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FOREWORD

CAREER EOUCATION MAY BE OEFINEO AS THE TOTAL OF ALL EXPERIENCES IN

ONE'S SCHOOL YEARS THAT HAVE APPLICATION FOR HIS APPROACH TO ANO STYLE

OF LIVING.

SKILLS NEEOED IN LIFE MAY BE GROUPED INTO THREE CATEGORIES:

SOCIOLOGICAL, PSYCHOLOGICAL, ANO OCCUPATIONAL. CAREEt EDUCATION IS A

PART OF EACH AREA OF AN INDIVIDUAL'S OEVELOPMENT.

SOCIOLOGICAL DEVELOPMENT PLACES EMPHASIS ON COPING WITH CHANGE,

MAKING DECISIONS, ANO INVOLVING ONESELF IN LOCAL, NATIONAL, ANO INTER -

NATIONAL CONCERNS. THE PSYCHOLOGICAL SKILLS ENCOMPASS 11-sE DEVELOPMENT

OF SELF - AWARENESS, A POSITIVE VALUE SYSTEM, ANO SELF-ESTEEM. FINALLY,

OCCUPATIONAL SKILLS AFFORD THE OPPORTUNITY TO EARN A LIVING. ADDITION....

ALLY, IN THE OCCUPATIONAL AREA,-WORK HAS PERSONAL RELEVANCE IN PROVIDING

FOR SELF - IDENTITY, PERSONAL OIGNITY, AND SOCIAL INTERACTION.

THE GOAL OF CAREER EDUCATION IS TO ENHANCE THESE SKILLS.

MILDREO E. DOYLE, SUPERINTENDENT
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PREFACE

CAREER EDUCATION IS A COMPREHENSIVE PROGRAM WHICH IS FOCUSED ON THE

FACTORS ESSENTIAL TO THE CAREER DEVELOPMENT OF THE INDIVIDUAL. ITS AIMS

ARE (1) TO HELP THE INDIVIDUAL BECOME AWARE OF HIMSELF AND HIS POTENTIAL;

(2) TO FOSTER THE DEVELOPMENT OF A SELF CONCEPT WHICH WILL ALLOW HIM TO

TAKE THE NECESSARY RISKS TO REALIZE THAT POTENITAL TO ITS FULLEST; (3) TO

ASSIST THE STUDENT IN ACOUIRING ATTITUDES AND SKILLS NECESSARY FOR LIVING

IN A RAPIDLY CHANGING TECHNOLOGICAL SOCIETY; (h) TO EXPOSE HIM TO A WIDE

RANGE OF OCCUPATIONAL INFORMATION AND EXPERIENCES THROUGHOUT THE SCHOOL

YEARS; (5) TO HELP HIM BECOME AWARE OF THE OPTIONS OPEN TO HIM IN CHOOSING

A CAREER OR CAREERS WHICH WILL PERMIT HIM TO LIVE HIS LIFE AS A FULFILLED

HUMAN BEING; AND (6) TO ASSIST HIM IN PREPARING FOR THE CAREER OF HIS

CHOICE.

AN EDUCATIONAL PROGRAM WITH THESE AIMS BEGINS AS SOON AS THE CHILD

ENTERS SCHOOL. IN THE WORDS OF S. P. MARLAND, U.S. COMMISSIONER OF EDU

CATION, "ALL EDUCATION IS CAREER EDUCATION, ." AND THE PRESENT CURRICU-

LUM MUST BE RE- FOCUSED TO INCLUDE CONCEPTS WHICH WILL ENHANCE. THE CAREER

DEVELOPMENT OF CHILDREN AND YOUNG PEOPLE DURING THE SCHOOL YEARS. TO

ASSIST TEACHERS IN THIS TASK, THE FOLLOWING CONCEPTS HAVE BEEN IDENTIFIED:

- A POSITIVE SELF -IMAGE IS ESSENTIAL FOR SATISFACTION IN THE WORLD

OF WORK.

LEARNING TO GET ALONG WITH OTHER PEOPLE IS MANDATORY FOR SUCCESSFUL

ACHIEVEMENT IN THE WORLD OF WORK.

THE ABILITY TO ADAPT TO CHANGE IS NECESSARY FOR SUCCESS IN A TECH-

NOLOGICAL SOCIETY.



- DECISION-MAKING SKILLS AND AN AWARENESS OF SELF-RESPONSIBILITY

INHERENT IN THE PROCESS IS VITAL TO CAREER MATURITY.

- THERE IS DIGNITY AND WORTF IN ALL WORK WELL-DONE.

- IN A TECHNOLOGICAL SOCIETY, DIVISION OF LABOR AND SPECIALIZATION

RESULT IN THE INTERDEPENDENCE OF WORKERS.

- AWARENESS AND KNOWLEDGE OF JOB FAMILIES IS INDISPENSIBLE FOR

LOCATING, ASSESSING, AND USING INFORMATION LEADING TO WISE

CAREER CHOICE.

- SCHOOL IS THE STUDENT'S WORLD OF WORK.

- ALL SCHOOL EXPERIENCE IS OCCUPATIONAL PREPARATION.

- EDUCATION IS A CONTINUING PROCESS, PRESENTING MANY POINTS OF

ENTRANCE AND EXIT.

- THE WISE USE OF LEISURE TIME LEADS TO FULFILLMENT 07 SELF IN A

RAPIDLY CHANGING TECHNOLOGICAL SOCIETY.

PRESENT CONDITIONS INDICATE HOW MUCH YOUNG PEOPLE NEED HELP IN DETERMIN-

ING VOCATIONAL DIRECTION AND SECURING EMPLOYMENT. OF COURSE THE QUESTION

ASKED IS "WHERE CAN THEY OBTAIN THIS AID?" THE MOST LOGICAL AND IMPOR-

TANT SOURCE OF PLACEMENT HELP WOULD SEEM TO BE THE SCHOCL WITH ITS INTI,

MATE KNOWLEDGE OF THE STUDENT AND HIS AIMS AND GOALS. No OTHER AGENCY

KNOWS AS MUCH ABOUT THE STUDENT. A WELL-PLANNED JOB PLACEMENT PROGRAM

REPRESENTS AN ESSENTIAL FUNCTION OF THE TOTAL CAREER EDUCATION PROGRAM

OF A SCHOOL.
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INTRODUCTION

THIS "GUIDE FOR ESTABLISHING A SYSTEM -WIDE JOB PLACEMENT" IS ONE OF A

SERIES OF GUIDES DEVELOPED BY THE STAFF OF CONTEMPORARY CURRICULUM FOR

CAREER DEVELOPMENT. IT SHOULD ASSIST ADMINISTRATORS, GUIDANCE COUNSELORS,

AND VOCATIONAL EDUCATORS IN IDENTIFYING SUBSTANTIVE PROBLEMS CONNECTED

WITH ESTABLISHING A JOB PLACEMENT SERVICE. THIS GUIDE MAY ALSO BE OF USE

TO COUNSELOR EDUCATORS IN BROADENING CAREER GUIDANCE AND COUNSELING

TRAINING PROGRAMS.

THE FORMAT AND TREATMENT OF THE CONTENT MATERIAL IN THIS GUIDE IS AN

ATTEMPT TO SERVE THE INTEREST OF TWO GROUPS, NAMELY, THOSE WHO FREQUENTLY

DO NOT TAKE THE TIME TO STUDY LENGTHY PUBLICATIONS AND THOSE WHO WANT EX

PLICIT INFORMATION IN ORDER TO IMPLEMENT A PROGRAM. HOPEFULL HESE

OBJECTIVES WILL BE ACHIEVED THROUGH HIGHLIGHTING THE ESSENTIAL CONCEPTS

AT THE BEGINNING OF EACH MAJOR SECTION AND FOLLOWING WITH DESCRIPTIVE

COPY THAT WOULD BE OF INTEREST TO PROGRAM IMPLEMENTERS.

IN SECONDARY SCHOOLS WE OPERATE PROGRAMS DESIGNED TO PREPARE STUDENTS FOR

ENTRY LEVEL JOBS. A NATURAL CAPSTONE FOR THESE PROGRAMS SHOULD BE A FUNC

TIONAL JOB PLACEMENT SERVICE. THIS SERVICE SHOULD ACT TO DIRECT STUDENTS

TO JOBS IN WHICH THEY HAVE EXPRESSED AN INTEREST AND IN WHICH THEY ARE

CAPABLE OF PERFORMING. THE SUCCESSFUL PLACEMENT OF STUDENTS IN JOBS IS

THE MOST IMPORTANT EVALUATION OF OUR JOB PREPARATION PROGRAMS WHICH, IF

LEFT TO CHANCE, WILL DESTROY MUCH OF WHAT THE SCHOOL HAS DONE.

V
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I JOB PLACEMENT: WHAT IS IT?

MUCH WORK IS INVOLVED IN IMPLEMENTING AN EFFECTIVE JOB PLACEMENT SERVICE.

THE WORK MAY BE SHARED - EVEN WITH AGENCIES OUTSIDE THE SCHOOL SYSTEM.

BUT THE RESPONSIBILITY OF ASSISTING STUDENTS IN STEPPING INTO THE WORK

WORLD CAN NOT BE SHARED OR RELINQUISHED.

DEFINITION OF JOB PLACEMENT

JOB PLACEMENT SHOULD BE RECOGNIZED

AND DEVELOPED AS AN INTEGRAL FACET

OF A TOTAL SEQUENTIAL GUIDANCE AND

COUNSELING SERVICE WHICH HAS AS ITS

GOAL APPROPRIATE "NEXT STEP" EXPERI-

ENCES FOR ALL STUDENTS.

CONTINUING EDUCATION

44-.7_01015, AuN.714d014
amen la:10,44-/ttrlillM

Yr Ai%
CIA4M PO

12

JOB PLACEMENT INCLUDES THE PLACEMENT OF

STUDENTS, EARLY LEAVERS, AND GRADUATES

IN PART-TIME OR FULL-TIME JOBS. THE

CLIENTELE INCLUDES ALL STUDENTS RE-

GARDLESS OF TRAINING.

HOWEVER,

PLACEMENT

PREPA RAT/ ON

OR /EA/TAT /ON

EXPtORA770A/

JOB PLACEMENT IN THIS GUIDEBOOK REFERS ONLY TO THE PLACEMENT

OF STUDENTS WHO HAVE DEVELOPED JOB ENTRY SKILLS AND WHO ARE

DESIROUS OF EMPLOYMENT UPON LEAVING SCHOOL.

1
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WHAT A JOB PLACEMENT PROGRAM WILL DO

1. IT WILL PROVIDE STUDENTS WITH AN ORGANIZED, RELEVENT APPROACH

TO SOLVING THE PROBLEMS OF ENTERING AND ADJUSTING TO THE WORK

WORLD.

2. IT WILL MEET A PSYCHOLOGICAL NEED.

3. IT GIVES MANY STUDENTS A REASON FOR STAYING IN SCHOOL.

4. IT WILL ESTABLISH A CHANNEL OF COMMUNICATION BETWEEN THE

SCHOOL AND THE OUSINESWINDUSTRY COMMUNITY.

5. IT WILL BE HELPFUL IN IMPROVINC THE IMAGE or GUIDANCE.

6. IT WILL BRING ABOUT A REORDERING OF PRIORITIES FOR SECOND-

ARY GUIDANCE.

TODAY THE LABOR MARKET AND THE POTENTIAL EMPLOYFE ARE FARTHER APART THAN

EVER UEFORE. AS YOUNGSTERS GROW UP THEY HAVE LESS CHANCE TO EXPERIENCE

THE SIGHTS AND SOUNDS OF INDUSTRY. THEREFORE, THE GAP THAT EXISTS BE-

TWEEN WHAT A STUDENT NEEDS TO KNOW IN ORDER TO ENTER AN OCCUPATIONAL

FIELD AND WHAT THE STUDENT HAS ACQUIRED THROUGH OBSERVATION IS WIDENED.

SECONDLY, THE TECHNOLOGICAL ADVANCES HAVE MAIKEDLY CHANGED ECONOMIC AND

SOCIAL SETTINGS. NO LONGER CAN EDUCATION BE TERMINATED. LEARNING MUST

BE A CONTINUOUS PART OF THE LIVES Pr INU:YIDUALS IN ORDER TO MEET 1HE

DEMANDS OF TECHNOLOGY AND AUTOMATION. STUDENTS, WHILE STILL IN SCHOOL,

NEED TO BE MADE AWARE OF THESE REALITIES.

THIRDLY, AMERICA'S WORKFORCE IS HIGHLY MOBILE. THIS FACT DEMANDS THAT

INFORMATIPN BE PROVIDED FOR STUDENTS PREPARING TO ENTER EMPLOYMENT UPON

1
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LEAVING SCHOOL. FACTS RELATED TO THIS MOBILITY MUST BE GIVEN TO THEM

BEFORE THEIR TIME, EGO, AND MONEY ARE INVESTED BEYOND THE POINT OF CHANG-

ING OCCUPATIONAL DIRECTIONS.

FOURTHLY, AND OF EXTREME IMPORTANCE, THE MARKET PLACE WHERE SKILLS ARE

BOUGHT AND SOLD IS HIGHLY COMPETITIVE. IF TWO PERSONS POSESSING ADAQUATE

SKILLS TO FULFILL THE REQUIREMENTS OF A JOB APPLY FOR THAT JOB, WHO GETS

THE JOB? DEFINITELY THE ONE WHO CAN BEST FILLOUT THE APPLICATION, SIT

THROUGH AN INTERVIEW, AND

"SELL" HIMSELF TO THE EM-

PLOYER.

CAN YOU RECALL YOUR FIRST

EXPERIENCE OF TRYING TO

GET A JOB? MORE LIKELY

THAN NOT YOU EXPERIENCED

A FEELING OF INSECURITY

AND LACK OF TECHNIQUE.

JOB PLACEMENT SERVICES

\X\

1-I9 I REALLY kwOne wiiikr 70 SAY
OR #0W TO ACT?

HELP THE STUDENTS DEVELOP TECHNIQUES OF JOB GETTING AND THEREBY RELIEVE

THIS FEELING OF INSECURITY. THE JOB PLACEMENT PROGRAM GOES BEYONDHELPING

THE STUDENT GET A JOB. IT INCLUDES THE STUDENTS CONSIDERATION OF HIS

VALUES, ABILITIES, AND ASPIRATIONS AND HOW THESE WILL AFFECT HIS FUTURE.

FOR TOO MANY OF OUR YOUNGSTERS, SCHOOL IS A MEANDERING THAT LEADS NOWHERE.

IF THEY ARE NOT PLANNING TO ATTEND COLLEGE, THEY SEE LITTLE OR NO REASON

TO STAY IN SCHOOL. THEY CAN SEE NO CONNECTION BETWEEN WHAT THEY ARE ASKED

TO DO AS STUDENTS AND THE NEXT STEP THEY WILL TAKE UPON LEAVING SCHOOL.

3



A JOB PLACEMENT PROGRAM AS PART OF CAREER EDUCATION HELPS A STUDENT BECOME

AWARE OF HIS NEEDS AND TAKE STEPS TO ACHIEVE HIS GOALS. ONE OF THE MOST

IMPORTANT ASPECTS OF A JOB PLACEMENT PROGRAM, THEN, IS THAT IT MOTIVATES

THE STUDENT TO COMPLETE HIS PREPARATION AND REALIZE THE POSSIBILITY OF

SECURING A JOB.

THE SCHOOL HAS THE RESPONSIBILITY TO HELP EACH INDIVIDUAL PREPARE FOR HIS

NEXT STEP AND THEN ASSIST HIM IN TAKING THAT STEP. TOO MANY STUDENTS,

LEFT ON THEIR OWN TO MAKE THE TRANSITION FROM SCHOOL TO WORK, FIND THEM-

SELVES UNEMPLOYED, UNDEREMPLOYED, OR IN A "DEAD-END" JOB. MANY SPEND

YEARS TRYING TO ADAPT TO THE WRONG JOB, OR, BECAUSE OF UNEMPLOYMENT,

THEY DEVELOP BEHAVIORAL PATTERNS WHICH ARE NOT ACCEPTABLE IN THE WORK

WORLD.

A CLOSE LIASON HAS BEEN DEVELOPED BETWEEN

1

UNIVERSITIES. WITHOUT DOUBT THIS LIAISON 1.611.)

SECONDARY SCHOOLS AND THE COLLEGES AND

HAS HAD MUCH INFLUENCE ON THE NATURE OF

THE SECONDARY SCHOOL. ON THE OTHER HAND,

EFFECTIVE CHANNELS FOR THE EXCHANGE OF

INFORMATION HAVE RARELY BEEN OPENED BE-

TWEEN THE SCHOOL AND BUSINESS/INDUSTRY,

THE LARGEST CONSUMERS OF THE SCHOOLS

"PRODUCTS."

YOU NAVE &WV TRAMOD
IN DH( WZOMG, J05 sg /LIS !

ALTHOUGH THE FOCUS OF A JOB PLACEMENT PROGRAM MUST BE ON THE STUDENT,

THE EMPLOYER ALSO DESERVES CONSIDERATION. A CENTRALIZED JOB PLACEMENT

OFFICE PROVIDES PROSPECTIVE EMPLOYERS WITH A SINGLE CONTACT. ASSISTING

4



THE EMPLOYER TO FIND WORKERS WHO ARE BETTER MATCHED TO A JOB REDUCES

TURNOVER AND TRAINING TIME.

ONLY TO THE EXTENT THAT THE GUIDANCE PROGRAM IDENTIFIES AND TACKLES STU-

DENT NEEDS WITH A COMPREHENSIVE STUDENT-CENTERED APPROACH, WILL IT GET

THE SUPPORT IT NEEDS. ONE OF THE GREATEST AND MOST IMPORTANT NEEDS OF

STUDENTS IS ASSISTANCE IN JOB PLACEMENT. TCO OFTEN WE DISCUSS GUIDANCE

PROGRAMS IN PHILOSOPHICAL TERMS WHEN WE SHOULD BE ASKING QUESTIONS ABOUT

OUR YOUNGSTERS ..- WHERE ARE THEY? - WHERE ARE THEY GOING? - AND WHAT DO

THEY NEED?

A SCHOOL CAN SHARE THE WORK INVOLVED IN A JOB PLACEMENT PROGRAM BUT IT

CANNOT SHIRK THE RESPONSIBILITY FOR ASSISTING YOUNGSTERS THROUGH SCHOOL

AND INTO THEIR "NEXT STEP," WHETHER IT BE COLLEGE, OTHER TRAINING, OR

EMPLOYMENT.

IN A SYSTEM-WIDE JOB PLACEMENT PROGRAM THE GUIDANCE COUNSELOR IS THE IN....

SCHOOL HUB OF ACTIVITY. THE SERVICES OFFERED BY THE JOB PLACEMENT PROGRAM

SHOULD BE INTRODUCED AND EXPLAINED TO STUDENTS AS A REGULAR FUNCTION OF

THE GUIDANCE DEPARTMENT. STUDENTS INTERESTED IN EMPLOYMENT SHOULD BE EN-

COURAGED TO CONTACT THE GUIDANCE OFFICE. IN ADDITION TO ACCEPTING THE

RESPONSIBILITY FOR INFORMING THE COLLEGE BOUND, GUIDANCE PERSONNEL MUST

ALSO ACCEPT THE RESPONSIBILITY FOR INFORMING THE "JOB" BOUND.

5



OBJECTIVES OF A JOB PLACEMENT PROGRAM

1. TO PROVIDE LEARNING EXPERIENCES THAT WILL DEVELOP JOB GETTING

AND KEEPING SKILLS AND TECHNIQUES.

2. TO PROVIDE FOR A BETTER MATCH BETWEEN THE STUDENT, HIS PATTERN

OF SKILLS, HIS ATTITUDES AND ASPIRATIONS, AND HIS WORK.

3. To PROVIDE COMPENSATED WORK SITUATIONS FOR THOSE STUDENTS WHO

NEED FUNDS TO CONTINUE IN SCHOOL. (REFER TO "WORK-STUDY

PROGRAM" AS PROVIDED FOR IN THE VOCATIONAL EDUCATION ACT OF

1968 PUBLIC LAW 90 -576)

4. To PROVIDE ADVANCED STUDENTS WITH WORK EXPERIENCES PRIOR TO

GRADUATION. (SEE APPENDIX PG. 28)

5. To PROVIDE GRADUATES AND EARLY LEAVERS THE COUNSELING

SERVICES NECESSARY TO STABILIZE, ADJUST TO, OR REDIRECT

THEIR EMPLOYMENT.

6. To PROVIDE CONSULTATIVE SERVICES FOR TEACHERS, GUIDANCE

COUNSELORS, AND OTHERS.

7. TO PROVIDE A CENTRAL CONTACT FOR EMPLOYERS.

..100 x4m emeur
CE ER

(-,4-311247YE725
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II INVESTIGATE NEED FOR A JOB PLACEMENT PROGRAM

ESTABLISHING NEED FOR A JOB PLACEMENT PROGRAM

1. EXPLORE MANPOWER NEEDS, THE SCHOOLS' CAPABILITIES OF

SUPPLYING WORKERS, AND THE PRESENT STATUS OF PLACING

STUDENTS IN JOBS COMMENSURATE WITH THEIR TRAINING.

2. SELECT AN ADVISORY COMMITTEE.

3. ESTABLISH COMMUNICATIONS WITH LOCAL AGENCIES.

PLANNING IS A PREREQUISITE TO IMPLEMENTING A JOB PLACEMENT PROGRAM. A

JOB PLACEMENT PROGRAM SHOULD BE CENTERED AROUND "NEEDS." WITHOUT DIS-

COVERING WHAT THE NEEDS ARE AND EXPLORING DIFFERENT AVENUES OF APPROACH,

THE PROGRAM WILL PROBABLY BE ORIENTED TOWARD FAILURE.

AN AD HOC COMMITTEE CAN BE OF GREAT VALUE IN DETERMINING NEEDS AND THE

FEASIBILITY OF INIT:ATING A PARTICULAR APPROACH. (ALSO, SOME MEMBERS OF

THIS AD HOC COMMITTEE CAN FORM THE NUCLEUS OF YOUR ADVISORY COMMITTEE.)

AN AFFIRMATIVE RECOMMENDATION FROM THIS COMMITTEE CAN GO A LONG WAY TO-

WARD PROVIDING COMMUNITY AND SCHOOL SUPPORT NECESSARY FOR A SUCCESSFUL

BEGINNING.

SOME QUESTIONS THAT MAY BE ASKED DURING THIS FEASIBILITY STUDY ARE:

1. WHAT ARE THE NUMBER OF STUDENTS LEAVING SCHOOL EACH YEAR WHO

POSSESS MARKETABLE SKILLS?

2. DO TEACHERS AND STUDENTS FEEL THE SCHOOL (OR SYSTEM) HAS A

RESPONSIBILITY TO ASSIST GRADUATES AND DROPOUTS IN FINDING

AND ADJUSTING TO EMPLOYMENT?

7



3. IS THE PHILOSOPHY OF A JOB PLACEMENT PROGRAM IN KEEPING WITH

THE OVERALL SYSTEM PHILOSOPHY?

4. IS STRONG ADMINISTRATIVE SUPPORT AVAILABLE?

5. TO WHAT EXTENT ARE TEACHERS ACTIVE IN PLACING THEIR STUDENTS?

6. DO STUDENTS GET JUST ANY JOBS OR DO STUDENTS GET JOBS MATCHED TO

THEIR TRAINING, ABILITIES, ANO ASPIRATIONS?

7. TO WHAT EXTENT ARE COMMUNITY YOUTH EMPLOYMENT AGENCIES AND

STATE EMPLOYMENT SERVICES SERVING THE NEEDS OF THE STUDENTS?

8. WHAT ARE THE PRESENT AND PROJECTED EMPLOYMENT NEEDS OF THE

COMMUNITY?

9. WHAT WILL BE THE RESPONSIBILITIES AND WORK LOADS OF TEACHERS,

GUIDANCE COUNSELORS, AND OTHER PERSONNEL ASSIGNED TO THE PRO-

GRAM?

AN ACTIVE ADVISORY COMMITTEE CAN GREATLY FACILITATE THE ESTABLISHMENT AND

OPERATION OF A JOB PLACEMENT PROGRAM. THE FUNCTIONS OF AN ADVISORY COM-

MITTEE MAY INCLUDE:

- ASSISTING WITH COMMUNITY SURVEYS.

- PROVIDING A MAJOR CHANNEL OF COMMUNICATION BETWEEN EMPLOYERS

AND THE SCHOOLS.

- LOCATING WORK STATIONS AND JOB OPENINGS.

- SELLING THE PROGRAM TO THE COMMUNITY.

- ASSISTING WITH DEVELOPMENT OF COURSES OF STUDY.

- ASSISTING IN CULTIVATING THE COOPERATION OF LABOR AND MANAGEMENT.

- ASSISTING IN ESTABLISHING AND MAINTAINING CONTACT WITH LOCAL

SERVICE AGENCIES - REHABILITATION, COMMUNITY ACTION, PUBLIC

HEALTH, ETC.

8



ASSISTING IN CLARIFYING PROGRAM OBJECTIVES.

ASSISTING WITH INSERVICE PROGRAMS FOR TEACHERS AND COUNSELORS.

ASSISTING IN DEVELOPING EVALUATION STUDIES AS TO PROGRAM EFFEC-

TIVENESS.

AN ADVISORY COMMITTEE SHOULD BE KEPT AT A "WORKABLE SIZE." AT THE SAME

TIME IT SHOULD BE REPRESENTATIVE OF THE COMMUNITY. THE MEMBERSHIP MIGHT

INCLUDE REPRESENTATIVES OF GROUPS SUCH AS:

LABOR UNIONS DEPT. OF EMPLOYMENT

SERVICE CLUBS YOUTH CLUBS

PERSONNEL ASSOCIATIONS STATE/LOCAL SERVICE AGENCIES

TEACHERS CHAMBER OF COMMERCE

- -
CARE SHOULD BE TAKEN TO CLEARLY DEFINE THE FUNCTIONS AND RESPONSIBILITIES

OF THE ADVISORY COMMITTEE. Two THINGS MUST BE KEPT IN MIND. THE COMMIT-

TEE SHOULD UNDERSTAND (1) THAT ITS ROLE IS "ADVISORY," NOT POLICY- FORMING

OR ADMINISTRATIVE, AND (2) THAT MEMBERS VOLUNTEER THEIR SERVICES AND

SHOULD NOT BE BURDt.:LO WITH UNNECESSARY RESPONSIBILITIES.

PUBLIC HEALTH, EMPLOYMENT SECURITY, COMMUNITY ACTION COMMITTEES, REHABILI-

TATION OFFICES, CHAMBER OF COMMERCE; ETC., ARE LOCAL AGENCIES WITH WHICH

CONTACT SHOULD BE MADE AND MAINTAINED. COOPERATION BETWEEN THE SCHOOLS

AND VARIOUS LOCAL AGENCIES IS A MUST. THESE AGENCIES ARE A SOURCE OF

SERVICES AND OPPORTUNITIES THAT CAN BROADEN THE BASE OF SERVICES AVAIL-

ABLE AT THE SCHOOL.



III PLANNING A PROGRAM

1. ONLY TO THE EXTENT THAT THE JOB PLACEMENT PROGRAM

IDENTIFIES AND TACKLES STUDENTS' NEEDS VILL IT GET

THE SUPPORT IT NEEDS. A COMPREHENSIVE, COOPERATIVE,

STUDENTCENTERED APPROACH POSSESSES THE FLEXIBILITY

AND UNITY OF PURPOSE TO MEET STUDENTS' NEEDS.

t

2. A COORDINATOR SHOULD BE APPOINTED TO SPEARHEAD AND

COORDINATE NECESSARY ACTIVITIES INVOLVED IN PLANNING,

IMPLEMENTING, AND MAINTAINING THE PROGRAM.

THE MAJOR COST OF IMPLEMENTING A JOB PLACEMENT PROGRAM

IS SALARIES FOR QUALIFIED PERSONNEL TO COORDINATE AND

SUPERVISE THE PROGRAM.

4. FACILITIES NEEDED ARE MINIMAL.

10



IN DETERMINING THE APPROACH AROUND WHICH A PLACEMENT SERVICE WILL OE DE

SIGNED, SEVERAL MATTERS MUST BE CONSIDERED. THE FIRST IS THE DEGREE OF

CENTRALIZATION AND/OR DECENTRALIZATION. A CERTAIN AMOUNT OF CENTRALIZA-

TION IS NECESSARY BECAUSE: (1) IT IS IMPORTANT THAT A CENTRAL DEPOSITORY

FOR PLACEMENT RECORDS BE ESTABLISHED; AND (2) IT IS LESS CONFUSING TO

CLIENTS THAT ONE PLACE OF CONTACT BE ESTABLISHED.

A COMPLETELY CENTRALIZED APPROACH WHICH SHUTTLES ALL STUDENTS IN THE

DISTRICT THROUGH ONE OFFICE (UNLESS THE DISTRICT HAS ONLY ONE SCHOOL)

IS USUALLY INEFFECTIVE BECAUSE MAJOR EMPHASIS IS GIVEN TO THE MECHANICAL

ASPECTS OF JOB HUNTING AND GETTING. IT IS VERY IMPORTANT THAT THE

ACTUAL SERVICES NOT BE OBSCURED BY THE MECHANICAL ASPECTS OF THE OPERA

TION.

tqt1

geti 01

tis.
tt

*AI CO

J OB PLACEMENT CENTER
CAN ONE CENTER HANDLE. ALLTHE STupENTs.



I DON'T HAVE TIME TO DO EVERYTHING!

A COMPLETELY DECENTRALIZED APPROACH

WHICH LEAVES ALL PLACEMENT ACTIVITIES

TO INDIVIDUAL TEACHERS OR GUIDANCE

COUNSELORS IS USUALLY INEFFECTIVE

BECAUSE: (1) EVERYONE'S RESPONSI-

BILITY TURNS OUT TO BE NO ONE'S

RESPONSIBILITY; (2) TEACHERS DO NOT

HAVE SUFFICIENT TIME TO MAKE PERSONAL

VISITS WITH EMPLOYERS; (3) ONE EMPLOYER'S OPERATION MAY REQUIRE WORKERS IN

DIFFERENT SKILL AREAS SO THAT THE EMPLOYER MAY BE VISITED BY SEVERAL INDI*

VIDUALS (TAKING UP TOO MUCH OF THE EMPLOYERS TIME); AND (14) GUIDANCE

COUNSELORS SELDOM HAVE TIME FOR OFF- CAMPUS TRIPS AND THEY SOMETIMES LACK

UNDERSTANDING OF DIFFERENT SKILL AREAS IN WHICH STUDENTS ARE SEEKING JOBS.

SOME DECENTRALIZATION IS NECESSARY IN ORDER TO SHARE THE WORK LOAD AND

rr rnp.CA PEePt-EGAIN THE SUPPORT OF GUIDANCE COUNSELORS AND TEACHERS. 7., 11,44, sre,700..

A MORE EFFECTIVE APPROACH WOULD BE A

COMPREHENSIVE, COOPERATIVE, STUDENT*

CENTERED APPROACH. SUCH AN APPROACH

INVOLVES A COORDINATOR, GUIDANCE

COUNSELORS, TEACHERS, ADMINISTRATORS,

PARENTS, EMPLOYERS, AND STUDENTS. THE

FOCUS OF THIS APPROACH IS ON THE STUDENT

HIS NEEDS, ABILITIES, AND ASPIRATIONS

tiofi

1

AND ON THE SCHOOL'S RESPONSIBILITY FOR ASSISTING HIM TO TAKE HIS NEXT STEP.

AN EFFECTIVE JOB PLACEMENT PROGRAM CANNOT BE CARRIED ON IN ISOLATION OF

THE OTHER ASPECTS OF THE SCHOOL PROGRAM. THE TOTAL SCHOOL MUST DEVELOP

12



AVENUES THAT LEAD TO WORK WITH THE SAME CLARITY AND EMPHASIS THAT IS

PRESENTLY FOCUSED ON COLLEGE.

WHICHEVER APPROACH IS SELECTED FOR IMPLEMENTATION IN A SCHOOL OR SCHOOL

SYSTEM, TWO INGREDIENTS ARE ESSENTIAL. THEY ARE: (1) FLEXIBILITY - -THE

PROGRAM CAN BE FOLDED, SPINDLED, AND ORGANIZED TO MEET AN INDIVIDUAL

STUDENT'S NEEDS; AND (2) UNITY OF PURPOSE - -A TOTAL COOPERATIVE EFFORT

AND COMMITTMENT BY THE SCHOOL OR SCHOOL SYSTEM TO ACCEPT ITS RESPONSI-

BILITY FOR JOB PLACEMENT.

JOB PLACEMENT IS A FUNCTION OF GUIDANCE. THEREFORE, MOST OF THE STAFF IS

PROBABLY ALREADY EMPLOYED. PLANNING THEN BECOMES A MATTER OF EXTENDING

OR ENRICHING THE "JOB" ALREADY BEING DONE BY GUIDANCE PERSONNEL AND

TEACHERS.

ONE OF THE KEYS TO SUCCESS IS THE APPOINTMENT OR ASSIGNMENT OF ONE PERSON

TO SPEARHEAD AND COORDINATE THOSE ACTIVITIES INVOLVED IN PLANNING, IMPLE

MENTIME, AND MAINTAINING THE PROGRAM. IN A SMALL SCHOOL DISTRICT, THIS

COORDINATOR MAY BE THE LOCAL DIRECTOR OF VOCATIONAL- TECHNICAL EDUCATION.

IN A LARGER SCHOOL DISTRICT HAVING MORE THAN ONE HIGH SCHOOL, ONE PERSON

SERVING AS A FULL -TIME (12 MONTH) JOB PLACEMENT COORDINATOR SHOULD BE

APPOINTED.

USUALLY, IN THE SMALL SYSTEM, NO SPECIAL PROBLEMS CONCERNING AUTHORITY

AND RESPONSIBILITY ARE LIKELY TO DEVELOP. IN THE LARGER SYSTEM, THE

COORDINATOR MAY BE UNDER THE DIRECT SUPERVISION OF THE LOCAL DIRECTOR

OF VOCATIONAL - TECHNICAL EDUCATION OR THE LOCAL DIRECTOR OF GUIDANCE.

IN EITHER CASE HIS RESPONSIBILITIES AND AUTHORITY MUST BE IDENTIFIED

AND ARTICULATED TO ALL OTHER PERSONNEL INVOLVED.

13



BEFORE DETERMINING QUALIFICATIONS FOR SELECTION OF A COORDINATOR THE

DUTIES AND RESPONSIBILITIES MUST BE OUTLINED. SUCH AN OUTLINE MAY

INCLUDE:

(1) DEFINITION OF JOB -- COORDINATES ALL JOB PLACEMENT ACTIVITIES AND

DIRECTS THE OPERATION OF THE JOB PLACEMENT OFFICE.

(2) RELATIONSHIP TO OTHER STAFF."'"

A. DIRECTLY RESPONSIBLE TO . .

B. COORDINATES OWN ACTIVITIES WITH THOSE OF THE SUPERINTENDENT,

THE LOCAL DIRECTOR, .

C. CONFERS WITH PRINCIPLES, GUIDANCE COUNSELORS, TEACHERS,

D. WORKS WITH OTHER SUPERVISORS AND COORDINATORS
.

E. .

(3) DUTIES AND RESPONSIOILITIES""

A. ADMINISTRATIVE ROLE

D. COORDINATOR ROLE

C. TEACHER/TEACHER TRAINER ROLE

D. ADVISOR ROLE

E.

AFTER DUE CONSIDERATION OF THE DUTIES AND RESPONSIBILITIES OF THE COORDIN

ATOR, A SET OF QUALIFICATIONS MAY BE PREPARED. FOLLOWING ARE TWO EXAMPLES

WHICH MAY BE USED SEPARATELY OR IN COMBINATION.

14
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1.

QUALIFICATION REQUIREMENTS - -JOB PLACEMENT COORDINATOR

POSSESSES OUTGOING, BUT NOT OVERBEARING, PERSONALITY.

2. ENJOYS WORKING WITH YOUTH AND EXHIBITS ENTHUSIASM.

3. BACKGROUND EXPERIENCES MIGHT INCLUDE:

- COURSE WORK IN AT LEAST OF THE FOLLOWING: INDUSTRIAL

EDUCATION, EDUCATIONAL PSYCHOLOGY AND GUIDANCE, BUSINESS

EDUCATION, INDUSTRIAL RELATIONS, PERSONNEL MANAGEMENT,

-WORK EXPERIENCE IN AT LEAST OF THE FOLLOWING: GUIDANCE

COUNSELOR, VOCATIONAL- TECHNICAL TEACHER, INDUSTRIAL ARTS

TEACHER, PERSONNEL MANAGUt, OFFICE MANAGEMENT, PUBLIC

RELATIONS, 4,

Le. HAS INITIATIVE AND DISPLAYS THE ABILITY TO FOLLOW THROUGH

PROHPTLY.

5. WILLING TO ENROLL IN COURSE WORK THAT WOULD BE HELPFUL.

AND/OR

DEGREE IN INDUSTRIAL EDUCATION WITH AT LEAST 12 QUARTER HOURS

OF COURSE WORK IN GUIDANCE.

2. MINIMUM OF 3 YEARS WORK EXPERIENCE Ai THE JOURNEYMAN LEVEL.

3. EXPERIENCES IN ADMINISTRATION AND OFFICE PROCEDURES.

REGARDLESS OF THE METHOD OF SELECTION USED OR THE QUALIFICATIONS REQUIRED,

ONE THING MUST BE KEPT IN MIND. NAMELY, A JOB PLACEMENT COORDINATOR MUST

15



NAVE THE ABILITY TO EFFECTIVELY COMMUNICATE WITH AND WORK WITH A VARIETY

OF PERSONALITIES AND SITUATIONS.

IN ADDITION TO THE COORDINATOR, ONLY A SECRETARY NEED BE ADOEU TO TILE

STAFF. WHETHER THE SECRETARIAL SERVICE IS HALFTIME OR FULLTIME WILL

DEPEND UPON THE NUMBER OF STUDENTS BEING SERVED.

16
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IV IMPLEMENTING THE PROGRAM

1. CREATE INTEREST AND ACTIVELY WORK AT "SELLING" THE

IDEA OF A SYSTEM -WIDE JOB PLACEMENT PROGRAM.

2. IN DEVELOPING NECESSARY FORMS AND PROCEDURES, USE THE

SURVEY DATA FROM SECTION 11 AND THE POLICY DECISIONS

THAT MAY HAVE EMERGED IN PLANNING A JOB PLACEMENT

PROGRAM.

3. GROUP GUIDANCE TECHNIQUES ARE AMONG THE BEST MEANS

OF MEETING STUDENT NEEDS AND ATTAINING THE GOALS OF

A JOB PLACEMENT PROGRAM.

JOB PLACEMENT DOES NOT BEGIN WHEN A STUDENT INITIATES HIS LEAVING SCHOOL,

NOR DOES IT BEGIN WITH HIS SENIOR YEAR. JOB PLACEMENT BEGINS WHEN A STU-

DENT ENTERS THE HIGH SCHOOL (IF NOT BEFORE). TEACHERS, GUIDANCE COUNSE-

LORS AND OTHER STAFF MUST REALIZE THAT THEY ARE SHAPING AND FORMING A

"PRODUCT" WHO WILL ENTER THE LABOR MARKET UPON LEAVING HIGH SCHOOL. IF

THIS "PRODUCT" IS TO SUCCESSFULLY COMPETE, HE MUST Br ARMED W11$ POSITIVE

WORK HABITS AND ATTITUDES AND PATTERNS OF BEHAVIOR THAT ARE WORK ORIENTED.

A COOPERATIVE AND RELEVANT APPROACH IS NECESSARY TO MEET THESE NEEDS.

TO GET THE COOPERATION AND COMMITTMENT NECESSARY TO FACILITATE A JOB

PLACEMENT PROGRAM, THE TEACHERS, GUIDANCE COUNSELORS, AND OTHER STAFF

MUST UNDERSTAND THE "WHY" OF THE PROGRAM AND HOW THEY FIT INTO THE OVER-

ALL DESIGN. THESE TWO OBJECTIVES MAY BEST BE MT THROUGH INSERVICE AND/OR



WORKSHOPS (SEE APPENDIX PG....11). TEACHERS AND GUIDANCE PERSONNEL THEM-

SELVES MUST ASSESS THEIR OWN NEEDS AS A RESULT OF BEING MADE AWARE OF

WHAT IS EXPECTED OF THEM IN TERMS OF PERFORMANCE.

AN ESPECIALLY CLOSE WORKING RELATIONSHIP MUST EXIST BETWEEN THE COORDIN-

ATOR AND THE SCHOOL GUIDANCE PERSONNEL. COUNSELORS PERFORM FUNCTIONS THAT

ARE ESSENTIAL TO THE SUCCESSFUL OPERATION OF YOUR JOB PLACEMENT PROGRAM.

WITHOUT THE DEVELOPMENT AND MAINTAINANCE OF THIS RELATIONSHIP, COUNSELORS

MAY FEEL THAT THEIR RESPONSIBILITIES ARE BEING USURPED. DIFFERENCES OF

OPINIONS THAT ARISE BETWEEN THE COORDINATOR AND GUIDANCE COUNSELOR MUST

BE RESOLVED QUICKLY, pROFE-SSIONALLY, AND IN THE STUDENTS' BEST INTERESTS.

MANY POTENTIAL PROBLEMS CAN BE ALLEVIATED BY "SELLING" THE IDEA OF A

SYSTEM-WIDE JOB PLACEMENT PROGRAM AND INVOLVING THE GUIDANCE COUNSELORS

AS EARLY AS POSSIBLE IN TUE DEVELOPMENT OF GOALS AND PROCEDURES.

THE OUTCOMES OF A WORKSHOP/INSERVICE SHOULD BE NUMEROUS. ONE OF THESE IS

THE IDENTIFICATION OF SPECIFIC AREAS OF COOPERATION BETWEEN THE COORDINATOR

AND ZOUNSELOR SUCH AS:

THE COORDINATOR CAN CONTRIBUTE TO A SMOOTH-WORKING RELATIONSHIP

WITH COUNSELORS BY

1) ASSISTING COUNSELORS WITH INDIVIDUAL AND GROUP ORIENTATION

TO VOCATIONAL PROGRAMS AND JOB PLACEMENT SERVICES.

2) COOPERATING WITH THE COIiNSELOR IN CO.LECTING AND DISSEMIN-

ATING INFORMATION IN THE SCHOOL.

3) ASSISTING THE COUNSELOR IN INTERPRETING FOLLOW -UP DATA AND

MAKING SUGGESTIONS CONCERNING CURRICULUM CHANGES IN VOCA-

TIONAL-TECHNICAL PROGRAMS.

14)

18



WHILE IT IS NECESSARY THAT THE COORDINATOR ESTABLISH AND MAINTAIN GOOD

WORKING RELATIONSHIPS WITH ALL TEACHERS, THE CLOSE COOPERATION AND SUPPORT

OF THE VOCATIONALTECHNICAL STAFF IS ESPECIALLY IMPORTANT. ALL THE "PRO

DUCTS" THE COORDINATOR WILL WORK WITH HAVE DAILY CONTACT WITH THE INSTRUC

TORS AND UNDER THEIR SUPERVISION DEVELOP BOTH THE SPECIFIC JOB SKILLS AND

PATTERNS OF BEHAVIOR THAT WILL DETERMINE THE TYPE OF RECOMMENDATIONS THAT

WILL BE MADE TO A PROSPECTIVE EMPLOYER. VOCATIONAL INSTRUCTORS ALSO HAVE

AN OPPORTUNITY TO PROVIDE CAREER GUIDANCE RELEVANT TO THE SKILL NEEDS AND

JOB OPPORTUNITIES IN THE COMMUNITY. THE COORDINATOR SHOULD KEEP THE TEA

CHERS INFORMED.

HERE AGAIN INSERVICE AND/OR WORKSHOPS ARE CALLED FOR IN ORDER TO (1) IDEN

TIFY AND DEFINE AREAS OF RESPONSIBILITY AND COOPERATION, (2) DEVELOP

INSTRUCTIONAL GUIDELINES AND MATERIALS, AND (3) PROFESSIONALLY AND QUICKLY

RESOLVE DIFFERENCES OF OPINION AND OVERCOME NEGATIVE ATTITUDES.

THE BUSINESS/INDUSTRY COMMUNITY HAS TReMENDOUS RESOURCES THAT CAN BE

UTILIZED TO THE BENEFIT OF STUDENTS. BECAUSE THE PRIMARY RESPONSIBILITY

OF CONTACTING THE EMPLOYING COMMUNITY RESTS WITH THE COORDINATOR, THE

ADMINISTRATION MUST COOPERATE BY ALLOWING SUFFICIENT TIME TO FULFILL THIS

RESPONSIBILITY.

PROBABLY THE BIGGEST "SELLING" JOB OF ALL IS CONVINCING EMPLOYERS THAT

THEY SHOULD CONSIDER THE SCHOOL AS A SOURCE OF COMPETENT AND WILLING

WORKERS. IN ORDER TO FACILITATE A TWOWAY COMMUNICATION BETWEEN THE

BUSINESS/INDUSTRY COMMUNITY AND THE SCHOOLS, IT IS ESSENTIAL THAT THE

COORDINATOR ESTABLISH AND MAINTAIN A PLEASANT RELATIONSHIP. SOME MEANS

OF ACCOMPLISHING THIS OBJECTIVE ARE:
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PUBLIC RELATIONS 1) THE WISE USE OF ADVISORY COMMITTEES.

2) INCREASING EMPLOYER INTEREST IN

CURRICULUM BY SIMPLY ASKING HIS

ADVICE ON SKILLS AND ATTITUDES

DESIRABLE IN HIS BUSINESS.

3) SHOWING APPRECIATION FOR EMPLOYER..

LUNCHEONS OR BANQUETS, AWARDS OF

RECOGNITION, CERTIFICATES OF

APPRECIATION, THANK YOU NOTES,

ETC.

4) MAKING CONTACTS REASONABLY BRIEF

BUT LONG ENOUGH TO BE EFFECTIVE.

IN THIS ROLE OF CONTACTING EMPLOYERS FOR THE PURPOSE OF BRINGING THE

"CONSUMERS" (EMPLOYERS) AND "PRODUCTS" (OCCUPATIONALLY TRAINED STUDENTS)

TOGETHER, THE COORDINATOR CAN BE EFFECTIVE IN PROMOTING GOOD PUBLIC RE-

LATIONS NOT ONLY FOR VOCATIONAL PROGRAMS BUT ALSO FOR THE ENTIRE EDUCA-

TIONAL SYSTEM.

ACTUAL IMPLEMENTATION, MANAGEMENT, AND PAPER FLOW PROCEDURES WILL BE DE-

TERMINED BY THE SURVEY DATA AND POLICY DECISIONS MADE DURING THE PLANNING

PHASE AND ARE THEREFORE PECULIAR TO THE LOCAL SITUATIONS. HOWEVER, SOME

GENERAL CONSIDERATIONS ARE IN ORDER.

PROCEDURE AND POLICY TEND TO BECOME SO INTERTWINED THAT IDENTIFICATION

OF EITHER IS NEARLY IMPOSSIBLE. POLICY DECISIONS SHOULD PROVIDE THE

GUIDELINES, DIRECTIONS AND BOUNDARIES AND BE RATHER BROAD AND GENERAL.

PROCEDURES, ON THE OTHER HAND, SHOULD PROVIDE THE WAYS AND MEANS THE

20



ACTUAL SEQUENCE AND MANNER IN WHICH TASKS ARE TO BE PERFORMED.

SOME ITEMS TO CONSIDER, FOR WHICH PROCEDURES AND/OR FORMS MAY BE NECESSARY

ARE:

1) REGISTERING STUDENTS WITH THE JOB PLACEMENT OFFICE

2) GATHERING INFORMATION FROM STUDENTS

3) GETTING INFORMATION TO STUDENTS

4) EXCHANGING INFORMATION WITH EMPLOYERS

5) FOLLOW -UP VISITATIONS AT WORK SITES

6) SCREENING AND RECOMMENDING APPLICANTS FOR JOB OPENINGS

7) PUBLICIZING THE PROGRAM

8) KEEPING TEACHERS AND GUIDANCE COUNSELORS INFORMED

9) COMMUNICATING WITH PARENTS

10)

AN EFFICIENT SYSTEM OF MANAGEMENT CAN BE ACHIEVED THROUGH THE USE OF

APPROPRIATE FORMS. WITHOUT THEM, THE COORDINATOR AND OTHERS WILL SPEND

MORE TIME IN PAPER FLOW THAN IN MAKING

ARE ALL ?NESE ROWS CONTACTS WITH STUDENTS AND EMPLOYERS.
NECESSARY?

THE GOALS AND SERVICES WILL BECOME OB-

SCURED BY THE OPERATION. WITH A SYSTEM

OF FORMS DESIGNED TO FACILITATE THE

OPERATION, MANY FUNCTIONS CAN BE SHIFTED

TO CLERICAL PERSONNEL. IN INITIATING A

JOB PLACEMENT PROGRAM, TIME SHOULD BE

SCHEDULED TO DESIGN A SET OF SIMPLE,

EFFICIENT FORMS. THE FEWER FORMS THE BETTER. APPENDED TO THIS DOCUMENT

ARE SOME EXAMPLES OF FORMS. WHATEVER APPROACH IS TAKEN, AN INFORMATIONAL
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SYSTEM MUST BE ESTABLISHED AND MAINTAINED BY THE COORDINATOR.

IN A SYSTEM -WIDE JOB PLACEMENT PROGRAM THE GUIDANCE COUNSELOR IS THE

IN-SCHOOL HUB OF ACTIVITY. WHEN STUDENTS ENTER THE SCHOOL, THEY SHOULD

BE INFORMED AS TO THE OPERATION OF AND THE SERVICES PROVIDED BY THE JOB

PLACEMENT PROGRAM AS A REGULAR FUNCTION OF THE GUIDANCE DEPARTMENT.

STUDENTS INTERESTED IN EMPLOYMENT SHOULD BE ENCOURAGED TO CONTACT THE

GUIDANCE OFFICE. IN ADDITION TO ACCEPTING THE RESPONSIBILITY FOR IN-

FORMING THE COLLEGE BOUND, GUIDANCE PERSONNEL MUST ALSO ACCEPT THE

RESPONSIBILITY FOR INFORMING THE "JOB" BOUND.

AS MENTIONED IN THE PRECEDING SECTION, IT IS THE COOrDINATOR'S RE-

SPONSIBILITY TO CREATE AND MAINTAIN AN INFORMATION SYSTEM. SUCH A

SYSTEM INVOLVES THE DISSEMINATION OF INFORMATION TO AND THE GATHERING

OF INFORMATION FROM STUDENTS AND TEACHERS. THE DEGREE OF COOPERATION AND

COMMITTMENT OF THE GUIDANCE PERSONNEL IN EACH SCHOOL WILL DETERMINE THE

SUCCESS OF THE INFORMATION SYSTEM AND THE OVERALL EFFECTIVENESS OF THE

JOB PLACEMENT PROGRAM.

GROUP GUIDANCE IS ONE OF THE TECHNIQUES USED TO HELP STUDENTS ADJUST TO

THEMSELVES, TO OTHERS', AND TO THEIR ENVIRONMENTS. GROUP GUIDANCE SESSIONS

ARE DESIGNED TO HELP EACH STUDENT GAIN GREATER INSIGHT INTO HIS BEHAVIOR

AND THE FORCES WHICH INFLUENCE HIS LIFE. FROM BIRTH TO DEATH, INDIVIDUALS

ARE ALMOST CONSTANTLY INVOLVED IN GROUP SITUATIONS -. FAMILIES, SCHOOLS,

AND URBAN AND RURAL SOCIETIES. IN PRESENTINF GUIDANCE THROUGH GROUP

SITUATIONS, THE VALUE OF INSTRUCTION IS HEIGHTENED BOTH IN TERMS OF IN-

DIVIDUAL DEVELOPMENT AND INTERPERSONAL RELATIONSHIPS., (SEE APPENDIX PG. 12.)
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IN CONSIDERING GROUP PROCEDURES AS A MEANS OF MEETING STUDENT NEEDS AND

ATTAINING THE GOALS OF A JOB PLACEMENT PROGRAM, SEVERAL FACTORS MUST BE

KEPT IN MIND:

1. GROUP PROCEDURES ARE A VITAL PART OF THE PROGRAM.

2. GROUP PROCEDURES ARE CONSIDERED A COMPLEMENT OF, NOT A SUBSTI-

TUTE FOR, INDIVIDUAL COUNSELING.

3. GROUP GUIDANCE OFFERS STUDENTS AN OPPORTUNITY TO AIR THEIR

COMMON PROBLEMS, 10 DISCUSS MUTUAL TOPICS OF INTEREST, AND TO

IMPROVE THE ABILITY TO WORK, STUDY, AND PLAN TOGETHER.

4. GROUP GUIDANCE SESSIONS EXPEDITE THE DISSIMINATION AND GATHER-

ING OF INFORMATION.
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V PROVIDING FOR JOB PLACEMENT EVALUATION

1. STATE AND LOCAL PLANS ARE USUALLY REQUIRED TO CONTAIN

PROVISIONS FOR PERIOVIC AND CONTINUOUS EVALUATIONS.

2. THE COSTS OF EVALUATIONS ARE REIMBURSEADLE EXPENSES.

3. EVALUATIVE CRITERIA ARE DERIVED FROM PROGRAM OBJECTIVES;

HOWEVER, PROFESSIONAL ASSOCIATIONS, RESEARCH CENTERS,

AND ACCREDITING ORGANIZATIONS CAN PROVIDE GUIDELINES FOR

FORMULATING CRITERIA.

4. THE STAFF TO BE EVALUATED SHOULD PARTICIPATE IN FORMU-

LATING CRITERIA AND IN MAKING THE EVALUATIONS.

5. THE JOB PLACEMENT PROGRAMS SHOULD BE EVALUATED (A) IN

TERMS OF STUDENT OUTCOMES ANO EFFECTS ON THE COMMUNITY

AND (8) ON PROGRAM CHARACTERISTICS AND OPERATING PRACTICES.

THE 1968 AMENDMENTS REQUIRES THAT STATE PLANS CONTAIN PROVISIUNS FOR PERIOD-

IC AND CONTINUOUS EVALUATION OF STATE AND LOCAL PROGRAMS, SERVICES, AND

ACTIVITIES. EVALUATION SHOULD BE OF SUFFICIENT EXTENT AND FREQUENCY TO

ENABLE STATE BOARDS TO CARRY OUT THEIR FUNCTIONS AND TO FULFILL THE PUR-

POSES OF THE AMENDMENT. THE COSTS OF SUCH EVALUATIONS ARE SUPPORTED WITH

FUNDS FROM ALLOTMENTS PROVIDED UNDER THE AMENDMENT.

APPROPRIATE WELL- STATED PROGRAM OBJECTIVES AND CAREFULLY THOUGHT-OUT

WRITEN POLICIES AND PROCEDURES FACILITATE THE PROCESS OF EVALUATION.
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CRITERIA FOR EVALUATION ARE SPECIFIED IN STATE PLANS; HOWEVER, A LOCAL

EDUCATIONAL INSTITUTION OR AGENCY IS LIKELY TO NEED A MORE DETAILED TYPE

OF EVALUATION IN ORDER TO ADJUST PROGRAMS, SERVICZS, AND ACTIVITIES SO

THAT THEY WILL FULFILL LOCAL PROGRAM PURPOSES.

PROFESSIONAL ORGANIZATIONS SUCH AS THE A.V.A.,ACCREDITING ASSOCIATIONS

SUCH AS THE NATIONAL SOCIETY FOR SECONDARY SCHOOL EVALUATION, ANO STATE

RESEARCH COORDINATING UNITS HAVE EVALUATIVE CRITERIA WHICH MAY BE USEFUL

IN ESTABLISHING CRITERIA FOR EVALUATING JOB PLACEMENT PROGRAMS.

WHEN A PROGRAM IS BEING EVALUATED, THOSE WHOSE WORK IS TO BE APPROVED

SHOULD BE INVOLVED IN WiTERMINING THE CRITERIA TO BE USED AND IN THE

ACTUAL PROCESS OF EVALUATION. IF THEY HAVE A PART IN THESE ACTIVITIES,

STAFF MEMBERS ARE MORE LIKELY TO ACCEPT THE EVALUATION AND TO STRIVE FOR

PROGRAM IMPROVEMENT.

ACCREDITING ASSOCIATIONS AND OTHER EDUCATORS OFTEN EVALUATE PROGRAMS ON

THE BASIS OF PROGRAM CHARACTERISTICS AND THE EXTENT TO WhICH RECOMMENDED

PRACTICES ARE FOLLOWED. IT IS NECESSARY TO DESCRIBE AND MEASURE PROGRAM

CHARACTERISTICS; HOWEVER, PROGRAMS ARE ULTIMATELY EVALUATED IN TERMS OF

THEIR EFFECTS ON SUCH FACTORS AS EMPLOYMENT OF GRADUATES, RETENTION AND

0/0 RATES, NUMBERS OF GRADUATES IN JOBS COMMENSURATE WITH TRAINING, AND

JOB PERFORMANCE OF TIOSE WHO RECEIVED TRAINING AS OFPOSED TO THOSE WHO

DID NOT. THEREFORE, BOTH STUDENT OUTCOMES AND PROGRAM CHARACTERISTICS

MUST BE EVALUATED IN ORDER TO DETERMINE WHAT COMBINATION OF THESE

FACTORS ACHIEVES THE DESIRED PROGRAM OBJECTIVES.

THE FOLLOWING TYPES OF INFORMATION SHOULD BE CONSIDERED IN EVALUATING



JOB PLACEMENT PROGRAM OUTCOMES:

1. NUMBER OF STUDENTS SERVED

2. NUMBER OF STAFF INVOLVED

3. FOLLOW-UP DATA

4. IMPACT OF THE PROGRAM ON DROP-OUT RATES

5. IMPACT OC THE PROGRAM'ON YOUTH UNEMPLOYMENT RATES

6. EVALUATIONS BY EMPLOYERS

USUALLY THE FOLLOWING KINDS OF INFORMATION ARE CONSIDERED IN EVALUATING

PROGRAM CHARACTERISTICS:

1. ORGANIZATION

METHODS OF STAFFING, USE OF ADVISORY COMMITTEES, STUDENT

REGISTRATION PRACTICES, COOPERATING WITH OTHER AGENCIES, ETC.

2. PHYSICAL FACILITIES

3. STAFF

4. METHODS OF EVALUATION

5. ACTIVITIES
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THE FOLLOWING IS A BRIEF DESCRIPTION OF A "CO-OP" PROGRAM BEING USED

IN KNOX COUNTY (TENNESSEE) TO PROVIDE PRE-GRADUATION WORK EXPERIENCES

FOR VOCATIONAL STUDENTS. THERE ARk TWO BASIC REASONS FOR IMPLEMENTING

SUCH A PROGRAM. NAMELY, TO PROVIDE THE YOUNGSTER AN OPPORTUNITY TO

BEGIN USING, ON A PART TIME BASIS, THE SKILLS HE MAS DEVELOPED AND TO

REDUCE THE NUMBER OF PLACEMENTS AT GRADUATION.

STUDENTS SHOULD BE IN THEIR FOURTH SEMESTER (OR BEYOND) OF TRAINING

TO BE ELIGIBLE TO PARTICIPATE IN "CO-OP." THE INSTRUCTOR'S RECOM-

MENDATIONS, PARENTS' APPROVAL, AND PRINCIPAL'S APPROVAL ARE NECESSARY.

THE WORK DONE BY THE "CO-OP" STUDENT MUST BE DIRECTLY RELATED TO HIS

TRAINING PROGRAM. THE STUDENT WILL STILL BE ENROLLED IN HIS VOCATION-

AL CLASS BUT WILL GO TO HIS PLACE OF EMPLOYMENT IN LIEU OF ATTENDING

CLASS. HE MUST, HOWEVER, BE PRESENT IN ALL OTHER CLASSES ON HIS SCHED-

ULE. FAILURE TO MEET ATTENDANCE REQUIREMENTS IN ALL CLASSES OR ON THE

JOB WILL NECESSITATE A STUDENT BEING DROPPED FROM THE "CO-OP" PROGRAM.

IF A JOB IS AVAILABLE THAT WOULD REQUIRE A CHANGE IN THE STUDENT'S

SCHEDULE, SUCH CHANGES CAN BE INITIATED THROUGH THE GUIDANCE OFFICE.

1. REQUIREMENTS AND PROCEDURES

--SUCCESS IN A VOCATIONAL PROGRAM FOR A MINIMUM OF THREE SEMESTERS.

THE PROSPECTIVE CO-OP STUDENT MUST BE ENROLLED IN A TRAINING PRO-

GRAM AND, ACCORDING TO INDIVIDUAL PROGRAM REQUIREMENTS, MUST BE

SUCCESSFUL FOR A MINIMUM OF THREE SEMESTERS--SUCCESSFUL NOT ONLY

IN SKILL OR TECHNICAL DEVELOPMENT BUT ALSO IN ATTITUDES TOWARD

OTHERS AND WORK.

--RECOMMENDATION OF INSTRUCTOR

UPON RECEIVING INFORMATION FROM THE JOB PLACEMENT OFFICE OR OTHER
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SOURCE CONCERNING A JOB DESCRIPTION, THE INSTRUCTOR'S RECOMMENDA

TION AS TO WHETHER A STUDENT IN HIS PPOGRAM IS CAPABLE OF PERFORM-

ING IN THAT JOB DESCRIPTION WILL BE REQUIRED.

--APPROVAL OF PRINCIPAL

ANYTIME A STUDENT IS TO BE "COOPED" (WORKING DURING SCHOOL HOURS)

THE PRINCIPAL'S PERMISSION IS A REQUIREMENT.

-- COMPLETION OF APPLICATION AND INTERVIEW

THE JOB PLACEMENT OFFICE WILL SUPPLY THE GUIDANCE OFFICE WITH A

FORM ON WHICH THE STUDENT WILL MAKE APPLICATION TO PARTICIPATE IN

THE CO OP PROGRAM. THIS FORM WILL BE USED FOR (1) STUDENT PRACTICE

IN FILLING OUT AN APPLICATION AND (2) AID IN THE RECORD KEEPING OF

THE JOB PLACE.IENT OFFICE. SECONDLY, AN INTERVIEW WITH THE STUDENT

BY THE COORDINATOR Wall BE HELD. ONE PEASON FOR THE INTERVIEW IS

TO AGAIN LET THE STUDENT "PRACTICF" GETeING A .20B. THE INSTRUCTOR'S

RECOMMENDATIONS AND A RESUME MUST ACCOMPANY EACH CO OP APPLICATION.

--MATCHING OPPORTUNITIES TO THE STUDENTS TRAINING AND ABILITIES

A STUDENT WILL NOT BE PLACED IN A COOP SITUATION UNLESS THE JOB

AVAILABLE IS IN THE SAME "FAMILY" AS HIS TRAINING. ALSO, IF A

PARTICULAR JOB DESCRIPTION REQUIRES SKILLS THAT THE PROSPECTIVE

STUDENTWORKER CANNOT PERFORM ON A BEGINNING LEVEL, HE WILL NOT

BE PLACED UNLESS THE EMPLOYER IS INFORMED OF THE SITUATION AND

GIVES HIS APPROVAL.

----PARENTAL APPROVAL AND TRANSPORTATION

PARENTS MUST GIVE THEIR PERMISSION FOR A STUDENT TO PARTICIPATE

IN THE CO OP PROGRAM. THIS STUDENTWORKER MUST HAVE DEPENDABLE
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TRANSPORTATION TO AND FROM HIS SITE OF EMPLOYMENT.

--SAFETY

BEFORE A WORK STATION IS APPROVED FOR COOP THE PROSPECTIVE PLACE

OF EMPLOYMENT WILL BE VISISTED BY THE COORDINATOR AND A SAFETY

CHECK WILL BE MAKE.

ar
2. EVALUATION OF STUDENTWORKER

THE COORDINATOR WILL BE RESPONSIBLE FOR VISITING THE WORK SITE TO

SECURE AN EVALUATION OF THE STUDENTWORKER. (HOWEVER, TEACHERS

AND OTHERS ARE ENCOURAGED TO MAKE SHORT VISITS.) THE INFORMATION

GATHERED WILL BE FORWARDED TO THE GUIDANCE DEPARTMENT AND THE IN

STRUCTOR.
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JOB PLACEMENT WORKSHOP

FOR COUNSELORS 9-12

WHAT: JOB PLACEMENT WORKSHOP
WHO: KNOX COUNTY GUIDANCE COUNSELORS 9-12

RATIONALE

PLACEMENT OF A STUDENT IN A FULL TIME JOB COMMENSURATE WITH HIS TRAINING
IS THE RESPONSIBILITY OF THE SCHOOL. IN ORDER TO INSURE A SUCCESSFUL
TRANSITIuN FROM SCHOOL TO THE WORLD OF WORK WE MUST BEGIN JOB PLACEMENT
WHEN A STUDENT ENTERS THE SCHOOL, NOT WHEN HE IS INITIATING HIS SEPARA-
TION. THEREFORE, IT IS NECESSARY THAT WE IDENTIFY AND DEVELOP PROCEDURES
AND MATERIALS TO BE USED BY GUIDANCE COUNSELORS IN ADDRESSING THEMSELVES
TO THEIR RESPONSIBILITIES IN THE AREA OF JOB PLACEMENT.

OBJECTIVES

- COUNSELORS WILL BETTER UNDERSTAND THE JOB PLACEMENT PROGRAM AND THEIR
INVOLVEMENT

- COUNSELORS WILL IDENTIFY MATERIALS AND PROCEDURES FOR IMPLEMENTING A
SYSTEMWIDE JOB PLACEMENT PROGRAM

- COUNSELORS WILL BETTER UNDERSTAND GROUP DYNAMICS AND HOW THEY MAY USE
SUCH TECHNIQUES FOR GATHERING AND DISSEMINATIriG INFORMATION

SCHEDULE

FIRST DAY

0:00 - 10:30 GENERAL MEETING

INTRODUCTIONS AND OBJECTIVES OF WORKSHOP--

10. 30 - 11:30

11:30

GENERAL MEETING

(TENTATIVE) VOCATIONAL CHOICE AND
GUIDANCE

- 12:30 LUNCH

1:30 ROLE FUNCTIONS12:30 -

1:30 - 2:30 JOB PLACEMENT AND THE COUNSELOR
(WORKSHOP COORDINATOR)

2:30 - 3:00 ORGANIZE IN SMALL GROUPS. ASSIGN WORK
FOR EACH GROUP. (4-5 MEMBERS EACH)

3:00 - 6:0

---

0 SMALL WORKING GROUPS
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SECOND DAY
8:00 8:30

8:30 10:00

10:00 11:30

BREAKFAST

COUNSELOR INPUT
WORKSHOP COORDINATOR
(WHERE ARE WE?)

SMALL GROUP
GROUP 1: WORKSHOP COORDINATOR
GROUP II AND III: SMALL GROUP WORK

(CONTINUE ON WORK)

11:30 12:30 LUNCH

12:30 1:30

1:30 2:30

2:30 3:30

3:30 5:30

SMALL VORKING GROUPS
GROUP I AND III: WORK1Nn GROUPS
GROUP II: WORKSHOP COOS INATOR

GROUP I AND II: SMALL WORKING GROUPS
GROUP III: WORKSHOP COORDINATOR
SMAL, WORKING GROUPS FOR WINDUP

GENERAL MEETING
1. GROUP GUIDANCE TECH. AND COUNSELOR

INPUT

5:30 6:00 PANEL: "WHAT ARE YOU GOING To Do Now?"
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EXAMPLE - GROUP GUIDANCE UNIT

WHY WORK?

OBJECTIVE: TO EXPLORE THE QUESTION "WHY WORK?"

GOALS (OUTCOMES):

1. STUDENTS WILL BETTER UNDERSTAND WHY WORKING IS NECESSARY.

2. STUDENTS WILL BE ABLE TO EXPRESS WHY THEY ARE PREPARING TO ENTER THE

WORLD OF WORK.

3. STUDENTS WILL UNDERSTAND THAT TO SUCCEED THEY MUST SET GOALS AND TO

REACH THOSE GOALS PLANNING, TRAINING, AND WORK ARE REQUIREMENTS.

(WRITE IN SPECIFIC PERFORMANCE OBJECTIVES.)

"WHY WORK?" I. A UNIT WHOSE PURPOSE IS TO RAISE SOME BASIC AND CHALLENGING

QUESTIONS ABOUT THE ROLE OF WORK IN AN INDIVIDUAL'S DEVELOPMENT. THE IDEAS

OR POINTS OF VIEW PRESENTED ARE LIMITED TO THREE: (1) WORK AS A MEANS OF

EARNING A LIVING; (2) WORK AS A MEANS OF ACHIEVING SATISFACTION; AND (3)

WORK AS A MEANS OF WHAT WILL YOU DO WITH 100,000 HOURS? SOME OTHER POINTS

OF VIEW AN INSTRUCTOR AND/OR GUIDANCE COUNSELORS MAY WISH TO PRESENT ARE:

(1) WORK AS AN )UTLET FOR ENERGY; (2) WORK AS A MEANS OF VENTING HOSTILE

AND AGRESSIVE DRIVES.

HOW IMPORTANT IS A CAREER? MAYBE YOU'VE HEARD IT SAID, "A JOB IS A JOB."

MAYBE YOU'VE SEEN 16- YEAR -OLDS LIKE UELEN WHO ACTUALLY GOT MARRIED RATHER

I
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THAN MAKE UP HER MIND ABOUT A CAREER. OR MAYBE YOU'VE KNOWN YOUNG FELLOWS

LIKE TERRY. HE'D NEVER ONCE COME TO TERMS WITH THE QUESTIONS, SO HE RUSHED

OUT AND JOINED THE MILITARY, THINKING SOMEHOW HIS QUESTIONS WOULD TAKE

CARE OF THEMSELVES BY THE TIME HE GOT OUT. TERRY MARRIED WHILE IN UNIFORM,

NOW IS THE FATHER OF TWO CHILDREN, AND IS HAVING A ROUGH GO OF IT AT WHAT-

EVER KIND OF WORK HE CAN PICK UP.

PERHAPS YOU'VE FELT LIKE ANNE WHO DECLARED, "I'M SO CONFUSED AND MIXED UP

TRYING TO DECIDE. I SOMETIMES WISH I COULD STAY IN SCHOOL THE REST OF MY

LIFE. IT'S EASIER THAN TRYING TO PLAN WHAT YOU'RE GOING TO DO."

AND THEN THERE IS PETE WHO SAYS, "AH, LISTEN, I'M YOUNG; DON'T YOU GET THE

MESSAGE? I WANT TO ENJOY MYSELF FIRST."

TO A LARGE DEGREE, MOST PEOPLE TAKE WORK FOR GRANTED; IT IS A NECESSARY

PART OF LIFE. THIS DOES NOT MEAN THAT PEOPLE CAN FULLY REALIZE WHAT WORK

MEANS TO THEM. ALTHOUGH LEISURE, BETTER HOME LIVING, AND SOCIAL PARTICI-

PATION ARE EMPHASIZED IN THE UNITED STATES' WAY OF LIFE, WORK CONTINUES

TO BE THE CENTRAL DEMAND OF MODERN LIVING. THE OTHER ACTIVITIES OF DAILY

LIFE DEPEND IN LARGE MEASURE UPON THE NATURE AND CONDITION OF ONE'S WORK.

OUR SOCIETY CONSIDERS IT ONLY NATURAL THAT EACH MEMBER ENTER THE LABOR

FORCE. THROUGHOUT CHILDHOOD AND BEYOND AN INDIVIDUAL IS CONTINUALLY ASKED,

"WHAT ARE YOU GOINT TO BE?" IN OTHER WORDS, ALMOST FROM BIRTH AN INDIVIDUAL

IS MADE AWARE OF THE NECESSITY TO FOCUS ON AN OCCUPATIONAL FIELD AND USE

WORK AS A GATEWAY TO MEETING HIS NEEDS IN OTHER AREAS OF LIVING.

WORK HAS NOT ALWAYS BEEN CONSIL.LHED A DIGNIFIED POSITION. TO THE GREEKS,

WORK WAS A CURSE. THE ROMANS THOUGHT MUCH OF WORK WAS VULGAR; AND THE
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HEBREWS THOUGHT IT WAS A FORM OF DRUDGERY. THE MODERN ATTITUDE TOWARD WORK

EVOLVED SLOWLY FROM THE BEGINNING OF CHRISTIPNITY AND AS AN EVENTUAL OUT-

GROWTH OF THE INDUSTRIAL REVOLUTION. NOW WORK IS EMERGING AS MORE THAN A

METHOD FOR EARNING A LIVING: IT HAS BECOME A MEANS OF ACHIEVING SATISFAC-

TION.

INTRODUCE UNIT

SHOW FILMSTRIP "WHY WORK AT ALL?" GUIDANCE ASSOCIATES

DISCUSS QUESTIONS

DO YOU KNOW ANYBODY WHO DOESN'T WORK? HOW DOES THAT PERSON OCCUPY HIS
TIME? DO YOU THINK HE IS TO aE ENVIED?
IF YOU DIDN'T HAVE TO WORK FOR MONEY, WHAT WOULD YOU DO INSTEAD? IS

THAT WORK?

MR. NEWIAN SAYS THAT "YOU ARE INDEPENDENT WHEN YOU PROVIDE FOR YOUR-
SELF WHAT YOUR PARENTS ONCE PROVIDED FOR YOU." IS THAT A GOOD
DEFINITION OF INDEPENDENCE? IS THERE ANYTHING YOU WOULDADD?
TOM OBVIOUSLY THINKS MONEY IS THE CHIEF REASON WHY PEOPLE WORK.
DO YOU AGREE WITH HIM? DO YOU THINK YOUR PARENTS WOULD AGREE WITH
HIM?
Do YOU THINK IT IS IMPORTANT TO SEE THE FINISHED PRODUCT? IF YOU DO,
THEN DO YOU THINK BEING PART OF AN AUTOMOBILE ASSEMBLY LINE COULD BE
SATISFYING?

ACTIVITIES

- HAVE EACH STUDENT MAKE A LIST OF "THE THREE THINGS I WANT MOST IN
LIFE.'' DISCUSS THE ROLE OF WORK IN THESE PREFERENCES.
DEBATE THIS QUESTION: CAN A WOMAN WORK AND STILL BE A SUCCESSFUL
WIFE AND MOTHER?



ADDRESS

NAME

JOB PLACEMENT CENTER

NAME

ZIP

SCHOOL

ADDRESS

PHONE

PROGRAM

D.O.B.

DO YOU LIVE WITH PARENTS? GUARDIAN? RELATIVE? OTHER?

STUDENT INFORMATION RECORD
KNOX COUNTY SCHOOLS

WHAT IS YOUR SOCIAL SECURITY NUMBER?

PREVIOUS EMPLOYMENT HISTORY

YEAR TO GRADUATE?

EMPLOYER DUTIES HOW LONG?
nLnAavn run

LEAVING

BELOW LIST OTHER EXPERIENCES YOU HAVE HAD WHICH HAS HELPED YOU PREPARE FOR
EMPLOYMENT (INCLUDE COURSEWORK).

WHAT AWARDS & RECOGNITION HAVE YOU RECEIVED?

WHAT ARE YOUR HOBBIES /INTERESTS?
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DAYS

ABSENT

9TH

10TH

11TH

12TH

REFERRALS &
DISPOSITION



INSTRUCTORS RECOMMENDATIONS. (SEE ATTACHMENT #2 IN KNOX COUNTY GUIDE.)

ATTITUDE & INTEREST

)

DEPENDABILITY JUDGEMENT

ENTHUSIASTIC ENTIRELY DEPENDABLE DI.PLAYS EX-11INTERESTED REQUIRES LITTLE CELLENT COMMON
SOMEWHAT INDIFFERENT SUPERVISION SENSE
NOT INTERESTED SOMETIMES NEGLECTFUL USUALLY DOES

UNRELIABLE THE RIGHT
ADAPTABILITY THING

INITIATIVE OCCASIONALLY
ADJUST EASILY

USES POOR
GOOD TEAM WORKER TAKES HOLD READILY JUDGEMENT
HAS DIFFICULTY WORKING GOES AHEAD REASONABLE VERY POOR-
WITH OTHERS WELL RASH

ANTAGONIZES FELLOW SOMEWHAT LACKING
WORKERS LAZY

APTITUDE QUALITY OF WORK

GRASPS IDEAS VERY QUICKLY
ABOVE AVERAGE
RATHER SLOW TO LEARN
VERY SLOW

EXCELLENT
ABOVE AVERAGE
BELOW AVERAGE----
VERY POOR

COMMENTS - (WORKHABITS, SPECIFIC SKILLS, MACHINES, WPM, ETC. AND COMMENTS
ON ANY OF ABOVE)

COUNSELING RECORD. (SEE ATTACHMENT #2 IN KNOX COUNTY GUIDE, ESPECIALLY
2A, 4C, AND 6)
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INSTRUCTIONS FOR COMPLETING STUDENT INFORMATION RECORD, JOB PLACEMENT CENTER.

NAME - FULL NAME, IF MARRIED LIST FULL MAIDEN NAME THEN ADD MARRIED
NAME IN ( ), I.E. MARY KAY JONES (SMITH)

SCHOOL - NAME OF SCHOOL, I.E. CARTER HIGH, POWELL HIGH

PROGRAM - VOCATIONAL CLASS IN WHICH ENROLLED, I.E. AUTO INDUSTRIES, VOE,

ADDRESS - COMPLETE, INCLUDE STREE1 OR ROUTE NUMBER, STREET OR ROAD, POST
OFFICE, AND ZIP

PHONE - OWN OR WHERE STUDENT MAY BE REACHED.

D.O.B. DATE OF BIRTH - 19 NOV 37

Do YOU LIVE ? CHECK ONE; ASSUMING THE PERSON WITH WHOM THE STUDENT
RESIDES IS ALSO THE ADULT LEGALLY RESPONSIBLE FOR THE STUDENT.

NAME - PARENT/GUARDIAN FULL NAME

ADDRESS ..- PARENT/GUARDIAN ADDRESS, COMPLETE ONLY IF DIFFERENT FROM STUDENTS.

SOCIAL SECURITY NO. - IF STUDENT DOES NOT POSSESS A SOCIAL SECURITY NUMBER,
FILE APPLICATION TO SECURE ONE.

YEAR TO GRADUATE - SCHOOL YEAR E.E. 72-73) STUDENT EXPECTS TO GRADUATE.

PREVIOUS EMPLOYMENT - ANY AND ALL; REGARDLESS OF LENGTH, DUTIES, PART-TIME,
FULL-TIME, PAID OR NOT PAID. IF STILL WORKING, ENTER "PRESENT"
UNDER REASON FOR LEAVING.

. . OTHER EXPERIENCES . . . -- ESPECIALLY EXPERIENCES OF WORKING WITH OTHER
PEOPLE, I.E. FOOTBALL 3 YEARS; OFFICER 1N YOUTH CLUB - LOCAL,
REGIONAL, STATE, NATIONAL; SCHOOL PUBLICATIONS.

. . . AWARDS & RECOGNITION . . . - SCHOOL LETTERS, YOUTH CLUB AWARDS,
OFFICERS ELECTED TO, COMMUNITY AWARDS/RECOGNITION, ETC.

HOBBIES/INTERESTS? - WHAT DOES THE STUDENT LIKE TO DO WITH LEISURE TIME -
EITHER PARTICIPANT OR SPECTATOR?

DAYS ABSENT - TAKEN FROM PERMANENT RECORDS. LONG ABSENCES SHOULD BE EX-
PLAINED UNDER "COUNSELING RECORD."

REFERRALS & DISPOSITIONS - SPACE FOR JOB PLACEMENT OFFICE. Do NOT WRITE
IN THIS SPACE.
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KNOX COUNTY SCHOOLS JOB PLACEMENT CENTER
SOME CHARACTERISTIC CONSIDERATIONS
FOR PROSPECTIVE CO-OP STUDENTS

INSTRUCTORS MAY WISH TO USE THIS FORM BEFORE THEY MAKE A RECOMMENDA-
TION TO GUIDE THEIR EVALUATION OF A STUDENT WHO IS SEEKING PARTICIPATION
IN THE CO-OP PROGRAM.

I. APTITUDE AND TALENT

A. GRADE RECORD

B. CREATIVITY

C. OVER/UNDER ACHIEVER

D. MANUAL DEXTERITY

2. VOCATIONAL INTEREST AND VOCATIONAL MATURITY

A. STUDENT'S CAREER GOALS

B. STUDENT'S PLANS FOR FUTURE LOCATIONS OF EMPLOYMENT

C. WILLINGNESS TO ACCEPT RESPONSIBILITY

D. RECORD OF ATTENDANCE AND PUNCTUALITY

E. WORK HABITS

F. EXTRA-CURRICULAR ACTIVITIES

3. EMOTIONAL STABILITY

A. CONTROL OF TEMPER

B. NERVOUSNESS

C. TEMPERAMENT

4. PERSONALITY FACTORS

A. SELF-STARTER/LETHARGIC

B. SENSE OF HUMOR

C. GENERAL OUTLOOK ON LIFE

D. CHARACTER (HONESTY, LOYALTY, MORALS, AMBITIONS)
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5. HEALTH

A. GENERAL HEALTH

B. STAMINA

6. SOCK- ECONOMIC BACKGROUND

A. NEED TO SUPPLEMENT FAMILY INCOME

B. PARENTAL ASPIRATIONS FOR THEIR CHILD

C. EMPLOYMENT PATTERNS OF FAMILY



tr

PRELIMINARY APPLICATION FOR EMPLOYMENT CO OP

DATE

NAME PHONE
LAST FIRST MIDDLE

ADDRESS ZIP

Do YOU LIVE WITH PARENTS GUARDIAN RELATIVES FRIEND OTHER

DATE OF BIRTH SINGLE MALE MARIED FEMALE

S.S. No. LOCALITY PREFERRED

WHAT IS YOUR DRAFT STATUS?

TRAINING AND/OR EMPLOYMENT RECORD (INCLUCE HIGH SCHOOL) (LIST SUBJECTS AND
EXPERIENCES YOU FEEL PREPARED YOU FOR WORK).

PROGRAM OR REASON FOR
SCHOOL OR EMPLOYER ADDRESS KIND OF WORK WHEN LEAVING

LIST ANY MACHINES, TOOLS, EQUIPMENT, ETC. YOU FEEL YOU CAN HANDLE ESPECIALLY
WELL.

NUMBER IN FAMILY IS IT NECESSARY FOR YOU TO SUPPLEMENT THE FAMILY INCOME?

Do YOU HAVE ANY PHYSICAL CONDITION THAT MAY LIMIT YOU? IF YES, PLEASE
EXPLAIN

IF NEEDED FOR WORK, DO YOU HAVE

DRIVERS LICENSE SPECIAL CLOTHG OTHER

TOOLS TRANSPORTATION

CC FOR CD COOP FORM #1

1.s

SIGNATURE OF APPLICANT (STUDENT)



I HEREBY GIVE MY PERMISSION FOR THE ABOVE NAMED STUDENT TO PARTICIPATE IN PART
TIME EMPLOYMENT IN THE VOCATIONAL PROGRAM IN WHICH HE OR SHE IS ENROLLED.

SIGNATURE PARENTTGUARDIAN

INSTRUCTOR

I HEREBY MAKE THE FOLLOWING RECOMMENDATION CONCERNING THE NAMED APPLICANT.

DATE INSTRUCTORS SIGNATURE

PRINCIPAL

I HEREBY GIVE MY PERMISSION FOR THE NAMED APPLICANT TO PARTICIPATE IN THE COOP
PROGRAM AS ADMINISTERED BY THE CONTEMPORARY CURRICULUM FOR CAREER DEVELOPMENT
ACCORDING TO THE FOLLOWING SCHEDULE.

DATE SIGNATURE OF PRINCIPAL

.11..

1+2



I PARENTS' PERMISSION & WAVIER FORM
KNOX COUNTY SCHOOLS JOB PLACEMENT CENTER

MAY DEVELOP AND GIVE HIM/HER ASSISTANCE AND ENCOURAGEMENT IN DEVELOPING
POSITIVE WORK HABITS AND ATTITUDES NEEDED TO MEET THE CHALLENGE.

I ASSURE YOU THAT I, IN COOPERATION WITH THE EMPLO1ER, GUIDANCE
COUNSELOR, TEACHERS, AND OTHER SCHOOL STAFF, WILL ASSIST THE STUDENT-
WORKER IN MATTERS PERTAINING TO CO-OP, WHEN AND AS NEEDED, TO MAKE THEHAS MY PERMISSION TO PARTICIPATE IN CO-OP EXPERIEW,E A MEANINGFUL AND REWARDING PART Of HIS/HER GROWTH T('-WARD VOCATIONAL MATURITY.

THE VOCATICNAL CO-OP PROGRAM AS ADMINISTERED BY KNOX COUNTY DEPARTMENT OF

IF 'OU HAVE ANY QUESTIONS, PLEASE CONTACT ME AT 922-7427 ORPUBLIC INSTRUCTION. 933-5754.

I HEREBY RELEASE THE SCHOOL ANC THE KNOX COUNTY BOARD OF EDUCATION
FROM ANY RESPONSIBILITY INVOLVED IN THE ABOVE NAMED STUDENT TRAVELING
TO AND FROM WORK.

" ...P.

DATE PkRENTS/GUARDIAN SIGNATURE

CUT OFF AND RETURN TOP PORTION WITH APPLICATION

DEAR PARENT OR GUARDIAN,

.10011. ..

IN ORDER THAT YOU MAY BECOME BETTER ACQUAINTED WITH THE CO-OP PROGRAM
PLEASE NOTE THE FOLLOWING INFORMATION:

-THE STUDENT-WORKER MUST CARRY AND MAINTAIN SATISFACTORY GRADES IN
REQUIRED AND ELECTIVE COURSE WORK (IN ADOITION TO VOCATIONAL PRO-
GRAM) THAT WILL MEET GRADUATION REQUIREMENTS.

A MINIMUM OF FIFTEEN (15) HOURS PER WEEK WILL BE SPENT ON THE JOB
IN LIEU OF ATTENDING HIS/HER REGULARLY SCHEDULED VOCATIONAL CLASSES
AT THE SCHOOL, FOR WHICH APPROPRIATE UNITS OF CREDIT WILL BE
AWARDED.

-THERE WILL BE A TRY-OUT PERIOD OF FOUR WEEKS TO SEE WHETHER THE
STUDENT-WORKER IS SUITED FOR THE JOB AND IF THE JOB IS OF SUFFI-
CIENT CHALLENGE AND PROVIDES LEARNING EXPERIENCES BEYOND WHAT
HE/SHE CAN BE PROVIDED IN THE CLASSROOM. IF NECESSARY, APPROPRI-
ATE CHANGES WILL BE ARRANGED.

IT IS OUR DESIRE THAT THROUGH THE CO-OP PROGRAM YOUR CHILD CAN BE
GIVEN A VARIETY OF LEARNING EXPERIENCES THAT CANNOT BE DUPLICATED IN A
CLASSROOM. AT THE SAME TIME THAT HE/SHE IS GAINING EXPERIENCE AND GET-
.ING CREDITS FOR GRADUATION, HE/SHE IS ALSO EARNING.

To A LARGE DEGREE, YOUR CHILD'S SUCCESS IN COPING WITH THIS ADDED
RESPONSIBILITY WILL DEPEND ON THE SUPPCRT YOU ARE WILLING TO GIVE. WE
HOPE YOU WILL BE MINDFUL OF ANY NEGATIVE WORK HABITS OR ATTITUDES THAT

SIITEREly YOURS,

, Z//7 7 i 4:-.-- 7- it(-- i)/

WALTER E. McMILIAN
JOB PLACEMENT COORDINATOR
KNOX COUNTY SCHOOLS

)



SAFETY CHECKLIST

To BE COMPLETED BY THE COORDINATOR BEFORE STUDENT IS APPROVED FOR "CO-OP."

ON SITE VISIT MUST BE MADE AND OBSERVATIONS RECORDED IMMEDIATELY AFTER

VISIT.

1. INSURANCE COMPANY (WORKMANS COMPENSATION)

2. LIGHTING - ADAQUAIF

3. VENTILATION - FUMES, OUST.

4. FIRST AID - SUPPLIES AVAILABLE?, TRAINED PERSONNEL?

5. FIRE CONTROL - FIGHT EQUIPMENT? STORAGE?

6. SAFETY SHIELDS AND EYE PROTECTION - IN PLACE, AVAILABLE?

7. ARRANGEMENT OF WORK STATIONS - ADAQUATE DISTANCE BETWEEN STATIONS?

8. GENERAL APPEARANCE - CLEAN, SLOPPY, ETC.?

9. ORIENTATION TO SHOP PRIOR TO WORK ASSIGNMENT?

10. OTHER - OVERHEAD, MOVABLE EQUIPMENT? LIFTS
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CONF IDENTIAL

KNOX COUNTY SCHOOLS JOB PLACEMENT CENTER

REPORT ON STUDENT-WORKER

NAME DATE

EMPLOYER PHONE

SIGNATURE OF PERSON COMPLETING THIS FORM

WHAT IS YOUR ASSOCIATION WITH THE ABOVE NAMED STUDENT-WORKER?

CHECK IMMEDIATE SUPERVISOR PERSONNEL MANAGER

CO-WORKER-TRAINER OTHER



I PLEASE CHECK THE MOST APPROPRIATE DESCRIPTION. A "REMARKS" SECTION
APPEARS IN EACH AREA OF EVALUATION. PLEASE FEEL FREE TO MAKE FULL AND
COMPLETE COMMENTS CONCERNING THE STUDENT - WORKER. NO ONE SHOULD SEE THIS
REPORT EXCEPT THE STUDENT - WORKER, THE EMPLOYER, THE TEACHER AND THE CO-
ORDINATOR. THANK YOU FOR YOUR PROMPT ATTENTION.

1. DEPENDABILITY:

CAN HE ASSUME AND FULFILL JOB ASSIGNMENTS?

REQUIRES MINIMUM SUPERVISION

REQUIRES AVERAGE SUPERVISION

REQUIRES CLOSE SUPERVISION

REMARKS:

2. JUDGMENT:

CAN THE STUDENT - WORKER MAKE CORRECT DECISIONS?

CONSISTENTLY MAKES SOUND JUDGMENTS

UNDER NORMAL CIRCUMSTANCES JUDGMENTS ARE SOUND

FREQUENTLY MAKES INCORRECT JUDGMENTS

REMARKS:

3. PUNCTUALITY:

DOES THE STUDENT - WORKER REPORT TO WORK ON TIME?

NEVrER LATE

OCCASIONALLY TARDY, BUT NO MORE THAN 5 MINUTES

ALMOST NEVER GETS TO WORK ON TIME

REMARKS:
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3. PUNCTUALITY "CONTINUED ) :

B. DOES THE STUDENT - WORKER COMPLETE JOB ASSIGNMENTS ON TIME?

PAGE 2

STUDENT- WORKER COMPLETES JOB ASSIGNMENTS AHEAD OF SCHEDULE

STUDENT - WORKER COMPLETES MOST JOB ASSIGNMENTS IN NORMAL LENGTH

OF TIME

STUDENT - WORKER CANNOT WORK ON SCHEDULE HOLDS UP OTHER WORKERS

REMARKS:

4. WORKMANSHIP:

A. DOES THIS STUDENT - WORKER TURN OUT QUALITY WORK?

EXCEPTIONALLY GOOD WORKMANSHIP, RARELY MAKES MISTAKES

PRODUCES WORK OF AVERAGE QUALITY

ALWAYS NECESSARY TO CHECK WORK, MAKES FREQUENT MISTAKES, SLOPPY

REMARKS:

B. HOW MUCH WORK DOES THIS STUDENT - WORKER TURN OUT?

CONSISTENTLY PRODUCES MORE THAN AVERAGE AMOUNT OF WORK

PRODUCES AN AVERAGE AMOUNT OF WORK

PRODUCES AN UNACCEPTABLE AMOUNT OF WORK

REMARKS:
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PAGE 3

5. INITIATIVE:

DOES THIS STUDENT- WORKER SEE TASKS TO 00 AND BEGIN WORKING ON THEM?

CONSISTENTLY PUTS FORTH EXTRA EFFORT; KEEPS BUSY WITHOUT SUPERVISION

PERFORMS REQUIRED JOB FUNCTIONS WITH AVERAGE AMOUNT OF SUPERVISION

UNWILLING OR UNABLE= TO ACT WITHOUT DETAILED DIRECTIONS AND SUPER-VISION

REMARKS:

6. COOPERATION:

A. HOW WELL DOES THE STUDENT - WORKER GET ALONG WITH CO- WORKERS?

OUTSTANDING ATTITUDE; CONTRIBUTES MUCH TO SHOP MORAL

GETS ALONC WELL WITH COWORKERS, SETS A GOOD EXAMPLE

CANNOT OR DOES NOT GET ALONG WITH CO- WORKERS

REMARKS:

B. How WELL DOES THE STUDENT - WORKER GET ALONG WITH THOSE IN AUTHORITY?

COOPERATES FULLY WITH SUPERVISORS, CAUSES NO FRICTION

GETS ALONG WELL WITH SUPERVISORS

RESISTS SUPERVISION OR AUTHORITY, MAKES NO EFFORT TO GET ALONG
WELL

REMARKS:

7. ABILITY TO LEARN:

DOES THE STUDEI'T-WORKER PROGRESS QUICKLY FROM LESS DIFFICULT TO MORE
DIFFICULT TASKS?

LEARNS NEW UTIES OR Ti,AS RAPICLY; REQUIRES LITTLE OR NO
FOLLOW -UP



7. A3ILITY TO LEARN (CONTINUED):

PAGE 4

LEARNS WITH AVERAGE AMOUNT OF INSTRUCTION; REQUIRES SOME COACHING
AND Ft:I...LOW...UP

INADEQUATE, SLOW TO LEARN, REQUIRES CONSTANT INSTRUCTION ON THE
SAME TASKS

SLOW, BUT CAN LEARN WITH REPEATED INSTRUCTION, COACHING, AND
FOLLOW -UP

REMARKS:

8. JOB KNOWLEDGE:

A. DOES THE STUDENT- WORKER POSSESS A BASIC WORKING KNOWLEDGE OF
NECESSARY INFORMATION?

HAS AN OUTSTANDING UNDERSTANDING OF INFORMAIION NEEDED TO PERFORM
WELL

KNOWS ENOUGH TO PERFORM REQUIRED TASKS

DOES NOT KNOW ENOUGH TO PERFORM EVEN SIMPLE TASKS

REMARKS:

B. DOES THE STU!)ENT- WORKER POSSESS THE NECESSARY BASIC SKILLS?

SKILL IN HANDLING TOOLS, ETC. IS HIGHLY DEVELOPED

SKILLFUL ENOUGH TO PERFORM REQUIRED TASKS AND DUTIES

_LACKING IN SKILLS NECESSARY TO PERFORM, CANNOT PiNDLE TOOLS, ETC.

REMARKS:

9. JOB SATISFACTION:

DOES THE STUDENT- WORKER SEEM HAPPY WITH HIS WORK, PAY, ETC.?
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9. JOB SATISFACTION (CONTINUED):

1

PAGE 5

SEEMS EXTREMELY SATISFIED, SEEMS TO FEEL "AT HOME"

SEEMS TO ADJUST TO JOB WELL, TAKES PRIDE IN HIS WORK

SEEMS UNHAPPY MOST OF THE TIME, GENERALLY DISLIKES WORKING

REMARKS:

I I PLEASE ANSWER THE FOLLOWING QUESTIONS AS BRIEFLY AND DIRECTLY AS
POSSIBLE (BE FRANK).

1. HOW WOULD YOU RATE THIS EMPLOYEE ON HIS JOB AS COMPARED WITH
OTHER EMPLOYEES WITH EQUAL EXPERIENCE?

2. CAN YOU "COUNT" ON THIS EMPLOYEE, DOES HE FOLLOW YOUR DIRECTIONS
AND DO WHAT IS EXPECTED OF HIM?

3. DO YOU THINK THIS EMPLOYEE HAS THE SKILLS, KNOWLEDGE, AND ATTI-
TUDES NECESSARY TO ADVANCE IN THIS TRADE OR OCCUPATION?

4. WHAT CO YOU FEEL ARE THE STRENGTHS AND WEAKNESSES OF THIS
EMPLOYEE?

IZI



COMPANY

ADDRESS

CONTACTS NAME

KNOX COUNTY SCHOOLS JOB PLACEMENT CENTER
JOB ORDER

DATE

PHONE

PRODUCTS OR SERVICE

JOB TITLE

SPECIFY REQUIREMENTS, AGE, PHYSICAL CAPABILITIES, SKILLS, KNOWLEDGE, ATTITUDES

CHARACTERISTICS OF JOB OPENING

REFERRALS:

WHEN A JOB OPENING IS LISTED WITH THE JOB PLACEMENT CENTER THE FOLLOWING

ACTION IS TAKEN BY THE COORDINATOR:

- JOB ORDER FORM IS COMPLETED (SEE ABOVE).

- APPROPRIATE RECORDS ARE SCREENED.

- AT LEAST THREE PROSPECTIVE APPLICANTS ARE IDENTIFIED.

- INTERVIEWS ARE SET UP.

- EMPLOYER IS CONTACTED FOR FEEDBACK.

- INFORMATION CONCERNING REFERRAL AND DISPOSITION IS RECORDED.


