in

the local high school or junior college. I have been in
school five years, and worked hard to maintain a "B+" average.
I am very skilled in all business subjects. I take shorthand
at 120 words per minute and type 70 words per minute. Although
I am skilled in office work, I can't stand the thought of being
a secretary. I love teaching and feel much better when I know
I am helping someone achieve a goal he can use.

This is my last year of college, and T have started to apply
for teaching positions in the area. At present, there are no
openings and the possibility of future positions doesn't

look too good. I did, however, receive a job offer in a city
located 400 miles from my present area. This creates a problem
in that I plan to be married in June to a man who has a good
position with a local insurance company. Whenever I mention

my job opportunity and the possibility of our moving to the
city, he becomes furious.

I don't know what to do. I love my fiance, but I also want to
teach.

I am a young man of 21. I am enrolled in the local university
taking pre-law classes. I have wanted to be a lawyer ever since

I was seven years old. I have three and one-half years of college
left.
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I go to school during the day and work at Jack-In-The-Box at
night. I make just enough money to pay expenses. As my parents
live 200 miles away, I share an apartment with two other boys.
Because my parents are very poor, I am forced to cover all
expenses. Between school, homework, and work, I don't have
much time for parties. I don't mind, however, because I know
my hard work will pay off in later years.

I have just received word that my father is very ill and
unable to work. There are three younger children at home, and
my mother is unable to work due to a bad back. My family has
requested that I come home and take a job in a local factory
to help cover the expenses of my family.

I don't know what to do. I know if I don't go home, my family
will starve. There are no colleges near my home, so I won't
be able to continue my education. I want to be a lawyer but

I can't stand by and watch my family suffer.

I am an attractive 19-year-old sophcmore girl. I am enrolled
in nursing at the local junior college. I love school, and

am really looking forward to becoming a nurse. I have a year
and one-half left of school. I come from a small family. They
are very strict and set in their ways.

I discovered yesterday that I am three and one-half months
pregnant. I am not married, and I'm not sure who the father
is. I am terrified to tell my parents for I know it will hurt
them deeply.

I live at home and my parents have paid all of my educational
expenses. I have thought about leaving home and taking an
apartment in the city, but I am unskilled and couldn't earn
enough money to cover expenses. I truly want to be a nurse,
but don't see how I can see my goal through now that I am
pregnant.

I am a 45-year-old man who is employed by a large oil company.
I have been a sales representative for 20 years, but my big
goal is to become the district manager. I have had enough
work experiénce, and my sales records are excellent. My only
problem is education. In order to become district manager, I
must have a college degree. I had two years of college, but
quit in my third year to get married. This was 22 years ago.

I have seven children ranging in age from 7 to 19. I make
Just enough money to cover living expenses with very little
left over for extras. We live in an old house and things are
constantly breaking. A lot of my salary goes for repairing
and maintaining the house.




My youngest daughter suffers from asthma, and this creates
large medical bills each month. If I could make district
manager, I could make enough money to live very comfortably.
I know I would get this position if I had the degree. How-
i} ever, going back to school will cost more money than I have.

.

I don't know what to do. I need this advanced position to
raise my family's standard of living, but I can't afford the
college expenses.




ACTIVITY #3 WORKSHEET

Refer to the cases on the preceeding pages and describe how you
would overcome the barriers facing each person.

CASE {#1

CASE #11

CASE #III




ACTIVITY #3 WORKSHEET (Cont'd)

CASE {1V

CASE {v




ACTIVITY #4 WORKSHEET

CAREER GOAL:

We will assume for this activity that you are a recent high school
graduate just about to embark on achieving your long-range career
objectives. Describe how you would handle each of the barriers

if they were to actually happen to you.

Your career goal requires a lot of education, time, and money.
You have no money and your parents are unable to pay your way
through college. How would you overcome this obstacle?

You fall in love during college and want to get married. Would
this be an obstacle, and would it hinder your career goals?

4:4

You are of a minority race trying to break into a predominately
anglo-controlled field. How would you cope with this barrier?




Activity #4 (Cont'd)

You flunk out of college.

You are too young, but are very qualified to enter into your chosen
field.

You are qualified, but have not had the experience necessary to
enter into your field.
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Activity #4 (Cont'd)

There are no jobs available at the present time in your particular

' field.

You don't get along with your emplover; but you realize that if
you quit, it will take many years to move up to your present
position and salary.




POST-TEST

Activity #4 will serve as the Post-Test. If you have finished
it completely and accurately and it has been checked by your
instructor, you have satisfied the performance objective of this
LAP.

A
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I-DEAS

‘ l. Interview at least two (2) people who have reached long-range
career goals similar to yours. Find out the barriers they
encountered (if any) and their methods of overcoming them.

2. 1f possible, take a trip to the college or trade school of
your choice. Look around the facilities and talk to a counselor
or dean regarding their program in your desired field.

ERIC i
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LAP Prepared By: Ed Thomas

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: EXPLORATORY

Program Goal: 4.1 Demonstrate understanding of the requirements
for personal grooming and dress in a variety of work environments.

Performance Objective: 4.1.1 Based upon your knowledge of
requirements for personal grooming and dress in at least ten
specific occupations, match a job title to a picture of an
individual who is appropriately dressed for a specific occupation.
Identify at least two (2) characteristics of dress or personal
grooming portrayed in each picture which are essential for
employment in the occupation.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to
identify:

l. The important elements of good grooming.
2. The essential aspects of proper dress.

3. The modes of dress associated with different
occupations.

4. The occupations requiring safety apparel.

5. The reasons for requiring standardization of
dress.

RATIONALE

This LAP, is designed to help you discover the relationship
and importance of good grooming and dress in a variety of
occupations.

DIRECTIONS

In this LAP you will take a short test on grooming and
dress as related to employment. You will also be rated
by your work experience coordinator concerning your own
personal grooming and dress. If your test answers and
individual rating meet with the approval of your coordin-
ator, you may eliminate the Learning Activities.
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PRE~TEST and POST TEST

INSTRUCTIONS: Answer each of these questions. If you are able to
answer all the questions to the satisfaction of your
instructor, and he feels you follow good standards
of personal grooming and appropriate dress, you may
eliminate this LAP. A rating form is included to
help your instructor with this decision.

List three (3) occupations most closely associated with each of
the following modes of dress:

a. Business suit

b. Sport clothes
with jacket
and tie

Sport shirt
and slacks

skirt and
blouse

Overalls or
work clothes

Uniform

Safety apparel

Name ten (10) distinct occupations and pick two (2) aspects of
grooming or dress that are essential for each one.

FARMING OVERALLS AND HAT WORK SHOES




What reasons could an employer f£ind that would make him reluctant

to hire a man with long hair or a beard? Write your own personal
feeling.

What do you feel are the elements of good grooming that are most
neglected and why? List them.

What are the most common elements of appropriate dress essential
to any job?

Name seven articles of safety apparel and a job associated with
each.

0. Face mask Weldexr
1,
2.
3.
4,
5.
6.
7.

Which job situations might warrant Mod dress?




RATING FORM

DRESS AND GROOMING

1. Personal
Cleanliness

2. Grooming and
neatness

3. Clothing

4, Hair style
and length

5. Attitude
regarding
suggestions
for improve-
ment

RATING SCALE: Check ()

1. Very appropriate, excellent or outstanding
2. Good

3. Pair
4. Poor taste
5. Not acceptable

In order to successfully pass this rating, the student must receive

a rating of 1 or 2. A rating of 3, 4, or 5 is unsatisfactory and
will require improvement in the specified area.




1,

2.

PRE-TEST and POST TEST (Scoring Key)

a. Business suit: Banker, Undertaker, Priest or Minister, Maitre de.

b. Sport clothes with jacket and tie: Salesman, Teacher, Office
Executive.

c. Sport shirt and slacks: Professional golfer, Office worker,
Factory worker.

Skirt and blouse: Student, Office worker, Factory worker.

d. Overalls or work clothes: Mechanic, Farmer, Carpenter.

e. Uniform: Pilot, Steward and stewardess, Military service, waitress.

f. Safety apparel: wWelder, Telephone lineman, Construction worker.

l. Baker: Clean 1lothes, white apron, Hat, Clean hands and nails.
2. Dairyman: Overalls or work clothes, Heavy work shoes or boots.
3. Fireman: Fireproof and waterproof outerwear, Hard hat, Boots.

4. Librarian: Sport shirt and slacks or skirt and blouse, Walking
shoes.

5. News reporter: Sport jacket, tie.

6. Service station attendant: Uniform and cap, or Work clothes.

7. Waitress: Uniform, Walking shoes, Apron.
8. Nurseryman: Work clothes, Hat and gloves.
9. Maid: Uniform, Apron and cap.

10. Security guard: Uniform, Cap, Gun.

The employer looks upon the employee as a representative of his
company; therefore, he wants him to create the best possible
impression. Long hair or a beard may present a safety or contam-—
ination hazard, or even the wrong impression to a potential customer.

This is an individual opinion, but primarily hair and nails. (May
include feet, body odor, teeth and breath.) Any reasonable
answers are acceptable, if they stress the fact that grooming
neglect comes from lack of a definite schedule for taking care

of these elements of grooming.

Common elements of dress should include: Clean, unwrinkled,

proper fit and length to be figure-flattering and appropriate
for the job.




\} (Scoring Cont'd)

6. Articles of Safety Apparel Jobs

l. Goggles . Grinder, drill press operator
2. Face Mask Welder

3. Breathing mask Painter

4. Gloves Steel mill worker, gardener

5. Rubber apron Chemist

6. Hard hat Bridge and road construction
7. Hard shoes Construction worker, dairy and

farm worker

7. Mod dress: Fashion designer, clothing salesmen, teacher, dance
instructor, hair dresser, model.

e
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ti LEARNING ACTIVITIES
A Choose any three (3)

l. Go to the public library and prepare a bibliography on the subject
of Personal Grooming and Dress as related to employment. Look
under various headings in the card catalog. Fill in Chart "A".
Find the books on the shelves and comment upon the information
found therein.

2. Interview five people who are gainfully employed and get their

ideas on dress and grooming for their particular work. Use

3. Talk to three people who know you fairly well and determine what

aspect of your grooming or dress could stand the most improvement.

Write a short article on what you can do to improve your grooming
or dress.

4. Using the books on your bibliography and/or the charts as references,

write an essay on the things of value you have learned from these
activities. Be specifiec.

5. Look through old magazines for pictures of people wearing the six
modes of dress listed in question #1 on the pre-test. Make them
into a booklet by cutting them out and pasting on separate pages.
(If you are artistic you may wish to draw your own pictures.)
Write a sentence or two describing the particular features of
each. Then list all the occupations you can recall which are
associated with each mode of dress. When finished, share with
other members of your vocational education classes, family and

friends. Point out to them why you think this attire is appropriate
for each of the jobs you listed.

iIERJ!:‘ ;2557’




1,

2.

‘3elect appropriate background music. Appoint a moderator to

I-DEAS

Working with members in your class, set up a "Modes of Dress"
fashion show. Use the six modes of dress listed in Question 1
of the pre-test. Expand this list if possible. Be creative.
Write a fashion show spiel to go with each mode of dress.

nacrate the show. Use clothing from your own wardrobe. If it's
a specific uniform you need, borrow from neighbors or friends.
Practice the show on your vocational education class. It may be
worthy of sharing with other classes in your school.

Visit your local H.R.D. (Human Resources Development) office.

Ask the employment counselor to let you sit through an hour or
more of employment interviews. Decide which applicants would be
rejected because of dress and grooming. Discuss your opinion with
employment counselor. Tape record this interview or write a

report on your findings so it can be shared with your instructor
and class.

-8-
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LAP Prepared By: Ed Thomas

WORK EXPERIENCE EDUCATION
LEARNING ACTTIVITY PACKAGE #

Type of Work Experience Fducation: EXPLORATORY

Program Goal: 4.1 Demonstrate understanding of the requirements
for personal grooming and dress in a variety of work environments.

Performance Objective: 4,1.2 Report to your career station
appropriately groomed and dressed. Verification of the attainment
of this objective will be made on a rating form by your Work
Experience Education Sponsor.

NOTE TO THE STUDENT

This LAP consists of reporting to your career station {
appropriately dressed and groomed. You will he rated every

day for a period of time by your sponsor,

RATIONALE
Practice makes perfect., Practice good grooming and dress

for a week and see if you can reach and maintain perfection.

Good grooming is a habit -- one worthwhile cultivating.

DIRECTIONS

In this LAP you will demonstrate understanding of appropriate.
gfboming and dress. Fach evening, select and prepare the
clothes you will wear the following day. You will be rated

using the form fncluded in this LAP,

Q :3(53[




PRE-TEST

1. What do you consider as the essential requirements for proper
personal grooming and dress? List at least fifteen (15)
different requirements.

b.

c.

d.

£.

Be

h.

-

n.

0.

2, List five (5) grooming and dress activities you can do each
evening in preparation for work the following day.,

b.

C.

d.

Score each correct item five (5) points. Achieve a minimum of 807,
{ and your Coordinator's approval in order to skip this LAP.




PRE-TEST (Scoring Key)

1, Any requirements listed in Activity #1 which are appropriate
to the student's career station are acceptable. (See Activity #1.)

2, Answers will vary, but they may include:

Bathe or shower

Select clothes to wear =~ iron or make repairs
Manicure or clean nails

Polish shoes

Brush teeth

Girls may set or arrange hair style




LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #1. Use this sheet for a daily check for a two-week period
of time. Turn in to the Work Experience Education
Coordinator.at the end of the two weeks,

GIRL'S GROOMING AND DRESS RATING SHEET
(Include any others you think significant.)

M T W T P M T W

1, Daily bath/shower
2. Deodorant
Brushed teeth
Nails clean

Nails well-cared for

Clean shiny hair

Hair well-combed
Clean complexion

Lingerie clean

Shoes shined

Heels straight

Clothes well-coordinated

Good posture

Hose without runs

Appearance worth
complimeriting

Clothes pressed

Clothes of appropriate
and becoming length

Clothes fashionable; in
good taste

19, Make-up neat

20, Perfume
21.
22.

Check () those which pass inspection. Each item counts five (5) points.
80% is minimum level for passing each day.




» ACTIVITY #1. Use this sheet for a daily check for a two-week period
i of time. Turn in to the Work Experience Education
- Coordinator at the end of the two weeks.

BOY'S GROOMING AND DRESS RATING SHEET

(Include any others vou think significant.)

M T W T F M T W T ¥V

. Daily bath/shower

. Daily deodorant
. Brushed teeth

1
2
3
4, Mouth rinse
5. Brushed hair
6
7
8
9

. Clean, shiny hair

. Hair of appropriate length

. No dandruff
. Clean shaven/groomed bea;d
10. Clean hands
11. Nails short ... clean
12. Clean underwear
13. Fresh socks ... intact
14, Heels straight
15. Shoes polished
16. Buttons sewed on

17. Trousers pressed’

18, Tie

19. Good posture
20,

21,

Check (v) those which pass inspection. Each item counts five (5) points.
80% 1is minimum level for passing each day. :

’
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1-DEAS

Get a new club started. Call it, "Project: New You" or
"Make Yourself Over Clinic." A beauty tips kit containing
complete information and a five-minute, 16 mm color film are
available. Tor information, write to:

Dolly Reed Wageman

Fashion 0ffice

Carnation Company

5045 Wilshire Boulevard

Los Angeles, California 90036

Look in the library or on a paperback rack for the book,
1001 Valuable Things You @an Get Free. There are five (5)
pages devoted to free beauty and fashion tips for milady.
Choose the pamphlets of interest and send post cards
requesting free copies of them. Share the information
with your friends and classmates.




1.

POST-TEST

List three (3) different work enviromments and describe the
type of dress and grooming appropriate for the job. You may
wish to list the different career areas you have explored.

A. Jobh:
Description:

B. Job: '
Description:

C. Job:
Description:

Ascertain the appropriateness of the dress you are wearing
on the job today. Describe your attire and explain why
you think it is appropriate.




POST-TEST (Scoring Key)

Answers will vary.



LAP Prepared By: Fd Thomas

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: EXPLORATORY

Program Goal: 4.2 Demonstrate understanding of the behaviors
' and attitudes appropriate to a variety of work environments.

Performance Objective: 4.2.1 In a role-playing situation, act-
out examples of behaviors and attitudes which are appropriate
to, or inappropriate to, at least three (3) work environments
you have observed. Use written or oral descriptions, pictures,
cartoons, or other representations of appropriate or inappropriate
examples of behavior and attitudes as an alternative or additional
way of meeting the objective.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

1. Identify appropriate and inappropriate behavior and
attitudes in various work situations.

2. Assess your own attitudes and behavior in order to
attain job success.

" 3. Help you to know what your employer may expect from you
in regard to behavior and attitude.

- |
|
RATIONALE |

This LAP is designed to help you understand the importance of
appropriate behavior and attitude for success in any job. The
main reason young people lose jobs is because of poor attitude.
A recent study of beginning workers who had been fired showed
that eighty per cent lost their jobs because they couldn't

get along with others. Learning to get along well with others
contributes to a happier, healthier mental outlook, to a
greater feeling of job success, and often to receiving higher
salaries. Basically, your attitude is your outlook on life,
and it is shown by the way you behave in the presence of other
people. '




DIRECTIONS

This LAP is to be completed by all students enrolled in
Exploratory Work Experience Education. Each activity is
preceded by instructions for completion. Some of the |

activities require group participation. Most of the

activities can be completed independently.




PRE-TEST

In order to skip this LAP, the minimum level of performance is
80%. You must be able to do four (4) out of the five (5) questions
to the satisfaction of your Work Experience Education Coordinator.

1. List ten (10) nepative attitudes.

Change your list to positive attitudes.

a.

b.




3.

b,

What is meant by a "pleasing personality?"

List at least ten (10) personality traits important in the business
world,

Assess your own attitude and behavior. List ten (10) character-
istiecs you have which are attributes in the business world.




4
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See

See

See

See

See

PRE-TEST (Scoring Key)

Activity #1.

Activity #1.

Activity #7.

Activity #7.

Activities #3 and #6.

<

M
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LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #1. Listed below are some negative attitudes. Rewrite
each, changing them to positive attitudes.

NEGATIVE ATTITUDES POSITIVE ATTITUDES

a. Frequently makes excuses

b. Complains about everything

¢c. Seldom gmiles

d. Very critical of others

e. Tries to force his ideas and
opinions on others

f. Unable to see the other person's
point of view

g. Unwilling to change his ideas,
dress, or behavior if they
are inappropriate

h. Blames others for own mistakes
or faults

i. Selfish. Thinks onlv of himself
and what is in it for him

J. Unable or unwilling to look
the other person in the eye

k. Pew interests; expresses boredom




ACTIVITY {2,

Go to the public library and look in the card catalog

for a recent book on ethies, character K and personality
development, attitudes and behavior, or personal relation-
ships in regard to job success. What does the author
regard as appropriate behavior and attitude toward your
employer, your co-workers, and the publie you serve?

Write a brief report on the information you have gathered,
and your opinion of the book. Share your findings with
your Coordinator and your class. :




ACTIVITY #3.

Your emplover has a right to expect certain behaviors and
attitudes from you. Using this list as a guide, and
supplementing it with your own ideas, write a short
explanation on the meaning and implication of each of

these traits as they relate to working. (No dictionary
definitions, please.)

e
IS

,ﬁ.
et

1. Honesty.

2, Cooperation.

3. Intittative.

4. Willingness to learn.




1

5

6.

5. Willingness to follow

directions.

Enthusiasm,

Acceptance of criticism,

Lovalty.




ACTIVITY #4. Make five (5) posters depicting positive attitudes
at work. As a guide, refer to your list in Activity #1,
If drawing is not one of your strong points, rely on
stick figures to put the idea across. Neatly print
captions for each poster. Confer with your instructor
and employer on the feasihility of using them at your
place of work. Some may prove beneficial in effecting
a behavior change in the working personnel.




ACTIVITY #5.

Write a brief story or personality sketch of someone
you admire and whom you would &are to emulate., What
specific attributes or personality traits have contri-
buted to making this person successful in 1ife?

PN
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Activity #6., Think ahout the words in the list below, and circle
s those words which indicate positive attitudes and
. behaviors. Check how often you think they describe
you while serving in vour work environment.

Always Usually Sometimes Never
1., Honest
2. Havopy
3. Friendly
4. Sad
5. Serious
_6. Sensitive
7. Jealous
8. Popular
9, Shy
10. Clumsy
1l. Show-off
12, Afraid
13. Kind
-14. Modest
15. Proud
16. Lazy
17. Neat

18. Thrifty
19. Even-tempered
20, Dependable

{ 21. Angrv

' 22. Moody
23. Open-minded
24, Unreasonable
25, Demanding
26. Courteous
27. - Well-mannered -
28. Suspicious
29. Tactful
30. Speedyvy
31. Patient

280
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Activity #7. A versonality is a human being as he happens to be at

a particular time, usually the sum total of his attitudes,
opinions, experiences, expectations, and other feelings.
Personalitv can be pleasing and positive when the
individual believes in truth and follows good principles.
This 1list includes some important and sound personality
traita. Rewrite, ranking them according to your feeling
of their importance. Tnclude other personalitv traits
vou think should be listed,

Initiative and desire to succeed.

Honesty

Punctuality

Positive, optimistic attitude

Good manners, courtesy

Neatness in work and personal appearance

Nevendability

Ffficiency

Good judgment

Self-control




1.

I-DFAS

Develop a role-playing situation. Select some appropriate

or inappropriate behavior or attitudes from the lists on page
6 or use your own 1deas. Apply these behaviors or attitudes
to at least three work environments you have obgerved. Write
the dialogue in the format of a play. With your friends and
yourself cast in the parts, present the gituation to your
class and instructor.




POST-TEST

o

INSTRUCTIONS: Write your answers in the space below each question,

1. What is the most important factor in {ob success?

2, How can vou tell if a person has a positive attitude or hehavior?

4

3. Describe ten (10) charactéristics of a person with a positive
attitude.

{ a.

b.

4., Why is it important to pet along with vour co-workers?




5. Is it a good idea ‘to do some of the unpleasant tasks which you
may not have been hired to do?

gv) Why, or why not? ‘

things does your employer have a right to expect from vou?

a.

b.

6. In addition to a day's work for a dav's pay, what other certain J

C. |

7. What is meant hy the word, "personality?”" What are some of the
personality traits important in the business world?

8. In what ways can you show your employer that you are dependable?

-16- 284
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9. What do you think is a good way tb show cooperation at work?

10. What is meant by acceptance of criticism? Why is it important
to be able to accept criticism good naturedly?




s

POST-TEST (Scoring Key)

Attitude is the most important of all personal traits, and
an important factor in job success.

People who are most satisfied with life have a positive attitude.

They look for good in others, Thev are optimistic. They usually
have a real concern for, and desire to be of help to, other people.
They are unselfish. Thev accept every person as a worthy human being.
In the hierarchy of values, people are placed above things.

Here are only ten (10) positive attitudes; there are many others
the student may record:

a. Smiles readily

b. Willing to see another's point of view

c. Hardly ever:complains

d. Accepts responsibility for mistakes

e. Seldom criticizes others

f. Respects the ideas and opinions of others

£. Never makes excuses

h. Has a wide range of interests

i. Considers the feelings and welfare of others
j. Really enjoys life

Getting along with your co-workers does not happen automatically.
It requires effort and work. If you do not cooperate with one
another on the joh, it will be damaging to evervone involved.
The amount and quality of work will suffer, and so will your
chances for promotions and pay raises.

"That's not mv job; let George do it," is an attitude that is

sure to create unpleasant co-worker relationships. Tn many
companies, there are tasks that no one likes to do. The employvee
who 1s willing to do these tasks will make a good impression on

the hoss, and gain the cooperation and favor of his feliow workers.
Those who are most agreeable in performing these extra tasks are
renerally the first to be rewarded with salary increases.

Your employer has the right to expect:

a. Cooperation

b. Honesty

c. TInitiative

d. Willingness to learn

e. Willingness to follow directions
f. Dependability

g. Enthusiasm .

h. Acceptance of criticism

i. Loyalty

&6
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7. Webster defines versonalitv as "the complex of characteristics
that distinguishes an individual. It 1s a combination of personal
traits that makes one different from any other person."

234

Important business personality traits are:

a, Positive, optimistic attitude

b. Good manners, courtesy

c. Neatness in work and personal appearance
d. Honesty

e. Punctuality

f. Dependability

g. Efficiency

h. Shows good judgment

1. Self-control

j. Initiative and desire to succeed

(Accept any others appropriate)

8. Always complete the work assigned. A dependable person can be
counted on: he gets the job done every time. Accept responsibility,
and if you see things that need to be done, do them. If vou give
your word, be sure to keep it. Don't make up excuses or alibis.
Alwavys be on time.

9. Answers will vary:

a. Positive attitude toward work and the company
b. Positive attitude toward associates

¢, Willingness to work with others

d. Goes out of way to cooperate

e. Good team worker

10. Accepting criticism means making use of the criticism —- profiting
from it. Your employer will expect you to accept criticism.
Repardless of how you feel, you will he better off if you can
accept or appear to accept it good-naturedly. The purpose in the
criticism is to help one become a hetter worker by improving in
certain things., It is to vour advantare, as well as the
company's,

Adire
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LAP Prepared Bv: Ed Thomas

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE it

Type of Work Experience Fducation: FXPLORATORY

Program Goal: 4.2 Demonstrate understanding of the behaviors and
attitudes appropriate to a varietv of work environments.

Performance Objective: 4.2.2 Following your introduccion to a
new exploratorv career station, identifv examples of behavior and
attitudes which are essential to successful performance nn one or
more jobs. Compare these with vour own attitudes and behavior at
school before you could expect to be successful in each exploratory
career station.

NOTE TO THE STUDENT

By completing this LAP you will:

1. Evaluate examples of appropriate hehavior and attitudes
which are essential to successful work performance.

2. Compare these with your school behavior and attitudes.

3. Analyze vour hehavior and select those hehavior and
attitude traits which need to bhe improved or changed.

RATIONALF,
Emplovers look for emplovees with nleasing nersonalities. what
is this complex of characteristics that distinguishes an

individual? Tt is the set of habits which vou develop in

reacting to people and situations. Your personalitv is shown
to others through these habits. Tt is not something vou can

put on and take off.

DTRECTIONS

and whvy vou bhehave in wavs that you hehave.

Do this LAP. Tt can be a start in learning more about vourself %

>he
Kl'\:'\.




1.

2.

PRE-TEST

List ten (10) appropriate behaviors, attitudes, or personality
traits which are essential to successful work performance,

Which of these traits (listed in question #1) coincide with
successful school behavior and attitudes?




PRE-TEST (Scoring Key)

The ten (10) appropriate hehaviors may be any of those listed
on pages 8, 9, and 10,

The traits which coincide with successful school behavior as

- listed in question #1:

Courtesy

Desire to succeed
Attitude
Dependability
Enthusiasm
Initiative
Punctuality
Open-mindedness
Self-control
Tact

Sense of humor
Voice and speech habits
Friendliness

Neatness
Personal appearance
Perseverance




CACTIVITY i1,

LEARNING ACTIVITIES AND RESOURCES

Do all activities. Upon completion, submit to vour Coordinator for

his appraisal.

Read the brief outline of the 20 personality traits on
pages 8 and 9. Complete the list with any others you
mayv wish to include. Use the two (2) charts (A and B)
on pages 10 and 11 to assess vour personalitv at work

and at school,

ACTIVITY #2. Using the charts, write a paragraph or two comparing
the likenesses and differences of bhehavior in the two

(2) different environments, at work and at school.

291
-




ACTIVITY 3.

ACTIVITY #4,

Take an inventory of vour attitudes., Use the
inventory given on page 11, Additional questions
may be included, but adjust the score and scoring

accordingly. Scoring criteria is given at the end of
the inventory.

Choose the five (5) areas from the inventory which you
think are in need of improvement and describe the
changes necessary for you to make in order to brinp
success to each exploratory career station.

R LIRLS 4
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ACTIVITY #5.

W

List in order of importance those behaviors and
attitudes which vou consider to be essential to success-
ful performance on the job; then write a composition
stating the reasons why vou consider these attitudes
important to job success.

~6-- a3
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1.

2,

10.

11.

12,

13.

14,

PERSONALITY TRAITS

These traits make up vour personality:

Dependability: You get the job done; can be counted on every
time.

Attitude: You are optimistic, care for, and value other people,
and are satisfied with 1life. Happy disposition.

Courtesy: You have good manners and true concern for the
comfort of others.

Desire to Succeed: You are challenged and satisfied with your
‘work; strong desire to do your hest to
succeed. :

Enthusiasm: You are happy, excited, and optimistic: the job
is right for you.

Initiative: You have ability to take on added responsibility;
to see and do the things that need to be done.

A
Punctuality: You give a full day's work for a full dav's pay.

Honesty: You steal not time, mouey, supplies, nor ideas. When
you give vour word, make it good so others will trust
you.

Open-Mindedness: You have ability to see both sides of the
argument or question, considering carefully
what other people have to say, and accepting
criticism for what it is worth.

Lovalty: You think and speak well of your company and emplover;
keep husiness matters confidential if this is in the
best interests of your company; you are respectful
to the people who run the firm.

Morality: You abide by the principles of honestv, fair play,
and justice -- doing unto others as you would like
them to do unto you.

Self-Control: You have the habit of containing your emotions
and seeking a healthy outlet and getting the job
done when working on vour own.

Tact: You sense the feeiings of those around you, saving the
right thing at the right time: knowing the "how'" and
"when" so no one is offended.

Senge of Humor: You balance the serious side of life rith the

humorous; look for, and enjov, the funny,
sunny side.




Add any

21.

22,

23.
24,

25.

Volce and Speech Habits: You indicate your attitude toward

vour fuamlly and friende, education,
self-control, mental and physical
health,

Foresight: You have the abilitv to lcok ahead... plan. Good

things just don't happun; you make them happen.

Friendliness: You have sincere interest in others; a nice

frequent smlile extending friendliness te cthers.

Health: You have good hablte regzvding dlet and sleep;

healthy workecs are more productive and happler.

Neatness: You reveal neatness by vour personal apprarance

~and work habits; doing the necessary house cleaning
to keep a tidvy work area.

Personal Apbpearance: You wear clean, appropriate clothes,

polished shoes; vou are clean-shaven and
hathed ... well-groomed.

others you think are important:
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CHART A

PERSONALTTY RATING: AT SCHOOL

TRAIT

Excellent

Good

Fair

Poor

Very Poor

1.

Dependability

2.

Attitude

~3.

Courtesy

NDesire to Succeed

5.

Enthusiasm

6.

Tnitiative

7.

Punctuality

8-

Honesty

9.

o

Onen-Mindedness

i.o .

Lovalty

11.

Morality

12.

Self-Control

13.

Tact

14,

Sense of Humor

15.

Voice and Speech

16.

Foresight

17.

Friendliness

18.

Health

19.

Neatness

20,

Personal Appearanc

21.

22,

23,

24,

25,
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CHART B

PERSONALITY RATING: AT WORK

TRAIT

Excellent Good

Faiy

r Poor

Very Poor

Dependability

Attitude

Courtesy

Desire to Succeed

Enthusiagm

Initiative

Punctuality

Hones ty

Open-Mindedness

Lovalty

Morality

Self-Control

Tact

Sense of Humor

Voice and Speech

Foresight

Friendliness

Health

Neatness

Personal Appearance




INVENTORY OF YOUR TRAITS, ATTITUDES, AND FEELINGS

%@ Read each of the following questions, and answer each in the light

‘ - of your feelings toward people and situastions at work. Then complete
the same questionnaire with regard to vour feelings about people and
situations at school. Compare each inventory to see those areas
that need improvement.

Ansver with your first reaction:

«ses positively yes
eee. MoOsStly ves
ees. undecided
«ss. mostly no
+e0s positivelv no

=N W~

AT WORK AT SCHOOL

1. Do you make friends easily?

2. Are you in control of vour temper?

3. Are you careful never to interrupt a person
who is speaking?

4. Are you penerally optimistic when others
around are depressed? '

5. Do you refrain from complaining?

6. Do you refrain from boasting and brapging?

7. Do you speak well of vour emplover and
teachers, or principal?

8. Do you show interest and respect for
the other person's point of view?

9. Do vou keep the same friends for vears?

16. Do you feel well most of the time?

1l1. Do vyou keep promises?

12. Do you use proper Fnglish?

13. Are you at ease with the opnosite sex?

14, Do you organize your worl and leep up
. with 1t?

15. Do you have gond table manners?

16. Do you readily admit your mistakes?

SURTOTAL

ERIC -11- 258




22,

23.
24,
25.
26.

27.

28.

29,

30.

31.

32,

33.

34,

35.

36.

37.
38.
39.
40.

41.

AT WORK

AT SCHOOL

Do you get along with ycur co-workers?

Can you be a leader without being hossy?

Is it easy for you to like nearly everyone?

Can you stick to a tiresome task?

Do you finish what you begin?

Do you know your weaknesses and try to
correct them?

Do vou avold feeling sorry for vourself?

Can you take beine teased?

Are you courteous?

Are you a good loser?

Are you uéually well-groomed and neatlv
dressed?

Do you enjoy a joke even when it is on you?

Do you like orderliness and keepinpg thinges
organized? D

Do you know the rules of etiquette?

Do you refrain from piving excuses and
alibis?

Are you tolerant of other's heliefs?

Do you refrain from pouting when things go
contrary to your wishes?

Are you a good listener?

Can you speak before a group without
feeling self-conscious?

Are you the kind of person you expect
others to be?

Do you accept compliments graciously?

Can you disagree without being disagreeable?

Are you punctual?

Do you like to give and attend parties?

Do you generally speak well of others?

SUBTNTAL
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AT WORK AT SCHOOL

Can you take criticism without heine
resentful or feeling hurt?

Are you careful to pay back all loans,
however small?

Does your voice sound cheerful?

Can vou work well with those you dislike?

Do you contribute to the conversation?

Do you like people much older than vou?

Are you pleasant even when vou feel
"out of sorts?"

re you free from prejudices?

Is it easy for vou to be tolerant of
perscns with a background and interests
different from veours?

TOTAL

There are 50 questions. A perfect score is 250.
225 - 250 Too good to he true!
175 - 224 Commendable att!tude.
125 - 174 Neede improverment in certain areas.

150 and below - Need for a general overhaul.




I-DEAS

This activity may prove beneficial to those students investi-
pating careers in teaching, counseling, or social service where
they may be assessing behavior problems in children.

From your school counselor, get a copy of BURK'S BEPAVIOR
RATING SCALE. Follow the directions in answeriag the 116

questions. Return it to the counselor for scoring. The
counselor can explain the twenty (20) categpories of hehavior
which the scale attempts to gauge or measure. This scale

is useful to school personael and in conferencing with
parents. Share it with vour eclass.

Go to five (5) larpe companies in vour communitv and ask for

a copy of their personnel rating forms. (Telephone first to
explain the purpvose of the request.) Compare the forms as

to the characteristics rated, order of importance, freaquency

of rating, and how the forms are used -- whether for promotional
purposes, etc. Share vour findings with vour class.

Pretend vou are the Director of Personnel in a large corporation.
Make up a rating scale covering the overall effectiveness of
vour employees. Present it to an emplevee in one of vour

career stations for his appraisal and consideration. Ask

how he would feel being rated with this form. Share vour
findings with vour class.
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POST-TEST

1. 1List ten (10) appropriate behaviors, attitudes, or personality
traits which are essential to successful work performance.

a.

Which of these traits (listed in Nuestion #1) coincide with
successful school behavior and attitudes?




POST-TEST (Scoring Key)

L5
%

-
3
3
- .

The Key is the same as the Pre-Test Key.
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LAP Prepared By: Ed Thomas

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: EXPLORATORY

Program Goal: 4,2 Demonstrate understanding of the behaviors
and attitudes appropriate to a variety of work enviromments.

Performance Objective: 4.2.3 Given an assignment card, report
to your career station punctually. Follow the procedures
provided by your Work Experience Education Coordinator and
Sponsor whenever you must be late or absent. Verification of
the successful attainment of this objective will be made by
your sponsor on a rating form.

NOTE TO THE STUDENT

By completing this LAP you will:
1. Develop the habit of punctuality and dailv attendance.

2, Learn to be dependable and to accept responsibility.

RATIONALE

Time is monev. Your employer expects a full day's work for a
full day's pay. 1In arriving late and leaving early, you are
in essence cheating vour employer. Being punctual also means
starting work on time. Form the habit of punctuality by
seeing that you are always on time for school, business, and
social events.

DIRECTIONS

On page 2 are the procedures you are to follow regarding
punctuality. You are to complete Activities #1 and #2 as a
Pre-Test, and have vour Coordinator evaluate this assignment
card and time sheet. Satisfactory completion of these may
eliminate the need for completing the rest of the LAP,




THE FOLLOWING ARE PROCEDURES AND REGULATIONS REGARDING
PUNCTUALITY

(You must follow these procedures whenever vou are late or absent.
Your Sponsor or Coordinator may wish to supplement or alter this
list.)

1. If an emergency occurs and you will be required to be a half-
hour late, or perhaps even more, then notify vour Sponsor. The
phone number should be listed on your assignment card and placed
in your personal telephone directory so you will have it with
you at all times.

2, Follow the same procedure if you plan to be ahsent.

3. 1If at all possible, as in the case of illness, call a day in
advance or as soon as you realize you will he out.




PRE-TEST

Activities #1 and #2 will serve as the Pre-Test. These will
be evaluated by vour Coordinator and will determine whether or

not you need to complete the rest of the LAP,

Q 306




LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #1. Complete this assignment card.

ASSTGNMENT CARD
WORK EXPFRTENCE EDUCATION PROGRAM

NAME: SCHOOL:

EMPLOYER OR FIRM: STUDENT'S JOB TITLE:
ADDRESS : HOURS :

SPONSOR: SPECIAL REOUIREMENTS:
'PHONE: AGE TYPING SHTD.

OTHERS: SPECIFY OTHERS:

REMARKS :

SUMMARY OF JOB:




ACTIVITY #2. TF111 in this sheet each time you report to your work

;}7 station.
TIME SHEET
STUDENT'S NAME: JOB ASSIGWENT :
EMPLOYER'S NAME: SCHOOL:
FIRM'S NAME: DATE STARTED:
FIRM'S ADDRESS: DATE RELEASED:
DATE TIME OF ARRIVAL TIME OF DEPARTURF, PUNCTUAL (YES-NO)




ACTIVITY #3. Make a 1ist of at leést five
should be punctual,

(5) reasons an employee

1.,




ACTIVITY #4. Why is repularity of attendance at work important?
@l ) List at least five reasons.

1.

i
1

£
et
)




: ACTIVITY #5. Visit the payroll section of your firm. Interview the
S employees. Make a survey concerning the ahsenteeism
rate and punctuality rate. Assess the feelings and
policies of your company. Record the interview on
tape or in writing so it can be presented to your
instructor and to your fellow students.




A.

POST~TEST

Make a list of at least five (5) reasons an employee should be
punctual.

1,

Why is regular attendance at work important? List at least |
five (5) reasons.

1.




B.

POST-TEST (Scoring ¥ey)

Punctuality is a reflection of courtesv and good manners.
Time means money to the companv.

Tf you punch a time clock, then it will mean monev to you.
Set an example of punctuality for the other emplovees.
Develop a habit of depeundability,

(Accept any other reasonable answer.)

The company depends upon one's services at a certain time.
Absenteeism disrupts work schedules.

Inability to complete the work hecause of absenteeism may result
in the loss of business.

l.oss of business costs the companv monev.

Deliveries must bhe made on time: each companvy has a time schedule
it has to keep.

Maintain product aquality: maintain work-force ecfficiency.

(Accept any other reasonable answers.)




. LAP Prepared Bv: Ed Thomas

: WORK EXPERIENCFE EDUCATION
' ‘ LEARNING ACTIVITY PACKAGE #

Tvpe of Work Experience Education: EXPLORATORY

Program Goal: 4.3 Differentiate between various consumer
publics and the kind of services they require.

Performance Objective: 4.3.1 Based upon your observations and
other sources of information, describe the characteristics of
the consumer public of at least three (3) career stationms.
Analyze the similarities and differences of the three groups
and decide which of the three you would prefer to serve. Relate

your choice to what you have learned about your own hehavior and
attitudes. :

NOTE TO THE STUDENT

By completing this LAP you will:

1. Study the attitudes and behavior of the public you-
serve in at least three (3) career stations.
2, Analyze the similarities and differences between these
three groups.
3. Choose the type of consumer public with whom vou relate
best and would prefer to serve.

4, Relate your choice to what you have learned about your
own behavior and attitudes.

ey
)

RATIONALE

The public you serve will manifest certain aspects of their
personalities in different career stations.. Working in the
complaint department and customer gservice of a store
certainly requires a disposition and temperament which can
cope with public demands. Working behind the scenes, you
may have less contact with the consumer public. 1In every
job, there are some personal public relations. Xnowing

- the -public you serve and knowing your own personality,
attitudes, and behavior will enable you to select that job
where you can be happy and successful.
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DIRECTIONS

This LAP is to be completed by students enrolled in exploratory

work experience education. The Pre-Test will determine whether

you need to complete the LAP,




| PRE-TEST |

You must successfully answer 80%, or 4 out of 5 questions in order
to skip the LAP,

1. List three (3) attitudes or behaviors evident in the public you
gerve in at least three (3) career stations.

a.

b.

b . N

2, vhat similarities exist between these three groups?

3. What differences exist between chese three groups?




4. Refer to the chart you completed in LAP 4,2.1, Activity #6.
Considering the personality traits you attribute to yourself

]
to what public do you best relate and prefer to serve?

5., Can you list at least ten (10) jobs in which you feel the
public you service will bhe compatible to your own personality?

b.

C.

d.




- PRE-TEST (Scoring Key)

Present this Pre-Test to your coordinator for assessment and decision
as to whether vou should complete the LAP.

3 ;J.v.;;:‘




e

LEARNING ACTIVITIES AND RESOURCES

Choose three (3) activities to complete.

ACTTVITY #1. Study, observe, and describe the consumer public in

three (3) of your career stations., Here is a partial
list of hehavior and attitude characteristics which

may be applicahble to your job and consumer public.

Delete or add any others you think appropriate. Check ()
the items which apply. '

CAREER STATIONS _“%03 T%%IE“EIC JOB TI'I:LEIC J‘OB TITLE

Courteous and well-mannered

Self-controlled

Friendly

Angry

NDemanding

Thrif t-conscious

Impat ieift:

Honesgt

Desirous of speed

Desirous of efficiency

Tactful . )

T1l-informed

Knowledgeable

Conservative attitudes

Liberal attifudes

Open-minded

Complainers

Sense of humor

Suspicious




ACTIVITY #2. What conclusions do you draw after completing the chart?
Write a paragraph describing your conclusions and job
preference as based upon the chart findings.

ACTIVITY #3,

Jirncy
4

Write a composition telling about the tvpe of consumer
public you prefer to serve. Use information you acquired
from interviewing people in your three (3) career stations.
Base your interview on the items in Activity #1. Relate
your choice to the personality traits you attribute or
would like to attribute to yourself. '




)

ACTIVITY #4,

Select three (3) problem relationships to explore.

For example, a customer feels that he has been over-
charged. For each problem, assess the techniques to
improve the relationship or solve the problem., Practice
one of these techniques for one week and report in
writing or orally your experience in using this technique.

ACTIVITY #5.

Choose five (5) positive public attitudes or behaviors
and make them up as posters or signs to display for
your class or the consumer publics. Ideas may be
attained from Activity #1. The purpose of the graphics
is to call attention to positive working relationships
between employer and the public he serves,




LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #6. Think about the words in this list and circle those words
which indicate positive attitudes and behaviors. Check
how often you think they describe you while serving in
your work environment.

Alvays Usually Sometimes Never

1, Honest , "’

2. Happy

3. Priendly

5. Serious

6. Sensitive

7. Jealous

8. Popular
9. Shy
10. Clumsv

11, Show-off

12, Afraid

13, Kind

14, Modest

15. Proud

16. Neat )

17. Thrifty

18, FEven-temperad

19. Dependable

20, | Angry.

21, Moody

22. Open-minded

23. Unreasonable

24, Demanding

~9- K Pt/




Sometimes

Courteous

Well-mannered

Suspicious

Tactful

Speedy

Patient




POST-TEST

For each of the three (3) occupational areas you have been serving, list
three (3) expectations which the consumer public seemed to demand.

Career 1

Expectations: 1,

Career 11

Expectations: 1.

2.
3.

Career»III
JK% Expectations: 1,
. 2.
3.

Write a short baragraph telling which expectations you would find easy to .
meet because they relate to your own behavior, attitudes, or personality
patterns. The expectations may be selected from the preceding list,




POST-TEST (Scoring Key)

Ansvwers willAvary according to the publics served and individual
preference. :

Fxample:

Career I: Salesman

Expectations: Honesty - Full value for your money

Patience - Time to consider all facts before

making a decision

Courtesy and consideration

Career II: Policeman

Expectation: Speed and efficiengy in carryine out his

duties

Honesty -~ strong moral scruples

Courteous but firm




1.

IDEAS

Write to: Miss Lee Landis, Editor
Program Notes
National Association of Manufactuvers
277 Park Avenue
New York, New York 10017

Ask her for any information on the kinds of services the consumer
requires. Ask if they have any information on changes in consumer
attitudes over the last twenty or thirty years.

Share your findings with your class.

Look at the advertising in magazines or newspapers to see how
the advertising attempts to change the public's attitude and
lure it into buying something it may not need or even want.
Clip out the best advertisements to substantiate this idea.

Explain your findings to your instructor in writing, or orally
to your class.




lAP Prepared By: Ed Thomas

. WORK EXPERIENCE EDUCATION
(ip LEARNING ACTIVITY PACKAGF #

Type of Work Fxperience Education: EXPLORATORY

Program Goal: 4.3 Differentiate between various consumer publics and
the kinds of services they require.

Performance Objective: 4.3.2 As a result of dealing with different
consumer publics during the period of assignment, a satisfactory
rating will be given to you by your Work Experience Education Sponsor
in one or more written progress reports.

NOTE TO THE STUDENT

By completing this LAP you will:

1. Know how your employer rates your ability in handling
situations and relating to the public.

2. Pind out more about yourself and thus be able to improve
your skills in public relations. ’

RATIONALE
If only we could see ourselves as others see us! Does your
personality come across to others as you think it does? By

 serious consideration of this rating, you will become a more

effective and dynamic person.

DIRECTIONS

This LAP is primarily concerned with rating your performance with

the public. Included are some activities for you to do.
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. , PRE-TEST
I T

List classes of products and services used by the average family
that require contact with sales people. Organize them any logical way.

:}yvfﬁ




it

p
4

PRE-TEST (Scoring Key)

Anv reasonable answer will be accepted,




g

ACTIVITY #1.

ACTIVITY #2.

ACTIVITY #3.

LEARNING ACTIVITIES AND RESOURCES

Give your sponsor the rating form included in this LAP
on pages 7 and 8. The supervisor should review the
evaluation with you and explain his rating so you can
understand and benefit from his criticism.

Make up a second evaluation, choosing items of behavior
and attitudes which are more applicable to your particular
career station. Give this evaluation to your sponsor for
his consideration; use it in your other career station.

Check with your friends to see how tﬁe public expectations
of their career stations differ from that of yours. Make

a list of the expectations which are the same, and a list
of those which are different. )
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ACTIVITY #5. As a consumer, tell what

you expect in the way of service,
attirude, and behavior in

each of these situations:

1,

Exchanging a gift becauge it is the wrong size.

2. Explaining your being over-charged Because.of a clerk's mistake.

3. Purchasing gasoline at a local ser#ice station,

Returning the steak because it's too rare.




5. Asking the telephone operator for information.




ey

_ RATING FORM

WORK FEXPERIENCE EDUCATION

SPONSOR'S EVALUATION OF EMPLOYFE'S

ATTITUDE AND BEHAVIOR TOWARD THE PUBLIC SERVED

STUDENT'S NAME:

SPONSOR'S NAME:

PLACE OF WORK:

DATE :

ATTITUDES AND BEHAVIORS
(Check - V")

ALWAYS

MOST OF
THE TIME

SOME-~
TIMES

SELDOM

NEVER

1. Is courteous

2, Uses tact

3. Well-modulated voice

4, Pfactices self-control

5. Enthusiastic

6. Desire to please

7. Sense of humor

8. Makes helpful suggestions

9. Shows initiative

10. Enjoys busy time with customer

11, Disappointed when not able to
help customers

12, Takes time to find out
customer's needs

13. Customers ask for this
emplovee by name

14, Thorough in dealing with
customer

15. Speedy in waiting upon custome

16, Sees customer as important

17, Can admit to an error

18, When needed, will stay on
to help

7=
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ATTITUDES AND BEHAVIORS

ALWAYS

MOST OF
THE TIME

SOMF-
TIMES

SELDOM

NEVER

19.

Open to suggestions and attempt

to follow them

20.

Will clean up after an
accident or spill

21.

Is conscious about neatness
and cleanliness in work area

22,

Volunteers for extra duty

23.

Anticipates problems and tries
to alleviate them

24,

Attends to defails

25,

"Asks how he or she can improve

26,

Additional attitudes and behaviors pertinent to vour particular job:

S - 27.

28,

29,

30.




1,

N

IDEAS

If you deal with the public, give the customer your first
attention. It 1s not business-like to let a customer wait
while one makes a personal telephone call or finishes opening
a crate. Take an hour making a survey of situations in and
around your place of work. Note the behavior and attitudes of
the consumer and the employee. What conclusions, if anv, can

be drawn from your survey? Share your findings with your
supervisor or instructor. ’

‘Here is a chance to ghow your artistic ability. Make up

commendation badges or merit badges on light-weight cardboard
or ribbon. Label with some of the favorable attitudes or
behaviors, such as: Most Courteous, Most Tactful, Greatest
Sense of Humor, Always Cheerful, etc. Take them to work and
bestow them or pin them upon those employees which best fit

the titles. A kind word of eéncouragement is always appreciated.




1 ' POST-TEST
A

1. List five (5) different problem situations relating to the public
which you have observed during vour work assignment.

a.

b.

C.

( 2. Tell how each of these problems was handled or solved.

b,

C.

d.

4‘)“\
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POST-TEST (Scoring Key)

Answers will vary according to the occupation and situatioh.
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LLAP Prepared By: Fd Thomas

WNRK. EXPERTENCE FDUCATTON
LEARNING ACTIVITY PACKAGE ¥

- Tvpe of Work Fxperience Fducation: FXPLORATORY

Propram Goal: 4.4 Meet the needs of the publics served as vou

are given opportunities to assume adult roles and responsi-
hbilities in a varietv of work environments, '

Performance Objective: 4.4.1 Tndicate which expectations of the
puhlics served in a variety of work environments are easy to
meet and which expectations vou find most difficult to meet.
Relate hoth the easy and difficult expectations to vour own
requirements as a memher of the consumer public.

NOTE_TO THFE STUDENT

By completins this LAP vou will:
Point out consumer expectations that are easvy to fulfill,
2. Point out those expectations difficult to meet.

3. Relate these easv and difficult factors to vour own
requirements as a consumer.

RATIONALFE

This LAP is designed to help vou understand‘fhe easy and
difficult expectations of the nublic, thereby hoping to

make vou a "more-aware" emplovee, and consumer as well.

DTRECTIONS

This LAP.is to be completed hy all students enrnlled in the

e eemne e

]
exploratory work experience education. You will be.given an

opportunity to discuss vour feeling regarding career expecta-

tions with vour coordinator. Schedyl2 a mutuallv convenient

time to see him.




PRE-TEST

1. Name at least five (5) different resnonsibi.].ities or exwnectations
in three (3) different work assienments you have explored.

Ao (D)




2. Which responsibhilities are easv to meet?

P 3. Which responsihilities are difficult to meet?

4. Tn wvhat way do these resnonsihilities relate to the consumer
pubhlic? '




5. WYhich of> the responsibilities and expectations relate to your
§ own requirements as a member of the consumer public?

£




l . PRE-TEST (Scoring Kev)

(Answers will vary.)




i

LEARNING ACTIVITIES AND RESOURCES

Do Activities {1 ahd #2, and choose a third activity from the last
three to discuss with your Work Experience Education Coordinator.

ACTIVITY #1. Using the list of 20-25 customer expectations included

in this LAP on page 8, point out the consumer expectations
that are easy to meet, those expectations that are
difficult to meet, and those you consider important

vhen YOU are the customer.

ACTIVITY #2. Given five (5) occupations, write three (3) consumer
expectations that are easy to fulfill and three (3)
that are difficult to fulfill,

1, Telephone Operator:
Easy: (1)
(2)
(3)

Difficult:
(1)

(2)
3)

2, Airline Steward or Stewardess:
Fasy: (1)
(2)
(3)

Difficult:
(1)

(2) ~
(3)

3. Grocery Cashier:
EBasy: (1)

(2)
(3)
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Difficult:
(1)

(2)

(3)

Taxi Driver:

Easy: (1)

(2)

(3)

Difficult:
(1)

(2)

(3)

(Your choice):

Easy: (1)

(2)

(3)

Difficult:
(1)

(2)

(3)




ACTIVITY #3,

Meeting difficult public expectations can make a job
more challenging and rewarding. List the careers you
are now exploring in order of interest and preference.
Base your decision upon the challenges, the public
expectations, and the rewards offered. 1In light of
these ideas, discuss your feelings with your Work
Experience Education Coordinator. This discussion may
help your coordinator guide you in further exploratory

fields, and perhaps help you to make a decision toward
a future career.

ACTIVITY #4.

Make a 1ist of all the jobs you think you might 1ike to
investigate or participate in doing. Keep in mind public
expectations, and the challenges and the rewards offered.
Check with your Work Experience Education Coordinator

the possibility of exploring some of them.




,l ACTIVITY #5. Explain how you have changed your attitude toward an

K occupation after observing customer expectations and
the work and problems involved. Write this in the
form of a report and present it to your coordinator so
he will be able to understand your feelings and perhaps
guide you toward a suitable career.
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Use a check () mark to score.

CONSUMER EXPECTATIONS

Fasy to
Meet

Difficult
to Meet

My
Priority

Be courteous.

Behave in a business-1like way.

Avoid out-of-place humor.

4. Become well-informed about the job.
5. Smile easily and frequently.

Be accurate; try not to make mistakes.

Try to perform the task with speed
and accuracy.

Give the consumer your first
consideration and attention.

Try to understand the other side of
the problem or argument.

10. Know when to keep silent.
11. Do not laugh at customer mistakes.

12. Do not belittle the customer.

13. Be tactful so you won't offend the
cugtomer.

14. Be truthful.

15. Use self-control.

16. Use a well-modulated voice.

17. DNesire to please the customer.

18. Take time out to find the customer's
needs.

19. Treat the customer as an important
individual.

20. Be clean and neat in appearance and

habits.




L

These spaces are to be used to include any other consumer expectations which

‘you consider important or appropriate.

Easy to Difficult My
Meet to Meet Priority
21,
22,
23.
24,
25,

-11-




POST-TEST

1. Name at least five (5) different responsibilities or expectations you
have in three (3) different work assignments you have explored.

A, (1),

(2).




¥ c. (V.

(2).

).

OR

(5).

2, Which responsibilities are easy to meet?

3. Which responsibilities are difficult to meet?

y 4. In vwhat way do these responsibilities relate to the consumer public?




! 5. Which of the responsibilities and expectations relate to your own
4 requirements as a member of the consumer public?

ERIC | o




| POST-TEST (Scoring Key)

(Ansvers will vary.)




LAP Prepared By: Fd Thomas

WORK EXPERIENCE EDUCATION
LFEARNING ACTIVITY PACKAGE #

Tvpe of Work Experience Education: FEXPLORATORY

Program Goal: 4.4 Meet the needs of the publics served as you

are piven opportunities to assume adult roles and responsihilities
in a variety of work environments.

Performance Objective: 4.4.2 Given examples of behavior and
attitudes which are inanpropriate in several different work
environments, exnlain or describe how these hehaviors or attitudes

might affect the emplovee, his fellow emnlovees, the nublic served,
and the emplover,

NOTE_T0 THE STUDENT

Py completing this LAP vou will:
1. Become aware of inapprooriate hehavior.
2, Analvze its effects on the employee, his co-workers,

his emplover, and the public served.

RATIONALFE
Inappropriate hehavior is often far-reaching and has

consequénces which may not he immediatelv apparent. If

serious, it mav be deterrent to a promotion or mav bhe

reason for dismissal.

DIRECTIONS
In this LAP vou will be eiven examples of inappropriate

behavior, and vou will have to nroject its consequence upon

everyone concerned.




PRE-TEST

Here are two questions with ten (10) items in each question,

Each item is five (5) points. You must pass 80% in order to skip
this LAP,

I. List at least ten (fg} examples of inappropriate behavior on the job.

1,

10,
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II. For each preceding example, write an effect you think this
' behavior may have on the fellow co-workers, the emplover,
the public served, and/or the emnloyee himself.

1.

10.




PRE-TEST (Scoring Key)

Answers will vary.

Inappropriate behaviors:

John was late three davs in a row.

Nancy leaves work earlv without remorting to her supervisor,
Pete extends his coffee break 5 or 10 minutes.

Jane interrupts others with incessant talk.

Gail hecame moody when her hoss criticized her tabulation.
Bob borrows but never returns the items.

Mary uses company time to answer personal mail.

Fred reports in sick hecause he wants to go golfing or to the
beach.

Jack gripes because his boss asked him to stav overtime to
finish a job.

Gene "pads" the expense account when entertainine a customer
or figuring mileage.

Effect of inappropriate bhehavior:

1.

Tardiness is an imposition on co-workers and causes
resentment as they carrv on in the absence of the emplovee.
Emplover feels cheated of time and money. Public may be kent
waiting and denied efficient and speedv service.

Same as 1.

Same as #1.

Interruptions annov co-workers; slow down their verformance;
steal employer of time, money, and efficiency.

Moodiness mav depress co-workers, cause low morale among
other emplovees. Unwillingness to accept constructive
criticism may be reason for dismissal.

Borrowing and not returning the items causes i11-will among
co-workers and a loss of time while searching for the item.

Mis-usineg company time is like stealing company money.
Same as {7,

Unwillingness to put in overtime (inflexibility) may be
reason for dismissal.

Exaggeratings on an expense account is stealing from the
company. .
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LEARNING ACTIVITIES AND RESOURCES

(Choose three).

ACTIVITY #1.

Here are some examples of inappropriate behavior.

In eack situation, describe how these behaviors might
affect the emplover, the fellow emplovees, the emplovee,
and the public served.

a. John was late three davs in a row.

b. Nancy leaves work early without reporting to the
supervisor.

c. Pete extends his coffee break five or ten minutes
longer.

d. Jane talks incessantly, interrupting the work of
others.




e. Gail was super-sensitive and depressed because the
;o boss found mistakes in her typing and called her
attention to it.

f. Boh is alwavs borrowing and never returning tools
to the proper vnlace.

! g. Mary wishes to send a Xerox letter to her friends
at Christmas. She uses the company's time, stationery,
stamps, and Xerox machine.

h. Pred decides he wants to go to the beach: he calls
his supervisor and reports in sick.
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ACTIVITY #2. Observe the situations around your place of work.

Make a list of all the inappropriate behavior exhibited.
Then make another list of correct behavior.

Now briefly tell how vou, your boss, vour co-workers,

and your customers or puhlic would be affected by this
inappropriate behavior.




ACTIVITY #3.

Write the dialogue and role-play this situation. Jim
wants to quit his job after an argument with his boss.
His friend, Joe, tries to talk him out of it. TInclude
Jim's reasons for wanting to quit and Joe's argument
against quitting., For example: Jim feels his boss is
continually picking on him for being late to work. Joe
can see that the bhoss has a lepitimate complaint and
that Jim is lax in promptness. Joe, as his friend,
wants to convince him that a small change in his behavior
will be advantageous to Jim. 1If vou have a tape recorder,
act out the situation on tape so it can be presented to

vour class. Otherwise, prepare it for an "in-the-classroom"
presentation,




ACTIVITY #4.

Choose five (5) inappropriate behaviors from Activity
#1 and decide how the boss should deal with these
behaviors. Write a dialogue between the boss and the
person involved. Ask your friends to help you act-
out the parts. Put the situations on tape in order to
share with your instructor and class, or do a live
presentation.




IDEAS

Check the audio-visual department of your school, or with

your vocational education instructor, for the tapes on

The World of Work, created by Community Change, Inc., 1969
Fducational Resources, Tnc., 11 Church Street, South Orange,
New Jersey, 07079. Through dramatic episodes and discussions,
you will become familiarized with the types of situations and
behaviors you are likely to encounter when you are working; and
find out ways of both avoiding and overcoming the problems that
arise. Preview the tapes and select the most appropriate or
significant to play for vour class.

In order to gain some insight into what constitutes inappropriate
behavior, visit five (5) large companies in vour community. Ask
about their "Code of Ethics' or rules and regulations governing
the employees. MMake a list of the "Thou-Shalt-Nots'" of each
company. Which are considered important enough to hit all five
lists? FExplain why the company enforces each of these rules.
Compare the list with vour firm's'Code of ®thics."
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POST TRST

I. List at least nine (9) examnles of appropriate behavior on the job.

II. For each preceding example, write an effect this appropriate
v behavior may have on the fellow co-workers, the employer, the
! public served, and/or the emplover himself.

1,




POST-TEST (Scoring Key)

(Answers will vary, depending upon situation.)

I.

1.

John .arrives 5 or 10 minutes earlv each morning in order to
set up the day's work.

An emergency necessitates Nancv's leaving work an hour early.
She reports her problem to her supervisor and offers to make
up the time during her lunch hour.

Pete is watchful during coffee break, and leaves a couple
of minutes early in order to get back to his desk on time.

Jane loves to visit with her friends at work but saves her
news until coffee break and lunch time.

Gail regrets her typing deficiency, and since it is
deterrent to her efficiencv at work, decides to take a
night class to improve her skill.

Bob determines, 'Never a lender or borrower be.'

Mary writes Christmas letters to her friends. She writes

the letter at home, provides her own stationery, and "dittoes"
the letter rather than using the Xerox machine. (Xeroxing

is costly.)

Jack offers to work overtime as he sees the order piling up
and the need for expediting the work as soon as possible.

Gene keeps an accurate account of his business expenses for
submitting as his expense account.

Effect of appropriate behaviors:

1.

Fellow workers see .John busy at work when they arrive and
emulate his punctuality. The boss is pleased with his
seeming enthusiasm and offers him a raise.

Reporting a problem to a supervisor helps to open an avenue
of communication and mutual understanding which should develop
better working relationships between employvees.

Same as f1.

Boss notices Jane's attention to the work at hand, and rewards
her with a promotion.

at4q
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Gail's improvement in typing speed and spelling brings
praise from her boss, and to her a feeling of price and
accomplishment.

Bob completes his work with such alacrity that his boss
expresses his pleasure to all his co-workers.

Mary doesn't have to worry about anyone seeing her at this
task. All she is expending is her own energy on her own
time. The company gladly permits use of its inexpensive
dittoing machine.

Jack's boss is so grateful for the overtime help that he
renumerates with time-and-a-half wages.

The supervisor sees Gene's honest, accurate account, and
offers him a year-end bonus.
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) , LAP Prepared By: Ed Thomas

WORK EXPERTFNCF. FDUCATION
LEARNING ACTIVITY PACKAGE # l

Type of Work Experience Education: FXPLORATORY

Program Goal: 4.4 Meet the needs of the puhlics served as vou are
riven opportunities to assume adult roles and responsibilities
in a variety of work environments.

Performance Objective: 4.4.3 Given opportunities to assume adult
roles and responsibilities in one or more work environments,
provide satisfactory service to the customer. Verification of

attainment of this objective will he made by your Work Fxperience
Education Sponsor on a rating form. '

NOTE TO THE STUDENT

This LAP is concerned with satisfactory service to the
customer. You will be rated on your personal effectiveness:
Personal Traits, Abilities, Skill Performance, and Business

Techniques -- ag they relate to serving the public,

RATIONALE.

This LAPlis designed to help you become a more aware,
effective employee. This should be welcomed as a learning
experience. An objective evaluation points out areas of
competency and areas in need of more "polishing." Only

through knowledge of oneself can growth énd change be

affegted.

DIRECTIONS

In this LAP Pre-Test, you will devige a rating scale and be

rated by your coordinator and/er sponsor.
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PRE-TEST

1. If you, as an emplover, had to rate vour emplovees' mervice
to the public, what areas of competence wvould vou conatdey
important and worth evaluating?

2, Make up a Rating Scale to be used by your Work Experience
Fducation Coordinator in evaluating your performance in serving
the public. Some areas to include are: efficiency and speed,
initiative, cooperation, pleasing personality, etc.

Give this scale to your coordinator. The quality of your answer
to question #1 and your rating on this scale will determine
whether or not you will skip this.LAP.




PRE-TEST (Scoring Key)

(Answers will vary.)

1. Areas of competence to congider:

A,
B.
C.
n.
{/
;
4
O

Personal traits such as: grooming, dress, speech, cooperation,
initiative, etc.

Abilities such as: comprehension, following directions,
attending to details. :

Skills such as: tyring, operating machines, etc.

Business techniques such as: communicating with the public,
using sources of information etc,
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ACTIVITY #1.

LEARNING ACTIVITTES AND RESOURCES

Present the attached evaluation form on page 8 to

your sponsor to complete. Your sponsor should return
it to you for your response. He should be sure to
explain any items in the O and 1 categories, and tell
you how he arrived at this conclusion. He mav be able
to give vou ideas on how to raise the 3 levels. Tf all
your ratinps are on the 4 and 5 levels, don't rest on
your laurels. You have established a reputation to
uphold. Continue with your good work!:
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ACTIVITY #2.

Before piving the evaluation form to vour sponsor,
choose from the list the items appropriate to vour
particular work, and make up an evaluation sheet
using vour own criteria. Rate vourself. When the
evaluation form is returned to vou hv vour aponsor,
compare the ratinps. Do vou see vourself na athors
see vou? What are the areas of discrepancies?




ACTIVITY #3. Design a program to improve your abilities in each of
- the four areas. Present the program to your instructor
and sponsors for critique. After a reasonable period,
ask vour sponsor to evaluate you again. Has your
program provided the impetus, the incentive, and knowledge
to improve your overall rating? Have you improved?




.
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ACTIVITY #4,

I3

Use your evaluation sheet to evaluate the abilities
of your competitor on the Job. Are there any areas
of success that you can emulate? DNo the same with
your supervisors. We learn through imitatfon: there-
fore, chart your way by patterning the successful
people around you. Iist the wavs in which they are
competent and successful,




EMPLOYER'S EVALUATION OF STUDENT'S ON-THE-JOB TRAINING

Student Fmplovee's Name:

Employed by ¥rom To

Please check the following traits as (N) Unsatisfactory, (1) Poor,
(2) Average, (3) Good, (4) Very Good, and (5) Excellent.

Rate only the items that apply.

PERSONAL TRAITS

Grooming

Appropriate dress

Personal hygiene

Sneech

Interest in work

Cooperation

Conduct

Tnitiative

Adaptability

Ambition

Tact

Leadershin

ABILITIES

Follows directions

Takes criticism

UInderstands instructions

Attends to details

Keeps on the joh

Punctuality

Regularitv
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EMPLOYFR'S EVALUATION OF STUDENT'S ON-THE-JOB TRAINING

Student Employee's Name:

SKILL PERFORMANCE

Typing

Shorthand

Transcription

Filing

Grammar

Mathematics

Spelling

Punctuation

Capitalization

Of fice Machines

Craftsmanship

Mechanical Ability

BUSINESS TECHNIOUES

Use of phone

Use of sources of information

O0ffice housekeeping

Meeting people

Use of supplies

Efficient use of time

Tn view of the above ratings, I would

rating of .

grive this emplovee an overall




Student appears to show strengths in these areas:

Student could profit from suggestions in these areas:




TDEAS

Go to the librarv and browse through this yvear's issues of
Consumer Reports., Make a list of the complaints sent in by

reading the 'Letters to the Editor" on the inside front cover.
In what wayvs are the Consumers' Union trving to meet public
expectations? List the solutions next to each complaint,

Read some of the reports by Ralph Nader. How is he trving to
be a spokesman for the consuming public? Vrite a report out-
lining two of his findings. Share the report with your class.

Write to: Association of California Consumers
2200 1. Street
Sacramento, California 95816

for information and publications from the annual meetings and
conferences of the Association of California Consumers. Such
topics covered were: The New Consumerism: How Students View
Their Role in the New Consumerism; Handling of Consumer
Complaints. Summarize the information and share the findings
with vour family and friends, as well as classmates.

The issue of greatest concern to the American Advertising
Federation 1is the current trend to question the social and
economic values of advertising. Pollution warnings on deterpents
containing phosphates and poison warnings on household products
are opposed to the whole concept of advertising, because the
primary purpose of advertising is to sell. How can the consumer
protect himself against misleading advertising? Write to the
AAF for information.
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1 POST-TEST

A satisfactory rating on the Fmplover's Evaluation on pages

8 and 9 are the requirements for passing and eliminating the
Post-Test.

If your rating is unsatisfactorv, you must work to improve

those unsatisfactory areas and resubmit the evaluation to
your employer for another rating of your progress.

PR




FMPLOYER'S EVALUATION OF STUDENT'S ON-THE-JOB TRAINING

R Student Employee's Name:

Employed by From .. To

Please check the following traits as (0) Unsatisfactory, (1) Poor,
(2) Average, (3) Good, (4) Very Good, and (5) Excellent.

PFRSONAL TRAITS 0 1 2 3 4 5

Grooming

Appropriate dress

Personal hygiene

Speech

Interest in work

Cooperation

Conduct

Initiative

Adaptability

Ambition

Tact

lL.eadership

ABILITIES

Follows directions

Takes criticism

Understands instructions

Attends to details

Keeps on the {ob

Punctuality

Regularitv
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FMPLOYER'S EVALUATION OF STUDENT'S ON-THE-JOB TRAINING

Student Employee's Name

SKILL PERFORMANCE

Typing

Shorthand

Transcription

Filing

Grammar

Mathematics

Spelling

Punctuation

Capitalization

O0ffice Machines

Craftsmanship

Mechanical Ability

BUSINESS TECHNIOUES

Use of phone

Use of sources of information

Office housekeeping

Meeting people

Use of supplies

Efficient use of time

In view of the above ratings, I would give this employee an overall

rating of ‘ .




Student appears to show strengths in these areas:

Student could profit from supgestions in these areas:

-
4
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POST-TFST (Scoring Key)

Answers will varv.




LAP Prepared By: Paul J. Riordan

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

3¢
gg

Type of Work Experience Education: EXPLORATORY

Program Goal: 5.1 Demonstrate knowledge of employment procedure
and practices required for job placement.

Performance Objective: 5.1.1 List activities and sources that may
be utilized to seek out technical and supportive information
needed prior to employment. As a part of each activity, outline
steps that would be carried out to insure complete awareness of
practical activities required for job placement.

NOTE _TO THE STUDENT

The purpose of this learning activity is to help you gain
pre-employment information needed for a job. This I-DEA

package is made up of four (4) parts. When you complete

the listed activities and alternates you will understand

and be able to apply:

1. Social Security Procedures
2. How to Fill Out a Job Application
e 3. How to Search For and Find a Job

4. 1Identify Dress Requirements for the Job you Want

RATIONALE
This I-DEA package is designed to give you pre-employment

procedures and knowledge for obtaining a job.

DIRECTIONS

Exemption: Each of the four sections has a pre-test.
If you pass the test (orally or in writing)
you may proceed to the next pre-test.

Activities: Please select one or more of the activities
or alternatives in each section.

Alternatives: You may substitute any ALTERNATIVE FOR AN
ACTIVITY.

Q :35?53
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A NOTE TO: Career Development Work Expericence Teachcers

SUBJECT: Resource materials and procedures for enriching
the I-DEA Learning Activity Package.

For Activity Resource Material Code
Social Security Graph containing: A

Where the Money Comes From
Where the Money Goes

Social Security Benefits for B
Students 18-22

Social Security Benefits... c
how to estimate the amount.

Free Teaching Aids D

Social Security Information E
for Young Families

Check Your Social Security F
Record
3 Suggested Outline for Studying G

Social Security

You Can Work and Still Get H
Social Security Benefits

* Medicare's Home Health Benefits I
Pre-Employment You and Your First Job J
Information
|
Pre~-Employment Personal Development Workbook K
Attitudes

* Recommendation: Send for teacher's Social Security Teaching Kit.
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PRE-TEST (Part 1)

Social Security Procedures

This test can be taken: (Check one v ) Orally

In Writing

A. List four (4) beunefits that Social Security can give you,

1.
2,
3.
4,

B. 1Is having a full-time job a requirement for obtaining a Social
Security Number and Card?

Yes
No
C. Who pays the cost of Social Security benefits?

1.
2,

D. List the requireménts for obtaining a Social Security Number and
card. -

1
2
3.
4

Teacher Response:

Student Name:

Pass - (Congratulations, you may start the next section).

Fail -~ Start the Activities listed in this section.




LEARNING ACTIVITIES FOR SOCTAL SECURITY INFORMATION

DIRECTIONS: Select one (1) Activity or one (1) Alternative. You
may answer the question orally or in writing.

ACTIVITY 1
Interview all members in your class and establish the answer to:

1. How many students have Social Security No.:

Answer in numbers.

2. What requirement do they need to obtain a Social Security No.?

Where did they obtain the Social Security Number and Card?

Categorize by city and state

ACTIVITY 2

Write for information on "HOW TO OBTAIN SOCIAL SECURITY INFORMATION"

from your nearest Social Security agency. Check your telephone book
for the address nearest vou. Hint: Look under United States
Government, Social Security Administration and fill out the SOCIAL
SECURITY QUESTIONNAIRE (A-1), Page 6.

ACTIVITY 3

Telephone your nearest Social Security Administration for information
on "HOW TO OBTAIN A SOCIAL SECURITY NUMBER AND CARD." Ask the Social
Security representative the question stated on the Social Security
Questionnaire (A-1), Page 6.

ACTIVITY 4

Visit your local Social Security Administration and obtain printed
material on '"HOW TO OBTAIN A SOCIAL. SECURITY NUMBER AND CARD."
Discuss and fill out the Social Security Questionnaire (A-1) with the
Social Security agency representative. Ask for sample forms and
material for your entire class.




LEARNING ACTIVITIES FOR SOCIAL SECURITY INFORMATION (Continued)

ALTERNATIVE ACTIVITIES

DIRECTIONS: You may select one of the following alternatives if you
have not already submitted an activity. Bonus Points:
Do an extra Activity or Alternative and increase your
grade.

ALTERNATIVE ACTIVITY 1

Develop and present an oral presentation of ten (10) minutes on
HOW TO OBTAIN A SOCIAL SECURITY NUMBER AND CARD to your classmates.,

ALTERNATIVE ACTIVITY 2

Arrange for a speaker from the Social Security Administration to
speak on the '"Requirements and Procedures for Obtaining a Social
Security Number and Card.'" Set up all chairs, audio visual equip~-
ment. Request the speaker to bring forms and information for all
of your classmates. Consult with your teacher about 1nv1t1ng
other nonclass students during the presentation.

ALTERNATIVE ACTIVITY 3

Design a bulletin board on the subject of:
a. What is Social Security.

: b, Types of Benefits,

¢. Requirements for obtaining a Social Security Number and Card,
(Hint: Contact your nearest Social Security Administration for
printed posters, materials, and information).




SOCIAL SECURITY QUESTIONNAIRE - (A-1)

For Activities 2, 3, 4

Please be brief in answering all questions (1-9)

1. What is Social Security?

2. “*Why should a student have a Social Security Number and Card?
{Answer in three (3) sentences or less.)

3. What are the benefits?
‘A,
B.

4. Who pays the cost?

5. What are the requirements for a Social Security Number?

FUN QUESTIONS

6. Can a newborn baby be assigned a Social Security Number? Yes No

7. Can a person have more than one Social Security Number? Yes No

8. Can non-U.S, Citizens have a Social Security Number while residing
in America? Yes No

9. Does your teacher have a Social Security Number? Yes No

*Refer to pamphlet entitled "Social Security Benefits for Students 18-22."




POST TESY (Part 1)

Social Security Procedures

This test can be taken: (Check one u/’ ) Orally

—  In Writing

A. List four (4) benefits that Social Security can give you. .

1.
2.
3.
4.

B. 1Is having a full-time job a requirement for obtaining a Social
Security Number and Card?

Yes
No

C. Who pays the cost of Social Security benefits?

i 1.
2.

D. 1List the requirements for obtaining a Social Security Number and
card. '

Teacher Response:

Student Name:

Pass - Congratulations!!

Please contact me for explanation of your test results.




:

This test can be taken:

A.

c.

D.

Need-to~know Items:

Your Zip Code

PRE-TEST (Part 2)
Job Application Form

Orally

(Check one &” )

Your birth date

In Writing

Where born Citizen
Social Security No. Do you have a Soc. 3ec. Card? Yes No
Present Address Phone No.
Previous Address
Driver's Lic. No. Height Weight Age
Schools Attended:

Name Date Entered Date Left No. Months Diploma

Special Schools Attended:

(Dance, Mountain Climbing, etc.)

Name

Date

No. Wecks

Organizations and Clubs:

Scouts/Camp Fire Girls, etc.

Hobbies:

Special Skills

Continued on next page




PRE-TEST (Part 2) Continued

E. References: (List 3 to 5)

Name Address Phone No.

F. Previous Employment or Work Experiencé (Supervisor or Employer)

Name of Company Name of Supervisor Address Phone

Teacher Response:

Student Name:

Pass - (Congratulations, you may start the next section).

Fail - Start the Activitics listed in this section,
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LEARNING ACTIVITIES FOR HOW TO FILL OUT A JOB APPLICATION

DIRECTIONS: Select one (1) Activity or ome (1) Alternative. You
may answer the question orally or in writing.
ACTTVITY 1
Gather three (3) sample application forms from local companies.
Compare the information asked on the attached APPLICATION INFORM-
ATION CHECK LIST (y”), (C-2), Pages 12 and 13.

ACTIVITY 2

Design a bulletin board display identifying the major parts of an
application form. '

ACTIVITY 3

Complete the JOB APPLICATION FORM (D-2) Pages 14-17 and return it to
your teacher for evaluatioun.

ALTERNATIVE ACTIVITY 1

Arrange for an employer to speak to the class on HIS USE OF A JOB
APPLICATION.

Reminder: Set up all chairs, audio cquipment. Request the employer
to bring enough application forms for the entire class. Consult with

your teacher about inviting other nonclass students.

NOTE TO_THE STUDENT

A Job Application Form does not cover all of the questions an employer
will have about an employee. It is essential that an employer know
additional information about your personality traits. Under certain
circumstances, an employer will include a personality sheet (Personality
Balance Sheet - (B-2), Page 11). Using Form B-2, interview two employers
and ask them to rate the personality Ffactors they consider (Most
Important - Important - Least Important) in hiring a new employee. Write
a paragraph or two about your interview and return the results with Form
B-2 to your teacher.

ALTERNATIVE ACTIVITY 2

Using the experience gained in NOTE TO THE STUDENT, make a class report
on the findings and the impressions you gained from the interview with
the employer's comments on the differences between the two employers'
comments.

-10-




For ACTIVITY "NOTE TO THE STUDENT"

PERSONALITY BALANCE SHEET - (B-2)

DIRECTIONS: (1) (/) Check the employer's response in all tventy (20)
. areas.
(2) Return form to your teacher.
(&) Check Arca of Importance
Most Least
Important | Important | Important

1. Appreciation of people

2. Approachability

3. Cheerfulness

4. Cooperation

5. Courtesy

6. Dependability

7. Emotional stability

8. Enthusiasm

9. Face-to-face communication

10. Honesty
11. Humor
12. Initiative
13. Integrity
14. Interest in people
15. Judgment
16. Loyalty
17. Memory
18. Patience
19. Personal appearance

Sincerity




. DIRECTIONS:

APPLICATION INFORMATION (C-2)

Check List

For activity 1 check the areas covered on the three (3) applications

you received from employers.

Return this check sheet to your teacher.

Ask your teacher if you may discuss the results with your

classmates.

Application

(v”) the area covered on each

ABOUT YOURSELF I

Application

Application
_II

Application
III

How old are you?

Where were you born?

What nationality are you?

Where were your parents born?

What is your father's occupation?

What is your Social Security No.?

Do you live at home?

What is your ambition?

Aol (=] Rt ] (oo (S N N (VRN K31 o

Is your health good?

—
(=]

What is your height and weight?

—
—
-

How do you spend your spare time?

—
N
.

To what clubs or societies do you
belong?

13. Have you a hobby?

14. What books have you read recently?

15. Are you active in religious work?

16. Do you owe any money?

17. Have you any home or other respon-
- sibilities that might interfere
with your work here?

18. Are you willing to work overtime
if necessary?

19. Are you solely dependent on your
salary?

20. Have you any dependents?

21. what kind of work do you most
enjoy?

22. What are the names and addresses
of three business or professional
men who will vouch for your
character and ability?

ABOUT YOUR EDUCATION

23. What schools have you attended (in-
clude grammer schoo!s, business
schools, and colleges)? Give dates
of attendance. From which schools
were you graduated?

24. What courses have you taken that
would prepare you For the kind of
work you seek?

-12-
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Application| Application| Application

ABOUT YOUR EDUCATION (Continued) I II III
%§, 25. What extracurricular activities did
4 you take part in?
26. Did you hold any offices in school
organizations?
27. Do you expect to continue your ed-
ucation?

ABOUT YOUR WORK SKILLS
28. What kind of work do you consider
yourself qualified to do?
GETTING THE RIGHT JOB
29. Can you take dictation? What
system? How fast? '
30. Can you file? What systems?
31. Do you know bookkeeping?
32. What business machines can you
operate?
33. 1Is vour penmanship neat and legible?
34, What foreign languages do you read?
Write? Speak?
35. Can you write fluently, correctly,
concisely, clearly, vividly?
36. Can you write effective business
letters?
37. What other skills have you?
ABOUT YOUR EXPERIENCE
38. In school did you work in an office
or laboratory?
39. What jobs for pay have you held?
In each case:
a. What were the dates of employment?
b. What duties did yon perform?
c. What was vour salary?
d. Why did you leave?
e. Who was your immediate superior?
f. How manv people did you: supervise?
ABOUT THE JOB YOU WANT
. 40. For what job are vou apnlying?
41, Why do you think you can make a
success of the job?
42. Why do you want this particular job?
43. What salary do you expect?
44, Were you referred to us by anyone?
If not, how did you happen to come
here?

-13-
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JOB APPLICATION FOR4 - (D-2)

L S T e T T e Sy T T T T A TR A i
H
. ' I‘. 3
i or Activity 3
§ (' Date
"\F;i) L ‘
\'%'16 L - Social Secrrity Number
1 ' ‘
L Name (rint) { )M
LAST . FIRS? MIODLE PREFERRED NAME MAIOEN NAME
Address Phone
Number ang Street City. State. 7ip Cooe Area Coae - Numter
Last Three Addresses (List most recent former address first.) . )
FROM 10
NUMBER AND STREET CITY, STATE. ZIP CODE

MONTH AND YEAR MONTH AND YEAR

Position or general work area for which you are applying :
Would you work: Full Time (J Part Time [ 3 Months or Less [J Date Available For Work —__
Specify Days and Hours, If Part Tima : '
Have you previously épp!ied for a position with our organization? Yes(J No[l ' If yes, when and where?

Were you previously employed by our companies? Yes(J NolJ 1t yes, where?

Terrnination Date Name at time of termination (Femaies Only)

Thval W

List relatives in our employ

Namc of acquaintances in our employ

LT L T TN Ime T e T e Tt e S0t e Sy f i TG S S AP0 PSP (s St fas & et s e tte | & St * o s e < § P e WAt g pe p
g . s . poy - Dy .t T B I .

.
S O e e g o erma
- bt b v bt - e W L @ P, o

L at T vt . e
-3 . a' eV, o o - Pta e

PERSONAL & FALIILY DATA

Marital Status:  Single____ List
i Engaged —____  Planned Wedding Date Children: Ase Sex
Married_____ Marriage Date

Separaled ————  Separation Date
Divorced_______  Divorce Date
H Widowad _______  Date of Spouse’s Death

Name of Spousa Occupation
If spouse is emiployed, by whom? How long? - Earnings $ Per
Do You Rent (] Own[] AHous2O Apt.O Mobile Home [J Room [J  or Live With Relatives (1 ?

What is the total monthly amount of your financial obligations?
(Include rent, payments on home, car, appliances, medical expenses, clothes, ¢tc.) $

Doyouownacar? Yes[J No[D orareyoubuyingacar? Yes[J No[d Make Year
Do you have a driver's license? Yes [J No [J Drivers License Number and State of Issue
Hes your driver's license ever baen suspended or revoked? Yes [0 No [l if yas, explain '

Number of Trafiic Citations in Last Three Years —
#  Have you ever bzen arrested or convicted of any crime? Yes [ No[J It yes. explain

» Ceen ST SSItm e ere e et M b s e tem % 8 f  m e e e m et e - e s e e m e e st e es . b ee meemia tm er g emmree e . e

M s e ek et senm s mmeatt Mmoo et e et 20t Se e L dmma s me e a s . asetmSbe e v A 5 0s e - @ aieye, th o
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i
R Number of auto accidents you have been involved in during last two vears. 1
))/ Have you ever been denied Fidelity Bond Coverage? Yes[J No [ If yes, explain —
74 _

fevg

Arz you a citizen of the United States? Yes[J No[J 1f no, under vhat type of visa are you currently here?

How do you spcnd your leisure time?

VWhat are your favorite hobbies?

R i b T T
d ST

f

i Are you currently under a doctor's care? Yes ONoe Ot yes, explain

If no, when did you last see a doctor? —————— Reason
Date of last physical examination ___

Purpose Result

(Satisfactory or Unsatisfactory)
il Are you currently taking any kind of medication? Yes [J No[Q If yes, reason

Have you, during last 5 years, been confined in 2. Hospital O sanitarium [ Mentat Institution [ ?
Yes ] No3 1f yes, list ilinesses or physical conditions requiring confinements and dates of confinements

Describe any physical limitation that you feel should be considered in job placement

- e e mem e es,
B e L I T Y P

- - R - -

.:i.-—-e-... T T T I R T L S T ros g AN PPN £ RN ST T ra s <
f- PHYSICAL & HEALTH DATA
Height: Ft. In. " Weight —________Lbs.

T = "o, mene
8 bA A — b Pty T — e S — -~

} EDUCATION & TRAINING
Circle tast Grage. Trade. or High Schoo! Technical. Bus School. College Graluate School Grade Average Last
Ye¢ar compiniag 1234567891011 12 12345 1234 School Atiznaca
tist Every High SChoal, Businzss, or Location A&:S! Oate You D'g/ College Coticge Degree Graces
! Trace Schoal ang Cotiege attanded ‘M;'gasgi Vv/ill Graguate Mator Mindr Received feym ave | osys

Are you currently enrolled in Evening, Correspondance, or other type course study? Yes[1 No O
If yes, expizain

Courses Most Liked: High School (1) (2) (3)
College (1) (2) (3)
Courses Liked Least: High Schoo! (1) 2) (3)
College (&) ) (3)

- Extracurricular Aclivities: (Include offices held, scholarships, avards, honors received, etc.)

cligh School

College

P v—

i
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3 CHECK SKILLS & TRAINING ACQUIRED

" O Typing —___wpm Manual [ [0 Keypunch Machine O Accounting
~—.Errors Electric[J

O Shorthand Dictation WM O buplicating Machine (] mMathematics

O Filing O statistics
[0 Bookieeping O other

O bictaphone

0 Adding Machine

I T o e e oy 2 ey vty peomm -, -
e mennten Gatul, S ! Gt ® SR ASS A ATy : PR, . e e re L A ST MIIONEET A

ENMPLOYMENT EXPERIENCE (Including Part-Tiro Vor! })

ITIS IMPORTANT TO YOU THAT ALL EMPLOYERS ARE LISTED AND EMPLOYED TIME
RECORDED ACCURATELY

Indicate present or most recent employer first, next previous, etc.

Dates Company's Name Supervisor s Name Positions Helg Salary Rc.:scns
Employnd and Aadress & Position fincl. Promotions) Mo ) Lea%rlrg

FROM . ] , INITIAL

Mo vr

$

o

INITIAL

FINAL

Mo Yr $

1o Yr
FROM INITIAL

Mo ¥r
TO

Mo vr
FROM ’ INITIAL

—

o Yr
TO

§
K

$

(To record additional employment experience, ask receptionist for an employment record form.)

If currently employzd, may your employer be contacted at this time for a reference? Yes [J No [J

Aiter completion of your educaiion, have you ever b2en unemploycd? Yes [ No [J

If yes. give dates and reasons

s -'-u_._.‘__“....___._.-.l

Wth sierting sclzry do you oxpact? S per
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20 whatis your current Selective Service Classification? I 1Y or 4F state reason

Hi2¢¢ you served in the U. S. Armed Forces? Yes [J No [ What Branch of Service?

Uote Ertered Service Rank When Discharged/Separated

Date Discharqged/Separated _

Are you receiving Pension or Disability Income? Yes(d No[J If Yes. $ per Type of discharge
Are you presently a member of the Armed Forces Reserve? Yes( No[J National Guard? Yes O No (O 1
Period of Enlistment To Do you participate in yearly traini_ng camp or cruise?

This information is correct and true to the best of my knowledge.

Applicant's Signature
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THIS SECTION TO BE COMPLETED BY APPLICANTS FOR TRAINEE & MANAGEMENT POSITIONS
) (includzcs Flold Claims Positicns)

In what geographical area would you prefer to live? Alternate

Are you and your spouse willing to live wherever the companies may assign you to viork?

Do you or your spouse have objections to a position requiring work outside the hours of the usual business day?

.

List Professional and Business Organizations to which you belong

Heierences (Do‘ not list relatives)

List balow the name of four or more persons who would be willing to answer a reference inquiry from our organization
in your behalf:

NAIE ADDRESS OCCUPATION
{Indicate street, city, state and zip code.)
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THIS SECTION TO BE COLPLETED BY THOSE APPLICAMTS WITH LAY/ TRAINIIIG

Are you zdmitted to the Bar? In what State(s)?

Why did you study law and tzke bar examination?

;':.;fs you prasticed lav? How long? - ]

Where? Associated with vhom?

Recasons {or discontinuing Law Practice
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This test can be taken:

A.

D.

C

POST TEST (Part 2)

Job Application Form

(Check one o ) Orally In Writing
Need-to-know Items:
Your Zip Code Your birth date
Where born Citizen
Social Security No. Do you have a Soc. Sec. Card? Yes No
Present Address ‘ Phone No,
Previous Address
Driver's Lic. No. Height Weight Age
Schools Attended:
Name Date Entered Date Left No. Months Diploma

Special Schools Attended:

(Dance, Mountain Climbing, etc.)

Name Date No. Weeks
Organizations and Clubs:
Scouts/Camp Fire Girls, etc.
Hobbies:
Special Skills
Continued on next page
-18-
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E.

POST TEST (Part 2) Continued

References: (Liét 3 to 5)

Name

Address

Phone No.

F. Previous Employment or Work Experience (Supervisor or Employer)

Name of Company

Name of Supervisor

kddress

Phone

(et

Teacher Response:

Student Name:

Pass - Congratulations!!

Please contact me for explanation of your test results.

-19-
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PRE-TEST (Part 3)
How To Find A Job

This test can be taken: (Check one Z ) Orally In Writing |

What are the six (6) ways to find a job?

1'

Teacher Response:

Student Name:

Pass - (Congratulations, you may start the next section).

Fail - Start the Activities listed in this section.




LEARNING ACTIVITIES FOR HOW TO SEARCH FOR AND FIND A JOB
DIRECTIONS: Select one (1) Activity or onme (1) Alternative. You
may answer the questions orally or in writing.
ACTIVITY 1

List four (4) jobs you think you would like to explore.
1.

2.

3.

4,

Using the telephone book, identify the companies offering the job
you stated you would like to explore.

Call for an interview and visit or telephone the Personﬁei.Department
of one of the identified companies offering your job in‘.erest areas.

Obtain the answer to the JOB INTEREST QUESTIONNAIRE (E-3), Page 23.

ACTIVITY 2

Contact the Human Resources Development (HRD), private employment
agencies, or Union Hall (if job falls within their jurisdiction)
and obtain answers listed on the JOB INTEREST QUESTIONNAIRE (E-3).
Return results to your teacher.

ACTIVITY 3

Organize a student-employer-teacher panel and make a class presentation
covering the topics of: What are the needs and qualifications for
society's future labor markets?; How can a student generally prepare
himself for the World of Work while in high school?

ACTIVITY 4

Gather five (5) newspaper employment ads covering job opportunities
that interest you.

Contact the newspaper employment advertiser and f£ill in the answers
to the JOB INTEREST QUESTIONNAIRE (E-3), Page 23.

-21-




LEARNING ACTIVITIES FOR HOW TO SEARCH FOR AND FIND A JOB
(Continued)

ACTIVITY 5

Design a bulletin board on WHERE TO LOOK FOR A JOB. Use the following
resources for backgroud materials and information:

HRD Newspaper Friends Private Employment
Telephone Book Counselors Parents Agency

ALTERNATIVE ACTIVITIES

ALTERNATIVE ACTIVITY 1

Develop and present an oral presentation of ten (10) minutes on How
TO FIND A JOB to your classmates. :

ALTERNATIVE ACTIVITY 2

Arrange for a speaker from HRD or private employment agency to speak
on HOW TO FIND A JOB. Set up all chairs, audio visual equipment.
Request the speaker to bring forms and information for all of your
classmates. Consult with your teacher about inviting other nonclass
students during the presentation.

ALTERNATIVE ACTIVITY 3

Compose a personal resume or tape record covering the following areas:

Personal Information
Job Objective
Education

Nonacademic Activities
Work Experience

- References

(You may use the PERSONAL DATA SHEET MODEL (F-3) Page 24
as a guide).
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JOB INTEREST QUESTIONNAIRE - (E-3)

For Activity 1, 2, and 4

DIRECTIONS: Write or type the answers to the following questions from
the company personal interview.

1. What is the minimum age requirement of employment with your company?

What minimum educational background must you have?

(V) Check one 8th Grade Education
High School Education
College Education

What is the starting salary for the job of

(Fill in your job interest.

What employment skills are required in your area of job interests?

A. C.

B. D.

What is the future employment opportunities for my job interest?

( !f ) Check one Little opportunity for future job needs.
Not sure.
Great opportunity for future job needs.

What is the wage range for:
A. Beginners $

B. Experienced Personnel §

What high school courses would help me gain salable skills in
the job area?

A.

B
C.
D




PERSONAL DATA SHEET MODEL (Part F-3)

For Alternative Activity 3

@ Donald McLeod

’ 3908 Cooper Drive
Pittsburgh, California 92705
Telephone: (312) 543-2718

Personal Information

Date of Birth: Febrvary 8, 1952 Height: 5 feet, 9 inches
Marital Status: Sinzle Weight: 153 pounds
Health: Excellent

Job Objective

I wish to secure a position in the area of selling which, through
experience and training, will lead to a future position in the
field of sales management.

Education

High School: Center Valley High School, Pittsburgh, California,
Date of graduation: June, 1971.

Major: Salesmanship and Merchandising
Class Rank: Upper fifth in a class of 203

Technical Skills: Typewriting speed, 50 wpm; office machines
training; read and write German.

Nonacademic Activities

Treasurer, Senior Class

Vice President, Future Business Leaders of America
National Honor Society

Editor, The Recall, yearbook

Work Experience

Oliker Brothers, 7452 Orleans Avenue, Pittsburgh, California
Salesperson in men's ready-to-wear
On-the-job work experience during school year, 1968-69

Stew's Auto Service, 309 West Broad Street, Mt. Lebanon, California
Attendant during summers, 1967 and 1968

References

Mr. Harold Bauder, Manager, Oliker Brothers, 7452 Orleans Avenue,
Pittsburgh, California, 321-9001

Mr. Donald Barto, Retailing Coordinator, Center Valley Uigh School,
Pittsburgh, California 92708, 293-8998

i -24-
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POST TEST (Part 3)
How to Find A Job .

This test can be taken: (Check one ) ) Orally In Writing

What are six (6) ways to find a job?

1.

Teacher Response:

Student Name:

Pass - Congratulations!!

Please contact me for explanation of your test results.




PRE-TEST (Part 4)
TIdentifying Requirements For The Job You Want

o

This test can be taken: (Check one y") Orally In Writing

l. List the physical requirements that most employers consider when
interviewing a student for a job.

A.

B.

2. What grooming factors do most employers consider when interviewing
a job candidate for the first time?

A.

B.

Teacher Response:

Student Name:

Pass - (Congratulations, you may start the next section).

Fail - Start the Activities listed in this section.




LEARNING AND RESOURCES FOR
IDENTIFYING REQUIREP.GENTS FOR THE JOB YOU WANT

DIRECTIONS: Select one (1) Activity or one (1) Alternate. You
may answer the questions orally or in writing.

ACTIVITY 1
Interview three (3) employers who hire in the fields of your interest.
Identify and determine the company's clothing/grooming requirements
for employment. Use the JOB DRESS AND GROOMING CHECK LIST (G-4),
Pages 30 and 31, for recording your responses.

ACTIVITY 2

Design a bulletin board on the topic of Grooming and Clothing Basic
Requirements for Employment.

ACTIVITY 3

Prepare a booklet about yourself, entitled "Physical Me.'" Use a
separate page for each of the following topics:

S a. My health:
My general health; physical endurance; eating habits, daily
exercise; hours of sleep; condition of my eyes; dental care
needed; medical care needed. My plans for better health.

b. My posture:
How do I hold my head? How do I hold my shoulders? How do
I place my feet when standing? My plans for better posture.

¢. My grooming:
My washing and bathing habits; care of my hair; care of my
face, hands, and nails. My plans for better grooming.

d. My clothing:
Is my clothing clean? Is it in good repair? 1Is it appropriate?
Include an inventory of your outer clothing that is suitable for
businessmen or businesswomen. What additions are necessary?

e. My voice:
Is my voice too loud? 1Is it pitched too high? 1Is it distinct?
My plans to improve my voice.

f. My mannerisms:

What unpleasant mannerisms or nervous habits do I have? How I
plan to overcome them.

-27-
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ACTIVITY 3 (Continued)

On a separate sheet grade yourself frankly according to the rating
scale presented below.

QUALITY PERFECT SCORE MY SCORE

Health 25
Posture 15
Grooming 15
Clothing 15
Voice 15
Mannerisms (Absence of) 15

TOTAL 100

Discuss the results with your teacher.

ALTERNATIVE ACTIVITIES

ALTERNATIVE ACTIVITY 1

Cut ont and paste on a sheet of 8% x 11" paper three (3) pictures of
illustrations that you feel are good examples of a person that is
properly dressed to go job hunting.

ALTERNATIVE ACTIVITY 2

Cut out and paste on a sheet of 8% x 11" paper three (3) pictures or
clippings of three (3) people who are too poorly dressed to go job
hunting.

ALTERNATIVE ACTIVITY 3

(Girls only) - Choose pictures and make a paste-up sheet as above
that will show good grooming for each of the items listed on the
next page.

-28-
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ALTERNATIVE ACTIVITY 3 (Continued)

Lipstick : +  Jewelry
Eye Makeup v Clothes
Nail Polish Shoes

Hair Styles Accessories
Eyeglasses

(Boys only) - Choose a picture and paste-up sheet as above that will
show good grooming for each of the items listed below:

1. Hair Style and length
2. Clothing
3. Shoes

ALTERNATIVE ACTIVITY &

Return this ‘assigmment to your Work Experience Teacher in order to
receive credit. '




JOB DRESS AND GROOMING CHECK LIST - (G-4)

For Activity 1

DIRECTIONS: Check (¢ ) the job céreer area you are interested in:

BUSINESS AREAS

Accounting

Clerical

Computer

Data Processing
Merchandising
Secretarial
Warehousing & Packing

HEALTH SERVICES

Dentistry

Dental Assistant
Dietetics

Laboratory Technician
Medicine

Nursing

Occupational Therapist

Physical Therapist
Veterinarian

SOCIAL SERVICE AREAS

Medical Social Worker
Pre-school Child Care
Recreation Worker

TECHNICAL & MECHANICAL

Auto Mechanics
Carpentry
Drafting

_ Electricity .

Electronics
Engineering
Photography

Printing

Radio Communications

MISCELLANEOUS

Art

Drama
Horticulture
Law

Law Librarian
Meteorology
Police Science
Other

Teaching-Nursery, Elementary, Junior High

What are the dress requirements stated by the employer in the above
(Check appropriate responses).

job interest areas checked (/)?

(Girls only):.

A Clothing:

___Dress
___Dress Suit
__Pant Suits
—Culottes
__Hot Pants
—Mini Skirts

, —Maxi Skirts

y ___Doesn't care

B. Eye Makeup:

___Heavy
___Light
__Dark
__Doesn't Care

C. Nails:

Length and color

One sentencesemployer
response.




Jon

JOB DRESS AND GROOMING CHECK LIST - (G-4) Continued

D.‘ Shoes:

. Safety Shoes
__Regular Shoes
___Sneakers
.__Doesn't Care

E. Hair Style:

One sentence - employer response

(Boys only):

A. Clothing:
Suits
Sport Clothes
___Overalls
Doesn't care

B, Hair Style:

_Long Hair
Short Hair
Doesn't care

F.

Health Requirements:

One sentence - employer
response

Accessories:

One sentence - employer
response

Shoes:

____Safety Shoes
—_Regular Shoes
___ Sneakers
__Sandles
___Doesn't care

Health Requirements

One sentence - employer
response




POST TEST (Part &)
.§~ Identifying Requirements For The Job You Want

This test can be taken: (Check one V/ ) Orally In Writing

1. List the physical requirements that most employers consider when
interviewing a student for a job.

E.

2. What grooming factors do most employers consider when interviewing
a job candidate for the first time?

A.

B.

il g

Teacher Response:

Student Name:

Pass ~ Congratulations!!

Please contact me for explanation of your test results,

-32-
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Key for Test - (Part 1)

Social Secufity Procedures

This test can be taken: (Check one |/ ) Orally

— In Writing

A. Livst four (4) benefits that Social Security can give you.

1. Receive income when retiring

2‘.’ Receive disability income

3. Receive Medicare-Health Insurance

4, Receive Survivors Insurance

B. Is having a full-time job a requirement for obtaining a Social
Security Number and Card?

Yes
X No

e C. Who pays the cost of Social Security benefits?

1. Employer

2. Employee

D. LiS' the requirements for obtaining a Social Security Number and
card.

1. Must visit the Department of Social Security.

2., Must know birth place and date.
3. Must know mother's and father's full name at time of their birth.
4. __Must know mother's and father's place of birth.




;l’ This test can be taken:

A. Need-to-know Items:

Your Zip Code-

Key for Test ~ (Part 2) NOTE: The teacher may use
' his own expertise in
Job Application Form ' ' filling out this form.

(Check one o ) Orally In Writing

Your birth date

Where born

Citizen
Social Security No. Do you have a Soc. Sec. Card? Yes No
Present Address Phone No.
Previou§ Address
Driver's Lic. No. Height Weight Age
B. Schools Attended:
Name Date Entered Date Left No. Months | Diploma

Special Schools Attended: (Dance, Mountain Climbing, etc.)

. Name

Date No. Weeks

e

C. Organizations and Clubs:

Scouts/Camp Fire Girls, etc.

D. Hobbies:

Special Skills

Continued on next page




QA

E. References: (List 3 to 5)

Name Address Phone No.

F. Previous Employment or Work Experience (Supervisor or Employer)

Name of Company Name of Supervisor Address Phone




2ok

Key For Test - (Part 3)
How to Find A Job

This test can be taken: (Check one »” ) Orally

What are six (6) ways to find a job?

1, Newspapers - Classified Ads

—  In Writing

2. Efmployment agencies, public and private
3. Frienfis and neighbors
4, School counselor and Work Experience Teachers
5. State Employment Service
6. Cold Canvassing
-36-
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Key for Test - (Part 4)

Identifying Requirements For The Job You Want

-

»

This test can be taken: (Check one l/) Orally In Writing

1. List the physical requirements that most employers consider when
interviewing a student for a job.

‘A, Health
B., Posture
c. Grooming
{ ‘ D. Clothing
E. Voice

2, What grooming factors do most employers consider when interviewing
a job candidate for the first time?

A. ‘Physical Hygiene
; B. Clothing
‘ c. Hair Style




LAP Prepared By: Tony Thele

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: EXPLORATORY

Program Goal: 5.2 Understand the rules, regulations, procedures

and practices related to employee wages, wage deductions, benefits
and working conditioms.

Performance Objective: 5.2.1 Give evidence of knowledge and under-
standing of the rules, regulations, procedures and practices that
are important to employees.

NOTE TO THE STUDENT

By the time you complete this LAP you will have a basic
understanding of four of the major areas of employee
benefits and practices:

« Workmen's Compensation

. Social Security

. Industrial Welfare Work Orders
+ Credit Union :

SN

RATIONALE

This LAP is designed to inform employees about the rules,
regulations and practices that govern most emp loyment. For
an employee to benefit from these facets of their emp loy-

ment, they must be aware of their existence and character-
istics.

DIRECTIONS

You are required to complete all of the activities in this
LAP. Every student is to take the pre-test and regardless
of his score, he should complete the LAP. Submit the LAP
to your work experience education coordinator when you
have completed it.




PRE-TEST

Pre-test instructions: The pre-test is required of all students
and will serve as a guideline to information you should learn by
taking this LAP. All students will be required to complete this
LAP regardless of the score they earn on the pre-test. When
taking the pre-test, write true on the space preceding the state-

ments you feel are correct and false for those you feel are not
correct.

1. Any uniform which is of distinctive color or design and

is required by the employer must be supplied and maintained
by the employer.

An employer may not penalize an employee for a cash shortage,
breakage or loss of equipment unless it can be shown the
loss was caused by willful act, dishonesty or negligence.

A special minimum wage rate of $1.35 per hour may be paid
to minors and student workers.

Industrial welfare work orders are generally posted in the
payroll department.

Industrial welfare work orders are written to apply equally
to men, women and minors.

An employer may be severely penalized if he illegally employees
a minor under 16 years of age and the minor is injured.

In some cases, workmen's compensation law provides an
injured worker retraining for an entirely different occupation

that may be completely unrelated to the present job station
requirements.

Employees are required to report only those injuries which
appear to be of a serious nature.

Cash received as a result of workmen's compensation benefits
is taxed at the lowest possible rate.

It generally costs more to borrow from a credit union than
from a bank, but it is much easier.

Generally speaking, credit unions only loan money in small
amounts,

A good advantage of a credit union is that you can deposit
money, but they do charge a very high rate of interest if you
need to borrow money. o

Any person can be a member and deposit money at a credit
union. :
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14.

15.

16.

17.

18.

19.

——

20.

When your father reaches retirement age and receives old
age benefits, you can also receive benefits if unmarried
and under 18 years of age.

A person who reaches retirement age in or after 1971 will
need to work ten years to be eligible for social security
retirement benefits.

A girl should report to the social security administration
when she marries to have her card changed to reflect her
new name.

Workmen's compensation insurance is paid by the employer
and provides benefits for employees injured on the job.

Employers are required by law to pay one-half of the amount
that is paid into your social security account,

A worker cannot receive benefits under social security until
he is 65 years of age.

When an employee is injured on the job, he is required to
go to the company's doctor.

NOTE: Check your answers by using the scoring key'on the following
page.

Please remember, regardless of how well you do on the pre-test,
you are still required to finish the LAP.
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11.
12.
13.
14,
15.
16.
17.
18.
19.

20.

True
True
True
False
False
True
True
False
False
False
False
False
False
True
True
True
True
True

False

False

PRE-TEST SCORING KEY




LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #1
@ YOUR SOCTIAL SECURITY

Instructions: Because nine out of ten working people in the

United States are building protection in retirement for themselves
and their families under the social security program, it would seem
important that we understand as much as possible about this subject.
The information gained will help us to understand what happens to

the amount of money that is deducted from our paychecks each month
for social security tax. Questions below and on the following page
refer to the reference listed below. Obtain the references with your
LAP and use it to determine the correct answers. Be sure to refer

to thereferences constantly to insure you have obtained the correct
information,

Reference: Your Social Security

Social Security Benefits for Students 18-22
Social Security Administration

Washington D.C.

1. Express in your own words what you feel is the basic idea of
old-age and survivors' insurance under the social security law.

2. Under what conditions can a child of a retired insured worker or
and insured worker who has died receive a child's benefits?

3. What is the definition of this term, DISABLED?




.5.

ﬁ,{\

Persons who retire after 1991 will need to work ten or more
years to be eligible for old-age payments. This can also be
figured as 40 quarters of employment. Explain how the details
of this statement can be applied to your retirement.

What is the relationship between vocational rehabilitation and
social security disability benefits?

Briefly explain the benefits available and the qualifications
necessary to receive the following:

a. 01d age benefits:

b. Survivors' benefits:

c. Disability insurance:

The payment social security taxes is shared equally between you,
through payroll deduction and by your

This tax is paid directly to

A4




ACTIVITY i#2
CREDIT UNIONS

Instructions: A credit union is generally organized and administered
by employees such as yourself. The more active the shareholders and
the directors, the more benefits you can receive as a result of your
association with that organization. As you read through the references
and complete this activity, you should be thinking of how you fit into
a "credit union picture." When you have answered the questions and
checked them against the references for accuracy, you will have
completed this learning activity. :

References: You - Your Money - Your Credit Union
What Everyone Should Know About Credit Unions
Cuna Supply Coop., Madison, Wisconsin

1. What is a credit union?

2. Many persons question whether their savings will be safe when
deposited in a credit union. What are some of the built-in
safeguards of credit unions?

3. What do the members of a credit union generally have in common?

4. What is Loan Protection Insurance that is provided for credit
union members?




Most cities have chartered credit unions in their area.

Visit

an actual credit union and obtain the following information:

a.

c.

What is the official name of the credit union? Address?

Who is eligible for membership?

Why do members generally borrow money?

For what purpose?

“6
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ACTIVITY #3
INDUSTRIAL WELFARE WORK ORDERS

Ko !

i Instructions: These orders are posted in practically all places where
persons are employed in the State of California. These orders are
written by a state agency primarily for the benefit of minors and all
female workers. All of the questions on the next two pages will refer
to the actual welfare work order supplied with this LAP, By answering
these questions you will be able to understand your rights and
obligations that are regulated by industrial welfare. As you
answer the questions that follow be sure to check your answers
against the work order to insure the correctness of your responses.

Reference: Industrial Welfare Work Orders
California Division of Industrial Welfare
819 Forum Building, Sacramento

1. No female employee shall be required to lift or carry.any object
weighing in excess of lbs., except by special permit.

2. Explain how the regulations governing employers and employees
pertain to meal periods.

{“ 3. A few words are defined on each welfare order. Define the following
) terms as they apply to the orders:

a. Minor:

b, Employee:

c¢. Hours of work:

d. Employer:

e. Meal:

PR
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6.

7.

8.

Industrial welfare work orders are generally posted in what typ1ca1
kind of area?

What happens if an employee is required to report for work and does
report, but is not put to work after arriving?

What is a "'split shift?"

How do the work orders specifically provide for rest periods for
employees?

Industrial welfare work orders are specifically written to protect
the rights of and

10 458




ACTIVITY #4
INDUSTRIAL WELFARE WORK ORDERS

Instructions: This is one of the most important sections of this LAP.
Each of us who works runs the risk of a job-connected injury, It is

extremely important that we know as much as possible about this subject.
Use the reference indicated below in completing this LAP,

Reference: The Workmen's Compensation Law,
Division of Industrial Accidents
State of California
Sacramento (rev. 2/70)

1. wWhat is an industrial injury?

2. What should you do if you are injured while on the job?

3. The basic purpose of the California Workmen's Compensation law is
to: >

4. Most persons who work may collect benefits if they suffer an
industrial injury. However, some are not covered by compensation

laws. The following groups of workers are not covered by California
Workmen's Compensation laws:

-11-
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£

‘List and explain six types of penalties that may be brought

against the employer or an employee.

Explain the difference between temporary and bermanent disability.

Temporary:

Permanent:

The principle types of benefits under Workmen's Compensation laws
are as follows:

What is meant by rehabilitation services under Workmen's Compensation?

-12-
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POST TEST

mi“ Instructions: The following true-false questions pertain to

g fringe benefits that are provided or are available for employees.
After completing this LAP you should be able to answer 15 out of
the 20 questions correctly. Mark your answers in the space
provided preceding each statement, Put a "T" if you believe the
statement is correct or an "F" if the statement is false.

1. Any uniform which is of distinctive color or design and

is required by the employer must be supplied and maintained
by the employer.

2. An employer may not penalize an employee for a cash shortage,
breakage or loss of equipment unless it -can be shown the
loss was caused by willful act, dishonesty or negligence.

3. A special minimum wage rate of $1.35 per hour may be paid
to minors and student workers.

4. Industrial welfare work orders are generally posted in the
payroll department.

5. Industrial welfare work orders are written to apply equally
to men, women and minors.

6. An employer may be severely penalized if he illegally employees
i a minor under 16 years of age and the minor is injured.

7. In some cases, workmen's compensation laws provides an
injured worker retraining for an entirely different occupation

that may be completely unrelated to the present job station
requirements,

8. Employees are required to report only those injuries which
appear to be of a serious nature.

9. Cash received as a result of workmen's compensation benefits
is taxed at the lowest possible rate.

10. It generally costs more to borrow from a credit union than
from a bank, but it is much easier.

11. Generally speaking, credit unions only loan money in small
amounts.

12, A good advantage of a credit union is that you can deposit
money, but they do charge a very high rate of interest if
you need to borrow money.

13. Any person can be a member and deposit money at a credit
union.




16.

17.

18.

19.

20.

When your father reaches retirement age and receives old

age benefits, you can also receive benefits if unmarried
and under 18 years of age. :

A person who reaches retirement age in or after 1971 will
need to work ten years to be eligible for social security
retirement benefits.

A girl should report to the social security administration
when she marries to have her card changed to reflect her
new name,

Workmen's Compensation Insurance is paid by the employer
and provides benefits for employees injured on the job.

Employers are required by law to pay one-half of the amount
that is paid into your social security account.

A worker cannot receive benefits under social security until
he is 65 years of age.

When an employee is injured on the job, he is required to
go to the company's doctor.

NOTE: Check your answers by using the scoring key on the following
page.




POST TEST SCORING KEY




LAF Prepared By: Tony Thele

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: EXPLORATORY

Program Goal: 5.2 Understand the rules, regulations, procedures
and practices related to employee wages, wage deductions,
benefits and working conditions.

Performance Objective: 5.2,2 Apply what you have learned under
Performance Objective 5.2.1 to your present work assignment and
your future career plans.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to
understand the regulations and fringe benefits that
are available or required for employees and apply

these to your present work assignment and your
future career plans.

RATIONALE

This LAP is designed to help you understand the benefits
that are provided and are available for you. The LAP

is also designed to assist you in understanding why

N deductions are made from your paycheck and how they

: will be applied to your future welfare.

DIRECTTONS

You are required to complete all of the activities in
this LAP. Every student is to take the pre-test and
regardless of his score he should complete the LAP.
Submit the LAP to your work experience education
coordinator when you have completed it.
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PRE-TEST

Directions: The following true-false questions pertain to fringe
benefits that are provided for employees. All students will be
required to complete this LAP regardless of the score they earn
on the pre-test. When taking the pre-test, write true on the
space preceding the statements you feel are correct and false

for those you feel are not correct,

' 1. Disability benefits under social security can begin soon
3 after the disability occurs regardless of the age of the
. person insured,

2. Social security withholding payments are made only by
employers,

3. Unemployment compensation is financed by employers
through a tax on payrolls,

4. 1f a person purposely makes a false statement or fails
to report an important fact on an unemployment claim,

he may be punished by either a fine or imprisonment,
both.

5. All current earnings must be reported when a claim is
submitted for unemployment compensation.

( 6. Disadvantaged persons are assisted by HRD and are
referred to jobs for which they are qualified.

7. HRD makes special efforts to assist persons who are
physically or mentally handicapped to find employment.

8. The Department of Human Resources Development does not
place minors on jobs. -

9. 1If you apply for unemployment compensation and there
is a job opening for which you qualify, you may be
sent to an employer for a job interview.

10. Unemployment compensation claims for benefits are
accepted only during periods of high unemployment.

11. A new social security number is issued to a girl when
she files to have her name changed on her card when
she marries.

12. Under certain circumstances an employee may receive
a permanent disability rating under workmen's compensation
and could receive a pension for the remainder of his life.




13. Employers who do not carry insurance for workmen's
. compensation may be penalized for not carrying this
i ' type of insurance.

14, An application for workmen's compensation benefits
can be filed anytime up to two years from the date
of injury.

15. Medical attention provided by your personal medical
.doctor is not an allowable cost under workmen's compensation.

NOTE: Turn to the pre-test key on the next page and return to the
test to determine your correct answers. This test should
be us?d as a guide in completing the activities of this
LAP.




9.

10.
11.
12,
13.
14,

15.

PRE-TEST SCORING KEY

True

False

True

True

True

True

True

False

True

False

False

True

True

False

False
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LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #1
WORKMEN'S COMPENSATION

Ask your employer what his Workmen's Compensation Insurance rate

is for three (3) different job classifications, including your
assignment. List these classifications with their corresponding
rates. Your employer should be able to explain the reasons for

any variations that exist in rates for different job classifications.

1, Classification Rate
2. Classification Rate
3. Classification Rate

Utilize the enclosed form, Supervisor's Report of Accident, on page 6,
to role-play reporting an accident. Assume you are a department
supervisor. One of your classmates is role-playing that he has been
injured on the job, while a member of your department. Complete the
Supervisor's Report of Accident.

Now, role-play another aspect of accident reporting. You are the
day-shift foreman. You have received the Supervisor's Report of
Accident, completed in the previous paragraph.

Use the Emplover's Report of Industrial Injury on pages 7 and 8 to
gather the information necessary to report the accident to the

{ State Compensation Insurance Fund. Since this is a hypothetical
situation, you will need to obtain additional information from
your classmates that would normally be available from the personnel
department of the firm where you are employed.

This form is normally completed and submitted in duplicate to the
State Compensation Insurance Fund within 24 hours of the time the
accident occurred.

Answer the three (3) questions on page 9 to illustrate what you
learned about Workmen's Compensation rates as a result of this
assignment.

Complete the two official state forms, Supervisor's Report of
Accident, and Emplover's Report of Industrial Injury. Retain
these completed forms in your LAP. This experience should also
make you more conscious of accidents and their causes.

KRN




SUPERVISCR'S REPORT OF ACCIDENT

Employer

Name of injured

Age Married Occupation

Date of Accident Hour A.M. P.M.

Nature of injury

Who gave first aid, if any?

Name and address of physician

Did injured leave work? Date Time AM. P.M.

Did injured return to work? Date Time A M. P.M.

Was injured acting in regular line of duty?

Witnesses:

Where and how did accident occur?

What steps have been taken to prevent a similar accident?

Date
Supervisor's Signature
STATE COMPENSATION INSURANCE FUND
525 Golden Gate Avenue
San Francisco, California
Form 78

-6-
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STATE COMPENSATION SEND IWO COPIES TO Telephone: (209) 466-4242
INSURANCE FUND P.O. Box 100 1401 N. Hunter Street
Stockton, CA 95201

1. This form of report is required by the Department of Industrial Relations,
Division of Labor Statistics and Research. Send in DUPLICATE to STATE
COMPENSATION INSURANCE FUND, who will report to the Division for you.
tiake and retain a copy for your file.

<. FATAL or SERIOUS injuries must be reported IMMEDIATELY by telephone or
telegraph and on this form in DUPLICATE to the STATE COMPENSATION INSURANCE

FUND. who will report to the Division of Labor Statistics and Research as
required of you by law.

EMPLOYER'S REPORT State of California Every question
OF Department of Industrial Relations must be answered
INDUSTRIAL INJURY Division of Labor Statistics & Research fully to avoid
further corres-
N : pondence.
EHFLOYER Division FAILURE TO FILE
1. Name IS A MISDEMEANOR
(What dept. employed injured? Give details) OR SUBJECT TO
MAXIMUM FINE OF
2. Office address Tel. No. $100.
(No. & street) (City) (Labor Code)

3. To what fund on auditor's books were injured's wages charged?

Do Not Write In
This Column

Case No.
INJURED EMPLOYEE Social Security No. c
4. Name: First M.I. Last Phone: Employer No.
{ 5. Address: (Street) (City) Zip Industry
6. Age 7. Sex ) Male Female 8. Married
Single ‘ Age
9. Worked___ hrs. per day for days per week. 10. Rate of pay
when injured: Sex & Marital
11. If board, lodging, or other advantages furnished in addition to Status
wages, give estimated value $ per day, or $ per week.
Weekly wag
ACCIDENT cekty hage
12. Place of accident Street City County County
13. On employer's premises? 14. Department
15. Date of accident 16. Hour of day AM./P.M. Accident Date
; 17. Did injury result in disability beyond day of accident?
: 18. 1If yes, give date last worked 19, Was injured paid in fulll Occupation
for this day? 20. If injured in a mine, check (v) accident
location: Surface Mill Underground Shaft Accident Type
CAUSE OF ACCIDENT Agency
21. Occupation(Job title) 22. How long employed by you Agency Part
at this occupation? (Check) Less than 6 mo. 6 mo. to 2 yrs.
over 2 yrs. 23. What was employee doing when accident Mech. Defect
occurred? (Describe briefly):
Unsafe Act
24, How did accident happen? (Describe fully):
;
' 25. What machine, tool, substance or object was most closely connected

Qo with the accident? (Name specifically):




EMPLOYER'S REPORT
OF INDUSTRIAL INJURY (Continued)

26,

27.
28.
29.

If mechanical apparatus or vehicle, what part of it? (State if
gears, pulley, etc.)

Personal Defect

Were mechanical guards, or other sarfeguards provided?

Was injured using them?

Nature of Injury

What do you recommend for preventing this type of accident?
(State the specific preventive measures that can be taken by

Location

employer and workers. Do not say, "By being more careful."
Specify what should or should not be done.)

Extent of Injury

Insurance Carrier

NATURE OF INJURY AND PART OF BODY AFFECTED Report lag

30. (Describe in detail the nature of the injury and the part of the Coded By
body affected. For example: amputation of right index finger at
second joint, fracture of ribs, lead poisoning, etc.)

31. Name and address of physician

32. Name and address of hospital

33. Has employee returned to work? 34, If yes, give date

35. At what wages? $ per 36. Did injury result in
death? 37. If yes, give date

38. 1In case of death, give name and address of nearest relative ‘

%

39. On reverse side, list names and addresses of witnesses.

40. Check (/) whether injured was in your direct employ or
employed by contractor « (If contractor, give details of
employment relationship on reverse side.)

41. Was injured acting in course of employment? 42, Last date
for which injured was paid

43. Date you were informed of injury 44, Was another person
responsible? (If yes, give on reverse side his name,
address, liability carrier, names and addresses of witnesses and
details.)

USE REVERSE SIDE FOR Signed by

FURTHER PARTICULARS Report must be signed in ink by

an Authorized Officer

Title Date

PLEASE REPORT ALL INJURIES (No matter how trivial) WITHIN 24
HOURS. BENEFITS CANNOT BE PAID WITHOUT THIS REPORT.
DO NOT WAIT FOR DOCTOR'S REPORT.

FILING OF THIS REPORT IS NOT AN ADMISSION OF LIABILITY




QUESTIONS PERTAINING TO WORKMEN'S COMPENSATION

What procedure is used to file a claim for compensation under
Workmen's Compensation Insurance?

Why do Workmen's Compensation Insurance rates vary from one job
classification to another?

List three (3) situations which may result in an employer being
penalized as a result of an injury on the job.




ACTIVITY 32
SOCIAL SECURITY ADMINISTRATION

This agency is a federal agency and is responsible for administering
the program entitled QASDI as well as a retirement system. The
abbreviation stands for 0ld Age Survivor's Disability Insurance.

You are required to visit the local office of the social security
administration. Ask an interviewer to discuss the benefits of

this program as they pertain to RETIREMENT and DISABILITY INSURANCE.
Write a brief report of the information you have gained on Form #1
below.

o

FORM i1
(To be used with Activity #2)

1. Retirement:

2. Disability Insurance:




ACTIVITY #3
UNEMPLOYMENT INSURANCE

Resource: Department of Human Resources Development

Visit the nearest office of Human Resources Development. Report to
the unemployment insurance section and request a counseling interview
with the employment counselor. Ask for detailed information related
to the completion of an application for unemployment compensation

and practices relating to how compensation is received upon approval
of a claim.

While visiting this department, request information pertaining to
the functions of the whole department and their responsibilities
that are carried out as a state agency.

You will discover the HRD Department has many responsibilities that
relate to the labor market and labor market information.

To assist you in this activity, four questions are provided. On
Form #2 on page 12 answer these questions in your own words. This
activity will assist you in remembering the duties played by HRD,
as well as providing an introduction to this agency.

-11-
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FORM #2
(To be used with Activity #3)

QUESTIONS CONCERNING HRD

1. How is unemployment insurance compensation financed?

2. How can HRD assist you to determine what type of job you are best
suited for?

3. What services are provided for a person seeking employment?

Py

4. Who is not covered by the unemployment compensation program at HRD?

o -12-
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ACTIVITY #4
SOCIAL SECURITY

Write in your social security number in the following spaces:

Now, examine your last check record that was attached to your paycheck.
Check the figures on the record to determine if any money was withheld
from your earnings. If no deductions are being made from your earnings,
you must ask your sponsor why there is no deduction for social security.
Write his answer in the space below.

No pay is withheld for social security because:




ACTIVITY #5
DEDUCTIONS FROM EARNINGS

If there are deductions being made in your earnings, you are
required to itemize them in the spaces below. Your sponsor will
be glad to discuss this subject with you.

DEDUCTIONS FROM EARNINGS

Purpose of Deductions Amount Deducted
1. 1.
2. 2.
3. 3.
4, 4,
5. 5.
-14-
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POST TEST

Instructions: You are now ready to take the post test of this LAP.
This test is a true-false activity. If you believe the statement
is true, write true in the space preceding the statement. 1If you
believe the statement is false, indicate your answer by writing
false in the space ‘preceding the statement,

After you have taken the test, turn to the test key on page 17
following the test. Check your answers. Correct any mistakes
you have made on your test answers.

Assemble all pages of the activity into correct numerical order
and return them to your work experience education coordinator.

l. Disability benefits under social security can begin soon

after the disability occurs regardless of the age of the
person insured.

2. Social security withholding payments are made only by
employers.

3. Unemployment compensation is financed by employers
through a tax on payrolls.

4. 1f a person purposely makes a false statement or fails
to report an important fact on an unemployment claim,

he may be punished by either a fine or imprisomment,
both.

5. All current earnings must be reported when a claim is
submitted for unemployment compensation.

6. Disadvantaged persons are assisted by HRD and are
referred to jobs for which they are qualified.

7. HRD makes special efforts to assist persons who are
physically or mentally handicapped to find employment.

8. The Department of Human Resources Development does not
place minors on jobs.

9. 1If you apply for unemployment compensation and there
is a job opening for which you qualify, you may be
sent to an employer for a job interview.

10. Unemployment compensation claims for benefits are
accepted only during periods of high unemployment.

11. A new social security number is issued to a girl when
she files to have her name changed on her card when
she marries.




R
’

12.

" e

Under certain circumstances an employee may receive
a permanent disability rating under workmen's compensation
and could receive a pension for the remainder of his 1ife.

Employers who do not carry insurance for workmen's compensation
may be penalized for not carrying this type of insurance.

An application for workmen's compensation benefits can be
filed anytime up to two years from the date of injury,

Medical attention provided by your personal medical
doctor is not an allowable cost under workmen's compensation.




POST TEST SCORING KEY




LAP Prepared By: Alan Rosen

WORK FXPERIENCE FDUCATION
LEARNING ACTTVITY PACKAGE #

Tvpe of Work Txperience Fducation: FXPLORATORY

Program Goal: 5.3 Compare adult resnonsibilities in a varietv
of work environments with present personal responsihilities.

Performance Objective: 5.3.1 Based upon vour ohservations of a
variety of work environments, list five (5) responsibilities for
each of three (3) selected careers. Next, list five (5) personal
ohligations vou have assumed at home, at school, or in an activitv.
Compare the two (2) lists and indicate how vou can applv personal

obligations to help meet the responsihilities listed for the three
(3) selected careers.

NOTF_To TBE STUDEHT

Bv the time vyou complete this ﬁAP vou will he able to:

1. List five (5) responsihilities for each of three (3)
selected careers.

2. List five (5) personal ohlipations vou have assumed at
home, at school, or in an activity.

3. Fxplain the relationship between nersonal ohlirations i
and career or occupational responsibilities.

RATTONALF.

This LAP is desiened to enahle vou to determine your personal
oblipations and job responsibilities, and discover how vour j
personal oblirations can help vou meet vour occupational

responsibilities.

NDIRECTTONS

Tn this LAP vou will list five (5) responsihilities for each
of three (3) careers of vour choice; form a discussion eroup
to determine at least five (5) personal oblipations which
people of vour ape pgenerallv assume at home, in school, or
£y in an activitv; or determine these ohlierations vourself based
on your own experience and research; and explain how a student'’
current nersonal ohlications might help him meet the responsi-
bilities of a career he has selected, given lists of the
student's nersonal ohlirations and responsibhilities of the 1} ﬂ_
selected carcer. )

N
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PRE-TEST

TNSTRUCTIONS: This test will measure to what degree vou can achieve

the objectives of this LAP. Put vyour work in the space nrovided
bhelow.

Based on observations vou have made at three (3) of vour career
stations, list five (5) responsibilities for each station.

Career Station T:

Resnonsibilities:

Career Station TT:

Resnonsibilities:

Career Station TI1T:

Responsibilities:




Pre-Test (Cont'd)

2.

List five (5) personal ohligations vou have assumed at home,
at school, or in an activitv,

Select one (1) responsibility from each of the career stations
in question #1. (Be sure each responsibilitv is different.)

Indicate how vou can apnly vour personal obligations listed in
question #2 to help meet each responsibilitv vou have selected.

A. Responsibilitvy from Career Station T:

Related personal ohligation(s):

Explain how the above-listed oblipation(s) will heln vou
to meet cthe carcer station responsibilitv listed:

B. Responsibility from Career Station TI:




Pre-Test (Cont'd)

Related personal obligation(s):

Fxplain hov the ahove-listed ohligation(s) will help vou
to meet the career station responsibilitv listed:

C. Responsibility from Career Station TIT:

. Related personal oblipation(s):

1Explain how the above-listed ohligation(s) will help you
to meet the career station responsibilitv listed:

This Pre-Test will he scored as follows: #1 - 15 points
#2 - 5 points
#3 - 15 points
g Total possihle score - 35 points
: If vou score 30 noints or more, vou have piven evidence that vou
can alreadv achieve the objectives of this LAP.

Q Take yvour test to the Coordinator for evaluation.
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PRE~TEST (Scoring Kev)

Student lists five (5) responsibilities for each of three (3)
career stations. Some examples of responsibilities are:

Being at work on time

Following instructions of superiors
Being courteous to customers
Keeping the counter clean

Score 1 point for each responsibilitv listed.
Total possible score: 15 points.

Student lists five (5) oblipations assumed at home, at school,
or in an activity. Some examnles of personal ohligpations are:

Takine out the garbage
Babv-sitting after school
Mowing the lawn

Washing the family car

Score 1 point for each personal oblipation listed.
Total possible score: 5 points.

Student picks out three (3) different responsibilities, one from
each career station listed in auestion #1, lists personal obligations
from question #2 which are related to each resnonsibilitv, and
explains how applving the oblipation(s) will help him meet the
responsibilitv.

Example:

Resnonsibility from Career Station: Veeping the counter clean
Related personal oblisation: Taking out the garbace
Explanation of how the ahove-~listed obligation will help meet
the career station responsibilitv listed. This obligation
will help fulfill this responsibilitv bv enabling me to
become svstematic in doine routine chores and teaching me
to develon a tolerance for unpleasant hut necessarv activities.
Score 5 points for each satisfactory explanation nrovided. The
Coordinator must decide if the exnlanation is appropriate and
mav assign partial credit. Three (3) explanations are required.
Total possible score: 15 points.

Scoring on test: #1 - 15 points
#2 - 5 points

#!3 - 15 points
Total possible score - 35 points
Acceptable score - 30 points




LEARNING ACTIVITIES AND RESOURCES

The following Activities are required: Activity #1, Activity #2
(Option A or B), Activity #3.

After you have completed the above specified three (3) activities,
hand them in to the Coordinator for checking. However, the
Coordinator mav wish to check your work on a more periodic hasis,
such as after each Activitv.

ACTIVITY #1 This activity is designed to help vou in determining
the responsihilities of selected occupations.

Based upon vour observations, personal experiences,
etc., list five (5) responsibilities for each of three
(3) selected careers or occupations. You may select
careers or occupations you have had personal experience
with, those vou are interested in, and/or those vou
have observed in evervday life.

Here is an example: A student analvzed the responsi-
hbilities of a professional foothall plaver, hased on
what he had read in the sports section of the newspaper,
what he had seen on T-V football games, and what he had
experienced as a high school foothall plaver. The

- student determined that a professional football nlaver

- must:

l. Maintain a high degree of physical fitness through
proper diet, rest, and cxercies.

2. Attend all team nractice sessions, meetings, ete.
3. Learn his assignments on each type of plav.

4. Study his opponents to determine their strengths,
weaknesses, etc.

5. Prepare psvchologicallv in order to give his best
effort in every esame.

Use the space provided on the next page for your analyses.




WORKSHFET FOR ACTIVITY #1

Career or Qccupation:

(Give 4job title)
Responsibilities:

a.

Career or Occupation:

(Give job title)
Responsibilities:

ae.

d.

3




Worksheet for Activity #1 (cont'd)

o 3. Carecer or Occupation:

; (Cive jobh title)
¥ Responsihilities:

a.

e,

tthen you have completed this Activity, have a classmate read over |
vour analvses and comment on them.
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ACTIVITY #2 The purpose of this activitv is to enable you to

(Option A) 1list the obligations commonly assumed by persons of
vour age.

Form a discussion group with at least two (2) other
students. Relying on the personal experiences of the
members of the group, list at least five (5) nersonal
obligations people of your age generally assume at
home, in school, or in an activity.

An example of a personal oblipation might be: "Complete
all assigned school homework."

After the discussion, each member is to list five (5)
personal oblipations which the proup has brought up.
Use the snace provided on this page for the list.

Common Personal Obligations of Peonle 15 - 18 vears old in
school, at home, or in an activity:

a.

Q (1555}




ACTIVITY #2 The purpose of this activitvy is to enable you to list
(option B) the ohlipations commonlv assumed by persons of vour age.

List at least five (5) personal obligations people of
your age generally assume at home, in school, or in an
activity. Relv on personal experience in order to
compile this list. Another source might be a listing

of personal oblications of teenagers found in high school
guidance texthooks or teenage personal adjustment hand-
books. Use the space provided on this page for your list.

Common Personal Oblipations of People 15 - 18 years old in
school, at home, or in activity:

a.




ACTIVITY #3 The purpose of this activity is to help you see the
(Option A) relationship between personal obligations and career
or occupational responsibilities. The student who
analvzed the responsibilities of a professional foot-
ball plaver in Activity #1 compiled the following list
of his own personal ohlieations:

1.

Attend school regularly

Complete all school homework assignments

Complete ncwuspaper delivery route every afternoon
Take the family dop for a walk early each morning

Support mv school club in all of its activities

You are to explain how two (2) of the student's current personal
obligations might help him meet the responsihilities he would
face as a professional football plaver. The student determined
that a professional foothall plaver must:

1.

Maintain a high depree of phyvsical fitness through
proper diet, rest, and exercise.

Attend all team nractice sessions, meetings, etc.
T.earn his assienments on ecach tvne of plav.

Studv his opponents to determine their strengths,
weaknesses, etc,

Prepare psychologicallv in order to give his hest
effort in every game.

An examnle of how the student's current oblipations might help
him meet the responsibilities he would face as a professional
foothall nlaver:

"T am reauired to attend school regularly just as I
wvould have to attend team sessions if T were a
nrofessional football plaver. %o, just as T must
attend school repularlv to get my education, I would
have to attend foothall practices and meetings to
develop and maintain mv professional skills."

Use the space provided on the next page for vour two (2) analyses,




ACTIVITY #3 The Relationship of Current Personal 0Obligations to
(option A) Future Career Resnonsibilities.

1. Student's Obligation: |

Professional Foothall Player's Responsibility:

Future Responsihilitv:

Relationship between Current Ohlieation and
|
|

2. Student's nblication:

Professional Foothall Plaver's Responsibility:

Relationahip bhetween Current Ohligation and
Future Resnonsibilitv:




ACTIVITY #3 The purpose of this activity is to help vou seec the
(dption B) relationship between nersonai obligations and career
ﬁ or occupational responsibilities,

You are to explain how two (2) of vour current personal
obligations misht help vou meet the responsibilities
vou would face in a career or occupation of vour choice.

The following example might help vou:

Selected career or occupation: Professional Foothall Plaver

Ly

My current personal ohlipation: Attend school regularly,

Responsibility in selected career or occupation: Attend
all team practice sessions, meetings, etc.

Relationship hetween current personal obligation and
responsibilitv in selected career or occupation: T

am required to attend school repularlv just as T would
have to attend team sessions if T were a professional
football plaver. So, just as T must attend school
regularly to get mv education, I would have to attend
foothall practices and meetines to develop and maintain
mv professional skills.

Use the space provided on the next nage for vour analvses.

]




ACTIVITY #3 The Relationship of Current Personal Obligations to
(0ption B) Future Career Responsibhilities.

Selected career or occupation:

(cive job title)

1. Mv current personal ohligation:

Responsibilitv in selected career or occupation:

Relationship between current personal ohligation
responsibility in selected career or occupation:

and

2. Mv current personal ohlieation:

Responsibilitv in selected career or occupation:

464
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ACTIVITY #3 Relationship between current personal obligation and
(Option B) responsibilitv in selected career or occupation:

465




PNST-TEST

INSTRUCTTIONS: This test will measure to what denree vou can achieve

the objectives of this LAP. Put vour work in the space provided
below.

Based on observations vou have made at three (3) of your career
stations, list five (5) responsihilities for each station.

Career Station I:

(Give job title)

Resnonsibjilities:

Career Station IT:

(Give jobh title)

Resnonsibilities:

Career Station T1I1T:

(Cive joh title)

Responsibilities:

a.

bh.




List five (5) personal obligations vou have assumed at home,
at school, or in an activitv.

Select one (1) resnonsibility from each of the career stations
in auestion #1, (Be sure each responsibilitv is different.)

Indicate how vou can applv vour personal obligations listed in
question 2 to help meet each responsibility vou have selected,

A. Responsibilitv from Career Station T:

Related personal ohbligation(s):

Explain how the above-listed obligation(s) will help vou
to meet the career station responsibilitv listed:

Responsibility from Career Station 11:




Post-Test (Cont'd)

g Related personal obligation(s):

Fxplain how the above-listed obligation(s) will help you
to meet the career station responsibilitv listed:

This Post-Test will be scored as follows: #1 - 15 points
#2 - 5 points
#3 - 15 points
Total possible score - 35 points
Tf you score 30 points or more, vou have given evidence that
vou can achieve the objectives of this LAP.

Take your test to the Coordinator for evaluation.

At this time, the Coordinator will refer you to appropriate I-DEAS,

.~
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POST~-TEST (Scoring Key)

Student lists five (5) resnonsihilities for each of three (3)
career stations. Some examples of responsibilities are:

Being at work on time

Following instructions of superiors
Being courteous to customers
Keening the counter clean

Score 1 point for each resnonsibilitv listed.
Total possible score: 15 points.

Student lists five (5) oblisations assumed at home, at school,
or in an activitv. Some examples of personal ohligations are:

Taking out the garhage
Bahv-sitting after school
Mowing the lawn

Washing the familv car

Score 1 noint for each nersonal oblipation listed.
Total possihle score: 5 noints.

Student picks out three (3) different responsihilities, one from
each career station listed in question #1, lists personal obligations
from question #2 which are related to each responsibilitv, and
explains how applving the obliration(s) will help him mecet the
responsibilitv,

Exagﬂlgz

Responsibilitv from Career Station: VYeening the counter clean
Related personal obligation: Taking out the parbage
Fxplanation of how the ahove~listed ohligation will help meet
the career station resmonsihilitv listed. This ohligation
will help fulfill this resnonsihilitv bv enabline me to
become systematic in doine routine chores and teaching me
to develop a tolerance for unnleasant but necessary activities.

Score 5 points for each satisfactory explanation provided. The
Coordinator must decide if the explanation is appropriate and
may assisn partial credit. Three (3) explanations are reauired.
Total possihle score: 15 points.

Scorine on test: #1 - 15 points
#2 - 5 points

. . #3 - 15 points
Total possible score 35 points
Acceptahle score - 30 points




I-DEAS

Have a friend or relative take photographs of you fulfilling
personal obligations at home, at school, or in an activity.
Mount five (5) of the photographs on a niece of cardboard,
briefly describing the obligation illustrated on a label placed
below each photograph. Prepare a two-minute speech to the class
in which vou describe at least five (5) of your personal obli-
gations, using your photographs as a visual aid to the audience.

Read a biosranhv or autobiography of a famous person of your
choice. List three (3) responsibilities and/or oblipgations

this person assumed, giving an example or incident from the
subject's life which indicates vhether or not the responsibility
or obligation assumed was fulfilled. A one-page paper or two-
minute speech to the class may he presented to complete this

activity. You may use a character from a television series as
the subject of your naper or speech.

4’




LAP Prepared By: Alan Rosen

WORK EXPERIENCF. EDUCATION
LEARNING ACTIVITY PACKAGE it

Type of Work Experience Education: EXPLORATORY

Program Goal: 5.3 Compare adult responsibilities in a variety
of work environments with present personal responsibilities

Performance Objective: 5.3.2 Compare vour present obligations
to those assumed bv an employed adult. List five (5) adult roles
which will necessitate changes in your life style as you assume
responsibilities typical of work environments and other adult
responsibilities.

NOTE TO THE STUDFNT

By the time you complete this LAP vou will be able to:

1. List five (5) adult roles which will necessitate changes
in vour life style as vou assume responsibilities typical
of work enviromments and other adult responsibilities.

(S5
.

State your present obligation(s) most closely related to
each role you list, and comment on the extent to which
your life style will have to change to meet the responsi-
bilities of the adult role in question.

RATTONALE
This LAP is designed to help vou determine what adult responsi-
bilities vou will have to assume, and what changes these new

responsibilities will bring to vour life style.

DIRECTTIONS

In this LA® you will keep a daily diary in order to list vour
present obligations or illustrate oblimations typical of

people your age; view a filmstrip which will help you answer
questions about "independence,' or cite incidents from a tele-
vision comedy series relating to the fulfillment of obligations
or responsibilities: interview employed adults in order to

list adult roles which require changes in one's life stvle; and
compare present ohligations to possible future adult responsi-
bilities, assessing what changes in your life styvle will be
necessitated.




PRE-TEST

INSTRUCTIONS: This test will measure to what degree vou can achieve

the objectives of this LAP. Put your work in the space provided
on the test.

List five (5) adult roles which will necessitate changes in vour
life style as vou assume responsibilities tvpical of work en-
vironments and other adult responsibilities., For each adult role
listed, state your present obligation(s) most closelv related to
the role, and comment on the extent to which your life style will
have to change to meet the resnonsibilities of the adult role.

1. Adult Role:

Related Present Obligation(s) and Comments:

2. Adult Role:

Related Present Obligation(s) and Comments:

3. Adult Role:

Related Present Obligation(s) and Comments:

14 WA



Pre~Test (Cont'd)

4. Adult Role:

Related Present Obligation(s) and Comments:

5. Adult Role:

Related Present Obligation(s) and Comments:

This test will be scored as follows: 1 point for each Adult Role
listed; 1 point for reference to Related Present Obligation(s);

2 points for Comments. This gives a total of 4 points for each
section. Since there are five (5) sections, the total possible
score on the test is 20 points. If you score 16 points or more,
you have achieved the objectives of the LAP,

Take your test to the Coordinator for evaluation.




PRE-TEST (Scoring Key)

Five (5) sections are to be scored. Tn each section, the student

is to list an Adult Role (examples are given below) - score 1 point;
make reference to Present Obligation(s) Related to this Adult Role -
score 1 point; and make some Comments on the extent to which his
life style will have to change to meet the responsibilities of the
Adult Role - score 2 points. This gives a total of 4 points for
each section. Since there are five (5) such sections, the total
possible score on the test is 20 points. The Coordinator is to
decide the amount of credit to he given the student for his answers
to each part,

Some adult roles necessitating changes in one's life style:

Full-time worker
Breadwinner

Head of household

Husband or wife

Father or mother
Full-fledged citizen

Money manager

Buyer of goods and services
Contributor to societv

Some sample answers:

Adult Role: Full-time worker

Related Present Obligation(s) and Comments: T now work part-time
a few hours a week to earn some spending monev. T do not consider
my present part-time job to be a crucial resnonsibility at this
time in my life as myv parents are almost totally supporting me.
However, when I have to support myself and my own family, I will
have to seek full-time emplovment, and being a success on my job
will be very crucial. The care~free days of working a few hours

a week will then be a thing of the past.

Adult Role: Full-fledged citizen

Related Present Obligation(s) and Comments: At present, T

respect and abide by the laws of mvy community and take an interest
in community affairs. When I am an adult and therefore a full-
fledged citizen, T will have some verv important additional
responsibilities such as voting, fulfilling my military obligation,
supporting community interest groups, etec. Such responsibilities
will make demands on mv time and energies.

Total possible score on test: 20 points,
§ Acceptable score: 16 points.

Q -l 4%




LEARNING ACTIVITIES AND RESOURCES

The following Activities are required: Activities #1 ~(0Option A or B),
#2 - (Option A or B), #3, and #4. After you have completed the above
specified four (4) activities, hand them in to the Coordinator for
checking. However, the Coordinator may want to monitor vour work

on a more periodic basis, such as after each Activity is completed.

ACTIVITY #1 This Activity will enable you to list your present
(Option A) obligations. Keep a detailed diary of a day in your
life and use the diarv entries to list five (5) of
your present obligations.

Fxample: Entry - "I made my bed."
Obligation: "Keep my room clean and neat."

Use the space provided on this page for your diarv and
your listing of your present obligations.

DIARY EMTRIES:

PRESEMT OBLIGATIONS:

1‘

2,
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ACTIVITY #1 This Activity will help you enumerate some of your

(Option B)

present ohligations. Illustrate at least five (5)
obligations of young people 15 to 18 years old (typical
obligations). Cut out pictures from newspapers and/or
magazines or make your own drawings to illustrate each
obligation. Paste these pictures on a piece of cardboard
and label them as to what oblipation they represent.

Example: Illustration - Students walking up the steps
of the main building of their high school

Label - Obligation: "Attend school"

476
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ACTIVITY #1 (Option A and Option B) (Scoring Kev)

Some typical obligations of young people 15 to 18 vears old:

Keep my room clean

Attend school

Do my homework

Work on my part-time job

Baby-sit for younper children in my family
Wash the dishes

Take out the garbage

Mow the lawn

Take care of my bike

Take care of my personal health




ACTIVITY #2 This Activity is designed to help you realize what
(Option A) hecoming independent and assuming adult roles entails.

View the filmstrip "So You Want To Be Independent?" and
take careful notes on it. After vou have seen the film-
strip, use vour notes on it to answer the following

questions: (Use the space provided helow each question
to write your answer.)

1. Why do parents often have trouble giving their
children their "independence" and what can be done
to ease the transition from dependency to independence?

List three (3) new resnonsibilities independence
brings.

(See last pape of this LAP.)

The Filmstrip, "So You Want To Be Independent?" -
Filmstrin of the Month, 1960, 39 frames, color.




ACTIVITY #2 (Option A) (Scoring Key)

Possible answer to question #1:

Parents generallv feel very strong responsihilities toward

their children; and after many years of caring for them, find

it difficult to realize that their offspring are no longer
children but, in realitv, young adults readv to lead their own
lives. To ease the transition from dependence to independence
requires communication, cooperation, understanding, and patience
on the part of both parent and offspring. The voung adult must

discuss his aspirations with his parents and be willing to accept
their advice and help.

Possible answers to question #2:

Must support mvself

Must assume responsibility for maintenance of my own residence
Must assume responsibilitv for maintenance of my own car

Must assume responsibilities for my own family (wife, children)
Must manage my own money

Must meet my responsibilities as a citizen

Must make a contribution to society through my work




ACTIVITY #2
(Option B)

This activity will help you realize the implications

of vour present obligations and adult responsihilities
you will eventually assume. Recount two (2) incidents
from a television comedy series which relate to the
fulfillment of an obligation or responsibility by a
character in the show. The two (2) incidents need not

be related nor do they have to involve the same character.

Example: 1In a recent episode of "All Tn The Family,"

the father, in his role as protector of the famiiy, is
arrested at a peace rallv. The son-in-law, who particinated
in the rallv but was not arrested, ends up having to bail
out the father, who had only gone to the rally to stop

his son~in-law from participating in it. However, the
father must spend some time in jail in the companv of a
wide varietv of demonstrator-tvpes, all of whom add to

his misery,

For each incident, be sure to state what obligation or

responsibility the character is attempting to fulfill,

and the humorous results of his attempt. Use the space
provided helow for vour work.

Incident T:

-10- 4E9
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Activity #2 (Option B) (Cont'd)

.qﬂ Incident TIT:

-11-
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ACTIVITY #3 (Scoring Kev)

Some adult roles necessitating changes in one's life style:

Full-time worker

Breadwinner 4
Head of household

Husband or wife

Father or mother

Full-fledged citizen

Money manager

Buver of goods and services
Contributor to societv




-

ACTIVITY #3 This Activity is designed to help you realize what

changes adulthood will bring to your life.

Tnterview at least two (2) emnloyed adults, such as vour
father, a neighbor, a teacher, etc. Have each one state
as many adult roles as possible which necessitated changes
in his life stvle as he assumed responsibilities typical
of work environments and other adult responsihilities.

Be sure to ask him to explain the nature of these changes
and the effect thev had on his 1life. Take notes or tape
record. Use the space provide below to list as manv of
these adult roles as possible. You should list at least
four (4) roles. You will use the information vou gathered
about the effect of these adult roles in changins one's
lafe in the next activitv.

1

Adult roles necessitating chanpes in one's life style:

13-
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ACTIVITY #4 This Activity will help vou realize the effects on vour
life of assuming adult responsibilities.

In this Activitv, vou will compare vour nresent obligations
to some possible future adult responsibilities, assessing
what changes in vour life style will be necessitated. From
the 1ist of adult responsibilities below, select at least
five (5) to comment on. For each adult resnonsibhilitv

you selected, state vour present ohligation(s) most

closely related to the responsibilitv, and comment on

the extent to which vour life stvle will have to chance

to meet the adult responsibilitv. Use the information

vou gained in the last Activitv about the effects of

these new responsibilities on one's life. Use the space
provided on the next page for vour comments.

Possible future adult responsibilities:

Support mvself

Support mv own family

Be successful on my job

Assume my responsibilities as a citizen
Make a meaningful contribution to societv
Learn. to live with a marriape partner
Care for and educate mv children
Maintain mv own home

Maintain mv own car -

Manage mv finances

Buy soods and services

Example:

Adult Responsibilitv: Support mvself

Related Present Obligation(s) and Comments: At the
present time, T am resnonsible onlv for mv "entertainment"”
needs. If T want to go to a movie, T pmav: if T want to
use the familyv car, I usually pay for gas. T also some-
times buv my own clothes. liowever, T am almost totally
dependent on my parents for my support: food, clothing,
shelter, etc. This will all chanee when T have to support
myself totallv. 1 will have to work in order to support
myself. T now work onlv part-time. I will not he able

to depend upon others to help me; the hurden will rest
solely on my shoulders.




Activity #4 (cont'd)

1. Adult Responsibilitv:

Related Present Nhligation(s) and Comments:

2. Adult Responsibilitv:

Related Present Oblisation(s) and Comments:

RES

3. Adult Responsibilitv:

Related Present Nhligation(s) and Comments:

~-15-
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Activity #4 (Cont'd)

4, Adult Responsibility:

Related Present Obligation(s) and Comments:

5. Adult Responsibility:

Related Present Nhlipation(s) and Comments:

16~
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ACTTVITY #4 (Scoring Key)

Sample answers:

1. Adult Responsibility: Support mv own family

Related Present Oblipation(s) and Comments: Right now T am
only partially responsihle for mv own support and T do not
have a family to support. Supporting mv oun familv will mean
that T will have to have a full-time job with an adequate
salarv. At present, T am in school and work just a few hours
a week at a part-time job to make some spending monev.

Adult Responsibilitv: Be successful on mv job

Related Present Obligation(s) and Comments: I am trving to
make a success of my part-time ioh, but since T onlv work a
few hours a week for spendine monev, this does not appear to
be a crucial resmonsibility at this time. However, when T
must work full-time to support mvself and my familv, heing a
success on mv joh will be verv crucial. At nresent, T am
trving to be a success in school.

Adult Responsihilitv: Assume mv responsibilities as a citizen

Related Present Obligation(s) and Comments: At present T
respect and abide bv the laws of mv communitv and take an
interest in community affairs. then T am an adult, T will
have additional responsibilities such as voting, fulfilling
my military obligation, supporting community-interest groups,
etc. :

Adult Responsihility: Make a meaningful contribution to societv

Related Present nbligation(s) and Comments: At present, I have
onlv limited opnortunities to make meaningful contributions

to society because of mv age. 1 do attempt to live mv life

as best I can, helping others vhenever nossible. As an adult,
T will have more opportunities to make meaningful contributions
to societv as T assume additfonal responsihilities as a hread-
wvinner, full-time worker, full-fledeed citizen, etc.

Adult Respansibility: Learn to live with a marriage partner

Related Present Obliration(s) and Comments: Right now, I have
a girlfriend, but mv responsibilities and obligpations to her
are of a much more limited nature than will bhe my resnonsi-
bilities to mv wife, whom T must live with, support, etc., and
with whom T must jointly face adult responsibilities.




Activity #4 Scoring Key (Cont'd)

6.

Adult Responsibilitv: Care for andbeducate mv children

Pelated Present Obliration(s) and Comments: Right now, I have

no children and my onlv responsibilitv regarding the care of
children is to occasionally bhahv-sit for mv little brother.
As an adult, I vill have the verv larse responsibility of
caring for mv children on a full-time basis. I will have to
see that thev are properlv fed, clothed, educated, etc., and
this will be a verv big, verv important responsibility taking
considerable time and effort.

Adult Responsibilitv: ™aintain mv own home

Related Present Obligzation(s) and Comments: . Right now, T am

responsible for keepinpg mv own room clean and neat, cutting
the lawn, and taking out the garbage. As an adult, not onlv
will I have over-all responsibilitv for the above-mentioned
obligations, but also the huge responsibilitv of paving for
my home, furnishine it, maintaining it, etc. Presentlv, T do
not even make enough monev to pav rent, if T had to.

Adult Responsibilitv: “aintain my own car(s)

Related Present Nhligation(s) and Comments: At present, T

do not own a car, although I drive the familv car and
occasinnallv nut gas in it. I will need a job with an adequate
salary before I am ahle to purchasec a car and maintain it
myself. T also will have to he able to pav for car insurance.
If I have mv own family, it mav be necessarv for me to main-
tain not one but two or more cars.. Right now, the maintenance
of mv bicycle is one of mv obligations, but this is not nearlv
as burdensome financially.

Adult Responsibility: ‘fanage mv finances

Related Present Nhlipation(s) and Comments: Might now, I

must also manage my monev, hut T have so little that this is
not much of a problem. If T do need monev, T usuallv ask mv
parents for some. However, as an adult, T will have more
monev to manage (hopefully), and mv familv will depend upon
my skills as a finance manager to sunply them with their
needs and wants. This means I will have considerahlv wmore
financial worries as an adult than T do now. Borrowing from
a bank mav be more difficult than borrowing from mv parents.

-18~-
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Activity #4 Scoring Key (Cont'd)

10.

Adult Responsibilitv: Buy goods and services

Related Present Oblipation(s) and Comments: Now T buv

clothes occasionally, buv food at a market sometimes, etc.
Most goods and services I consume are bought or provided
for me by my parents, This will all chance when T assume
an adult role as a consumer. The responsibility for buying
goods and services T require will be mine. Tt will take
much effort and intelligence to spend mv monev wisely.




POST-TEST

e INSTRUCTIONS: This test will measure to what deeree vou can achieve
", the ohjectives of this LAP. TPut your work in the space provided
on the test. :

List five (5) adult roles which will necessitate changes in

vour life style as vou assume responsibilities typical of work
environments and other adult resnronsibilities. Tor each adult

role listed, state vour present obligation(s) most closely related
to the role, and comment on the extent to which your lifestvle
will have to chanpe to meet the responsibilities of the adult role.

1. Adult Role:

Related Present Obligation(s) and Comments:

- 2. Adult Role:

Related Present Oblipation(s) and Comments:

3. Adult Role:

Related Present Obligation(s) and Comments:

Y




Post-Test (Cont'd)

4., Adult Role:

X Related Present Oblisation(s) and Commeats:

5. Adult Pole:

Related Present Nbligation(s) and Comments:

This test will be scored as follows: 1 noint for each Adult Role
listed; 1 point for reference to Related Present Mhligation(s);

2 points for Comments. This aives a total of 4 points for each
section. Since there are five (5) sections, the total possihle
score on the test is 20 points. TIf vou score 16 points or more,
you have achieved the ohjectives of the LAP,

J Take your test to the Coordinator for evaluation.




"

POST-TFRT (Scorine Yev)

Five (5) sections are to be scored. Tn each section, the student

is to list an Adult Role (examples are ziven helow) - score 1 point;
make reference to Present NOhlieation(s) Related to this Adult Role -
score 1 point: and make some Comments on the extent to which his

life style will have to chansze to meet the resnonsibilities of the
Adult Role - score Z points. This sives a total of 4 points for each
section. Since there are five (5) such sections, the total possihle
scor2 on the test is 20 points. The Coordinator is to decide the
amount of credit to be given the student for his answers to each part.

fome adult roles necessitatine chances in one's 1life stvle:

Full-time worker
Breadwinner

Head of household

llushand or wife

Father or mother
Full-fledseed citizen

Monev manager

Buver of goods and services
Contributor to societv

Some sample answers:
Adult Role: Tull-time worler

Pelated Present Ohligation(s) and Comments: T now work nart-time
A few hours a wveel to earn some spending monev. T do not consider
my present part-time joh to he a crucial resnonsihility at this
time in mv life, as mv parents are almost totallv supportineg me.
llowever, when T have to support mvself and mv own familv, T will
have to seek full-time emplovment and heinm a success on mv job
will be verv crucial. The care-free davs of wor%ine a few hours
a weel will then be a thine of the past.

Adult Role: Full-fledged citizen

Pelated Present Oblipation(s) and Comments: At present, I resnect
and abide by the laws of mv communitv and take an interest in
community affairs. %When T am an adult and therefore a full-fledeed
citizen, T will have some verv important additional responsibilities
such as voting, fulfilling mv militarv oblipation, supporting
communitv-interest proups, etc. Such responsibilities will mate
demands on mv time and enersgies.

Total pnssible score on test: 29 points.
Accentahle score: 16 points.




b

I-DEAS

.

Life stvles and responsibilities one assumes are affected by
one's culture, intellipence, form of government, education,
economic status, religsion, etc. Go to the librarv and select
a hook which deals with primitive cultures or societies. Some
sunpgested references are: Ruth Benedict's Patterns of Culture,
Margaret ‘tead's studies of primitive cultures, hooks bv nther
anthropolisists, etc. The librarian will help vou find an
appropriate resource. Urite a two-pare paper or gsive a three-
minute speech to the class on the different life stvles and
responsibilities assumed bv neople in a primitive society as
compared to life styles and responsibilities assumed by people
in your communitv,

Many voung adults today are "drop-outs" from socictv. They
accept few or none of the obligations vhich society demands
from resnectable individuals. Manv of these "drop-outs' feel
that it is actuallv the '"respectahle" members of society who
are shirking their resnonsihilitiecs and obligations. Torm a
discussion eroup and debate the followine statement: '"The
'drop-out’' is a 'cop-out.'" In preparation for the debate,
you may want to interview hoth a 'drop-out' and a '"respectahle"
member of societv.

Prepare and deliver a three-minute presentation to the class

on the changing responsihilities and oblications one exneriences
from childhood to old age. Refer to nn. 340 - 345 of fucceeding
in the llorld of Work, by Grady ¥imbrell and Ben €. Vinevard,
(*cKnight and “cKnight Publishing Company, Bloomington, Tllinois,
1970) for a listing and explanation of these chaneing responsi-
bilities. [f possihle, illustrate vour talk with a table piving
responsihilities at different stases of one's 1ife and/or
photographs clinned from newvspavers or marazines which nortrav
peonle fulfilling ohligations wvou discuss.




LAP Prepared By: Norvin R. Spence .

WORK EXPERIFNCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: FEXPLORATORY

Program Goal 5.3 Compare adult responsibilities in a variety of
work environments with present personal responsibilities.

Performance Objective 5.3.2 Compare your present obligations to
those assumed by an employed adult. List five (5) adult roles
which will necessitate changes in your life style as you agsume

responsibilities typical of work environments and other adult
responsibilities.

NOTE TO THE STUDENT

When a student accepts the responsibilities that accompany
enrollment in Exploratory Work Fxperience Education, he
must adopt certain attitudes and practices that are common
among employed adults. The student will be required to

change gseveral aspects of his life style as adult standards
are accepted.

RATIONALE

The transition from student. to employed adult is often a
very trying period for youta. The obligations that are
common among adults must also be accepted by young workers

to enable them to fully adjust to the demands of participants
in the working world,

DIRECTIONS

The student will compare some of his present obligations to
those that are characteristic of full-time employees at his
career gtation. He will initiate a plan to incorporate these

responsibilities into his personal life style as it applies
to career exploration.

a8




INTRODUCTION

Young persons entering today's labor market will need to use
every asset at their disposal to successfully gain employment
at a career station of their choice.

As students enter the labor market, they must bhe prepared to

accept ohligations which are new to them but are characteristic
of those commonly accepted by adults.

An opportunity to use past experiences, as well as present
obligations, helps the young person agsume an adult role which
is available for all young workers. This Learning Activity
Package will provide an opportunity for the student to think
through some of his present obligations and develop a plan to

apply these obligations to the adult role he must be prepared
to assume.

" 495



PRE-TEST

INSTRUCTIONS: On the following four pages, are 15 questions.

These questions may be applied to your behavior at home or
at school.

After each guestion are four answers lettered A, B, 0, and D.
You are to select the hest answer by placing a check ) in
the space provided in front of the letter of that response.

If you score 13 of the 15 correct, as check against the
Pre-Test Key on page 8, vou may return this LAP to your

Work Experience Education Coordinator and request another
one. However, this test i{s only a representative sampling

of information that 1s desirable to assist vou in developing
attitudes and behaviors that will contribute to your personal
growth and maturity. The remaining portion of the LAP will
also be quite interesting. You may wish to continue on with
this activity even though you passed the Pre-Test.




.

Name

1.

PRE-TEST

Date

What do you do if your class gets horing?

Be certain you have finished all of your assigned tasks.
Look around for other things to do.
Ask your teacher if vou may take on more work.

Do all of these things.

If the people at school do not accept you right away, should
you let it .get you down?

A.

B,

No. It takes time and some work to be accepted.
Perhaps. It may mean you won't be happv at this job.

Yes. Experienced students should accept new students.
If they do not, it is not a good place to go to school.

Definitely. Nobody can work where he is nect wanted.

After an argument is settled, is it a good idea to harhor a grudge?

Yes. It helps you withstand your enemies.
Perhaps. You never know when you will want to start a fight,
Probably not. You can waste much time holding grudges.

Definitely not. You use up energy without accomplishing
anything,

Is it necessary to like everyone you meet?

You should like a person only if he is himself.
You should 1ike only glamorous and successful people.

Try to find in each person you meet, qualities that you like.

It is important to like everybody.




i 5. What do you do when another student is grumpy or curt?
A. 1Ignore the mood and try to get the job done.
B. Don't talk to this person.
C. Laugh at the person.
D. Act the same way.
6. How can you learn to appreciate another student who is different
from you?
—_A. Forget it; you probably won't like him anywav.
—_B. Learn his good qualities and like him for them.
—C. Pick a fight with him; 1like him only 4f he wins.

N
D. Compliment everything he does; then he will like you, i
i; )
7. How can you make the best use of supervision?

A. Porget vhat the supervisor tells you. It's unimportant.
B. Keep a written record of suggestions of supervisor.
C. Try to remember everything anyone tells you about your work.

D. Always have an answer. Defend yourself against criticism.

8. Should you "butter up" your teacher?

A. Yes. It will help you get ahead faster.

B. Possibly. You two may become good friends.

C. No. It is insincere and it is hard on your teacher.

D. Definitely not. You do not want this class anyway.

i




O]

10,

11.

12,

Some people have wronged fellow students because of differences
in race, sex, or religion.

A. Tt is all right in a free country.
B. It has been going on for centuries.

C. It is illegal and morally unfair to discriminate against
others on these grounds.

D. It is not a fair practice, but little is being done to
change it.

How can you learn to be a good listener?

A, Pay striet attention to what the other person is saying.

B. Do not do much talking yourself,

C. Look directly at a person while he is talking.

D. Make tape recordings of important discussions.

Should you expect everyone at school to be and act exactly like you?
A. Yes. Everyone in the same school should be alike.

B. No. Each person is different from evervone else.

C. Yes. This is the age of conformity —- everyone acts alike,

D. No. Older persons act differently from younger persons.

How can you learn to compliment others?

A. Think about how much better your work is.

B. Notice the abilities of others and praise them.
C. ‘Help others when they make mistakes.

D, ?Laugh when someone compliments you.



When answering the telephone, what do you do?

A. Quickly and politely write down the name and message
of the caller.

B. Get hold of the person who is being called, no matter
how long it takes.

C. Take the phone off the hook to stop the ringing.

D. Conduct a pleasant conversation.

14, When answering the telephone, try always to have a pencil
and paper because:

A. You may need to write down an importent message.

B. It's nice to be able to doodle while talking on the
telephone.

C. You may be asked to get some groceries on the way home.

D. You may want to jot down a note to a friend.

15. How should you act toward the people around you?
A. Keep out of their wav.

B. "Live and let-live."

C. Try to establish a feeling of good will.

D. Become everyone's best friend.
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PRE-TEST (Scoring Key)

If you think your class is boring, first be certain you
have done all of your assigned tasks; look around for other

things to do; then tell your teacher that you are ready for
more work.

If people at school do not accept you right away, do not let
it get you down. Being ''one of the team" takes time, and
you have to work at it tactfully by being pleasant and not
"pushy."

After a disagreement is settled, you gain nothing by
harboring a grudge. 1In fact, when people remain angry,
they use much energy that otherwise could be used for
doing something useful.

Try to find qualities you like in each person that you meet.

When someone is grumpy or curt, try to ignore the mood and
go ahead and do the job. Little can be accomplished by
ignoring the person or laughing at himj less if you match
his mood. You don't know what caused his attitude and the
best behavior for you is to go ahead and do the job as best
you can.

You can learn to apﬁreciate another student who is different
from you by finding his good qualities and liking him for
them. Soon you will begin to appreciate his uniqueness.

To make the best use of supervision, keep a written record

of suggestions for improvement provided by your supervisor.

Remember, & good supervisor is not picking on you, but is -
trying to help you do your assigmments better.

Do not try to "butter up" your teacher because it is
insincere and you may make it hard for him/her to treat you
as a student.

It is illegal and morally unfair to discriminate against
people on the grounds- of race, sex, or weligious beliefs.
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10.

11.

12.

13.

14.

15.

To learn to be a good listener, pay strict attention to
what the other person is saying. Clear your mind of other
thoughts and direct all of your erergy to what he is telling
you.

At work, as in daily living, each person is different from
everyone else. Each acts as he does for his own reasons.

You can learn to compliment others by noticing their
abilities, things they do well, and praising their
accomplishments.

When answering the telephone, find out quickly and politely
who 1is calling and write down the information. As soon as
you can, find out the procedure you are expected to follow.

When answering the telephone, it is always a good idea to
have a pencil and paper available,because you may need to
write down an important message such as an order from a
school administrator, instructions from your principal,
or even a message for the school student body president.

Try to establish a feeling of good will with the people
around you. If you are helpful and considerate of others,
they will usually act that way toward you. Your tasks
can be easier and your ocutlook may be brighter because of
the good will you establish.




ACTIVITY #1. On the following two pages is a form titled,

EMPLOYEE OBLIGATIONS. This form will be completed

by your career sponsor. He will mark each obligation
by indicating the Degree of Importance that should
be assigned to each statement.

After completion of the form, vou are to turn to
Activity #2 on page 13. You will receive instructions
on how the responses made by your sponsor can be
utilized to assist you to assume obligations and
responsibilities.

Your career sponsor may feel that all obligations

are Very Important. If this is so, ask him to star (*)
five or six that he feels are critical for his employees,
You will then have an opportunity to discuss those that
are considered as being more critical than others.

-10- 533



Student's Name:

Sponsor's Name:

Business Name:

EMPLOYEE OBLIGATIONS

Obligations of Regular Employees

Very

Tmportant

Importance

Degree of importance
for employees

Not
Important

10.

Always ready to accept constructive
criticism.

Careful with materials and property

Safety conscious at all times while
on the job

Maintains very good attendance on
the job -

Always gets along well with other
employees

Understands the reasons for the work
being done

Always observes company rules and
regulations

Pays attention to the details of
the tasks being undertaken

Possesses all gkills needed to
complete job assignments

Minds own business while on the job

-11-
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EMPLOYEE OBLIGATIONS

Obligations of Regular Employees

Very Some
Important Importance

Not
Important

11,

12,

13.

14,

15,

16.

19,

20.

Ouality of work is maintained at a
standard that is acceptable for the
finished product

Is always friendiy with the employer
or his representatives

Able to work unsupervised on most
job tasks

Seeks out new jobs to do when an
assigned task 1s completed

Is willing to accept dull, routine

- assignments when requested to do so

Has a thorough understanding of most
processes the company is currently
completing or providing

Is always appropriately dressed to
work at assigned career station

Can understand instructions for
completing assignments without using
extra time to read directions

Has ample self-confidence to do the
Job tasks assigned.

Always observes company rules
concerning being to work on time




ACTIVITY #2. Refer back to the form that was completed by your
sponsor. Select five (5) of the Oblipations of Regular
Employees that your employer rated as being Very Important.
Write one of these statements on each of the five (5)

lines provided on the following two pages.:

. Write in your own words how you will need to change your
life style to meet similar obligations as you enter
full-time employment.

Example: Obligation No. 3.- Safety Conscious at all
: times while on the Job. (Write in your own
words how you will assume obligations to

become more safety conscious at your career
station, as well as during future employment.)




-ASSUMPTTION OF ADULT OBLIGATIONS

1. Obligation No. .

2. Obligation No. .

3. Obligation No. .

-14- 5¢7




E 4. Obligation No. .

5. Obligation No. .
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POST TEST

INSTRUCTIONS: On the following pages are 15 questions. These
questions may be applied to your behavior at home or at school.
You should also adopt each statement to your behavior and
attitudinal actions at your career station.

After each question are four answers lettered A, B, C, and D.
You are to select the best answer by placing a check M in
the space in front of that answer.

When you have comj:leted this Post Test, turn to the Post Test
Key on page 21 to checl: the answers you have marked. Each
answer has an explanation to clarify the reasoning behind the

selection of that specific answer. Correct any answers you
have missed.

You have now completed this LAP., Assemble all pages into
correct numerical order and turn them in to your Work Experience
Education Coordinator.
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POST TEST

1. What do you do if your class geté boring?

A. Be certain you have finished all of your assigned tasks.

B. Look around for other things to do.

C. Ask your teacher 'if you may take on more work.

D. Do all of these things.

2. If the people at school do not accept you right away, should you-
let it get you down?

A. No. It takes time and some work to be accept:‘ed.
B. Perhaps. It may mean you won't be happy at this job.

C. Yes. Experienced students should accept new students.
If they do not, it is not a good place to go to school.

D. Definitely. Nobody can work where he 1s not wanted.,

3. After an argument is settled, is it a good idea to harbor a grudge?
A. Yes, It helps you withstand your enemies.

B. Perhaps. You never know when you will want to start
a fight.

C. Probably not. You can waste much time holding gmdges.

D. Definitely not. You use up energy without accomplishing
anything. ’

4. 1Is it necessary to 1ike everyone you meet?

A. You should like a person only if he is himself.

You should like only glamorous and successful people.

_B.

Try to find in each person you mez2t, qualities that you like,

C.

~ D. It is important to like everybody.




What do you do when another student is grumpy or curt?
__A. Ignore the mood and t:fy to get the job done.
B, Don't talk to this person.
Laugh at the pérson.‘

Act the same way.

How can you learn to appreciate another student who is different
from you? » -

A. Porget it; you probably won't like him anyway.

B. Learn his good qualities and like him for them.

Pick a fight with him; like him only if he wins.

Compliment everything he does; then he will like you.

ll{ow can you make the best use of supervision?
Porget what the supervisor tells you. It:"s unimportant.
Keep a written record of suggestions of supervisor.
Try to remember everything anyone tells you about your work.

Always have an answer. Defend yourself against criticism.

you "'butter dp" your teacher?

Yes. It will help you get ahead faster.

Possibly. You two may become good friends.

No. It is insincere and it is hard on your teacher.

Definitely not. You do not want this clags anyway.




Some people have wronged fellow atudents hecauge of differences
in race, sex, or religion. 7Is this a fair practice to follow?

It is all right in a free country,
It has been going on for centuries.

It is illepal and morally unfair to discriminace
against others on thase grounds.

It 13 not a fair pracrice, but 1lttle 1n beins done
to chanpe it.

How can you learn to bé a good listener?
Pay strict attention to what the other person is saying.
Do not do much talking yourself,
Look directly at a person while he is talking.

Make tape recordings of important discussious.

Should you expect evervone at school to be and act exactly like
you?

Yes. Evervone in the same school should be alike.

No. Fach person is different from evervone eclse.
Yes. This 18 the age of conformity —- everyone acts alike.

No. Older persons act differaently from younper persons.

"How can you learn to compliment others?
Think about how much better your work is.
Notice the abilities of others and praise then.
Help others when they make mistakgs.‘

Laugh when someone compliments you.




j?. | 13. When answering the télephone, what do you do?

. A. Quickly and politely write down the name and message of
. the caller.

B, Get hold of the person who is being called, no matter how
long it takes.

C. Take the phone off the hook to stop the ringing,

D. Conduct a pleasant conversation.
14, When answeriﬁg the telephone, try always to have a pencil and
paper because:
e , A, You may need to write down an impdrtant message.,
| B, Tt's nice to be able to doodle while talking on the phone.
___¢C. You.may be asked to get some groceries on the way home.

D. You may want to jot down a note to a friend.

15. How should you act toward the people‘around you?
L ‘ ' A, Keep out of their waﬁ.

B, "Live and let live."

C. Try to establish a feeling of good will,

D. Become everyone's best friend.

o 20- O3
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to do; then tell your teacher that you are ready for more work.

POST TEST (Scoring Key)

If you think your class is boring, first be certain you have
done all of your assigned tasks; look around for other things

If people at school do not accept you right away, do not let
it get you down. Being "one of the team" takes time, and you
have to work at it tactfully by heing pleasant and not "pushy."

After a disagreément is settled, you gain nothing bv harboring
a grudge. In fact, when people remain angrv, they use much
energy that otherwise could be used for doing something useful. |

Try to find qualities you like in each person that you meet,

When someone is grumpy or curt, try to ignore the mood and go
ahead and do the job. Little can be accomplished by ignoring
the person or laughing at him; less if you match his mood.
You don't know what caused his attitude and the best behavior
for you i1s to go ahead and do the job as best you can.

You can learn to appreciate another student who is different
from you by finding his good qualities and liking him for them.
Soon you will begin to appreciate his unidueness.

To make the best use of supervision, keep a written record of
suggestions for improvement provided by your supervisor.
Remember, a good supervisor is not picking on you but is
trying to help you do your assignments better, :

2

Do not try to "butter up" your teacher because it is insincere
and vou may make it hard for him/her to treat you as a student,

n f

Tt is illegal and morally unfair to discrimiﬁate againsé

people on the grounds of race, sex, or religious beliefs.
To learn to be a good listener, pay strict attention:to what
the other person is saying. Clear your mind of other thoughts

and direct all of vour energy to what “e is telling you.

%
o=
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B. At work, as in daily living, each person is different from
everyone else. Fach acts as he does for his own reasons.

You can learn to compliment others by noticing their
abilities, things they do well, and praising their accomplishments.

When answering the telephone, find out quickly and politely
who 18 ¢alling and write down the information. As soon as
you can, find out the procedure you are expected to follow.

When answering the telephone, it is always a good idea to

have a pencil and paper available because you may need to

write down an important message such as an order from a

school administrator, instructions from your principal, or
even a message for the school student body president.

Try to establish a feeling of good will with the people
around you. If you are helpful and considerate of others,
they will usually act that way toward you. Your tasks can
be easier and your outlook may be brighter because of the
good will you egstablish.




LAP Prepared By: Burnett Cohen

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: EXPLORATORY

Program Goal: 5.4 Describe the types of adult responsibilities

you have observed in a variety of work envircnments with which
you can identify.

Performance Objective: 5.4.1 List the three (3) adult responsi-
bilities that were most appealing to you at the work environments
you have observed and the three (3) that were least appealing
to you. Relate how these observations will assist you to select
a suitable career.

NOTE TO THE STUDENT

By the time you have completed this LAP you will be able to:

Identify adult responsibilities which are most appealing
to you that are required at selected work environments.

Identify adult responsibilities which are least appealing
to you that are required at selected work environments,

Relate how your observations of selected work environ-
ments will assist you in your choice of selecting a
suitable career.

RATIONALE

This LAP is designed to help you identify adult responsi-
bilities that were most appealing to you at the work
environments you have observed and those that were least
appealing to you. By doing this, you will be better
able to select suitable careers which require responsi-
bilities similar to those most appealing to you.

DIRECTIONS

All students in the exploratory work experience education
program are required to complete this LAP.

l. 1In this LAP you will list three (3) adult responsibilities
that were most appealing to you at the work environments
you have observed.

2. List three (3) adult responsibilities that were least
appealing to you at the work environments you have
“observed.,

Select at least one suitable career which reflects the
most appealing adult responsibilities you have observed
in the work environment,




PRE-TEST

t
Instructions: No pre-test is required for this LAP.
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i LEARNING ACTIVITIES AND RESOURCES

Instructions: All students are to complete all of the activities
in this LAP and when completed, return the LA? to
your work experience education coordinator.

Activity #1 Discuss with your career station sponsor the respon-
sibilities which he feels are necessary for a full-
time employee to be successful at this career station.
Use Form A on page 4 to list these responsibilities.
On this same form list three (3) responsibilities
taken from those provided by the sponsor which are
most appealing to you, as well as three (3) which
are least appealing to you.

Activity #2 . Complete the items required in Activity #1 for each
of the other exploratory career stations you have
observed. (If it is not feasible to talk with the
career station sponsor of past stations, compile the
list of responsibilities from your own knowledge.)
Use Form B on pages 5 and 6 for this activity.

Activity #3 Using the Dictionary of Occupational Titles, Occupational

L ' Outlook Handbook, or the Department of Human Resources

Development Occupational Guides, list a minimum of four

careers which have responsibilities similar. to those

you have listed in Activities #l and #2 which were

most appealing to you. Use Form C on page 7 to list

the four careers you have selected. In addition to

listing the career, tell why it is appealing to you

at this time.




FORM A
(To be used with Activity #1)

Exploratory Career Station

Career Station Sponsor

Career Station Sponsor's list of responsibilities required for a
full-time employee to be successful at this career station,

10.

Student selection of three (3) responsibilities which are least appealing.




FORM B
(To be used with Activity #2)

Exploratory Career Station

Career Station Sponsor

Career Station Sponsor's list of responsiblities required for a
full-time employee to be successful at this career station.

Student selection of three (3) responsibilities which are most appealing.

Student selection of three (3) responsibilities which are least appealing.

1.

2.

3.




FORM B ,
(To be used with Activity #2)

i

Exploratory Career Station.

Career Station Sponsor

Career Station Sponsor's list of responsibilities required for a
full-time employee to be successful at this career station.

1.

2.

3.

4.

9.

10.

Student selection of three (3) responsibilities which are most appealing,

1.

2.

3.

Student selection of three (3) responsibilities which are least appealing,

Q -6~ o
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Career

Career

Career

Career

FORM C
(To be used with Activity #3)




Instructions:

POST TEST

No post test is required for this LAP. The work
experience education coordinator will determine
the minimal level of acceptable performance for
your LAP.




LAP Prepared By: Burnett Cohen

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: EXPLORATORY

Program Goal: 5.4 Describe the types of adult responsibilities you
‘have observed in a variety of work environments with which you
can identify.

Performance Objective: 5.4.2 Identify three (3) responsibilities
of your work experience education sponsor that you feel you would
like to assume. Describe the relationship between your past
experiences and your interest and ability to carry out these
adult responsibilities.

NOTE TO THE STUDENT

At the completion of this LAP you will be able to:

l. 1Identify three (3) responsibilities of your work
experience education sponsor that you feel you
would like to assume.

2. See the relationship of your past experiences and
your interests and abilities as they relate to
your ability to accept these adult responsibilities.

RATIONALE

This LAP is designed to help you identify the responsi-
bilities of the sponsors at the career stations you have
observed and to relate these responsibilities to your
personal experiences, interests and abilities.

DIRECTIONS

l. In this LAP you will identify the responsibilities
of your career station sponsor.

2. You will pick three (3) of these responsibilities
that you feel you would like to assume.

3. You will relate why you would like having these
responsibilities and how your past experiences,
interests and abilities will enable you to assume them.

The 1list compiled in Activity #2 on page 5 will also
be used for Exploratory LAP 5.5.1.

S=24




::l;'»- 3 : PRE-TEST

Instructions: No pre-test is required for this LAP.
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Definition:

Instructions:

Activity #1

4]

< Activity #2

Activity #3

Activity #4

LEARNING ACTIVITIES AND RESOURCES

Work Experience Education Sponsor - The person who
is directly responsible for the student's learning
activities at a career station.

All students are to complete all of the activities
in this LAP and when completed return the LAP to
your work experience education coordinator. Your
work experience education coordinator will deter-
mine the minimum level of acceptable performance.

Using Form A on page 4 compile a list of your sponsor's
responsibilities which exceed those of a typical full-
time employee. In compiling this list, please consider
the following sources for information:

a. Company Personnel Manual describing duties and
responsibilities (or)

b, Company Policy

c. Conference with work experience education sponsor

d. Observation

* This list will be needed in Exploratory LAP 5.5.1.

Using Form B on page 5 identify three (3) responsi-
bilities of your work experience education sponsor
that you feel you would like to assume. Select these

three (3) responsibilities from those you listed in
Activity #1.

Using Form C on page 6 describe the relationships
of the sponsor's responsibilities you selected in
Activity #2 with past experiences you have had at
the career station.

On pages 7 and 8 are two employee rating scales. One
is to be completed by you and one by your work experi-
ence education sponsor, the person who is your actual
supervisor at work. Please ask him/her to complete
the scale entitled "EMPLOYEE RATING SCALE" and return
it to you upon completion.

You are to fill out the scale entitled '"HOW GOOD AN

EMPLOYEE AM I?" Be sure to do this before your sponsor
returns his scale to you. Upon return of your sponsor's
completed scale, you will now have two completed scales

in your possession. Compare these scales and note any
discrepancies between your ratings and your sponsor's

ratings. On pages 9, 10 & 11 you will find an assignment that
relates to these two completed scales. Complete the
assignment as directed.

oK6




List responsibilities which your sponsor assumes.

1.

FORM A
(To be used with Activity #1)

2.

10.

(You are not required to list ten responsibilities nor are you
limited to listing only ten responsibilities.)




: FORM B
ﬁi (To be used with Activity #2)

The three responsibilities I would like to assume are:

1.




4"‘““\

FORM

c

(To be used with Activity #3)

Sponsor's Responsibilities

My past experiences that are related
to sponsor's responsibilities.

1.

-6-
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HOW GOOD AN EMPLOYEE AM I?

Date Student's Name

This is a self-rating scale that was designed to provide an opportunity
for you to rate yourself, then to compare your results to those provided
by your sponsor on a similar scale.

After you have completed your scale, you may obtain the completed scale

from your sponsor. Information follows that will indicate how the results
of the two scales will be used.

The following traits were compiled from 25 employers of high school students
and dropouts. Each trait was felt to be very important as a contributor

to success on the job. After each trait, please place an "X" in the space
that best describes you as an employee.

Above Needs
Excellent Average Average Improvement

Ability to take instructions

Ability to learn

Attitude toward responsi-
bilities

Being on time

Getting work done
(dependability)

Having cheerful disposition

Ability to '"not give up'" on
long or difficult tasks
(persistence)

Quality of work dome

Initiative

Good attendance

Getting along with others

Following rules & instructions
(self-discipline & cooper-
ation)

Making good use.of time
(not wasting time)

S30




SPONSOR RATING SCALE

Date Student's Name

Your rating of the above student will be used by him to deve10p a self-
improvement program; the results of which will be applied on-the-job.
He is completing a scale that is identical in content to your scale.

- The student has been instructed to compare your vesults with his
results and develop and implement a plan for self-improvement,

The following traits were compiled from 25 employers of high school
students and dropouts. Each trait was felt to be very important as

a contributor to success on the job. After each trait, please place
an "X" in the space that best describes this student employee. Please

base his ratings as if he were an entry level employee at his current
career assignment.

Above Needs
Excellent Average Average Improvement

Ability to take instructions

Ability to learn

Attitude toward responsi-
bilities

Being on time

Getting work done
(dependability)

Having cheerful disposition

Ability to "not give up" on
long or difficult tasks
(persistence)

Quality of work done

Initiative

Good attendance

Getting along with others

Following rules & instructions]
(self-discipline & cooper-
ation)

Making good use of time
(not wasting time)

534
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ASSIGNMENT

Compare the markings on your rating sheet with those of your
sponsor. If you find any discrepancies between the two scales,
you are to develop a plan on the pages provided to improve your
job-related attitudes and activities that will make you a better

employee.

After you have developed this plan, discuss it with your job
sponsor. If he makes any additional suggestions for improvement,
add these to the end of your report in the space provided.

Ability to take instructions

Ability to learn

Attitude toward responsi-
bilities

Being on time

Getting work done
(dependability)

Your

Sponsor's  [How do you plan to improve your

Rating’ Rating rating in this categorz




1

Having cheerful disposition

Ability to "not give up'" on
long or difficult .tasks
(persistence)

Quality of work done

Initiative

Good attendance

Getting along with others

- Your Sponsor's How do you plan to improve your
Ratin§ Rating rating in this category
2
g
_lo- 233




zw Your Sponsor's How do you plan to improve your

Rating Rating rating in this categorz

Following rules & instructions
(self-discipline & cooper-
ation)

Making good use of time
(not wasting time)




3

Instructions:

POST TEST

There is no post test required for this LAP. The
work experience education coordinator will determine

the minimal level of acceptable performance for your
LAP,
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I1-DEAS

1. Consult your counselor to discuss past interest inventories
you have taken or make arrangements to take an interest
inventory. With the results of this interest inventory,
compare responsibilities you say you would like to assume
with interests reflected through this test.

2. Make arrangements with your work experience education sponsor
or personnel office to view management training films or read
management training guides available through their office
for their management employees. Discuss with your sponsor
any new understandings you develop as a result of this activity.

-13-
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LAP Prepared By: Burnett Cohen

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: EXPLORATORY

Program Goal: 5.5 Assume adult roles and responsibilities during
the exploratory period whenever possible.

Performance Objective: 5.5.1 Assume your work experience education
sponsor's role and responsibilities when requested to do so and

give evidence that you have done so in a manner satisfactory
to him.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

1. Understand and distinguish between your sponsor's
role and his responsibilities,

2. Demonstrate that you have successfully acted in a

role of your sponsor's and performed responsibilities
assigned to the sponsor.

RATIONALE
This LAP is designed to:

1. Help you become aware of your sponsor's role and
responsibilities.

2. Recognize your abilities and limitations to assume
your sponsor's role and responsibilities,

DIRECTIONS

1. All exploratory work experience education students
will complete this LAP.

2. Using the forms provided in this LAP, complete two
of the three activities.




PRE-TEST

There is no pre-test for this LAP.




Instructions:

Activity #1

Activity #2
Part 1

Activity #3
Part 1

Part 2

LEARNING ACTIVITIES AND RESOURCES

Activity #1 is required. In addition, complete
either Activity #2 or Activity #3. After you
have completed all activities in this LAP, turn

all materials in to your work experience education
coordinator.

Using Form A on page 4, list the primary responsibilities
of your work experience education sponsor. After completing
this list ask your sponsor to review and to make suggestions
which he feels would reflect a more complete description

of his responsibilities,

On Form B, pages 5 & 6, list the responsibilities that your
work experience education sponsor permits you to assume
under his observation.

On this same form (B) list comments your sponsor has
made indicating that you have successfully completed
this responsibility.

Continuing on the same form (B), what suggestions did
your sponsor make that would enable you to improve if
you should assume this responsibility again?

Record on tape or cassette your experiences when you
attempted to assume part of your sponsor's responsibilities.
Be certain to include the abilities you feel you have to
assume these responsibilities, as well as weaknesses,
limitations or constraints you discovered you have in
yourself,

Give the tape or cassette which you made in Activity #2

Part 1 to your sponsor and ask him to make suggestions
to you for your increased awareness at this career station.

Arrange with your sponsor to listen to records or view
slides that are a part of the management training
procedures used at your career station.

Using Form C, page 7, write a short critique of the
records or films you saw and heard in Activity #3, Part 1.

This should be given to your work experience education
sponsor or coordinator when completed.




Rty

Definitions

FORM A
(To be used with Activity #1)

1. Role: The total of all responsibilities assigned to the sponsor.

2. Responsibility: The individual task which the sponsor is assigned,
such as to evaluate the other employees in his
department; to provide training; to provide ongoing
supervision, etc.

List Your Sponsor's Responsibilities:

1.

7.




FORM B
(To be used with Activity #1)

Sponsor's responsibility you are assuming:

Sponsor's comments after he has observed you in your attempt to assume
this responsibility:

Sponsor's suggestions for improvements:
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Sponsor's responsibility you are assuming:

Sponsor's comments after he has observed you in your attempt to assume
this responsibility:

Sponsor's suggestions for improvements:




FORM B (Continued)

oy

Sponsor's responsibility you are assuming:

Sponsor's comments after he has observed you in your attempt to assume
this responsibility:

Sponsor's suggestions for improvements:




FORM C
(To be used with Activity #3)

Critique:




t

POST TEST

‘There is no post test for this LAP,




I-DEAS

The purpose of this I-DEA is to demonstrate the student's awareness
of his work experience education sponsor's role and responsibilities

and to relate how employee understanding of these help employees to
function more effectively in their assignment.

1. Write a script and role play a situation at your career station

that would vividly portray an employee who demonstrates little
or no understanding of the work experience education sponsor's
role and responsibilities as he performs his routine assignments.

Following the role playing, discuss with the members of your
related class how the employee could have performed his assign-

ments more effectively if he had been more aware of the sponsor's
role and responsibilities.
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