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The Youth Training in the Private Sector Model was deveiobed by the Center

< ow [}

for Urban Programs (CUP) during two years of monitoring the implementation

,

of Eheayocational Exploration in the Privdte Sector (VEPS) Program. -VEPS,

Y

an exoerimental NYC program, placed eligible youth in work/training positions

in the private sector and paid a poﬁtion of their wages. The portion of wages

‘paid by NYC compensated the private sector employers for their extraordinary___
. ° . N

costs (such as increased supervision and training) in working'with low-income

\

. high school youth,'many with academic and family:problems. ’

s

n the model presented

The recommendations and’ implementation suggestions
N
infSection Two were based upon material in Department of La

<«
r Field Memorandum-

- Y

‘WL§255 73 (August 24, 1973). The materggl in FM 255~ 73 was t\\have been

s

published in the Federal Register. Hoéwever, because‘Congress/%as consider-

L N .

ing new manpower legislation, inserting the material in the Federal Register
x

hd *

° to permit continued operation of VEPS was deferred pending Congressional action.
' ! :
With the passage of the Comprehensive'Employment and Training Act (CETA), the
guidelines and,; recommendations in FM 255-73 were not published in the Féderal
g .

Registes. ; : o 1

% { ' ’ ' ~5

[

The Model is stxuctured for a qgrﬁ experience program, but can be‘adaoEEd
3 4 had - -

for use in on-the-job training nrograms. Under CETA regulations 'direct sub-

sidization oﬂ wages for participants employed by private employers organized for

,profit is not an allowable expenditure" [8 95.33d (2) (i1)] in on—the-joo train-
.ing programs. T

* ° } ~

Prime sponsors may provide payments or other inducements to public
or private employers for the bonafide training and related ‘casts of
_enrollirig individuals in the program; provided that payments to
employers organized for profit are omnly made for the costs of re-
cruiting, training and supportive services which are over and above
those normally providéd by the employer;‘/[é 95.33d (2) (i1)].

- :.(?’-:r"" 4 ) ‘< f

' ) ' : ' . N . : f“:""‘ ) % . | - » R‘
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A VEPS type program could be operated under CETA as an on-the-job train-
ing program. Employers would pay the entire amount- of enrollee wages, and

sponsors would compensate employeré for costs over and above théir normal

-~

. . training costs. Components used in VEPS, such as counseling and career ex-

ploration, could be retained in the on-the-job training program,

s »

The difference between on-the-job training activities and work experience

. >
detailed in the CETA regulations is as follows: s

"On~the-job training (0JP) refers to training conducted in a work.
environment designed to énable individuals to learn a bomafide
skill and/or qualify for a particular occupation through demon=-

d - stration and practice. 8 95 33d (2) (1)]. : .

"Work experience activities for youtdl include part- time work .
for students attending school, short-term employment for stu-
dents during summer, short-term employment for olUt-of-school
youth adJuSting to a work setting and in ‘transition from,
school to a job setting; short-term employment for recent
graduates; and short-term or part-time employment for‘%hose
youth who have no definite occupational goal and for’ whom
_— - no training or job opportunity immediately exists." [§‘95 33d .
(4) (i1)1]. . .
' A R . .
Thereforeg while "work experience in the private for profit sector is
&

prohibited" [§ 95. 33d %) 1, the VEPS program concept can be modified for

-

¢ use as an on—the—lob training program. - N '
N . ' . . v o
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S. INTRODUCTION

v H

4

§

The Manpower Admi;%stration, U.S. Department of Labor, experimented
. ‘ woar W ( "
+ \ L
for two years in ;pe development and demonstration of a vocational explor-

atign program.for in-school ﬁeighbonhood Youth Corps enrollees at private

sector worksites. The Vocatiéﬁal Egploratiog)in the Private Sector (VEPS)

program p?ovided for the selection of progable high school dropoits,'their

placement in tﬂe pfiyate sector over, a.sﬁmmer and subsequent school year,
‘ wage cost sharing‘betweeﬁ'N§C and the private sector, and the pfovisiqn

Vof intensive and coordinéted counseling, orientation to the world of work,
career exploration, gn'the‘gpb training, and york expefience.
Tﬁe Center for Urban %;ogr?ms (CUP) at Sainmt Loﬁis University‘was
under éontract to the U.S. Department of Labor (Con;radt No. 82—29-71—345
to monitor-analyzg/%irst year (VEP%}I) operations, prepare recommended
guidelines for a §econd program yéér (VEPS-II), and develop a modelﬁimple-
<
mentation manual. Those obligat;bhs have been fulfilled and 2 final report,
including ;nalysis of impact;/has been prepared. CUP hasgreviewed }he
second year of vﬁés undggh(Grant No., 42-29—72-07}*&0#" //

(1) Compare andidqument alternative approaches f&rseétablishing
' and operatinggthe program components of VEPS-II.

(2) Provide peribdic feedback to the Department of Labor regarding
program operations and problems of VEPS-II.

. . v f a o ‘
(3) Assess the impact' of VEFS ontparticipating youth and agencies,
including follow-pip. on first year enrollees' as the&'graduate .

and entef the\yogk force. ) >

&

o i

(4) Analyze the broad first and second year‘VEPS experiences to
assess whether éhere,a;e outcomes which might support "con-
.tinuing VEPS as a:permanent. program under NYC administration.

- ¢ . \\’ ~g

«
~ (5) Develop a program mgdél for use in implementing guidelines
formulated for any gbnt}guggipq%of VEPS.
» ‘ v "‘[.7 ’, .:’y" /J
L
T

- .
‘ . .
. .
2 - . -
" ’
“ .
s

[
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Twenty cities conducted VEPS programs during the two years CUP has -
~ & R -

éﬁ monitored the project. Eleven cities conductihg the second year program

3
NS

4

were selected for intensive study. Soqg 800 youth participated in the

<«

second year of VEPS. The ‘current research findings areibased ‘on data ; .

‘from enrollees! records, and interviews with private sector employers b

~ .
[

and staff»at_the local NYC offices.

Periodic reports were submitted to the Office of Research and Develop-

_ment's Division of Ekperimental_Operations Research in, the Manpoﬁer'

~ A
4

Administration. A Final Report and Assessment of thexfirst program year
. .

- ‘

was ¢ompleted in February, 1973. " An assessment report containing rec-

¢

ommended guidelines for continuing the VEPS éoncept was submitted in.

) . '
B

, '

May, 1973. N Qb )
Section Ong of this report contains@Z description of the.two years

* -

of VEPS program operation and a discussion of CUP's preliminary findings.
-, o~ ) - P N - ! v, .
Section Two presents recommendations and implementation suggestions for .

continuing youtﬁ'placement in the .private sector. The model uses guide~ »
. ' ’ R .
lines contained in U.S. Department of Labor Field Memorandum No. 255-73

: - 2 S
(August 24, 1973) which were never published in éhe Federal Register. The -

-

higﬁligﬁ%s of the changes'from the VEéS experimental program are also
. ° N .
* included. Four appendices are included: a sampie orientation program, a
..; “a " g ' .
,gample vocational exploration prograﬂ, a selection of sample forms used in

VEPS programs, and a bibliography of vocational exploration resource materials.
- . , ‘ A d

’

o




,Alliance of Businessmen), various procedures such as training station rota- .

IS ’ > \: 7 ‘J& o L ” ’ '
- - - ) e ’ v ‘:;’- ,@ ‘\
' Y C L )
. L . o | i
SECTION ONE, EXPERIENCE mm THE VOCA!‘IONAL EXPLORATION e
IN THE !PRIVATE SECTOR PROGRAM T w0
* J « .
‘“ The recommendations for NYC enrollee placement in the private sector é
- Sx "
' ) 2
|4

presented in U. S Department of Labor Field Memorandpm No‘%§55 73 (August 24

-
.

.~ i

l973) repreient the third stagé in the evolution of the xPcational‘Explora- ’

tion in the Private Sector (VEPSD Program, an experimental work experience "

- ,
ymz[, y

p%ogram. VEPS programs operated in over twenty cities during the two years

it was’ conducted ' Departgant of Labor Field Mggorandum No. 183-71 [(May 14 a \?

.
N

l97l) contained the guidelines for. the firgst year of g eration and identified
s 4\-¢¢Q LN
the cities which could pérticipate. The guidelines sﬂfcifiedfin detail ~each

agency s role (Neighborhood Youth Corps, local schodl system, and the National

. . - -

\ .

[

s ~

AR 4

tion "and payroll weré detailed and complex.

. The first year guidelines were modified for the 'second y?ar of opera-
tion in DOL Field Memorandum No. 195-72 (May 12, 1972) zéThe selection of )

\(.z"v-’
/mo;- N

4 .
additional VEPS cfties was left to the Regional Manpower %dministrators.. 4

‘
While retaining a detailed format includin§ prooqdures fQ% implementing
e \; & , -
some components, the secbnd year guideIines gre§§%y simpli?ied the more
i

,\‘&ﬂ

4
—
?

;o€

complex elements of the*first year program, . Pay¥oll procedures and train-//

) - . A
ing stations rotation were among the elements, made more flexible. R -

»

K This section of the model for implementing youih training~in the private~ -

4 ,42/'
B .ﬁ ey
sector provides background information on the debign .and modification of '

the VEPS program + It is hoped this material will amplify the rgcommendations too

an suggestions for implementation contained in,Section TWo. *{he proéedures
¢ - ‘ RN

contained in that section were basedion Field Memorandum,No.$£§5—73 (August 24

. , . A

9@4 ’

1973) which was never printed in the Fedetral- Regist;r. i

| \ o S
t ) ;i ‘ ' ’ Fen
- 3 AN 0y
- . \r v " ’ ’ s % &‘_2 \I
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. 1 : . : o
. %.§VEPS Program Objectives - . ) j%faw
S % R LR S -
\ The program objectdves of VEPS were comparable to those of the regular .

1

- Py .
* &

“ 'NYC.inrschool program. Briefly stated thes objectives are:

(l) To provide youth with—the incentive to remain in school and earn

’ - . - . - T
- B L

. a high’ school diploma - The VEPS proje&t was initially desigqed for probs |

LU ! --“‘:__.c/ .- ! - <
b P

‘- able high school dropouts. The incentive to- remain in school was to be . ‘

s’ P

o & s
‘proyided by,intensive counseling,‘remediation, and work experience'componr_ -
. : . ) '-3 - ; . ' Lo -t . - 0.

ents. : SR :

.
o

3 o, N RN R , . y

program spught to provide. a. broader and more .tramnsferable NYC work ’experIL

’ = . . ,

.énce by~3sing private rather than public sector work sites: Vocational
4 P ) - ; o v

educators have long complained that the initiation o§ students to the world

’..Qf work'is begun very.late in the stuqent's life,’since career planning

. often occurs.immediately prior to.high s;hool graduatioh;‘ Youth who are |

h probable dropouts need an incentive to remain in school and prepare for ' 7 -
c "a career. Without such prepanation the VEPS, target group would enlarge, .' ”
L . the young unemployed labor pool whose interest, apbitude, and potential:

. ¢ \

1 have never-been adequately utilized. "The VEPS work training experience'

could possibly provide the incenti#e to remain in ‘gschool for the target

group, offering the opportunity to select and prepare for a career in an

'
G ‘-
v, . i . /',_

2 » ' area of personal interest and contact. .. 4, < ~ .- g

- < n 7. a/

' (3) To provide youth with part—time employment in school — A major,/
oo . ‘ |

“ ‘ objective of VEPS was for employers to continue employing enroliees on a

,’i' . partttime basis during the enrollees high school career. Upon graduation,

. . LI . .

1’3



*

L g ©s Yl
it was hoped that: the enroIlee would be employed by sthe participating

company as a regular full-tidé empldyee or by another employer seeEing

would provide enrollees with the widest possible exposure to the world of.

P4

8

labor skills possessed by the enrollee.

Description of the First Year Experimental VEPS Program - f," :

As described in Field Memorandum No. l83—7l,mthe VEPS-I program was

<

designed for Neighborhood Youth Corps in—school youth as ‘a year—round

y y

pilot effort in selected cities * Developed by the Department of Ldbor

and the National Alliance of Businessmen (NAB), joined by the Office of

.

EdUcation of the Department of Health, Education and Welfare, the program
& r
provided career expldration and training opportunities that, it was hoped

~ r

w0uldsresult inﬁreduntion of high school dropouts and the flow of untrained

\unskiIIQd youth into the\\abognmarket. Primary emphasis was to be given

<

to the development of training “and career exploration opportunities that
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work. Training assignments were to be related directly to Ihe interesps

. "

/ . /
. Ihe major components of VEPS were as follows:‘, P4 S 4//7
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o (1) Counselingfand Remediation. This component was to prdvide en—
N Ay e
rollees with the motivation and‘basic educational skilﬂs -n ded -function .o
//,/ ' '/" f"l(- \ al R _: .
‘ effectively in a work environment. T . b e a5 T i
T o LMl ey
) Orientation. This eomponent was to provide enrgllees witﬁ %2” Af:-jt,
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basic grasp of demands of the world of WOrk an awa _n§§§-b€ the parficia~\.«.f£,.
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" *Originally, fourteen cities were targeted for VEPS programs, but > =
four sites were unable to start programs. Two cities--Columbus Georgia,,. , - Q :
and Portland Oregon——terminated VEPS after tlie summer pnase. The remain-‘**

tas™S
‘ing program cities are:, Columbus, Ohio' Flint, Michigan; Fort Worth, f-a'y K

Texas; Lawrence and Haverhill, Massachusetts; Norfolk, Virginia; Pittsburgh,.

Pennsylvania' Salt Lake City, Utah, and San Bernardino, California. »'l}ﬁﬁf
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pating company s business, an acquaintance with company) facilities, a -
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revig of’ industry safetyf programs and procedures, and an explication of
! . / ° . - "
‘the enrollee s 'primapy "b_,jectli,ves whd.le in the program and the company' s

« . R R A o T
“interest in the programi . . .+ . s
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£ ‘ / .(3) Career‘ExplvGI}é"tion. This component was to provide enrollees .
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T wit‘p opportunities, to Uecome familiar with the panorama of. jobs in the .
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‘wm:ld of worlg/ to o”bserve others in a work enviromnent, to di.scuss with
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- permanent employees the: ;raining and education needed‘ for job Success, to .

.
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B & understand the rewards aris:fng from employment, and to. leam of the possi-
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bilities of upward mobility in a given skill-- o e
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R (4) Non—Productlve On-l‘he—dob :l‘raining. ‘I'his compOnent involved _ .

r.. '

' Y. cl\ose supervision of youth em:ollees as - they developed bas’ic Jbb skills )
5 A 3- N \ < ~ . LA . '.‘ . L

. an\fi the app,lication o‘f those learned skills in \the actual work environ-f'
] i ’.l‘ ‘33' ;'- ; T M. '1 i L4
men‘\:\ This. component was‘\entirely non-productive on-the-job training. ,

Tomg, 2

,— .(5.){ Productive Worlc Experience. This program compontent provided

i iy c't‘ua:I wo}k experlence i.'n p\roduction of marketable goods and services. S
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semester, and secb}zd school semester) 'At the sfart’ of each s,egment,f.the

[lg

{i Lo EviThe f‘ui]\\‘zear VEPS program had three segments (summer, first school -
|  peles

| ,, e N r\\ - .

; . fenrollee was tb move to\a new wo sta‘tion with either his present employer .
-3 Vg et ‘, & - \ ~
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B ‘or another. At the con&lusion of’ the \program ‘each enrollee was to have-» e }
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0% ffhad three separate VEPS Work experiences. T e oot
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: VR R Youth participants in the- VEPS program were to be recruited by NYC

"i ii’ '-' » T ' , s \ .
: TS sponsdrs, potential enroj.lees were J:o be in+school youth at leas t\lé years
v _‘ - \xs/l \» . .
I 4"of age who were’ econbmically disadvantaged as defined by N’YC guidelines.
k! j:j.‘} }, ' ‘} Lo
9“' Caddj.dates were to be referred to thea appropriate high school counselors
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Tﬁ(or,dertification l;hat* the students kaould be llth graders “in September,
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and that they were probable dropbuts. oo 4 r-)'
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Counselors here to be selected for their interest in

a

schools (during the school year),’ and would assist NYC sponsors and com-
rd ""

panies in developing and operating several program components.

. Worksites for enrollees were to be identified and selected by NAB

s
PN -

metro offices; criteria for participating private sector companies included

2 Y .

a demonstrated interest in training and employing in-school youth, and)a.
capability of effectively training new personnel. The program was to be

designed so as to provide each enrollee three separate and distinct work

<

¥ experiences either within the same company or- in different companies over

‘the course of one year. As conditions for participating in the program,

a company was to agree to the following: ) . N

- (1) provide, at its own cost, necessary staff, space, equipment,

P

g ~:(3) pay approximately 40% of enrollee salaries.' .-

3

supplies and access to the principal worksites;

(2) nggg these resources avallable to enrollees and high schqol .

“counselors; and : . §
¢ . -

®

Additional responsibilities of private sector companies outlined in

<

the program guideli@!‘&included" (a) identification of training and employ-

' ment positiggg, (b) development of orientation and career exploration

16
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'dropped out of school during the year totaled 9.7% of all enrollees.

curricula with local NYC and school officials; (c).

] .
personnel to training and working with enrollees;" (d) development of pro-

.

allocation of supervisory

cédures governing payrolls during training periods where the employeg\bears

?-——.,.

the full cost-of the enrollee s salary, (e) designation of a company coor-

dinator to assist the NYC sponsor and high school counselor in developing

program curriculums and schedules.
' ’ \ a
In adaiéion to the recruitment and referral function, NYC sponsors

h)

were responsihle for program administration,including record keeping,

paying NYC wages to enrollees, maintaining liaison with company coordinators

“

and high school counselors, uorking with the metro NAB youth coordinator to,

provide for 3oint monitoring, and establishing a program review committee.
. ' .

Assessment of the First Year VﬁPS Program’ :

"

CU% teaﬁs monitored seven first year cities. Quantifiable data were

collected from enrollee .forms.and other records. Observation and opinign

data were gathered by cup field teams during interviews with program spon-

“sors, other %gencies and participating c0mpanies.

The experiences of the sevén ntensively studied ptograms varied but

were sufficiently similar to isolate trends in the jollowing six areas.*

l. Reduction in School Dropout Rates.

AImoBt‘two-thirds (63.1%) of

the 431 enrollees complefed the year, long program. VEPS enrollees who

20- While
accurate gropout statistics are not available for comparabléeé age groups,

it appears that the VEPS dropout rateclompares‘favorably with available

: Given the VEPS target population - sixteed year
L) ;-

reports for similar ages;

}
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P

*For a detailed presentation of these dabaf see Center for Urban Pro-
grams, Vocational Exploratiom in the Private S€ctor: Final Report and
Assessment,gl97l-72,“(February;\1973). . v -
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old probable dropouts who were economically disadvantaged - the VEPS drop-

' out rate can only be viewed positively.

- ) : : o .
2. Improved Academic Standing. Improved academic'standing, parti- '

£

leularly instances of marked improvement, offers further evidence of program-
matic impact. The counseling compenent of VEPS was«intended to demonstrate

the-value of high, school preparation for the world of work. Hopefully,
. . 4 N
effective counseling would lead to improved érades among the enrollges.

i .
Grade point averages improvea for 61.5% of the/254 enrollees on which

-

academic data were available. The GPA increaéé was over b.25 on a 4.0 scale

for 48.1% of the enrollees. \ // )

3. Improved School Attendance. As /th grade point averages, the

[y

goal of the VEPS program was improved a%iendance patterns. While not as

. . I N » .
marked as the improvement in academic averages, attendance improved for

-
‘

50:0%. of the eanrollees. L

) 4., Improved Disciplinary Status.c Specific data on instances of disci-

ﬁlinary action were not availaHI“. In some cities records of such actions

are not part of the permanent student file; in others the information could

”
°

not be released. However, fnformation was gained from the coqpselore, man§

_Vof'whom knew the students from previous contacts. Among YEfS enrollees, and
particularly those who completed the program,‘there was a substantial
decrease inbehavioral préblems and an improyenent in°attitude.

-

5. --Continued Part-Time Private, Sector Egglgxgent. :A major objective

. of VEPS was to provide a mechanism by which youth whq, participated in VEPS

.

. would, upon completion of the program,’bé retained fujl time by the private
sector employer duting the summer® following the first.year and partatime

. L . 1
during the'éenior year, with the expectation of regular fudl-time employ-

ment following high school graduation. Other programmatic objecti#%s--

skill development and the maturation of realistic attitpdes ab‘gg_school

“o o
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and the Qorld of work--can be related to this objective. Data on 258
-\’ ¥ 0

VEPS completers indicate that 37.2%\reméined at their VEPS employer and

4.3% obtained other private sector work. Enrollees who ‘continued into

the second program year (VEPS II) accounted for 22.9%.and those retqrning

“to NYC another 20.9%. Only 4.3%Z of the completors were not working.*

-,

6. Facilitated the Transition from School to Work. VEPS was intended

to be a partial remedy for. the problems faced byggigh‘school graduates in

Yy 3 .

moving into the 1aBor force. Although VEPS was intended for juniors, almost
v N .

$ne VEPS enrollee in four (24.5%) was a senior. This group formed a test

group to determine the extent to which enrolleés were able to move into.'

full-time employment'after graduation Of the fifty-seven youth who were

S5

seniors and completed the program, almost, half (491%) retained a job in

the private sector at théir VEPS employer, another.S,SZ.founH other!pnivate

~

sector employment and 1.7% fodhd'public sector employment. Only 5.3%

were not working, and a similar Ppercentage had married and were probably

-

. not Work;ng. Over a quarter (28 OZ) went on to higher education Another

Y

5.3% joined the military. In terms of fgvorable outcomes (youth who were,
working, 'in the military, or going on to a higher education), the VEPS program
had a success score of 89.4%. .

Observed Deviations from First Year Program-Guidelines

Implementation. of the first year VEPS guidelines differed conslderab}y

among the cities which completed the experimental proéram. A brief itemi-

zeg}op of the mdjor areas of programmatic variation is presented here in

-

order to demonstrate the rationale for the guideline revisions which were

®Other dispostions weret higher education 6.2%; military 2.3%; and
other 1.9%. .
‘\
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made for the second program year.

1. Local offices of NAB represented a broad range of effectiveness,
. -y .
tactics, and involvement. Gene%ally, NAB was unable to develop many work

©

y - : -
stations, especiall$ among lérgér employers. Se/gral NAB offices provided

little more than moral support while others invested substantial staff

.
.

time and effort.

2. NYC offices, while providing ‘the overhead and administrative

[N
’ M . ?

services as well as referral.of NYC youth as potential VEPS recruits,
. R .

experienced administrgtive.difficultiés in cities where the NYC program
was not sponsored by the school system. In several cities the school

system dropped VEPS andathe NYC program continued it by itself. M

L4

.

3. First year VEPS enrollees wgré not limited.tu 16-year old rising

juniors’as called for in the guidelines and thé potentiél dropout criterion

was not ri‘gorously implemente¢. EF . & : & :
4.' Counséling, career exploration, and remediation progr;mé vafi;hv

in content, design, hardware, gnd rapport uith enrollees. Individual

counseling appeared good in all cities, but several provided little in

AN N

their' vocational exploration sessioms. : . s

Second Year Experience with VEPS 2

<

As évresult of its monitoring activity in first ﬁear cities, CUP wdS . . wmy

able to make a number of gpecific recommendatians: &Hich it felt w§u1§ ‘
improve the quality and administration in the VEPS*II programs . :\l“
These recommendations included the following: ) ~ ~\?v
1. Prqg;am administration was c;nCentrated with tbn‘PYC sponsor which
b N

-

employed a program team to work with VEPS. Thegoriginial concept had
relied on a high degree-of cooperétion'and integration among the\bhree spon-

soring groups. In‘’most cities, the desired coopération did not develop and,

-

. . , pe .
in some areas, competition between agencies hampered the program. Concen-

260
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tration of administrative functioms with the NYC sponsor and the assign-
w» N . - ".
ment of a program team to handle the VEPS program was aimed at giving

‘ 0 )
proper responsibility to the group with the most experience in working with =

-

-NYC enrollees. ‘The program team concept was flexible depending on lpcal

- conditions, and in smaller areas \VEPS-IT was tﬁéﬁresponsibility of one person.

,,

. 2. Job development became the responsibility of the program team; - °C

LI

the assistance of 'the NAB metrq office and other groups was to be sought.

/// In most cities, NAB did little to promote private sector participation in ‘
the program. Where NAB did work for VEPS, lack of staff and an emphasis ;

on working with large Employers reduced their job development effective-

ness. With job development primarily assigned to the program team, Nﬁﬁ

» N .
and other groupé could be'used to provide. publicity for VEPS and for

initial access to employ&rs. o

. ¢ s - - RS

v 3. Operationalization of the "probable dropout" criterion was made

., hore rigorous. ‘'In some programs, the onl criterion utilized was that of

* the OEO poverty guidelines; ho real effort was made to select "probable

\ . N\ P . .
dropouts" by specific criteria,. such as academic achievement, attendance,

© hY

disciplinary'actions, and so fortbn In some programs, there was deliberate ‘f

' : ! " .
avoidance of enrollees with serious academic or personal -problems (in - '

w

effect, "creaming" eﬁ?ollees)\to assure programmatic success. Since the

youth with serious problemss
(
\in this respect), CUP

counseling component had. the potential to rea
(arid to ensure proper evaluation of the proggam
recommended thit a definite and concerted effo t\to recruit such enrollees .
be made. ’ - :

4. Work stations were to be‘sggght amo‘ smaller employers. It was

the observation'of the CUP monitoring teams that t PS programs were‘more .

4

B

successful when they utilized smaller emp, oyers whp would provide a wider

"“‘ ~—l.0‘ . R




_range of .job experience83'closer supervision of the enrollees, and greater

0y
o

interpersonallcontact. In many cases, the owner of the establishment

)

actually provided the supervision and took a personal interest in the
- 9 4 r v S LS
T, . P L
enrollee. X vt . . ¥
The variety of work. e§periences“was felt to be of prime importance

¢

in broadening the enrollees "dimited knowledge of opportunities for employ-

Sy .oaﬁ

ment upon completion of high school.' It was noted that many of the target\-
2 [

- s

population had no experience on which to base a career §election.
Also ogrintergSt small employers‘were more receptive to the program

thad larger emﬂioy s who envisioned VEPS as requiring excessive ''red tape.

1 ’o .. 4\‘\

Union restrictions also hampered tthe placement ofs-enrollees with some

N : . .a - - i i
B ST A v ’ .
larger employers;. R A T '
N - * i

5. Except for the fT??t'sixty hours devoted to orientation and begin-

[}

<

ning vocationdl exploration,gprivate sector employers were to share the

s
b4 ‘e -

cost of enrollee wages on a. fifty-fifty ‘basis with NYC. This change

eliminated the difficulties generated under VEPS-I guidelines which called

' for cost-sharipg based on various phases of each of three segments that

made up VEPSJI ' The phasing proceduré\was found inoperable in many situa-
tions due to the late start, d too confusing in areas which attempted to
s N

fol}ow guidelines closely. Many first year -programs turned to a constant

v

percentage sharing (about sixty percent NYC and fi;ty percent private ,

sector) which was maintained throughout'the pilot year.

In recognition of the facg that enrollees would.be.engaged in some pro-

3 v - -~ « ) .
ductive.labor as,the wdrk.training progressed, CUP.recommended a fifty-fifty
V2 . ¢ Iy

cost ratio for all hours once the youth was placed on_the job site aften

the sixty.hour orientation. This split also recognized that the youth would

have a disproportionate ingidence, df problems and would require an increased

supervisory load for the employer. Employers‘were.also to share the cost

v
’ . . L]
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of the four hour average bi-weekly counseling sesﬁi?ns when Ehe enrollee

would not be at the job site. ,

M

6. The c?unselinglfremediation and career exploration tomponént was

a

iy VP - IS

given greater emphasis: This component further differentiaqsd VEPS from

. ¢ N
other youth training programs and was the area in which the program had {

sl Ff“:."-:_“"‘

LR N
.-

great potential for benefiting the target population of probable dropouté.

v

This type of enrollée has been shown to have little access to and little

-~

R
- 1

o

success in work experien%?/programs which lack’a‘strong counseling componént.

-

The vocational exploration sessions codpled with the work training provided

¢

the impetus for the probable Aropout to reconsider the value of school and

e

academic training.

¢ v
t

A e fhe couﬁse%pr-enrollee ratio was increased to 1:30 from 1:26.

Experiencen&ithﬂVEPS-I indicated that even with g§he responsibilities required

for VEPS, an experienced, full-time counselor can adequately carry‘ahcounsel-
ing load of thirty to forty enrolleeév This guideline reduced the ‘adminis- -

trative cost factor but due Eo limited DOL funding, many programs still had

problems maintaining an adequate staff. -

0f the above recommendations, three were considered to be mandatory
‘i

for the VEPS-II,.program due to their integral relationship to the success

»

of the program. These were: the fifty-fifty cost sharing with the private
sector; a'minimum of four hours average bi-weekly devoted to counseling, (7

. 7 -
career exploration and remediation; and two. work experiences with the same

or différent employers. ' )

- VEPS-II‘programs were conduct@d in twenty cities. Several cities
. were authorized Bdﬁ never“organizeﬂ programs, while others began operation
and then phased out of VEPS. The program's objectives continued unchanged

© from the first—year. Some procedures were changed as outlined above.

N ’ ‘ , ‘23‘
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. line changes. Each item is followed by' observations on their implementa-

& 4 N
™ . . ~
%.f, - R Y

« N * )
Monitoring visits to.selected second year cities were made throughout -

the year. These viéits_were'used to observe thé implementation of the -

second year guideline revisidns and to collect data on the enrollees.

- 9

* -
The following discussion itemizes the seven major second year guide-

- P :
1

g .
? R . e
. .

tion during the 'second year.

1. Program administration was céncentrated with the Nchspphéor which

employed a program team to work with VEPS., VEPS programs outside, larger
v / .~

urban areas usually provided one staff person who was responsible for ,

& . P [
all phases of the program. In some cases, NYC counselors merely assumed
& t A ! A
the additional dutiés of operating VEPS. Only the larger programs employed
- . * A l

s

a staff of several persons. However, even wheré several staff people were

' ] : L "
available, they usually did not special%ze in a VEPSicomponent, such.as job

: ‘
development or vocational exploration. ~ "o » :

‘
L4

There are several reasons why so little specializé%ion took piace.g

]
¢

First; counselors who work with all aspects of the program seem to feel

-

more confident about placing studentg. They knqw‘the studen;s and their

+

limitations and are fa@il%a with 9£E employef's expectations. Second,
cbunselors who have actually developed thq'training stations feel théy have
better access to the worksite in order to‘hake counseling contacts. Third,

the VEPS programs ﬂave been limited in enrollee size and comsequently the

x

staffs were never larger than six. ° It may-be fhat sigitficaltly larger

P

staffs result in the nged for more specialization.

fdn&ed VEPS coupselors using first year carry-over Office of Education
funds, small supplemental grants from the Departmerit of "Labo , regular NYC

. U
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any future planning the need for counselors who provide the progréh dervices

°

is obvious. Many of\thelr functions such as joB' development could not be

.

delégated to existing groups githout glimingting~the program as it has
éserated for two years. . ‘

. & 4
L ' 4

¥ i;' Jbb development became the responsibility of the prograh team; the

) assistance of the NAB metro office and otherrg¥oqps.was to be soqgh . The

ot -~

>

formal change in the job developmeﬁt function for VEPS{iI reduced the uncef;
. £ & ; . .

tainty that surrounded the first year of VEPS. The counselors knew from
. - s . .

the beginning that they would be developing the training sitei for the

enrollees. Tﬁis approacp worked well in almgst allbcities, The. advantages
in terms of képwing'employer expectations, working conditions, and estab-

lishing rappért for later access’in the .counseling program were mentioned

; ] above. Cooperation with NAB was ‘achieved in several cases. \_\\~\~// .

The counselors generally‘responded well to the Fhallenge of‘obtain— . ”
ing training poéitions in the priva;e sector. As in the first year, most

of the counselors had previously only worked with public-sector'eéployers

?n the NYC program. Mos; counselors fé%t that developing jobs in the

’ private seétor‘ﬁas more deman&ing tha;)placemeﬁt'in the public sector.
ﬂowevgr, ofher factof?, éuch as the réquirement that the private’sect;r
. empfoyers pay a portion o§ the wages, hamperéd VEPS' job devélbpment com-
k] 5!
pared to NYC. Some prggxams'were nopcseiect%ve enough in ;Ef t&fes of

training positions accepted:’ The meed tofdevelop many opgnings:before Fall,

1973, accéntnatéd this problém. o '

' 3. Operationalization of the "probable dropout" criter%gh-was made

more rigorouél Almost all programs in the second year made some attempt

-

~ gy

to include ""probable dropout®, ‘The selection criteria varied widely but

? r . ’
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usually included as a minimum some evaluative information from summer NYC

* counselors. Few cities made selections based on extremely nigorous criteria

' 5‘ ,21

in any organized manner.' But, the enrollees participating in VEPS usually |
. < ] ] !

_had.not been enrolled in a regular, sghool program in either vocational educa-

° . -"‘4\(

tion or car@er development. )

Al - ~« J

.

It is hop hat programs wi11 continue to select students who are ot g
\

now partioipating in school programs in vocational or’ career education, Gen

ally, efforts should be made to work with students who are not daing superiof

academic work. By so doing the program maximized the benefits from the YEPS}

¢

N

counselors and the relatively low enrollee- o:counselor ratio. -

Out—of-school ,N¥C enrollees were also potential VEPS enrollees. Duringj

)

, VEPS-1I, Minneapolis used the VEPS concept with youth in out-of—schooi -NYC. Z

Although not assisting directly toward high school graduation, VEPS does’ pro-

vide the out-of—school enrollees with work experience and training with a }

- /

private sector company whichvis in a position'to employ the youth full-time.
‘-k:,‘w N

The experience in the first year of VEPS waswthat studeﬁts who had «

failed all their subjects were generally!poor*risks for VEPS. In oth

- » - ‘e

words, they were too far behind their classmaxes in schood and had been -

- L) B
e

) «
away from the classroom setting too oftennto be motivated:toWarQ school

attendance by just obtaining a job. - ' ‘ £ ' .

3

Due to state and Federal 1aborsiegislation and insuraé?e provisibné, _

VEPS enrollees should be at least 16 years,old. Whether_to select Ju?iors ‘
or Seniors has been the subject of ‘nsiSerable debate by p%ogram‘sponsors.J
One side s?ggests that Seniors who have & part-time job are in a better
. position to obtain full—time employment;aftemrhigh school gfaduation. lhe
other side suggests that Seniors are:not. vety likely to’ bg aprobabléwdrqp- ;@;
outs'" and that effort; should be directed to working with Juniors or even >
Sophomores who are behind their - peers in schpol credits. CUP believes that

"‘ " "f - -—-?G

© Amererair
< - . . x
=2 5 a . 1 T
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"®oth these-positions have merit and that the program goals of dropout prevenr

tion and transition to full—time employment are not entirely compatible.

In the decision whether to enroll juniors or seniors (or both) the -

local labor market .and school programing shquld be considered. As noted D
above, the- selection of "probable dropouts” is more difficult. Programs-
should weigh the student”s academic and personal problems in selecting

- } ~

»

,students who would benefit from VEPS and who are not hopelessly behind in

*

" dchgol. A w - . 4
_"j;:\\/-gé/\}h% . ) ¢

-

ce T,

e 4. Work stations were to be sought among smaller employers. The

emphasis on~smaller employers was maintained in VEPS—II programs. The

i ‘_((
éadvantages of using\\maller employers were realized inng¥K\ ograms

should continue: to develop training positions with smaller employers. How-

-

, ever, job developers should be selective and select employers who are will-

)
-~

» .. 1ing to devote the necessary time to training and supervising the student.
Additionally, participating employers should. permit enrollees to learn a

N ‘range o{ activities even if they are in only two positions during their

. \ )
. program experience.

, X 5. Except for the first sixty hours devoted“to orientation and begin-~
(R ‘. .

ning,vocational exploration, private~sector employers were to share the

[ - ~

¥ cost of enrollee wages on a fifty—fifty basis with NYQP The cost sharing

~.

feature has ‘been helpful in obtaini“ggprivate,sector participatidnrin VEP

This incentive is%essential’sincégsc"

~ —

0., e

~ ~~,

\\
many with specific training\&uaare do ng well academically,<that they are

trying to 'place in part time employmentr Employers pay the stqdent S wages,

f '
]

but there are no program limits on the work he can perform, Therefore,
" - e’ N -

cost-sharing has been an incentive which,provided access to tra¥iing for

‘'VEPS enrollees who are usually outside the ‘school's regular programsg with
?'?

limited skills, and mediocre academic records. . -

- °
B . ' -
~ -

Q N )

« . Lo =l . - g .l

. ‘ , i '1- ) . /

. .
« ' i

1 programs have\a number of students,




.

P

-

%~ ‘ ) ) . . -

&
B [y . . . 1.
. . .
&y . LA
] 7 - . 4 ‘\ —~
4 [} - Y '-'d .

. @ . . . " . g
The cost-sharing should remain in the program on the same basis,;«'

I'

fifty, percem; employer and fifty percent program. While it may be' posr

siblesto operate a program similar tb VEPS with employers, paying a'll enrollee

S

e !
.

limited program would depend largely on the type of students s ; ed‘. VEPS .

Seove
QA

pro’gram experience suggests that placements. could be made, but the employers \//'

\\ S \ » .;

* would be less willing to work with any enrollee.problems bef’ore texminating
- :}‘

&

them, I1f-students without problems were selected,» the program coula make- ) \

5 ," .

more placements, but the program concept would be \significantly altered ) T

< . ’ ‘I . -

6. Qxe counseling, remediation, and’ career e:iplo(ation component was ° .

( -7

1

given greater emphasis. VEPS-I1 progran}s maintafned high leveI of

. counseling contacts. Remedia&:ion was"handled on an individual basis in .

. .-\—:.',f" . /a.......'A /“'\.‘“——

most areas. The implementation o{career exploratrion continued to vary cofi=

'
4"_ ./

siderably amShg cities. All three areasfék@uld’be emphas’ized, Gareer
r’Jf—f/ R
exploration should be stressed using e:ftrfer/special ff,ﬁ,gs or by enrolling
“ "/'/ . Jk e p‘ .-» .l\
the youth in approprite school classes. The/actual nethods ”for achieving

S
"A R

the ‘emphasis should be left up to the iocal ‘progrank sponsc}n B . K

7. The counselor-enrollee ratio is increased to s 30 ;t'tom 1: 20 ‘This ;
\ . .“-' —~ % E * ‘ljl = > . N N
) :

-guideline change was followed in VEI"S-II programé Cqunselurs gene::ally « l
) ?u - » ]
believe that thirty to forty enrollees would be a maximtun’In,‘zi~ p}:ogram T .

- “*

4 b - AR,

which provides the counseling and supnprtive services calle’d for in} xthé-.

et

R o - L e
. 3 : 8 ST ﬁ: Uy

VEPS design. No firm ratio can ever be q.orrect" for all situations. ‘,Héw-f

S

) A
ever, unless the enrollees are subs’tant:[ally diffexzé._t' from tho'se enrolled
\/QP‘
during the first two yearsd, counselors wi]:l -’probably not be able.‘&\gt;o work
4
with more than forty youth. .Even this number will requirefg rtai amog_nt
X g ~, NI _/\/\22 ?
of pha ring job development and placement. am-

£ .- m\i\*

. . . . -

O
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\Assessment of the Second Year. VEPS Program

CUP monitoring teams compiled quantifiable data from enrollee forms
‘and'other records. Information was available on 716 VEPS-II enrollees in

eleven cities. The gummary of this information for six program areas for
the eleven programs follows. . ’ L

_2{ 1. Reduction in School Dropout Rates. .Over half (53.9%) of the
3 k7 ' -
VEPS-II enroliees completed the program. ‘This was a lower program comple-

tion rate than in VEPS-I due to the higher proportion of seniors in VEPS-II
who left the progrém but remained in school and graduated. The«school drop-
out rateduring VEPS—Iﬁ?remained below ten percent (9. 9%) Since VEPS-II

enrollees were‘NYG eligible youth generally with academic and family problems,
\ "-c N\
this represents a—conmﬁﬁﬂation of the positive impact bbserved in VEPS: -1. ¢

sr\}-‘ )
-—-‘_:“ - L‘

2. Improved- Acadbﬁic_sganaiﬁ i ‘VEPSzII:conIinued the intensive coun-

4 4;;,.,
! A

-

seling contact with enrollees that was”hoped to lead to improved academic

4:.»~. ~ ~
\- N

averages and a better understanding of‘job\opportunities. Grade point

averages improved for 62. 0% of .the 347 VEPS-II-completers (61. 5% in VEPS-I) ‘,/ .

. ., - -
.The GPA increase was over O. 25 on a 4. 0 scale for 46 7% of the enrollees.

(2

3. Improved School Attendance. Another VEPS—II goal was improved o

e,

_school"attendance. Enroliees improved their schooI attendance from the -

previous year in 48.8% (50 0% of VEPS-I completers improved) However,
. /’-‘
: as in VﬁbS-I the changes in days of school missed were ‘not as dramatic as

»
< -
. . - P
¥

were\changes in academic averages.

?fQ. Improved Disciplinary Status. VEPS;II enrollees exhibited the

-~ \

.. same t§pe of improvement in this area as noted for VEPS-I enrollees. ,Spe;

% c
~§cific’data was not available due to school records policies, but the in-

- PR ~ —
J’ - i

fqrmation gained %rom.counse}ors leaves,no doubt of the improvement in

‘this area.'ﬂ ' i . .
. . \‘\ = . Y 3 . )
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- <. 5. Continued Private Sector Employment. A major objective of the

:VEPS program was to-enable the enrollees:ito retain their positions with
their VEPS employer. " VEPS-II was successful .in achieving this goall. Over
N ’ two-thirds (69 0%) of VEPS-II completers were retained full-time 4t the VEPS

~

work station after completion of the program and 6.3% found other private
[
sector employment. ‘This 75.3% rate of placement among'VEPS-II completers

s 18 subatantially higher than the %1.5% for the VEPS~I.program duel to the
, , ; P ; ‘
higher proportion ofgseniors enrolled in VEPS-II. '{avorable programmatic v
. outcomes (private sector employment, higher education, and militaryAservice)'
constitute 83 7% of the completers, compared to 50.0% in VEPS-I. Youth not

workiﬁg totaled 3? or 8.4% of the VEPS-II completers. The data amply demon-

Yy

strates the employment potential offered by the VEPS program. S - N <
' _ 6. Facilitated the Transition from School to Work. The g%idelinee for ‘\{fT:

VEPS~-II did not specify- that enrollees be in any particular school year, and = i%t‘

consequently 48.7% of the enrollees were seniors during the program year. ‘

The full-time employed rate for the 179 seniors who completed VEPS-II as - 1

graduated seniors waaa7l;52, compared to Séll% in the first year'programQ); . - 2

’ — PR .
Of the 179, 106 (59.2%) were retained at their VEPS work site, fifteen (8.4%)
found other private sector work, and seven (3.9%) were employed in the puhlic

gector. Another 9.5% of the graduating seniors went on to higher educaxion

<« &

s and 4.5% joined the military. VEPS-Iq38 0% sought additional education.) -

>
‘\-

* Skightly over 10% of the seniors cgmgzetfng VEPS-II were unemployed Favor-

cue

aHle outcomes were recorded for‘85’57'of the graduating seniors compared to-

89 4% for VEPS-I. In both years the VE%S program provided a high ‘level oﬁ

—

transition from schdol to full-time work or further education{ .

-
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Observed Deviations from'Second Year Program Guidelines

The revised guidelines for the'second year of VEPS solved many of Ly
‘ the problems which were deBected during the first year. However, several '
| P . ) .
- areas continued to present difficulty during VEPS-II. The major variations

¢

observed in monitoring programs were a lack of an intensivesorientation
~,

program, failure to rotate youth on job assignments, and thetébsenCe of
< \\‘"\‘

the bi-weekly vocational exploration sessions. The following general obser- '

vations can be made regarding the problem areas that emerged in VEPS-II.
"~ 1. selection of Youth. Séme VEPS-II programs did not attempt a-

rigqorous selection of "probable dropouts" as enrollees. Several reasons

were given for this. ‘Using "problem'" students would open a real possibility

T
that in the event of a serious problem arising over the behavior of a youth,

. ‘ the en&ire program could be put in jeopardy. Second,. some programS'used b
. % - e .

[

s e e

Vol

- VEPS as a reward for promising NYC youth..
2. Job Development. Counselors sometimes developed jobs without

régard to eithgrvthe.fﬁture potential of=the enrollee being employed or ;3?‘

fithe opportunity for advancement. This was“ften done with ‘the intentién of °

mrﬁw L v\ Y
movﬂng the enrollee at a ‘later time, but few enrollees were actually trans-

v

L}
.
. 5
.._fm.--aa

ferred. "Hastenin daveloping jobs apparent] ‘ means inclusion of less than
~ ‘l .
: " satisfactory worksites. . \ ‘ .

$ 3. Pre-Job Orientation. Although most programs felt the need for a -

§ ’ comprehensive orientation, these sessions varied considerably in scope,

< content and .duration. Counseling problems appeared to less frequent in .
T programs where detailed orientation wis presented. Another difficulty.
f severnl?progr@ms encountered‘was the incremental phase—in of youths-- Given
® this procedure, anworientation program would be an on-going activity ano
¢ would require substantial allocations of staff tiime. Proper plann?ng of
a year long program avoids tnisbproblem. ’ — .
Q ' : -20- . an 0 &
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H

. 4f Work Experience and Training. The new payroll procedures worked
w . \ -
very well. The only exceptions involved conflicts with the established

procedures of local school systems. Enrollees generally were not rotated
through. two work ekperiences on any formal, regularized basis. Most pro-

gram persomnel did not believe they could obtain employer cooperation with

i

this requirement, althongh it may be more a matter of care£Ui explanation

during the job development phase. While no formal routines were implementéd,”

most youth obtained a variety of experiences within a single work setting.

5. Counseling: Counseling was-a major program element which was
” ¥ L0, . "

-

generall§ well implemented; In a,few chses, counselors”may have been too

concerned about the attitudes and responses of participating employers

FY

.

at the expense of the enrollees; this problem generally related to the

N quality of job assiénments. At an opposite node,\some counselors tended

N . \

to become too involved with the problems of one individual to the detriment

of the counselor' s availability to othertyouth.

A

. “ )
4. 6.7 Vocational Exploration. Several,sbut not all, programs implemented

the required bi-weekly vocational exploratioh sessions. Most cities did

EY

',L . not move aggressively on this component. Cities operating VEPS for the .

" first time had several problems whfgh they feltﬁﬁustified setting aside

PR {

’ formalized vocétionél exploration. Foremogt among these reasons was the
v .
time“constraint. Demands on staff time to establish an administrative
Rl i3

oy ] .

framework recruit employers, select enrollees, and conduct program planning

were inordinately high at the time ‘orientdtion was to take place. These
4 .t v
. . sessiohs were put off in the the of emphagizing selected orientation

features _at- 2 latger time; this hope was ultimately ill—founded In. addi-’

tion,*some programS'dId‘not explain VEPS adequately in their intial employer

—'-~
’ .

dontacts and were concerned that employers would drop VEPS 1 the hi-weekly

e

sessions.Were,instituted.
RIC A : ' L . n2
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SEQIION TWO: RECQMMENDAT{QNS AND MODEL FOR IMPLEMENTING YOUTH TRAINING .
e oL s .o ‘ Fe Y
A 'IN THE PRIVATE.SECTOR .

Summary of Major Recommendations for Youth Training in the
Private Sector

- . -
v -

The suggestions for continued NYC enroilee placement in the private
) v, g C ‘ ) t
sector are contained in Department of Labor Field Memorandum No. 255-73

‘(August 24, 19732. However, FM No. 255-73 and an attachment which specified

six guidelines and five general recommendations were never published in the

Federal Register and, consequently, were never implemented. .The attachment

3

is reproduced follow1ng this introduction.

The ManpowerwAdminlstration maintained the thrust of preceding VEPS
5
programs toward improving the dﬁbloyab%&ity of youth., The material\in

FM No. 255~73 .was much more flexible than those of thé previous experimental
‘g .
VEPS years.

The ,major changes in the recommendations are listed_beiow. S
1. pEnrollees may be employed at one company for l,OOOiPours pro-

. - : t
,vided they are rotated to a new training and work experience after 500

.

hours..' .
Js—

2. Work training and experience must be in oocupations whose Specific
- ‘ 3

~ Vocational Preparation timeqiisted in the Dictionary of Occupational

Titles ‘1s above skill level 1. ‘ . ) ‘“ﬂxmhw

*e

3. Enrollees no 1ongerlhave to be selected from the specific

)
2

target group of‘probahle dropouts. 3

Recommendatiqns in the Model°for Implementation

A model for implementing program _components is presented in the follow-
ing sections. Each section.is prefaced with any applicable material from
U'S Department of Labor Field Memorandum No 255-73 (August 24, 1973). It

-

—should be noted that the-~ recommendations co have been supplemented with
= , .o

~-23- - - 23 l. \



<o -
%

& f ¢
. { 4
t

s

“additional requirements by the regional offices of the Department of Labor.

. | ¥

-The implementation model attempts to provide workable options to allow

-

for varying local circumstances.* Based on the Center for Urban Programs'

monitoring visits fo‘the VEPS cities, some procedures are recommended with-

>

out alternatives. '

.

NOTE: , Any program’adapted from the model must meet the regulations

£ .
of the Comprehensive Employfient and Training Act of 1973. Since NYC will .
be phased out under CETA “and prime sponsors will design their own youth

programs, references to NYC in the model should be replaced by appropriate

based on the local situation.

i
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’e

n/




. . ' ; RECOMMENDATIONS* A

YOUTH TRAINING IN THE PRIVATE SECTOR

Enrollees may_be.plagéd at alprivate—for-profit worksite for up to 1000
hours of work experience provided that the following guides are adhered to:

.+, 1. After 500 hours at the worksite, the enrollee will be rotated to a ‘
new work/training experience. For example, if an enrollee is placed at

a dry cleaning store, the’ enrollee might spend the first 500 hours re-
.ceiving training/work experience as a cashier, and the second 500 hours
receiving ttaining/work experience .as a machine operator. ‘e

An enrollee may not bk trained in any field in which after a short demon-
stration, the enrollee would be productive. To permiﬁe occupations

of this sort, you should refer .to the DictidﬁE?§‘b~YQ?cupafional Titles.

.. _ ‘Any occupation whbse Specific Vocational Preparation time is listed at

- . level 1 would ‘be inappropriate for NYC enrollees.

between the employer and the NYC.

ponsor. Theigharing may be for time

2. The wages which the enroilee\ieceives will.be ‘'shared on a 50/50 basis

spent in work experience only, orgkif the ,employer agreed, for the total
. enrollee participation time in the project, including orientation, career
counseling, remedial edutation, etc. . )

et

9 s

3. After the 1000 hours with one employer is completed, the enrollee can
either (a) be picked up by the employer entirely on his payroll ‘(hence -
terminated from the program), or .(b) be placed with another employer for

new training.>

e s

4. Companies with whom enroiiegs are placed musi assure that participa=
tion of enroilees will not result. in the displacement of ~employed workers
or result in the substitution of these enrdllees for regular workers -who
would normally be hired. s ‘

=

»
5. . Companies must "comply with the requirements of the Fair Labor Standards
Act'and pertinent State or local laws regarding the training and employ-

. ment of‘youth. - ) |

N\

-6, %n the event that an ocdupation in which an NYC enrollee is being.
trained is covered by a bargaining agreement with a company's establish-
ment, the company mus; indicate that it has discussed the program with

| the appropriate bargaining agency and has the concurrence of the agency
as to the on-the-job training, and rates of pay asgociated therewith.

- B . I‘ )
The following recommended practices should, if possible, be incorporated:

1. Pre-placement orientation s d be provided by Fhe;spbnspr. Areas
covered might includg§yorld—of-ziti\hiésﬂzition (job attitudes, dress, .
responsibilities),- career exploratipn sessgions, determination of job
interests and skills, and correlation of interest and skills with ‘avail-
able jobs. - ~ -

» - -
. i
.

» 7 k4 N R

*This material was gontained in U.S: Department of Labor Field Memoran-

dum No. 255-73 (August 24, 1973) but was never published in the Federal
Register and consequently tas' never implemented. o

25~
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2. Career counseling ‘and exploration activities are encouraged and should
be provided by the sponsor and the employer on an on—going basis. Explor-
ation activities might 1nclude fielﬁ trips andfoutside speakers.

>
s’ 1

3. To avoid duplication of effbrt, sponsors should be encouraged to
coordinate their worksite development activities with the National Alljance
'of Businessmen.-, v .

b g ' ° .
"4, In-Schiool and Summer NYC sponsogs should -also be encouraged to establish
a linkage with the school's, 'vocational or waork experience division to assist
in the development of a’'career couﬂseling/exploration curriculum, etc.
- An effort should be made to enroll youth into the private sector NYC
program who would not ordinarily be eligible for the school's regular
vocational or wo - experience program. ot

v

5. Companies should be encouraged to;

_ -

- . - - - “;7 - - - -t - - T
a. Identify private sector training and work experience positions
for NYC enrpllees. S
bh. Provide two worh experience/training positions (or job sta-
tions), a wide variety of job activities, and guarantee close
superv1s1on necessary for training. . :
c. Provide their regular, orientation given for all employees, in- ’
cluding a company tour and a discussion of the interrelationshlps
between various jobs in- the compary .’

I3
KY
.

d. Designate personnel who will devote sufficient time to training
and working with énrollees. N

e. Agree.toithe terms .of enrollee payment/;s stipulated in Item 2.
1 -~ . - - ‘
I v ‘ > o
*~f£7 ' Agree not to hirek?ny In-Schoolf or Summetr NYC enrollees for
full-time employment until they have'graduated frofm high school
(this does not apply to 0ut~o£—School enrollees)
g.l Execute a Letter of Agreement with the NYC sponsor covering the
above. responsibilities.

- .h
:
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I.

STAFF . PRIMARY AND SECONDARY ROLE' = COUNSELOR

ADMINISTRATIVE STRUCTURE AND STAFF

A. Recommendations

. 8 . 4 *
There are no specific recommendations for this program compon-

>

\

B. ;Eplémentation ‘ . J

>

1. The NYC project will have administrative and program

-

responsibility for the program.

2. There are three possibilities for staffing:

a. One person who is responsible for all eomponents of
the program with all enrollees,

-

¢ b. Several staff who are each respénsible for all
components of the program for all enrollees.

c. " Several staff who specialize in conducting some’
components of the program fer all enrollees.

3. Factors which should be consTdered in choosing one of

the three patterns are:
* .

a. In cifies with smaller NYC programs it mgy be

difficult ;6 have a program team working exclusively with-

private 'sector placement, but it is essential that the

€

different structure of the priVate‘sector‘progr compared

with regular NYC be carried through by any staff working

in both programs. _ : Co - %

b. Even if the staff is goﬁng to specialize, the roles

of the program team members will have to overlap t0fsome ex--

»,

tent. In a program of 90 enrollees, all three would serve

#

as counselors for some enrollees. One poss$ibility is:-

. # ENROLLEES PER

Counselor Counseling aﬁﬁ Vocational Exploration 35
~ » m . :
Job Developer Job Development and Counseling , 35

27~
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Vocational Vocational Exploration and Counseling 20,
Specialist 2
90 Total

]

For a program with 60 youth, the, responsibilities could be divided

as follows: )
__— »

. {## ENROLLEES PER
STAFF . PRIMARY AND SECONDARY ROLE COUNSELOR
LR . - =
Counselor-Job Job Development and Counseling . 35
Developer p |
. . -
{ Vocational Vocational Exploration and Counseling ’ 22 .
Specialist - . .F ]
- . ’ _ . 60 Total’
y W ! c. Since the private sector program depends heavily on °
a\ . quality job§€ghiéh brovi&é a high degree of vdcational exposure,

the job developer—cocunselor should have experience in healing »

[

with private;sector companies. As the program is implemented,
’j "~ he will be assisged in job devgloﬁ&ent by‘the other members of
the program team, but‘the main responsikifityishogld be bis.

* d. Effective staffing of the program requires some personnel
who are not usually found in existing NYC programs. This is
primarily the éase with the vocational spZCiaiist. The vocation-

. ' ; al specialist should be familiar with the wide range of materials
. and techniqﬁes available for use in career explorétion. Such
¢ indiyi&ﬁals'wir; oftéen be in{Ehe school system'; regular coopera-
'

' t#ve‘education‘or'guddaﬁce counseling programs. NYC programs

' i

which are not sphool-sponsoréd migh& handle a-portion of their .

\ . N
sgaffing "by: o ) '

° 1. fSub-éoncracting with the school system for counsel-

g

i}
A ’

ing or vocaéional expldration personnel,

. 1
- R _ *
’ - ‘ . , ' 4




™

b 2. Hiring staff directly, using‘a regular NYC counselor

and job:.developer supplemented by the vocational specialist
- 4 - '
who would be hired or sub-contracted from the, school system.

pue ﬁp prevailing local‘wage scales, salary levels above/
¢

t ose:h1th eul ting NYC program may be required in order to hire
o 4 -

a balanc%d program team. This posgibiiity should be considered

and approacPed realistically»as soon 'as possible. It serves the

»
‘\

. program better to pay whatever 1s necessary to obtain personnel

>

qualified to carry .out its objectives.‘ L .

a

4, The designation of prcject coordinator will be based on a

>

number of”local factors. It 1s suggested that a counselor or voca-
\

tional specialist be placed in this role. Sdnce counseling and
vocational exploration are recommended as major frogram elements,

experience in these areas should be the‘main job qualificatio.n'.r :
5. Cities where NYé ot sponsored by the\school.systed'will:

potgggially have more progiz;:.; These problems include: ﬂ

a. Access to any records”and the high school counselors : ?‘

. -

for ass1stance in selecting enrollees.

P

during the»school&zeigiggm .
: ‘ ' s“

. ¢, Granting credit for work experience in line with other

b. Arrangfng early release from ar‘t‘*—time%rk

t‘ ot

work-study students.
»;: %

.d. Gaining opportunity for discussions during school hours.

-

e. Matching enrollee course schedules to job interests: *

R To overcome these problems NYC's present relationship with

the school system resulting frm% coordinating the in-school NYC pro-

P
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. grams with the schools must be expanded to aid the program., T&e NYC
t director and ‘the in-school counselors should asist aﬁy new pefsonnel,
. a . 0 " 2
in establishing working relationshiﬁ% with the necessary.schogl personnel.
e . ' : S P
* « o 6., The private sector program can be used in outrof-séhool NYC .
programa. Various sample materials preseqféd in this implementation W
model will have to be modified for use in out-of-school programs.
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.. II. -SELECTION OF YOUTH . v -
o Lt ot T e . .
. ‘A. Recommendation '

b, AN EFFORT SHOULD BE MADE TO ENROLL YOUTH INTO THE PRIVATE
. . SECTOR NYC .PROGRAM WHO WOULD NOT ORDINARILY BE ELIGIBLE FOR THE i
. ©* « SCHOOL'S REGULAR VOCATIONAL OR WORK EXPERIENCE PROGRAM.

v . . ," ) L . N N
& . ¥

»

\ . ,
" L B, Implementation~ . - v . <
A“ ' * ' M
, - 1. Youth under 16 should be kept in regnlgE\Nﬁgﬁgghee W

‘%‘\,\

.+ private employers cannot employ youth und yearé of age due o

-

-

to_reStrictions imposed }3 state labor laws andtinsurance companies.(
2. Since there will probably, be more 16-year old NYC youth .

interested in the program than spaceé are,available, the program

staff mugt develop a,procedure for selecting those youth who appear. -

to be most likely,to benefit from training and work experience in -+ . -

0 - .
.

the private sector. ) . \ . Lt

e |
. . 3. 1In the selection process the program might decide to give

< * LY
X ¢ 'ﬁa ‘m \\
7 preference to youth in a particular school ye for example, seniors
4 -~ . ° &2

pi AT
i

te \» .
- might be selected first to give them a better opportgagty in the. =

job market, especially with their employers, after high school V W

|
~ i
. graduation. However, in order to maintain a thrust toward school

’ B
¢
'
1
. b

dropout prevention and career preparation, juniors or sophomores /

might be selected first because they would generallv be more drop—; .

"~

out prone and could alter their academic schedules to further thedr

- gareer goals while participating in the program. ’ . . . .

E3 . .

K . °
’ ) ‘ N In determining the order that enrollees are selected, o

‘a

w._,,'

‘ consideration should be given the plan being followed in several

'currenthEPS cities. They intend to place 14 and 15 year olds ’
R

.ih\the‘regular NYC program; move the youth into the private sector o

a * ~ e Do N
- : T , i - . e .o




' | \ . - f’)! . . W

< r , )
H . - 4’:’ B ’ »'A S . - I'.
* program during their junior year; a?d place the youth in the N . ‘ !
/ ~ K n‘ X
school's regular work-experience programs as seniors. Where NYC AR
. . \ v , \\> ‘ '!' )
. ) is not sponsoredey“the“§Ehool system and cannot gain the coopera- T .',1
" s . Tt A
. K . . ' s .
~ tion of the schools, seniors appear to be a better choice for a : .
y ) ——yy h . . .
. one-year private sector work experience. ) } :
‘ . The recommendation that enrollees’be students who are not
el gibiL for the school's regular vocational or work experience pr,oLx .-
- f
<. _ gram may be difficult to implement. Although the recommendations
. . N / . v, - .
: do not require probable dropouts to be enrolled as did the VEPS )
program, the selection of students for & limiteﬁ?number'of piaces
requires a number of decisions. TheWfollowing factors should be ‘
) . " \:: . \\,\ e ) N / ;-
‘considered: N : T a
' ! a. Selecting students 'with few academic problems‘wili ’ .
" be more readily accepted by employers and create fewer on-the-
-'\- N . . (;’
R job problems, but may cause more problems- in placement for the
~ \ { .
T schdpi's regylar work experience programs which do not-have .
-~ . . \( . -~ -
he 20-50 cost sharing feature. . = ~
. =§;( Spme N§C _enrollees may have careerfgoals that cannot el
": \‘.. { 2 )
- be fu;thered by exposure to positions in public agencies. Such
! \ RS
students cquld be placed in the private sector through the new
- K ‘\ .D » o+ V\
2 ‘%“‘. A [ ) ’ . A
s : c.a=2j g ams map)decide to utilize private sector employ-
e W0 :
2 ment as\a¢&eward to\tﬁe best enrollees (measures for best may
£ \5* RS ‘ IR s

include ach ol c work,\discipline record, and attitude) or be
r \' \‘ﬁ’\ . » ~

'used in combi?ation with\regular NYC to phase students Inte

. \

A < .
private sector em'%uyment after partic at n in public sector

¢ \‘\- T
émployment. Onesndﬁgxof caufion indicated by VEPS program
T RN, e T T T
4 - t\: .}_3’ . %
Tlom3e- T, .
‘ R A2 ¢
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experienée is tﬁat'youth generally find ﬁublic sector NYC

positions~less demanding than private sector positions. An 5“'

e

agressive program of counseling and improve§ supervision could
% ) -

be used to offset this problem in programs that plan_to;move
enrollees from public to private sector work'statioms.

d. Experience with VEPS indicates that students who
are nét too far behind the&r classmates can respond to the

demands of private sector work stations. Therefore, students

N

&ith problems could benefit by‘ﬁeingﬁfcreened into the private

- g
sector program. Indicators which could be examined include

the following:

J (1) Academic record ’

(2) School attendance
(3) Disciplinary actions

(4) School counselor rgcommendégions

t

(5) Reading scores or other t}st indices

(6) Other considerétigﬁbusuch as special family or

personal problems.

e. Selection of eénrollees will ultimately in@olve a
decision on the resources suchéjf/peﬁﬁéeling time which can
be devoted to the program. HoWever, even in smaller pro-
érams, some problem studeﬁts could be screened.into Ehe pro-
gram,

6. An estimate of the program's job developmentzpotential
, . . N W'W“‘%
must be made before enrolling the youth, A group of alternates above

v

N . L
those initially chosen should be selecged and provided with the pre-job

oriemtation to serve as replacements fo} employers (who are providing

- 2
4

)

s




. explaining the program and askingapermission for Eheir son or

" daughter to participate.

. v . -

training and remain interested in participating *in the program) afters .,

an enrollee “leaves his job. o Tl
3 .

7. The responsibilitiEE of the enrollﬁes shoula heﬁgxplained .

»

U ~

to the youth when they are invited to participate in the program.,

-

8, Some programs foundnit helpful to meet With parents of . s

.

interested youth to explain the program and enlist the parents'

interest and support. In other programs, a letter was sent home

,..,,f.

‘. s

Where staffing permits, counselors should

make home visits. . ot
9. Enrollees could be asked to sign a letter of agreement:
a3 . tm_ .
stating “that they will carry out their responsibilitie he pro-_ .-~
y X - &, e

gram. They should receive a copy and a copy should‘be placed in

their file. See letter on following page. - :

. 14

J .:

. -34-
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Sample Enrollee Letter of Agreement * R - P

} . S ” .
) - ;£

. : s
PRIVATE SECTOR TRAINING PROGRAM - tpel

- : ‘ * . . . .’ o Pad -

g Enrollee Agreement Form ‘ : . .

As a member of the Program I aérge to all of the ’ e

B /

following: R . . . . o
1. To maintain at least a passing grade in ‘
* my school courses. - ‘ v
2. To work to the best of my ability in , * )
school and on—the—job , /
[ .
3. To abide by the basic procedures  * . . .
governing this program as set up by . . -
the Program and my employer. -

4. To consult my counselors on a regular C,
‘ , .. basis as determined by my counselor, " ‘ -
- L mYself, and my, employer. . - E¥

R undersﬁﬁnd 1f I do not abide by. the above agree- : 0 ' .
T meht that I may be dismissed from the Program. . - ‘

'E;-. Date Signmature of Enrollee

W 8

kéﬁb. " : Signature of Parent or Guardian |
L W ‘—|~ ) A .t i
. . . - ° . ‘

N - . |

'-‘.'J . (/ ) o : i

R . I 7Signature of Project Director i \ ‘

-~ . —— ) :
Note: Items 1 and.2 would be omitted in out-of-school programs.

- L ,

r ‘. M
o - I
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III. JOB DEVELOrMENT AND RESPONSIBILITIES .OF PRIVATE SECTOR EMPLOYERS ,

. A Recommetﬁ‘dations (See also Work Experience and Training, p. = .)
‘\ .‘ . -
"1. THE-WAGES WHICH THE ENROLLEE RECEIVES WILL BE SHARED ON A
50750 BASIS BETWEEN THE EMPLOYER AND THE NYC SPONSOR« THE SHAR-
- ING MAY BE FOR TIME SPENT IN,WORK EXPERIENCE ONLY, OR IF THE
EMPLOYER AGREES, FOR THE TOTAL ENROLLEE PARTICIPATION TIME IN
THE PROJECT, INCLUDING ORIENTATION -CAREER COUNSELING, REMEDIAL ‘

EDUCATION, ETC. . RS - -
L &
2.' COMPANIES WITH WHOM ENROLLEES ARE PLACED MUST ASSURE THAT
- PARTICIPATION OF ENROLLEES WILL NOL RESULT IN THE DISPLACEMENT | . Lo
) OF EMPLOYED WORKERS- OR RESULT IN THE SUBSTITUTION OF THESE
. ENROLLEES FOR REGULAR WORKERS WHO WOULD NORMALLY BE EIRED. i
) h -
3. COMPANIES- MUST COMPLY WITH THE. REQUIREMENTS OF THE FAIR i
LABOR STANDARDS ACT AND PERTINENT STATE-'OR LOCAL LAWS REGARD- -
ING THE TRAINING AND EMPLOYMENT OF YOUTH. .
4, IN THE EVENT THAT AN OCCUPATION‘TK ﬁHICH A NXYC ENROLLEE )
IS BEING TRAINED IS COVERED BY A BARGAINING AGREEMENT WITH -
A COMPANY'S ESTABLISHMENT, THE COMPANY MUST INDICATE THAT IT
HAS DISCUSSED THE PROGRAM WITH THE APPROPRIATE BARGAINING °
,wffAQENgY AND HAS THE CONCURRENCE OF THE-AGENCY AS TO THE ON-TFHE-
JOB ?RAINING, AND RATES OF PAY ASSOCIATED THEREWITH. )
S 5
(7;5. GOMPANIES SHOULD BE ENCOURAGED TO: s
_5 A, TIDENTIFY PRIVATE SECTOR- TRAINING AND. WORK EXPERIENCE '
) '; POSITIONS -FOR NYC ENROLLEES . . 2
E;“‘. B. PROVIDE TWO”WORK EXPERIEVCE/TRAINING POSITIONS (OR JOB
-~ ¢ STATIONS), A WIDE VARIETY OF JOB ACTIVITIES AND GUARANTEE
‘CLOSE SUPERVISION NECESSARY FOR TRAINING.
C. PROVIDE THEIR.REGULAR ORIENTATION GIVEN FOR ALL EM- . .
-PLOYEES, INCLUDING A COMPANY TOUR AND A DISCUSSION OF THE v
INTERRELATIONSHIPS BETWEEN VARIOUS JOBS IN THE COMPANY. ;
” - \\\‘
D. DESIGNATE PERSONNEL WHO WILL DEVOTE SUFFICIENT TIME s
TO TRAINING AND WORKING WITH ENROLLEES. i - TS
W + E, AGREE TO THE TERMS OF ENROLLEE PAYMENT AS STIPULATED
IN ITEM III..A.1. . o -
F. AGREE NOT TO HIRE ANY IN-SCHOOL OR éUMMER NYC ENROLLEES
. FOR FULL-TIME NT UNTIL THEY HAVE GRADUATED FRQM
. o, HOOL ( S DOES NOT APPLY TO OUT-OF-SCHOOL -ENRULLEES).
: ) . R i Q
G. EXECUTE A LETTER OF AGREEMENT WITH THE NYC SPONSOR ... «
\CSQERING THE :ABOVE RESPONSIBILITIES. ) .
- . ~ad ™ _t'."ﬂ
’ an ] —

_36_ - * . - f__,.,«._*): ] =
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St

~.6. TO AVOID PUPLICATION OF EFFORT, SPONSORS SHOULD BE EN-
-COURAGED TO COORDINATE THEIR WORKSITE DEVELOPMENT ACTIVITIES

WITH THE NATIONAL ALLIANCE OF BUSINESSMEN.. -

plementation

1, The program staff, particularly the jbb developér~tounselor,

.= +""" should besresponsible for the‘developing'ﬁork stations.

-

2. The local employment service office, NAB, the Cham%er of

Commerce, profeséional groups, trade organizations and service ::.

¥

clubs should be approaébed regarding\assisggqpemin publicizing

. the pgiﬁiﬁgzéégtor program to employers. For exampléj%the program

~

| staff could discuss the program with the NAB youth director.

»

3. The program staff might prepare a publicity flyer which

- /‘ )
would outline the program in general terms. Major selling points

which might befiﬁcluaed ar; a reduction in the high school dropout

-
-

'“\\‘—_ rate, opportunity to train yButh for productive jobs, .ability to

~~ condﬁc§ training for only 50% of the enrollee wages, and assurance

P
-

that counselors will be available for follow-up when necessary.

%

te N 3

Publiéi£§ outlets include local trade or orgén%ggt;on magazines

L .
. and newsletters, radio and television. ] /

' 4; The program team might distribute or mail the publicity

.

‘flyer and make personal contacts with buéinessgs.'.In all job

~

development efforts the program team should make clear the type

. ~0f, student ;héy are enrolling.

L

5. A mechanidm should be established so that inquiries‘go'
~*. ahy group about tﬁe*program.could be referred to the program staff

= goutﬁat they can arrange for a fiull explanation of the brogram to
fhe employer. i

. a

-
.

o~




’ ‘”'Gw ‘The most importanc task~in the job development phase ‘is

S .

N

tge com plete and accurate explanation of the financial arrangements

-

of the private sector program as well as the program concept and

requirements. It has proven very impractical to try to "re-explain"
@ - ‘ S-S - )
,the program if the initial contact is not handled properly. The

entire program staff. should be‘able to'provide consistent answers

-

- -

to employer's questions. \ S

z. It is ?@solutely,essential to cover the following points

concerningwlhe financial and training arrang% ements with the em-

~

y Ployer at the initial‘meetﬁeg. -{See Guidelines-for Work Experience °

and Training "In Section V. ) Y
a. NYC-may pay 100%Z of the pre—placement orientation.

b. Youth' must be paiqnat_least the prevailing minimum
wage. ’ 7 Lo
c. NYC and the'employer-will each pay 50% of enrollee wages

. .. L ’ €.
" after the youth is placed. Note: .In -order to maintain control

over total program costs, programs may want to impose'limits

| - .

n the pourly wage for training positions they davelopf Pro-

grams will have to monitor the number of jobs that are pay-

ing above the minimum wage in order to budget adequately.

o L}

Some employers may want to pay 100% of the enrollee's wages.

In such a case the youth could be maintained as a VEPS énrollee

-
-

> in order to benefif from the counséling and'career‘explora-

. A

tion provided by the program

- -4 - <

. _ d. NYC-cah issue a check for the total salary "and bill

the company for its 50% share (or the employer can pay the

i;otal wages and be reimburseé by- N¥YC for its 50% share). In.

-w"‘

P

LN P N * ._38.: :‘ ) . Dﬁ-’:; -

"~
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.
L 1 - -
——

either case, NYCfshomlowpian to pay'ali fringes including
. - workmen's compensation in order to avoid any qﬁestions of
liability should an enrollee be injured whjle working. Mak-
¥ " ing enrollees NYC employees, also aids job development by sav-

' ing paperwork for employers., Note: -When an-employer decides to

- ~.

R
. - [

. ‘ participatig some suitable arrangement for time sheets should be 2

4: made. The programn staff and the employer must 'communicate -

. regularly to ensureﬁthe youth is paid on an accurate basisf

e. A maximum number of hours that enrollées are per- . : S

mitted to work should be imposed. ihis'might be—15-hours -

& 3
- 4

per week during the school year and a-maximum of 40 hours

per week during the summer. Wages for»enrollees<working
3 " - d
over the maximum hours should be the employer s total respon-

sibility. e .

r . . .

" f, Enrollees must be placed for training'in occupations

whose Specific Vocational Preparation time is listed above

Sy

¢ level one in the Dictionary of Oooupational Tit}ps. R ;% .
g. Enrollees will be rotated to a negiwork—trainiﬁg"ex—
i .
\ perienoe after 500 hours and are limited to l,?obghodre“on .
4 - ..
\ ) the program with.ohe employer. ‘

. e ;
8.. Program staff should be ‘aware that the 50/50 cost’ shar- ]

[ ~t

ing split, of enrollee wages*reflects the: following.factors. -

L5, 4. Employers will have increased supervisory duti€§ ) S &

s :
. ) -
- , . b. Eqrollees will n;eﬂ/to be trained in each job assign— ’
L4
. ment., ' . ’ LN R
c. Enrollees will have a greater incidemgé'of-problems AR .
' R 3 . . ) N } ' ( '“:'
~T than regular employees. C n_-’_ . .
' ) "\"t - Ps
d. Enrollees will only be permiéi% . -
Q ) = . T . ‘ e ) “’?’Q h’)‘?

| NEE T .
‘ . . . e M
. » A

¢ - - — .5 . o *
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‘ « H - ) ‘! -, ‘
during the schoel year, .

e.. Enrollees will typSeally ‘have lower rates of pro-

-

—

ductivity’ than regular employees due-to their part-time employ-

ment’aﬁd lack of skill and experience,

i

. £. A conriuaing 50/50 split will reduce administrative

problems whlcb might Dreclude smaller employers from partic1— i

-

pating.-
] A -~ ' ! ‘ ' ’

9. Programs should decide whether job develorment should con- . }

%3

centrate.on smaller employors with low turnover and a small work

P

¥

of sites, but usually leads to easier access for on~-the~jo counseling

contacts and provides petter feedbdck on the youth's progress from

>

v his supervisor- (often the owner of the Zirm). Larger employers

N
‘ ‘
-
. B
i

have generally not pa icipa;ed excent for providing a few openings .

in" some cities. I‘ larger employers do narticipate,,they should

deeignate‘a'centact pef%on, preferably the immediate supervisor,

=

.: “@ - ' ‘
0. £ D

The’ programﬁstaﬁf should plan to evalute potential

|
|
‘ . ¢ il . - . *
to meet w*tn&p&e counselo BN
v

employers #n the basis pﬁ:

-

Ny j;;"' o a. eThe_varief;‘df’jeb activities for which the enrollees

»

.

£} / ’
will be ‘trained, and . . - : ’

v . - v,

'b. fhe quality of. supervision which will be pro;ided.

In the VEPS programs, employers who met the above criteria
a ey . -

were usually smaller employers where the owner often managed the - .-

T e

business. Examples of this type of ﬁmployer includegya ‘ ’ -

W E 3 N



\ ’ - ////
~ -insyrance bibkegs

G
%

=gpecialty shops )

-light manufacturing companies W~
. —retail shops )

~lawyer's offices

. -
-gervice firms such as appliance repair. |,

+11. A careful review of the types of jobs which employers

have available should enable the development of a training schedule

which would include two separate work experiences. o
" Q
" 12. After explaining_she program fully, the team member should
~ ‘ N

be prepared to obtain specific information on the job so that it

can be matched with the enrollee interests determined during orien-

" tation.

13, Some judgment must be exercisedlﬁg/;he job duvéloper.to
P! ] .

& ensure that enrollees are exposed to skills that will/be useful in
1 qu ) .
the general.labor market. Of course, proper attitude develop-

ment and experience yithg;ﬁterpersonél'relationships will prove

>

‘valuable assets in any future employment.

14, The availability of the counselor should be emphasized

.N o
and employers should be encouraged to contact him if any(Problem

arises regarding the enrollee or any aspect of the program.
15. A’ program might want to set out the guidelines covering

the company's responsibiliffég in aletter of agreement ‘such as - —
N g .

the one on the following péées (pp.42-44 ). Difficulties in

administering the. program will geng;iily be minimized 1if pérti— /

cipating'bﬁﬁiS&érs ¢{gn such a letter \of agreement. .

¥ N F
v . ‘. ‘f-
s
A R !
f’i‘: —41‘_
v . L
a .
‘ S
i




- ment if he is retained“beyond’500"hours. 5 .
e A 4

=

4
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Sample Empidyer Letter of Agreement
— l
A L 2 - :
_‘ 'PRIVATh}'Efw\.‘SJI;"CTOR TRAINING PROGRAM \

¥

» 4

<

CoqperatiVe Work Agreement

-

The following constitutes the esfablishment of a written agreement

A

between the sponsor of’ the Program and %he company providing a job train-
e ° 3 K ',«‘ 9 e M . ) . . et
ing site., * A nod
'.u . ‘ . &\~;' I -
- I. The ’ T

(company) will ‘permit

B > a
2

(enrollee) fo enter his establishment for

o v !f P

? .
the purpose_of gaining knowledge, skill development, work experience and

@’

~— E

vocational exploration in the above mentignedggompany.
ki a . ¢ .
II. The company agrees to’provide a work experience or job station

whose Specific Vdcational Preparation.time in the.DIctionary'of Occupa—

“tional Ti:tles «is above level 1, and guarantee ‘the close supervision
o ' B

¢ C % o )
secessary for traiping. - Y
PP ) 5’
£y

LE 9

III, The«company agrees to rotate the enrollee to"a new assign~

B s -

g

',‘J?:; >
° .

. *

. , e

7 iV.\‘The cghpan§ agrees to provide their régular:origntation'given

: - ' S
for all employees, such as company tour and a discussion of th} intéf-s
' LS & - “ . . -
. ) ) N ). ‘é : b .
rélationships between var}ous jobs .in the company.’ .

) . ’
.

Thre company agrees that ‘the ﬁarticipation of the enrollee will not
ﬂ

Ve

’ _y’).
PoN

f"ﬂ ‘s N *

résult in the displacement of emploYEd workers or result in the substi-
é 5 h N

»

u v by 7 .
tution of these enrollees for regular workérs who would normally be hired.

N . 2

VI.

-3

u‘ -

The company agreesuto compTy with the.provisioﬂs of the Fair

‘mabor Standards Act and pertinént state or local laws regarding the train-

ing and employment of youth.

1
»

A
o3

“

o




.
v

VII. The cogﬁany, by showing just cause, has the right to terminate

s
*

. trainee at any time that his progress or performance is not meeting
)
standards of acceptance@i It is recommended, howevet, that the

counselor should be contacted prior to dismiésa}lso that ade&uate

the counselor.

Q ” e
~ .

117/ The company agrees that if the enrollee's occupation 1is ‘

covered by a bargaining agreement within the employer's establishment,s

¢ « .

4 t
lthe employer must indicate that he has discussed the program with the

BT ,
appropriate bargaining agency and has the concurrence of the agency as

\

A LY
to the on-the~job training, and the rates of pay associated therewith.

-

Rid

IX. The program counselor agrees to visit the training site to

; . . v )

analyze and evalyate tge trainee's progress and adjustdgnt, discuss train--
: 0 - T ' AR -

ing problems with the trainee and his supervisor and coordinate class

iy
-

R 7
work in school.with the needs of the_ trainee's actual, work experience,

1

-1 o
o

- .
X. Thé«company agrees not to hire thgheqrollee for regular full-

. ’ T
time employment until he has been graduated from high school. [Omit for

out-of-school programs. ]
XI. The Neighborhood Youth Corps office“-agrees to handle all matters

»E
relating to payroll, unless the ¢ompany site desires to assume this respon-

sibility.

-~

’

XII. The company agrees to provide the pfoperly completed t

sheets in order to assure that trainees will be adequately compensated.

XIII. . The company agrees to cdoperate with the Neighborhood

o

ime

P

r~ -
X . B
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Youth Corps in the remuneratiom .of trainees enrolled in the program
; O G ~ . v
2 according to the following procedure: T . S .
e - P » - N
< NYZ may pay 100 percent of enrollee wages during a 60-hour
crientation program and, thereafter, only. 50 percent, with
employers financing the other. 50 percent of wages /for all
nouts worked., y ’
XIV. This Cooperative ‘Work Agreement has been read, is understood,
\ \
.
and is agreed to by the folloﬁing / Lo .~
; o
a . ’L. . .
. . /
14 - - o i
Date = Company Representative Title
" . - ’ Date Program Director °
L3 ° J"’Z/_IWA
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L concentrate on world\bf—work" matters and spend less effort’in

Y , N RN 2
« . «
IV. J2PRE-PLACEMENT ORIENTATION T t v .
. Ty
A.. Recommendation R
y PRE-PLACEMENT ORIENTATION SHOULD BE PROVIDED BY THE :SPONSOR.

AREAS COVERED MIGHT INCLUDE WORLD OF WORK ORIENTATION (Jos
ATTITUDES, DRESS, RESPONSIBILITIES) CAREER .EXPLORATION SESSIONS,
DETERMINATION OF JOB INTERESTS AND SKILLS AND CORRELATION OF

INTEREST AND SKILLS WITH AVAILABLE JOBS»
/ A

R4

Bs Implementa*ion (See’Sample'Opienﬁation Program in Appendix A, )

~ .
. r N

1. ProgramS'which cénduct a pre-placement orientation to the

"world-of-work" wili experience fewer problems with enrollees per-

’

forming at their training sites.
- . *

2. Progréms will have to decide how' much time they can devote -

[

to orientation. It is suggested that the orientation sessions might °

-

‘ s
‘He conducted over three weeks at 20 hourg weekly or over two weeks

& .

at 30 hours. The‘de:ermination‘oﬁ the number of weeks ghould be

-
]

made according to the time the program team negds at that point to |,

. v

deGelop additional jobs. The recruiting of all enrollees and “sub-

2

stitutes should be completed befote any orientation is done. - ‘5\)

3. 'The sessions could generally be phased as follows: 3
- . - . ’

*a. Week One::WorId—of—Wofk Orientation end Vocational

LY . . . ? . -
"Explorationt - . -

b. Week Two--Continued Vocational Exploration and Determina- -

~

tion of Job Interests and Swiiiéﬂ T

c. Week Three-—Correlation.of Intereést and Skills with

- Available Jobs and Re-emphasis pn Necessary Job Aititudes and

.
»
@

- - -

Responsibilities.

. 4. Programs wnichﬁcannot devote 60 hours to orientation should

; *

vocational exploration. T A '
- )
- ’.-r-'
4 . - > .- X »
7/ y L . [
. “=45- - .
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-

Counselogs should have the flexibility to delay some'referiéls

beyond the suggested 60-hour orientation. = P ¢
- rr g ¢

5% The orientation sessions should be used by *he program team '
.’/

‘ B . , ¢
. 4 y A

+o: A e " :':w\ ’ f AN "

Lo . ) ] i ’{‘ 5 :’; « .

P ‘// // ¢ -

. a. Establish rapport with the enrollges.
o /

b. Impart the attitudes necessagy’to succeed on a Job. °

c. Present'the "technical aspects of obtaining a job and ;

/

working, such as: filling o}t an applicationm, going for an inters

view, calling in when sick, folioyiné instructions and unoerstandr‘

ing payroll procedures.
L “ a

d. Convey the oojectiies of the program and thefproceduresx

that enrollees are expected to follow. Some of these might
:// « -‘ M
include: - '

. -,
Vs

? (1) Enrollees ‘are not permitteﬁ to work on any day they
3 ¢ . ’

‘do not attend schooli/f .

) .,

- (2) Enrollees must talk with their counselor before

they terminate their employment. ‘

~

(3) Enrollees are expected to attend scheduled career

exploration sessions. . : < .
- ¥ ¢ —_——— ;‘
'(é) Enrollees are part-—time workers and are usually

not eligible for-paid holidays.

e. Outline the procedures for.any flegned on-going vocational

-

exploration sessions. (See Career Exploration Segsions in :
Section VII.) \ .‘*~ |

f. ?resent sone material on the wide range of jobs available
in the communityA eared as closely as possible to shat will be

available in the program.

3

ol
oy

-46~



oLy

be needed by the enrollees. - o
"1))‘//. . : i .,
70 "
5 . 6. Some youth will make a realistic issessment 6f\th\\ﬁ\§?2kr [
s 0‘15\)“{%}« f
and be ready for job referrals sooner than those whose nterests . / '

v

L N g.'.

Begin té assess enrollees interests and skills. .
' o
h. Attempt té match youth career interests with available

- positions.

i., Determine generally the extent to which, remediation will N

)
T

.Qz .\ ‘ .
fail to match their skills or the available job openings’ T

™ {2
, /

7. Job referrals should be started asysoon as an enrolleefis o

’
[y Je

-This procedure will ensure that all enrollees do not go for /

>

The interview experience of egrly.;ﬁ?r,,

ready. .

job interv1ews at the same time.

> ~ -

‘Ieferrals can. be related to the entire group as an example of what

<

eqployers expect and how to sell oneself in thg interview.' o '

- .

*8. The progfém“stagg will have to determine how mdny youth they

will refer to each ogening. One‘pfdcedurgngggld be to refer youth'

. ’ . - - R
one at a time until the company selects one. Anothef\ﬁio ure would
; be to refer no more than two enrollees fdr each opening. Participat{ng .

employers should be made aware of the type .of student who is enrolled

-

at the time the job development contacts are made.

I ~ 9. Tt may be necessary for the program team to make arrangements -
* for transportation.for enrollees to job interviews.
¥ .
- . y ,
‘ - A 4 4
' ’ -47-
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WORK TRAINING AND EXPERIENCE { /

< €

A. Recommendations ¢-

<

- ENROLLEES MAY BE PLACED AT A PRIVATE-FOR-PRCFIT WORXSITE FQOR UP
TO 1000 HOURS OF WORK EXPERIENCE PROVIDED TEAT THE FOLLOWING
GUIDES ARE ADHERED TO: ! )

1. AFTER 500 HOURS AT THE WORKSITE,‘THE ENROLLEE WILL BE ROTATED
TO A NEW WORK/TRAINING EXPERIENCE. FOR EXAMPLE, IF AN ENROLLEE
IS PLACED AT A DRY CLEANING STORE, THE ENROLLEE MIGHT SPEND THE
FIRST 500 HOURS RECEIVING WORK/TRAINING EXPERIENCE AS A CASHIER,
AND THE SECOND 500 HOURS RECEIVING TRAINING/WCRX ZXPTRIENCE AS

A MACHINE OPERATOR.

WHICH AFTER A

UCTIVE. TO DETER-
R TO THE DICTIONARY
SPECIFIC VOCATIONAL
INAPPROPRIATE FOR

AN EINROLLEE MAY NOT BE TRAINED IN ANY FiEL N
SHORT DEMONSTRATION, THE ENROLLEE WOULD BZ PR
MINE OCCUPATIONS OF THIS SORT, YOU SHOULD REF
OF OCCUPATIONAL TITLES. 'ANY OCCUPATION WHCS
PREPARATION TIME IS LISTED AT LEVEL 1 WOULD
NYC ENROLLEES. ‘

‘g

2. THE COMPENSATION WHICH THE ENROLLEE RECEIVES WILL BE SHARED ON A
50450 BASIS BETWEEN THE EMPLOYER AND THE NYC SPONSOR. THE SHAR-'

INf: MAY BE FOR TIME SPENT IN WORK EXPERIENCE ONLY, OR IF THE
EMPLOYER AGREES, FOR THE TOTAL ENROLLEE PARTICIPATION TIME IN

THE PRGSECT, INCLUDING ORIENTATION, CAREER COUNSELING, REMED;?L

ZOCCATION, ETC.

3. AFTER THE 1000 HOURS WITH ONE EMPLOYER IS 'COMPLETED, THE
ENROLLEE CAN EITHER (A) BE PICKED UP BY THE EMPLOYER ENTIRELY
ON HIS PAYROLL (HENCE TERMINATED FROM THE PROGRAM), AND (B) BE
PLACED WITH‘éNOTHER EMPLOYER FQR NEW TRAINING.

S e

B. Implementation o . ‘ \

4 . ‘

Programs will have te monitor .the hours thzat enrollees have
worked to ensure they are rotated to new assigome=cs alzer 500

hours.

2. Program staff should try to determine whetnér—ife employer.
intends to place an enrollee entirely on his payroll ziter 1,000 b
hours. a ¢ .

’ L

3. If the employer does not plan ﬁo‘employ an enrollee after °
1,000 hours, the program must decide whether the enrollee would

benefit from further training and work experience.
%

«

_— N L o

$)
f
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employment, the employer should be terminated frqm the program.
P ' :

N

4. The program méi'déc
v‘\

o

g

By
program to obtain t:raiu‘ees who have no prospect of future _full-t:ime

5. Programs should take the responsibility for ensuring that

the .companies are providing training and work experience that will

benefit the enrolleetand not using the trainee as a regular produc-

tion worker.

Although the differentiation between these outcomes is

sometimes difficult to assess, most counselors could make such a

determination.

.

LN

o P

Y

D

[
[}
A

that if employers are only using the |

-
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VI.

; ing permics, the program staff/enrollee ratio should be low enough

COUNSELING AND EMPLOYER’CONTACT

A. Recommendeéion .

Ty, ¢ i SR -
CAREER COUNSELING AND EXPLORATION ACTIVITIES ARE ENCOURAGED

SHOULD BE PROVIDED BY THE SPONSOR ANu THE EMPLOYER ON AN ON-

”“‘\G BASIS. EXPLORATION ACTIVITIES MIGHT INCLUDE FIELD TRIPS
Ax0 OUTSIDE SPEAKERS ‘ o b

2, ZImpliementation .. oo

2

~. Programs will have to designate program staff responsible
for on-goirmy employer contacts ‘and enrollee éounselingl Employer

: 6.
. & .
cor.tacts will be necessary even where programs decide to conduct
" -
. ¢ ) - . *
& rinimum of enrollee counseling and career exploration.
2.. The on-going employer contact provided by the private sector @&
(. . i = -

s
- &
$ s

- - )
program should be emphasized to both youth and employers. If fund-

L

izt youth will receive the supportive services which employers often

DI
cczzlain are lacking. - . : -

. - -
-

3. Counselors should plan to see emplojers c= a ragulat basis !

.ﬁ

In addition to whenever they are called by the c*"saly or the

~

enrolilee, Counselors should use the time.sheet‘pick-up (applicable

when the program staff collects these) as one of several regular -
\‘.9(
empioyer contacts.: Although a feasible procedure cepends on the
3

. : [

nunter ol employers and“iheir relative locat‘o“s, cne ‘method is to

visit employers once a montlf in personoand to call_opee.a_ponth
exclusive of special requests and peyroll arrangements.
&, C;:tacts with the employers will’berigégiateo to deal with
such iteas~as: ’ *
a. Enrollee Performance

L A o, -

" 5. Time Records and Payroill .- = s




c. Types of Job Assignments

T T ——

%f qurging‘froblemé ) T ] o ﬂ;ﬁ?,w/—\jff

Counselors will also need;to detéfﬁine whether ré§ponsibilities

_of the private sector employers outlined in Section III are carried

out. .
5

<

Y
3

6. The ﬁéetings with the employérs supplemented by contacts
with the enrollees should enable the counselors to assess the:
' a. Training apd work experieﬁce péovided.for thé enroldees.
b. Qhélity of supervision. ‘
c. Adjustment and progréss of thé enrollees.
7. "Counselors will determine whe%her enrollees shoﬁld be trans;
ferred to other employers and, if transfers are necessary, whether
employers will remain in the ﬁrogra*.

8.  Contacgs with the enroilees should be made at school, work
. N i

-

and with their families atj?bme 6r in gfoup meetings. Parental
support should be secured early in the program. Until sufficient

rapport is established between the youth and the program staff, most

<

contacts will probably be initiated by the staff. The counseling
contacts may be made at school, home,.on the job, or after any .
sché&duled voeationa; educational sessionsc‘ Some meetings might be
held in the evenings and’ parénts invited to attend.

9. Programs should maintain a file on each enrollee that will

enable the staff to be informed on all aspects of the enrollee's

2 \

development. Because of the close' contact between enrollees and
- .- " ca

counselors, complete files'are necessary .to provide:continuity in

fﬁstapcés_of_spgf{.turnover.

-
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10. It should be expected that the counselors will have to deal

.

with various crisis situations relating to the enrollee's job, aca-
‘ N

s

demic work and family situations.

¢

. 11. Some members:of the program team must plaj to be dvailable

to handle any préblems during periods such as school vacations when

*

* the, erirollees will still be working. \ ¥ g

1127 A convenient method of improving the availability of coun-

5 .

selors for dealing with crises is providing a business card with
. ™~ . . . "
the §rog;am office phone nuhbet.for all enrollees aaé pa?ticipating

employers. (Counse%ors' home phones may be listed z21s0.).

_=3. Any program can expect to have some youth who quit their
N ,

job, are :erg}nated, or who leave the pIggram. When an enrolleet
‘asks to be transferred or leaves a job, the%taff wiii “avé to deter-.

2ire whether the enroilee should bé‘placed with anotier expioyer
i

if the youth desire# to remain in the program. One procedure that ¢

. .can be used to ensure that the counselor knows an enrollee- is quitting
is to ask.that youth not to quit a'job without first discussing the

‘situation with his counselor.

14. The program should replace any youth whc -ercinates his

J
*

emplcy-ent withparticipéting employers who zre Zulfilling their

-

-

raspoznsibilities as outlined in Section III. Eowever, tareful con-
siéera;fon should be given to replacing youth at companies which

“terminate enrollees. For e#ample, the employer should have made ‘a
éinceréteffoné with.tﬁe enrollee and his counselor to solve ‘any
) .diffigplties before terminating the enrollee. 3In casss where the
emplo;;r has Qade'an effort to work with the program, I: is reasonabie
) -

- %o replace the enrollee from the pool of alternate enrollees who
s .

received pre-placement orientation. If programs do not maintain a

s 62

.
.
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. - R ’ . L
'

*pool. ofaenrollees in public sector NYC jobs, they Tun the risk of 'Veﬁ/,

. losing employe%s with go’od work stations if ,any youth quit the pro— \ !

-~ - -

(‘\

gram.- . . x N ‘ , . /{ . .

15. Many cities have inade uatg public trahsportation, especially

) e
during the non—peak hours that mﬂny youth wilﬁfef traveling from *~

f*

¢y
school to their job. Jeb Placement, counselors should kee in mind
that the youth will be traveling from school‘té work durq?g the -
school year. Bus passes or tokens should be.provided where posgible. ’

. 7
16. Counselors should attempt to éi}eviate severe transportation

"

B . E )
problems through job placement near school.and home;%assistance,in -
. of' ¢ L
using public or school transportation, arranging car«pools, etc,
. - P

Counselors should avoid creating situations in whieg’the Enrbllee-

y .
¢ - &0

becomes aependent upon the prdgram staff for work fransportation. . ,
) - v N -
. 2 ’ ‘V
‘._ - >

-
S ; ¥
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. VII. CAREER EXPLORATION ‘SESSTONS ™ ‘ -
A, Recommendatibﬁs ): "; L. ff T L
s ‘ N
I CAREER COUNSELING .AND E}ﬂ’libRATION ACTIVE TIES ARE ENGOURAGED ' |
S AND SHOULD BE ‘PROVIDED BY THE ‘SPONSQR;AND THE EMPLOYER ON AN ON- |
" - GOING.BASIS. , EXPLORATION -ACTIVITIES MIGHT INCLUDE FIELD TRIPS |
_AND. OUTSIDE SPEAKERS. , :

7

B \ \ A )
:2. IN-SCHOOL AND SUMMER NYG SPONSORS SHOULD A;...SQ BE ENCOURAGED '
TO ESTABLISH A LINKAGE WITH .THE SCHOOL S VOCATIONAL OR° WORK
¥ E}G’ERIENéE DIVISION TO ASSIST IN THE DEVELOPMENT. CF A CAREER . iy

R - ‘COUNSELING/EXPLORATION CURRICULUM, ETC. -~ . - o '
- ‘B. E lmplementat ion. (Seeg\“ Saﬁlple Votationa Explorat\:on_?rogram in ‘ *
ni:?e:‘.\.ix B. ) ) . - " a“‘w_\ - (3 . ' .
’ I. Where programs* can devote time to, oresen ng a voca:io:al, '
; . ¢ £, . T TN
exploration program de igned to- expand the careler hor?zons: vof enrollees, e
xat least one staffv member ¢shou1d be familiar with vecation ai -and : :
.carzer guidance maxtergls az@ their presentation. ‘ . .. R
. : ” ¢+ 2, . The ,uo.cational spegia;ist wil“lglso devote his efforts toward: .
> ‘ - a. Arr\apging sﬁg%l .leie es to'allow for work. ) ‘\‘ ’
. - ’b: Matching school subject:s and'{tb és§ignment to en%él‘lee _.»s‘q"‘—'%; /
| . interest. . s - .’;-.- ’ i . ~ \ ' ) ’ . ) ,t
: * . C. Attempting"o‘to arrange academj.c crédit for the work' experi— A ?..‘
ence.obtainedf thrgngsithyé program. - '“‘ 0 . -
, -‘ ) 3. -'Arhe exploratieny\pi'ogram _may utilize a variety of techniques . ..
but should include field trips ana outside‘ speakers. . SmVa‘ngroup .
LY 1sessions :vi_th maximum youth pa‘rticipa_ti?n ?ha\jre been ef~f\ective'inf ‘\: : g ¢ » .
) .. L S e
. 4. The vocational egploratip,n prbgram that is presehted By the * ’;ﬁcv

& <

Y ‘ . £taff may be implemented independently of any regular ,school system , %rp )

- work experience program +n cities where NYC is sponsored by t:he o

- 4
v . ST ; - L ”
scPool system' or an arrangement ‘cair be ‘agreed upon, youth may be . T

; T » . . . ' - ' -~

. . M )‘ . \,.' N -
. .. N r Y : AT -,
- - ) ) 1 ~\ » R “:‘:" .. . - »
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-

' -ample time free for the staff to arrange employer contacts and enrollee

’

placed in the school's program to serve as a foundation which is

N L

eXpanded upon by the program staff. The rationale for a separate

and supplementary program *is simply that if enrollees not previously

bl

“in the school s regular work experience programs are selected (see

suggestions in Section I1), the ogram enrollees will "need additional

»

emphasis andhmaterial. The VEPS experience has shown that they

Q »
. -

will have a number of problems which nqed the close attentlon,of .

. . »
- - - ’ !

“counselors as well as an -opportunity to meet in smaller groups for -

more individualized cdreer exploration.

>

N
——

5. A bi—weekl; voéational exploration session of four hours

P h »;‘

apﬁéébs to provideb gé most effective scheduling'in terms of making .

sessions on—going, bﬁt leaving ample time for on—the—job training * )

6. These sessiqns should be started~as soon as. the program is

implemented and,€ontinue without interruption. If they are not .

started as the program begins, it is much more difficult for the
'emplgyers to accept them as-part of the regular program.
: s ¢
7. Id most cities the bifweekly sessions“can be condncted at

a school or the NYC offices. One method is to meet all youth enrolleés

- . B k {t

. , ]
" in one orzgwghszaools at a reguiarly scheduled time. .. . - f T

8T Bi-weekly sessions with 20- 30 enrollees each should leave <.

.

'
+ ’
» »

-counseling . h R L T -

F 14

///Q The-program team should determine the remediation needs of - R

the enrollees during the summer vocational exploration sessions. This

will enable definite arrangements for meeting these needs to be made

prior to the beginning of the school year. Experience with VEPS pro—
! ‘
,’grams suggests that the maéor;remediai areas will includeﬁ 2mathematics,

;Hf”

~<
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o »

{(‘). In addition to conducting Jt:tie' vocational. exploxjaﬁion sessions,

§ . -
. the program staff should work closely with the in-school NYC counselors
) apd\:regular high school counselors to: . . .. )
" Y 2 ' .a. ‘Arrange enrollee ,schooi $ch.edi,11;es to allow for their ’
E ‘ \ ;ork. o Lo v . 1
. - > -~ PO

b. Match school subjects to enrollee's job assignment and

. J interests. ‘: ' ’

c. Attempt-to arrange academic credit ‘for the work experi-

-~ Y o hd
. - ence obtained through the program. w 4 .
o, o '\‘ » .
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‘ APPENDIX A, SAMPLE ORIENTATION PROGRAM
3 ’

The following program outline and the accompanying attachments were
designed by the Center for Urban Programs based on orientation programs
conducted in VEPS cities. The attachments referenced in the outline
* ,follow page A-6 and are separated so that they may be duplicated and

distributed as resource pages during discussion sessions. ,The enrollees’

- el

the sample application forms while others provide information. The

eritire program outline with attachments could be distributed in place
of the several attachments.

can practice filling in the required information on some items. such as

e »

'

. Full\-Time
. N . . Employment
: . e : ) s ) .
T Tt High School
-, ‘ <Graduation
STEPS TO ¢ o, - Career ' e
. JOB SUCCESS S Exploration
’ b Sessions "
| -
- . 4 o Counseling
& . Job~-Training ;
. © and Work }
. Experience ' !

Report
for Work .

-

. Job Referral
by Staff

3
e

Orientatdion
a Sessions
Selection
for Program
5 *

T

b



i PRIVATE SECTOR PROGRAM ORIENTATION OUTLINE

I, Introduction to the Youth Training in the Private Sector ‘Program
r (See Attachment A)
\‘

» Purpose of program

* . Role of the program team

i . B
4

8 Emphasis on school work, training, and work experience =
Ilé Attitudes Necessary for Succeeding on the Job (See Attachments B and C).
¥ ’ ,

Why people work . S
Developing responsibility

Setting goals in life X v

!

+

The program team should administer some type of . interest ar

> A4

occupatlonal inventory test (See ppendix D for a listing ‘of such

- tests). In addition, Attachment D might be used to determine how

. e Ky
: LN

Y . much £he students know about:the world-of-work. If it is used it

should be emphaSized that it is to help. the counselors provide in- 3

- - ' ! . \\‘{Wk .
v,/?=&“4*) formationJand not to fail enrollees. 22%\ %%
) N <
LN
V. Interpretaiion ovassessment and Setting Goals (See @gac

, lhe inventory’ results should be used to guide sté@k‘“(

3

. ‘thinking labout private sector jobs that best match “their interests : ?
» [
Iy - % #
) " and abilJties. A plan for the enrollees' year can be developed.- %, .
. ’ v. * Employer %Jct Sheet . . . . " . .

The’ orientation team should construct a sample list of parti- . ¢

. = 0.

cipating coppanieq with the types of jobs that .arg available. The

' ! -" /
* '

! ’ employer fact sheets can‘be utilized to get the enrollees to think

S

4

- \ B
} - about what they would like to do in te%ys of what is available. A

possible format wpuld be: . ] .&\
| IR ‘6R
) _ ' : ’ A_2: | .i'\r. P

L o - i
4 b >

o R
II1. Assessment of Enrollees Talents and Interests (See Attachpfént D) »
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* enrollee shoulé have for filling out applications and provide

. s \'-‘-\"‘::\H -.~ ~e ® ¢
- \ rs . > - ‘V; L4
¢ '
' FORMAT ]
COMPANY . LOCATION TYPES OF JOBS , RATES OF PAY
XYZ Corporation 100 Main Street _ Clerical $1.60/hr.

Can N

Getting a Job--The Application (See Attachments F, G and HY

~o

The staffgshould present the typés of information that an '

ample opportuniLy for enrollees to fill out sample applications.
A . . .
Although some participating companies may not use their regular - !

p%ocedures, others can be expected to employ their regular appli-

cations and ;screening tests ‘such as for typing and sales (math).

&

Counselors-should prepare enrollees referred to clerical posi—

tions' for the possibilities of typing gﬁd filing tests. SR

Getting a Job-—The Interview (See Attachments L and J)

Role playing and films'can be used'to Ppractice for "the‘actual

job interview. Several cities used{role playing with the

enrollees acting as the personnel director and prospective employqu L
They took pictures of the’ enrollees at the "interview" to show Y -

posture and grooming. The attachments provide sample informatlon

PN

which can be’ used in role playing Jand general preparation.

Succeeding on the Job (See Attachments K, L, M, N, 0 and P)

Orientation leaders diScuss the DO's and DON' T s of working

wé%h enrollees, Filmns and role_playing situations could also be

.. » i v — ) .
| , . ° ol .

used. . 4 - T v e . . .
. - “~ . ,
. . Leaders should use some method to ensure that. the enrollees <
- . ) . \f."" ’ : - .
. have all necessary information concerning their job and the pro- K
& - . ) ,
gram: (See Attachments M or N) 9 L. ¢ .. ‘ . s
~ . v . « v . e : .
i é ! n
f ] - . ; R . . -
* e N v m&y-’ﬂq 3 i
! " A'.'3 . ‘ 3 \ * ’ ; *e
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) , sy . . LT ‘ < 4 :
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n; . IX. Paycheck Information

.
.

. Orientation session leadexs should have a eample paycheck for

use in this session.

Ve ,
| You should know the following information about your pay

On what basis are you paid? '

Hourly? ., Weelly? Bi-Weekly? Monthly?

The difference between gross pay and net pay

M . ! N
. . ‘ . ¢ . .
. Gross Pay: Salary before deductions.

Amount you receive after deductions for such

Net Pay:
. items as taxes.

_ What are the various payroll deductions?\\\\\L\\\\

Federal Income Tax

Social Security (FICA)

City Taxes (where applicable)

State Taxes '(where applicable)
,Union Dues .(if any)

Insurance . i
3 } PRI t » ‘
- When do I receive my paycheck? ?

N
.
" " e
&

Where do' I receive my paycheck? - T

-

Who do I see if I-have questions .about' my paycheck?
AN &

. &)‘ ) ‘.
Budgeting - . ;

Orientation leaders should diseuss budgeting with as much ..
group interaction as possible. Staff ‘should be mindful that at

LS

first youth will often want to allocatall their earning§~to cloth-

ing and entertainment. oL . .
o

-
R,

¥p;e Weekly Budget . . . oo

-

e
Srenes

A

=
=<
%
. . j‘g.n,
1) 2

%ﬁ F Gross' Pay ($2.00 ‘per hour for 40 hours) . $80.00 -
%“ g l = ‘Net Pay'(GIoss pay less taxes. and other payroll . L
%Eﬁ? \ < deductions

| 65.00 © -




WEEKLY EXPENSES . 3 v
Transportation ($1.50 per day) o $ 7.50
 Food, (Lunches and Snacksfs ($2.50 per day) j_ 12:50
Clothing : o L 15.00
Entertainment . -;; ' 10.00
Home Expenses ‘ i - ‘ ‘1 6.00
Savings . . so0
Other‘Expenses . ] - . \ 5.00
Emergenc; Fund | - __QLQQ
' Total Expenses (Compare with Net Pay) \ $65.00

- XI. Equal Opportunity Empigyment (See Attachment Q) -

*)

\ XIL."\ Uniohs /%

o
Ay

-

+ Py ’

The attachment can be used!to review the meaniné of equal
opportunity'employment. -Staff should be aware of the procedures

to be followed in the event an enrollee mékes a complaint

P ()

i .ooet . .
- "

¢ Ve .

M rn. N . -

’ AN

G

T~ >-.‘ h: 'u,‘

Orienthtion leaders should check with panticipating companies

. w -

to determine whether this section is applicable to the enrollees.

Enrollees shoulﬁ know the following information abédt any
}

unions at~the place of their employment (Only a,smell numbet of
. . . .

work stations have been involved in companies with unions:): A

L)

Are they required to get a permit or join the union?
3 . '

-]
Name of the union. . - -
’ N .
Purpose of the union. T - L

Name of union representative for their wotk unit. o

Dues paid: When? Hoy mdchz Where? Why? . - .

How does the union Status of their co—workers affect theil

responsibilities? ‘ A ,
N 4

"What should enrollees do if there is a strike at the compaqy’

\ - - [y

.




-=-as a non—-union worker.

.

, ~=~as a union worker.

XIII. Vocational Exploration

:
3

Explain the format for con

tinuing vocational exploration
sessions. Co : .
. Introduce ideas concerning occupational clusters and career
ladders ’
’ . Give overview of sources of information and topics to use
. in researching a career.

e
NOTE: "The amount of yocational exploration presented during
. the orientation sessions can be varied depending on
- - ' the progress of the overall oriePtation program.
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3.

3

o Attachment A
me (1 Of 2)

GENERAL YOUTH TRAINING PROGRAM INFORMATION

Hours of Work - The schedules will vary from work station to work station,
however, enrollees will normally work 40 hours a week during the summer
and not more than 15 during the school year..

Pay - Enrollees will receive $2.00 an hour. \

fPa odl Procedures - Each enrollee will have his/her own time card for each
.pay pgriod. The'time will be kept by the supervisor, not by the enrollee. _

\ v
..oWhen an enrollee is gé%ced on a job, a time card will be given to
-the\ agency.? /If the agency is new, the counselor will deliver thef
cafd and e lain the pfogram payrdll procggure’to the supervisor. -
b." The enrollee time card will he signed by the enrollee and the super-
visor. . '

. . . . -

]

"¢. 1If an enrdllee complains of shortage of pay, an investigation will

take place, and if warranted the pay correction will be made the -

following payday.” ////A///// N \\W

d. No special checks Will/he/written

.- Holidays -ﬂhe program:¥f§ not pay for: holidays

Overtime - No enrollee will be paid overtime i . !

. Sick Leave - No enrollee will be paid for,sick leave compensation.

v : )

Lunch Hours - Enrollees are not paid for luhch.hours. ’ ~

Vacations - No enrollees are entitled to a vacation because the program

is a training program, not a full-time Joh. ’ | ' .

s\’e

(14

) : School - All enrollees are required to attend/full-time school during

10.

the gegular school year. . : {

Counseling ~ Both individual and group coy ling !&ll be 'provided to P
all enrollees. Counseling will“provide en uragement and assistance ’
in personal; social, economic and vocational adjustment. Vocational
counseling will cover job ‘application procedures, ifterview behavior,

and, in general, an introduction to the world of work

ll//'Evaluation ~ All erirollees will be evaluated by their supervisor, and

12.

.such evéluaqions 'will be discussed with the enrollees.

l ) o

Transfer While in Training - No enrollee is eligible for a transfer during

his training period without the approval and recommendation of his counselor.
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13.

14.

:ERIC

Aruitoxt provided by Eic:
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‘ .+ Attachment A
> (2 of 2)

-

{

Attendance - If you are absent for any reason, be sure to contact your
work supervisor before you are to report to work on the day of absence.

Quitting - If you wish to leave the progrém, please contact your coun-

selor. L
¥
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Attachment B

S ' (1 of 2)
INDICATORS OF GOOD WORK HABITS,
Punctuality and Promptness -
1. Prompt arrival to class or job. . .
2. Prompt response to signal. .
i 3. Work submitted on time.
4. Regular attendance. : . ’ . -
5. Begin ‘to work promptly. v
Responsibility ) .o . <\
1. Requited tools and materials brought to class or work dally,
2. Homework, if any, completed on time. .
3. Projects completed on due date.
4. Make-up work because of absence turned in without a reminder.
5. Careful performance of assigned duties.
. 6. Careful use of materials and equipment anq economy in use of L)
supplles. . :
Cooperation ° o ' ) . B P
1. Volunteering services ' ) i
2. Accepting assignments graciously. é,
3. Participating in class discussions. E o o
4. "Assisting-other students in group work. b . Vo
5. Developing a "team spirit" im class. - \} o
Honesty " T ' ) ) . .
. ’ . . |
1. _Honmest {eagons\given for defeéts,and{histakes._ .
- P ' ) - ‘/
. 1. Keéping\heceséary materials'together.
. ‘2. Keeping desk or work areas neat -and orderly .
3. Arranging and handling tools and;materials. - -
4., Preparing working environmentﬂand space. A \\. h
3 v)5. Apportioning time. .- \\\\ 4
. 6. Exercising common’ sense-and Judgment in carrying ous\assignments '
. . - 4 L I . L
N ¢ -, -
Voice and .Speech , . T . I
e < . .y ' - i
.A. Clear and fluent; not too fast.! . ) . ?
2., . Correct and pleasing. o T . -
- 3.

Avoidance of slang. .- -
A . ’

[




: | Attachment B |
) (2 of 2) ° |

"o ‘ |

Perseverence, and Self-Reliance '

Industry,

W w N

.
.

‘Application to the job at hand.

Development of the ability to concentrate on tasks.
Ability to carry through an assignment to completion. .
Development of.good routines. ' |
Development of initiative -- doing the work that should be
done without being told. Asking for assistance when needed.

Control -’

Emotional

SN

Ability to see the other person's point of view.

Capacity to control mental and physical responses to situation.
Feelings not easily hurt.
Sense of humor.

‘ Tact and¥iscretion

Saylng and doing the right thing at the right time.

-~ 1. .

2. Avoiding gossip.
3. Ability to deal with others without giving of fense. .

- Loyalty . ) -

& g - 2
- 1. Taking pride in being associated with your -organization, regardless
of the level on which you serve,.

: y 2. Not reluctant to do .more than ‘you are paid for. -

Y 3. _ Respect /for *those in authority.. R 3
| . ,,% A L ) ! N ) . Y o
.t " Personal Appedrance and Physical Fitness: : L e W

. ¢ B K}
. 1. Appropriate grooming and dress. ] % . hd .
2. Cleanliness of person and attire.  ° ) . ,
-, 3. Appropriate hair style. . °. .f
N . 4. - Goog healtH habits. ' : i 3 )
- 5. AppFopriate "make=-up. . o ; (
N 6. Pleqsant facial expression. N ) > ¢ .
. »' ‘ L - oLt '
° t - 5 .
T—Tﬂj—~f—f—*ﬂtttttde§"' T T g ————
1. Pride of Workmanship. - .
. t2. Cheerfulness. = 2, “
CoTt 3. Willingpess to work: and cooperate:w 1tK" others. . o
W 4.~ Desire for improvement. fzg > \‘
. ' l . . 5. Willingness'to accept criticism.’ <=
. -3
Behavior . = -
. ‘1. Courteous, . v N NS ‘
- 2. Avoidance of such distracting habits as, chewing gum, rattling of
’ | paper, mfimbling, humming, loud .talking or tinkering with machines.
. B » i ‘
, “_- '7‘; PR
LA |




Attachment C

PERSANALITY AND JOB SUCCESS

VOTING SHEET-

) § - : '
ASSETS * . LIABILITIES
.7} ___ Alertness i___ Aloofness
. |___ Cheerfulngss __ Annoying Mannerisms
___ Cooperation __ Familiarity
_ Courtesy ___ Giving Excuses
__ Dependability __ Indifference
__ Enthusiasm ___ Jealousy
___ Honesty —- Know it all attitude
_ Industry __ Procrastination
___ Initiative ___ Rudeness
—__ Interest in the customer ___ Tendency to ardue
—_ Intelligence __ Tendency to comnlain .
___ Loyalty ~ '
: ___ Memory
__ Orderliness . .
____ Patience ) ' | .
__ Personal Appearance ! ,
___ Poise ) ‘
.___ Sense of Humor ’ ,
- ___ Sincerity : * _ o
___ Tact and Diplomacy \ ‘
.
R . " -READ CAREFULﬁY ey
By se]ect1nq 10~ of the Persona11ty Traits wh1ch are to be encouraged| -
and 5 of these which should be minimized or eliminated, we have the
, basis for an-intensive distussion of traits thatgyou’ “consider most
N imoortant. From, this discussion you w1]1 be ab1e to develon a~
program of self- 1mnrovement :

4 C - g

Source: Coordinators Guide for Nccupational Relations, University] of Minnesota
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“INVENTORY

The fo]]ow1nq 1nventory is to-find out how much L D

you know about jobs and the world of work. DPlease Yes, 2 I~ I'm* No . %
. answer each auestion by placing an X in one I Think Mot [

of the four 11nes to the right of the question. Do * &b qdre Don t-\

’/., R . ,\,

Do you know what your strongest 1nterests “are? B
'}

Do you know what you are Jeast interested in?

Do.you know in what areas your highest abilities are?

know what your best aotitudes are?

know how to relate your” interests, aotitudes
and ab111t1es to possible occunations?
- filled out a job aonlication?

" Have you ever been 1nterv1ewed for a 1ob7

Do you know what you will be do1nq after you graduate?

Do you know how and where to look for emnlqyment?

. Do you know the kind of job you will be 1ook1na
for? ‘¢

. Do you know the amount of schooling needed for
this job?

. Do you know the k1nd of tra1n1nq needed for this
job?

. ‘Do-you know what advancement cnocrtun1t1es there
are on th1s job?

.. Do you know what an aoorent1cesh1o is? .

1. Do-you knowﬁihat on-the-job training is? ; £
—12:—Do-you- know how -and- where to 1ook for occuoat1ona1
information? -
13. Do you know what schodl or schoo]s would be best for
you to attend after high school araduation?
Do you feel you have had helo in school regardina
the questions }isteqiabove?

a. If no, would you like help in n]ann1na your . a.
‘ future7
b. If yes, who Drov1ded this helb to-you? . b. PR
) / B teacher coun- narent other
- B . : © selor

P




\<_ - ‘ - T " Attachment E

fnne bio goal that I really want to accomnlish ts N\
/ - o 1, Jf e
T+ w2, Here 1s how I am going to mae brogress toward this goal:
.’ ' g > " -
p— ":["_ ( ] N R —

b} ’ ' v P4

3. My deadline to turn this plan into reaiity is:

4. Here are abilities and skills that I have that will h$1n me achieve this
goal:

- 5. I have detailed knowledge of the fo]]owino subjects that will heln me reach
<

my_gdal: N -

{

6. .Here*afe areas where I need more information, he]p; skills, and knowledage:

[

" - o, . - - . v \ .
P ' s, 4 ~ . he .
. e . .
PRURY 3 3 - r
7. Here are p1aces and peonle I can go tg to get help, to qa1n knowledqe and .
' S -
P informatfon;. and to master the §k11ls I negé,
; —= ' »
»wzﬁ:
" 8. Here 1s the first step i§am qo1nq to tike (this week ! )
»—
. 1 // e \ \
/ A
. .
*' y
r 14
-~ ? N“h\\ , « Y
.o i RSt S
‘ 7




. . - Attachment F

g

PERSONAL DATA SHEET

T NAME | PHONE

ADDRESS =~ =~ - - ' CITY

DRIVERS LICENSE NO.

-

- v \\ -
. AGE " HEIGHT WETGHT soc1;z>§tcu ITY NO.
1,,/“ R ) N '.“ Y 4 K\
¥ EDUCATION: LT

" High School/ ' .

Subjects PLesently Taking:

L4

-~

PREVIOUS EMPLOYMENT :

- ? . o
7 NAME OF FIRM® ¥ Lo - 1
" ADDRESS: : . N

o

JOB TITLE:

-~

EX%RA-CURRICULAR ACTIVITIES IN SCHOOL:

£ ]

PRESENT INTERESTS: - s
REFERENCES: 1. . o .

I -

. * . )
- . r"‘ 2.
Q9
7 .

ADDITIONAL COMMENTS:

[ ]

-

Iy 1 4
.- 3
<

o A, ‘ . . ) e V\\/ﬁ/\_ -



. - ' . ! N -
School ' : N " . * 1 . . -
OVT Program L - o . :, C N
Period » ' Attachment G

. (1 of 2) .
Do not print (Sample) _ :
. c
APPLICATION FOR EMPLOYMENT
. _ Print or
. Position applicd for _ Date ) let.elz)l
. .o 2 h e
Name_—— . - : S - g0y
) Height- ____ e . “m"h! _ Age
Addrcs=___,_. . — . . : — :
1Street or RFIN (City) (State) _
: . ) Telephone No. —
R N
) ‘ . 5, Social
, Previous address _ - : M Security, No, _ —
Birth date. —_— Birthplare . o :
{Monthy  (Davy  (Year) o (Citv) (State)
CHECK ALL THATAPPLY: v .
—— . Female . s Own home Number and age of dependents - d
— . VMale ——- Rent Relationship of dependents —
. ——— . Single s .. Board . i . \
. . Olarried ——_» Live (Parents) Business or occypation of father. - \
e Widowed |, . With (Relatives) ror mother) . : -2 \
: - > Purchasing Home
Interested in — Jemporary work Fulltime ... Parttime
Saturday onlv . Salary expecttd — - i
Are you re:po»nsnblo for your enurn support ... _____" Others \sho are dependent on you for their support:
Number ‘\"e= : L . s . '
Nature Qf any physical defects M- "““;;,_. - . ;
Recent iilnesses ___ _. . - : i " e
Date of last phisical examination '
) . Circle v R
. ; N Major - Year
Eduration . grade . Subject } Graduated
completed L .
‘ : 1234 : o
Elementary . 5648 ' ; . ‘
} |
High School - - 1234 i ‘ - A
w ! [ | )
Business or : I IS | - ‘ C e
Vacational 1234 ' . ! - % t
College or 1234 i : s v
'« University 56 : ‘i e .
R . 1 s H -
. Night or Cor- : 1234 ; ‘ !
' respondence . : ! o e !
—— ) P " e 3 _i | ..‘.: v —
Give details of any other educational tnnmng e —_ -
J i -
] | 2

 $§<




R 1
¢ ' . .
. g '
¥ what are your hobbies? __ . i :
wh . y o - “1'25@{ z T .
In case of illness or . ‘ﬁ;‘ | 2 .
eergency, notify: Name ; ¢ if i i
Address - ! / .
<
, Relationship - : $
¢ Why do you feel qualified for the position for which you are applying? -~ ¢
. . e .
s » . ) \ ‘.:
. ' v . 1 ‘o V!
v . . PREVIOUS EMPLOYMENT N v |
(Last employment first) ° . ) s ; |
Name and address Department ~ position J Reason for PR |
From To \ > duti ) b . |
of émployer .duties — salary Leaving L aw
Monthi-  Month ’ T ! ", ) -1y &% . s ! .
i - 5 X
. 4 }l N 3 \l & -
' Year Year ! . *% 5;,5’%\%\
’ e S
) . ! TL0
. Month Month : L '\
4 - . « » . . 8
. . N {
Year Year :
' z
. PERSONAL REFERENCES ‘
. . o - (Do not- give names of relatives) hy
. . ' , ot
' Name -- Address . i
l. ; . e ‘ M . < . L]
2. - ) ¥ ‘3 ’ 4 T “ e .«
3- « - . . “ ) e ) 4 ) a. v
® . DU - = . - v * £ : 1 r = . “
L . : L. . — Do not Write in Space 'éelow_—— . ¢ I
", Interviewed by, , _ Personality, ’ Iy ,Ammk\ ' Lo
. ‘ . . - o 'Attitude - .f' ) . - P \ . ST R B
) r — Ambition and initiative__ : :
Other remarks: *. : Calmness - - M
. ' Physical qualities ' <
' »  Intelligence - = a —
. . Leadership ____ : .
. oAppearance and Grooming ' ~
. W ) ;
Work best suited for . _ _—
;. : '
e
»
> ¢ R
Q . ) N v L .:
E MC N ‘ . . [ . -
' . ’ .

X . - - Applicant's Sigznature Yy .




Full Tt Provided by ERIC.
s

4 . . . ‘ M - b .
. .* . . . - ' 1
- ! . rrachment ¥ (1 of 2)
Y >
P ° ¢t -t N ‘ class DATE INT STATUS
. . - . -
, . r . . . N d 3
APPLICATION FOR :MPLOYMENT A . o )
. . Rt - ps .
J Lo -
Seong” ' . : ’ o * : g E,:nm.ov:o oEPT
. 3 o . :
. g‘m.ugé PRINT ] o ., . K
%) .ot ' ¢ pATE : " _—
e S ‘ T ¢ B '. - €
' . MISS .- . ~ - ¢ .
NANE MRS ‘s -l
e M LAST FinsY - TMipoLE
r . Y .
-, 4 -
- RESIDENCE Aoonzu — ‘ TEL NO
- Nvﬁlll sTRELTY L city TONK .
3 J [ -
. 4 .o - 0 ® . ® * ’ .
HOW LONG KAVE YOU LIVED IN THIS CITY? HOW LONG AT THE AROVE ADDRESS? PO
- b4 / . . Al R 4 - »
LATC OF BIRT . ® ARE YOU A
DATC O H WHAT PROOF OF AGE HAVE YQ : CIIZENOF US A 1
’ N - . Z . "
K4 . ~ . .
fE ) I~ ] l l SOCIA / )
ASE YOU  SINGLE S MARRIED D WIDOWED (ER) SEPARATEDY DIVORCED |, szcum‘rv NO. v
- . . T e Qs N i
w » - ' FA .
NO Df OEPENDENTS AGES OF CHILDREN YOU LIVE WITH SPOUSE PARENTS otnek ___ '
. . IR b
v . . ) .
TOD NOTIFY 1IN CASE OF ACCIDENT NAME . ce ADDRESS B
. ....‘cn——'""'--’—" .
_ " ——— e - metEmOm e T B TS - . 4 N
- .- N N a '
[PL:As: COMPLETE SALANCE OF FORM IN YOUROWN HANDWRITINB_] -
* 0
] h ’ - a
. WRITE W, 'm'L:rL___ OR RIGHT HAND_&A&_
\‘ '
. ¢ / .
\ .
) ~ - N
4 . ° J' .- . Fan I .9 ’
G SPEED DICTATION SPEED WY OTHER BUSINESS MACHINES)
s ) * ” - b
L TION N . . . -
T RN T " T T -
c i NANE OR scHooL | * + CITY AND $TATE MAIN SUBJECTS STUDIED ot ot Pwidrbypy
-/ S < | : t o
: HIGH . - - PN - ~e , ~
) M £ .
~ ‘\ { ~ NG . \_\_3 %%gj ) R .
S gy ~] % .
H ® @ e
\’ / 1 c ‘ \ 'll / \ .
\ ; " T O T < 1
J | COLLEGE - o S b ;
\ o > \ PR 0 —— ..
- - g ' .
| ortHeR * R A/ J
Ny J] . ’\ é‘
. . . . . [y
. NASAE UNTCER WHICH ATTERDED §CHOOL, { >
P i * N .
. | h ] .
P
s 321008 OF CAMPUS ACTIYITIES AND HONG
. llCL“‘Dt CRGINIZATIONS lul. NAME OF WHMI
. - .
B ". v ) ‘/% * > L] ™~ e
. . 0 .
. © AREYOU A LICENSED MOTOR YEHICLE or:nugggé, YES: ' Ng_°°
. T h
Py 3 ' . .
. HAVEYOU :vk i%ezu aaa:snor’on em:n THAN MINOR TRAFFIC VIOLATIONS? L— ' - \
‘« /}&.\,-c. ’ \' A . - [}
. -~ - . )
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¢ ' . ) - Attachment I
03

, HOW TO PREPARE YOURSELF FOR JOB INTERVIEWS - .

»M

1. KNOW YOURSELF - Your prospective employer will want to know your
interests and qualifications, so be prepared to tell them br1ef]v,

intelligently and glearly dur1ng the: interview. \ . : )
through A-5. , , . ‘ - :
“ / ) ._\ % ' ¢ 3\“;
2, ANTICIPATE QUESTINNS THE EMRLOYER MIGHT ASK - Be prepared ‘to tell why - z
you want the job and why you want to work for the firm ior agenty, AT
Know something about the job yOU'are applying for. . B aZall ._\\;V

3, CHECK YOUR PERSONAL APPEARANCE - Be neat, clean and appropr1ate1y
dressed. Don't wear heavy make-up or strong perfume. Don't chew gum
» qu don't smoke unless invited to do so.

<
A

(".T..‘

4. GO INTERVIEW ALONE - The emp]oyee is interested 'in you %n the " ; .
© way Wpu\présent yourself. He doesn't want to hear.what your relatives or, )
frién 1hk of your qua11f1cat1ons He will Judge for h1mse1f . O

s s
he L3
.

- : - "\
Ll -

- 5 ARRIVE EARLY - Get to the 1nterv1ew at least five minutes ahead of t1me . '
, Present yourself ifi a, stra1ghtf0rward manner. ‘Let the ‘receptionist know i
¥ who 'you are and whom you wish to see. ' '

6. BE ALERT DURING THE INTERVIEW - Sit up straight-and look alert duripg the  ~**%

interview. Try to o be at ease and to answer: your prospectave<employer S .2
quest1ons in a business-1ike manner. , . 3
- . '\_ - L S

. . . . . v

7. BRING A FACT SHEET - A ‘act sheet about youthobs, dates of work“ wages
and kinds of werk is essential, If you have this Jnformat1on With you, .
< it w111 make filling out an apo]1cat1on much easier. - RSN R

. BRI
Each agency or firm has 1ts own application form, but genera]ly a11 app11cat1on
\\(QITS ask the following information: ‘ _ e
) . v . [ Sty
a. Name . . i ' ' . \ C
b. Address, telephone S -
c. Date of birth and place R
d. Driver's F¥icense o o - ,
“e. Social Security Number <. A o
* f. Work Permit . T X T
g. Draft Card - A "o @ o
h.. Names and addresses of former emp1oyers :
i. Dates worked . ‘
j. Salary ‘ ' -
k. Names' and addrésses of two peoo]e other’ than relat1ves R
,,w;" who know you and -your background e :
N 1. Names and addresses.of,all schools youaattended 55
: m. ‘Dates youHattended each schoot . . . v o
;.[ERJ!:‘ . Datés of graduat.on and d1p1om& received S o T

. .
- -

’h
f
|
v

‘ .. - N . . !
) N -

»
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PRI R ‘

\ i ‘ ' YOUR JOB INTERVIEW ot

Therlpbolnterv1ew,has a dual purpose: For you to appraise the. job, employees
organization, and for the employer to appraise your qualification, appear-
anoe and personality to determine your general fitness for the opening and

'\.whether the posfcion meets your needs and -interests.

K

PREPARATION" NEVER take anyone with you.

Take all necessary papers and information with you:

Check your personal appearance.

Arrive a few pinutes early.

Learn all you “can about the company.

Know ‘the job or jobs you are looking for and howqyou z
qualify for them.

Practice answering the following questions.

N : ’ o

.

TYPICAL INTERVIEW. QUESTIONS:

~

What kind of job are you.interested in?  Why? .
What training have you had? N ] .
What experlence have you had? N : )
Why do you want to work for thig company° ) "
How did you happen to hear about this job or thls company? !
Do you know.-anyone who works here? - . \

How Have your previous employers treated you° .

Have you ever held more than one job at one time? When? °
Did you like your lgst .job? Why? L.
Why did you leave your last’ job° P ) -
What plans do you have for your future? (Career - Personal)
. Why did you choose this particular type . of work? )
What do you do in your spare time?
N Do you- plan to continue your education? Why? .
What subjects did yéu like best in school? Why? T
What sybjects did you particularly dislike? Why? .
What school activities have you part1c1pated in? . - - _};
] What do you éxpect to be d01ng 10 2 20 _years frém now? (Job, B
. family; re31dence) . T
. ‘ Do you expect to start ar own a business someday? N\ - ~;

) What are your hobbies? :
. “Have ybu eyer been%n trouble with the palice? Explain.
Do you have any physical defects or recurring illnesses?. o
Do you expect to stay in this type of work? Why?
What is your attendance recomd” (Schoel - wor&)
Why is a job impprtant to you?
How do you usually spend your vacations°

A
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DO - 4 - (2 0E-2) .
(: ] . R i ‘ N .-‘ ) ;’ ’ N -” /ﬁ.’ '.l: b -
"QUESTIONS YOU MIGHT ASK: v N
5 ~ = 4 . - ,"‘ s . .- - >
Must you join a Union -to be emp}oyed’ . ‘,, L
Are special tools, uniforms or sagety equ1pment furnkshed
or must you buy them? 5 R
. What educational plans or tralning programS«are aVailable
to you? R ’
. What are the advancement op@ortunitles and* promotlon policies
of the‘company’ Eaa

Will the job require worklng shlﬁtS” ;

When can you expect to be notlfied about whether or “not you °
are h1red°

OTHER INTERVIEW TIPS:

Use correct

Dress neatly\- usually conservatlve clothing is best.
party clothes are best for other eyents: . .

"Arrive on time - a few minutes earlyxis eyen‘better.

Be alert, courteous and attentive., =~ . Vi .

Watch your posture. Do not slump’ in the chéir. v i
Be honest about yourself Don't exaggerate Qr underestlmate .
your abilities.. ~ : S L

:

Your

how you park, 'the door you use, how you conduct

. yourself with the office staff, what you do
while waiting and how you acknowledge introductions,
always furnish the interviewer with clues to your
behavior and personallty before the interview starts.

> , o

Lo

£y

!
-

Remember: ¥our rating starts when you arrive. Where and -




v | ‘ PERSONAL{IY AND JNB SUCCESS

Thirty-one physical characteristigs that hurt your nersona11ty

Explanation:

Fregquently we offend others unknow1nq1y

Attachment K

£
W
NS,

The 11st that

"follows was compiled From the results of hundreds of arfiswers to the question,
"What physical traits keep people from presenting a aood apnearance and hence

hurt their personalities?"
Directions:

Dirty f1nqerna1ls
Dirty hands
Beard = .
Excessive makeup
Powder smears or dabs
Yelldw or unclean teeth
Food .between teeth
Dirty neck
Dirty ears
Greasy hair
Dirty scalp
Dandruff
Hair too long

. Ragged fingernails
Dirty shirt or-blouse.
Dirty collars and cuffs

Number of checks

P]ace a check mark before each item that APPLIES TN YNU.

Unshined shoes
Body odor (Do you know?)" - RS "
STouchy walking ‘ U
Awkward nosture’ Lo '
4 Hair not combed L
Greasy .skin S °
Gaudy fingernails (airls)
Broken shoestrings
Buttons missing -
Dirty hankerchief
Wrinkled c]oth1nq
Soiled, dusty purse
Too much perfume .
Runs visible in hose s
AT Soiled suit or dress -~ .- - -

. k',‘g‘ e g
If you checked fewer that f1ve items, yop are neater and better -
groomed that the aVeraqe man or w0man on the street. . .
If’you checked between five and ten items, you are be]cwlaveraoe PR }
in neatness and should«do somethimg about it. ) }J}zr.-
& - . A
If you checked more than fifteen jtenis, you are 1n oretty bad shane " "i

e Drigstic act1on 1S netessary. S - L

Look over the rf“ﬁk that you checked.
defect in the eyes of other persons.

_ be e]1m1nated

2s

-

*

Every one is a- nersona11ty 40
Every one~of these defects .can

————— -

<
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.
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~ Y Attachment L o5

4

- - v - ¢ . LA N
TN . "t - B . . . f
R HINTS FOR JOB SUCCESS / . *
DO: Be on time. * i ;
\ A . 4
t Dregs neatly. ; . . ' B
- N N ‘
Dress appropriately. Check to see if-the firm has a.. ’ T
dress code. . .
e Alwgys call in if you are sick or going to be late. e
’ .3 ’ s ;-.‘ o ' *
o If you have questl§ns about the job, ask your supervisor.
Take your responsibilities seriously.
~
° . o
' Make an effort to get along with your co-workers.
. © Set some standards and goals for your work experience.
AR .
Know about ‘the company you are working for.
Ea N
. s . : i
. ‘Be careful with company property.
Observeé safety rules and procedures..
RN
“Follow instructions carefully. e
' . - Be honest. '
A d ™~ , . . * .
. - - 3’
- R .. DON'T: Loaf en the job.
’ .- o N B B N
L 'ra’.l‘ge_l_l’gr’k%lﬁc‘h hourjs. Co R S
. o "Take long bredks. | - ) . ] .
o . 4 Be afraid to -
. y \/ Be .hostile . v
. \ - * ) -
. ' B N ' o .
Be insubordinate’.-: ‘ , . . - . )
. ‘ Be dishonest. , | ) N g v o,
" ' . _— - ”
o >t '
» - . . N ~ %
) i . - - ) e
) . N * o8
. ' ) - L - . [ '
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ENROLLEE CHECK SHEET

Attachment M

For your own benefit, be 'sure to ask your Supervisor for the answers to
these guestions. . ‘ =

1o0.

v

-11.
12.
13.

[N

- Whom do you repdrt to if injured at work?

"Where and who distributes paychecks?
. " 4

o , : -
What hours are you assigned to work?

‘What is your lunch and-break schedule?

»

- » 6: -
Whom do you receive orders and instructions from?
: N

Whom do you call if_sick”%r unablé to report fo work?

What does your unit do?

What are the ‘safety rules for your job?

What are the smoking rules?

What special clothipg must you have?

What is the method of handling a grievance?

what are the penalties for violatihg work rules?

Where "¢an you kéep,?our;pérsonal Belongings while working? .

¢ ,

~

Where are the designated eaﬁing areas?

- "“a
e - \
> ¢ e ~
. LN, A . =} .
- \ . ) .
- o ,
. b
° - -
- . ©
~ . A . S ’
- 4 '
” .
. - o - - £
N [ 'Y ' - Q_ d g
tek e -




Attachment N

-
.

> i

YOUTH TRAINING PROGRAM JOB CARD

(Operating agency should provide these for enrollees to carry with
them during the program.) :

@A ‘ <« (Front) -,
- YOUTH TRAINING PROGRAM ENROLLEE CARD
Enrollee Name . ¢ ' .
Address s ’ L
Telephone )

Social Security: No.

Employer ~

Address

Telephone

ol ]

(Back) T

(R ’

. Job Supervisor

o

°

Telephone )

. f - °

> )

. O
" Program Counselor

v ? .

‘Telephone — % »gff‘
! , . ,L - ‘ ~ . . .
Praogram Office Address . . - —— )‘
. ‘ * R Y e
+ Telephoene L . _ ——
' BT '
- " o e o~

w

#%




Attaachment O

" HELPFUL TIPS ON THE JOB ‘. .-
& '
General

1. Everything you see, hear,
A ‘ A

. 2. Listen carefully and get complete instructions the first time they are given ?
FOLLOW INSTRUCTIONS ACCURATELY. (Get a small ioose-leaf notebook and write |

and do in connection with your jqp is confidentia)

v, - down instructions -- your memory often fails you.) ‘
. L | | ) ﬂ

s -3 Be ACCURATE FIRST, then work for speed.
. : a g |
. 4. THINK before you speak or act -- use your head. ]

5. Have all work tools (pénci]é, pdtebooks, erasers, etc.) accessible and
organized at ag&\times. ‘ ' .o .- .-~

3

a2
‘l

6. Keep your training statiom neat and drder]y. Clean it.up when you leave. -

7. Dress appropriately; be well groomed; be_EburtEous, patient,. and pleasant
" even though it is difficult! ‘ :

‘ | . : ro- {m
-y * o .- ——— - e
/ 8. *Be'prompt,. ‘ s t::) ) L N

9. REMEMBER THE GOLDEN RULE: Do unto others as you would have others do
. .unto you. . R R ) .
| . - ’ L oy ‘

’:ﬁ . . I3 ) ' 3 = '-
10. Proofreading L; one- of the most difficult-and responsible assignments.

11. Do not make as§hmptions} if you are not .sure, ask. 7 -
* . 12. It is not polite or-businesslike to participate in-any conversation tgking
place where you are working unless you are specifically included. Lontinue . -
with your work as though you do not see or hear. . » P -

-
o des
EET AT
¢ :

e e

13. Work to be seen by outsidefs should®receive special cark.. Let‘s.maintaimf
a good imaye of quality work from gur scheol. = . R \\\\: i

-~

. . . ) . .: 3 ' o -;‘y s, ' o
SR vt e A e S T N YA ‘
« ERIC ™~ IR : : SR

3 . . e ™ d .
B . .t R . H A S
. 1 . %« . ~ T i - N
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Attachment P

YOURLWORK IS IMPORTANT

1‘/ LA

You are doing useful work at the job site. People are counting on you
- ' "B;qSN TIME

= - 600D ATTENDANCE ”
/ :

Punctuality is a good habit to deve]op.kaeogle notice you when you are—on time.
It gives you a good repttation, '

N

q

- IF you haye problems, be sure yous
J *
| Know your employer's tetephone number. . __. = ___°
r, : Notify your fob;supermiéor if you\cannpt report for work on time.
Discuss problems that interfere with your attendance with your job-
e ] © supervisor. . . :
\ — ’ . . ‘ ) - .
¢ If you plan to quit your job, notify your employer at least one week
in advance. : '
T © >+ QUALITY OF WORK -
Périodica]]y you will receive an evaluation of\your,work by your supervisor.
This is to help:you know your strengths and weaknesses. . )
Help can and will be offered to you if there are any weaknesses -- so that you
. - may" improve. If you are doing a good job, then you are to be praised. Here -
) ~is how you will be graded.. S -
el T ‘ L ! 5 L e
, 4 Responsibility e ‘ —— L e N
- i . ~ ) ~ . \ - ‘ - .
. Performance ‘ - ' . .0 '~{
. Cooﬁﬁé;tion . - ﬁ; oo —
L . Inittetive’ S b &53&Q .
[ . T - : 4 o ‘
“ _— Appearance -~ . . : 5’ -
* B LRI S . -
., _ . YOUR WORK RECORD- \ o ‘ .
i “thle warking in NYC §ou'are bui]ding’ub a good, wrk record. - Your work 3 .
o , experience will be helpful in, the future when you apnlg’jineenmiber jébv ,
The mcre ycu have doqg,}the mé(s you can offer a futur€employer. ' .
- , . . . ¢ -~ o .‘ . u, ' ' . .- .
o N EARN ANQSbEARN_- DO THE BFST You CAN.!: it ¥

5 . »

, .
. . : M i
| lC v ' ) ¢ e *
I < S et w e I -y e
. "

PAri e provided by e [PIRG .-
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. US. DEPARTMENT OF LABOR

* OFFICE OF THE ASSISTANT SECRETARY FOR MANPOWER L a-
WASHINGTON, D.C. 20210 & -
. o N o -
WELCOME to a Manpower Administration’ Program, -
- A

let:me tell you something about YOUR CIVIL RIGHTS UNDER FEDERAL LAW,

Your spon G aﬁﬁhred the U, S. Department of Labor that no one
enrolled in a Manpower Admlnistration Program will be dj a)criminated H
avainst because of race, color, religion, sex,“gpgﬂutio 1 origin. .

This meansT“”that*nU”benefits or services may be-denied you-because
- of your color, or the country in which you or your
parents were born,(or your.religion; ‘ K
that you may not. be segregated or treated any . x
differently from other enrollees because of your
race, color, rellglon, sex, or national origih
while,you are being registered, interviewed,
counseled, or tested; or while you are working
or attending classes ds’part of the project; "o

that you must he provided an equal chance to use all
facilities available on the progect

If you feel you have been denied any of these opportunities,' talk to
your supervisor or your counselor,- You may also write to{khe Diyrector,
Office of Equal Employment Opportunity, Manpower Administ at1on,

U.S. Department of Labor, Washlngton, b.C. 20210.

. The Civil Rights ‘Act of 1964, as amended guarantees you the right to"'

make & complaint.’ You canhot in any way be penalized fog writing- to
the U.S. Department of Iabor- or. talking to your employer. You have
90 days ip wh1ch to file a complaint. All complaints -will be handled
CONFIDENTIALLY. e

Sincereiy yours, N ) .

(5.0 I8 @j e

" Arnold R. ‘Weber < : : ,
Assistant Secretary for Manpower :

£
] v ‘C\’. L
Ay
” t
‘/.\\" : . s .
- . . L P . .' , R
» ; . i v e
I ¢ P £
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o P J " Attachment R
- . . B . 4o, (1 of 2) ,
P / o e ) NAME ' |
o T .o DATE" Grade 9 10 11 1

INVESTIGATING CAREERS
1. Name of Occuoatjﬁﬁ’za be studfed - ) . -

* 2. Typical duties for ‘this 0ccupat1on

- £
]

3o [ B
& t . .
N ’ !

-~ : | —

3. Other occupations similar or re]atea to this ore

P

i

4. ,Hhat_kinds of business or industry offer emnloyment in this 6ccunation?

\ . ‘ o ~
Do R & . . Ty -
5. Local firms employing peopls\ln‘th1s occupation _ L
6. Are tnese positions current1} available in our local area? ’ YES . NO

P4
i ;. . .o
* . 4 ~

Where?

. . . . ." i . U
7. 1Is part time employment available in this i;/51m1lar occunations in our local area?

a

YES NO Where?.

.8, EDUCATIONAL PREPARATION REQUIREMENTS: . S
" A. High School.graduation? " : YES . N0
B. Collede or Trade-Tech School? ~ YES NN
C. What local schgols or colleges offer ‘subjects in this occupation -
D. Aporoximate cost for.this training .
E. Number of months or years oreparation beyond high sch001 !
= [, Is On-The-Job training available? - . YES - NN
G. Are aporénticeships available for this occupation? - YES =, .NO
, . What high- schoo1 subjects are useful to Dreoare for this occuoation
! \\‘ o . - . C N
J.9. Is exper1ence necessary to enter this occubation? . - \ "YES . NN
l%t' Must ycu join a Union to.enter this occunation? ANES:T NO:;
1

. Are you'required to have a license or certificate to enter this occupation? YES Nﬂ
12., PERSCNAL GUALIFICATIONS-FOR THIS. OCCUPATION , = A
. A. Personality Traits , :

~—. *

\. o <
-,

'y

. Snec1a] interests .

. Soecial Antitudes . . .

. Physical SkiTls R i o

Mmoo w

r .
Physicad. .Demands__~ . L PN
_Health_Eactors s 6 ‘ -'




253 Hhat is the future emo]oyment out]ook for this occuoat1on7 Hill Grow_.

NS
26.

27,
L

Attachment R

Remain Static .

~

»

A}

’ .%
—

T

How many peonle are emnloyed in this occuoa@?bn?-

P

Decline

woqu you,ex?ect‘this oﬁguoation'to.ﬁe’your 11fe career? VYES NO'or a stenoiﬁg stone

Qe

W ez

tor i gl ' o7 N . ’
“Have you d1scussedaf6ur career.plans w1th your parents? - - PO YES .NO .
= What* is "their ‘odinion of this occuoat1on7 IS . -
< oy < o -‘\. [ °
» ﬂl I ° N 1,‘ A ‘V‘«
, ‘ s’ N . Q6
- » »

, . w(2 of 2)
13. WORKING CONDITIONS FOR THIS OCCUPATINN: o l.'%wﬁ
. . ]
. A. Hours: Day beek : '
. . Extra Hours 1n Peak Periods? -'- - +%= - ~ - - = =.~ YES NN E
B. Work NightS?- = = = = mim m = 2= = m m e - o= = - L - YES NO .o
. C. Unusual health or safety hazards? ~ - = - - = - = = - « - YES ND .
D. Is the job physically tirina? - - = - & « = w = = = o - - YES NO
E..Will.you be reauired to meet the oublic?- - - =« - - -« - - YES® 0 °
. F. Mill you work alone.much of the time? - - - - = = - - - - YES C NP
// G. Will you have to'make decisions?- - = = = = = = = = = - YES
/. H. Wi1l you have definite responsibilities?- - - - - ¥ - --- YES ’ N
I. Will you work indoors, outdoors or both? Y .
J. Does the work have variety or is it routine? ' ‘ \
. K. Does this job require concentration for long oer1od§21: - YES NO
L. Will the work be reaular or seasonal? g ) - ” !
. M. Will theré be much noise or~distractions? - - - - - = - - .VES Nn .
N. Mill you be required to travel? - - - -/- - - « - - - % - YES N
( 0..Wil1l you bé work1nq or1mar11y with thinags, oeople or 1deas7 .
14. What isgthe starting salary7 - | . Hourly - Weekly - Monthly
15. Paid weekly Every 2 Meeks Monthly \§\
16. Top salary votential in this occepatjon? - i .
17. “dvancement Nooortunities? YES NO To what Positions? Salary . . .
| 18, Uhat fr1nge benefIts are-offered? (Insurance, Vacations, Sick Leave, Retirement,
, etc. ' | L .
| 19. Are umiforms or snec1a1 cloth1ng required? - - ='= - - - - . - =~ YES NO
' . Does the employer furnish themf- - - - - = - - - -« - -+="YES N’
t20. Are'snec1a1 tools or eqU1nment requiréd?- - - - - -= <= - - - < VES Ne.
! Does the emnloye furnish them?- = - - - - - - YES NO
- 21. Does th1s job offer ecu\gty7 --------- e -t - - - - YES ND
7‘ ) g ° - . . oy
- 22. Does th1s job reauire security clearance? - - - = =~ -« = =% - -« - YES = N0
23. Mhat do you 1ike about Th1S 0CCUDAtION? < = = = =um = ~ = - - - - YES . NO©
. \ * ' — : v T
ADYANTAGES ‘ . ' il
28 Mhat do you dislike about this occupation? :
-' . N > _,—' » P : ,
f N DISADVA&}AGES o _ - -0
E

€
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LY

‘tpe primary re5pon§ibility oggthelyocational specialist; however, the

this purpose.

.
Iy

4
[~ [N » . -
r . .
-

' . . ) . \. ‘ N » .
. APPENDIX B. SAMPLE VOCATIONAL.EXPLORA’%’PROGRAM 3

The following 'outline represents,a.recommended program for bi-weekly

- A -
vocational exploration sessions; components are .designed for a 46 week
’

period beg1nn1ng in the summér. The sessions follo& and expand upon the

I3

60~hour (3 week) orientation program detailed in Appendix A. A listing v
of materials and peréonnel has been omitted since many_areas will already
-~ i i\\‘ ¢ o J
be using materials and personnel which can be adapted for the program. *

a

Although the thrust of the vocational‘exploration sessions is an

exposuré to a vdriety of careers and the preparation or experience neces-— -

-
’

sary to pursue them, it is anticipated that the youth will also spend ‘time

discﬂssing their current,work éxperience and ‘any, probdéms they encdunter’
. , )

. \ * .
Several sessions focus on ‘these topics.’ o

'e
e

during the school year#
£ ¢ . +
The implementation of the vocational exploration sessions could be
i . ‘ ' i = ' N N . )
l'e

ntire program team could present some or all of the sessions. The parti-

& , * s

cipation of all program staff is encourdged when this does ndt conflict

"

>

with their other program duties. ‘ ,

k

The use, of "field trips to. familiarize enrollees with employers in

o

v Eﬁ .
the area’as well as the types”of employment they of fer is an'1ntegral part

of the\VOcational.exploratipn program.
l\ . N L
planning to ensure that sufflcient transportatidn fpnds are allocated Tor

R »
[N , AR -~

.'Il ‘- \"
T l.. «
\u ¢ .«,\\

o , R e
‘.

ments for special field' trips wﬁlch examine cccupations whiﬁh appedf‘*o a

.‘__: P Ao

limited number of enrollees. Proper scheduling will require that,tbe prov

gram teams keep each other informed of Qhese,opportunlties. “Qﬂ : D Q

’1

’
fo)
N
o <]
1
=
“h

[

...a--—-— . .

‘o .
This may entail some, advance budget

£
In addition, counselOrs should be enedurageﬂ tb makeuarﬂange—
\ .,

A

<, D 5

%

T~
AN
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B he . . ) ° ' % - * L .
’ \ >" |PRIVATE SECTOR TRAINING:PROGRAM, OUTLINE - . . ' .
. . L. - .
d ‘ PR . ? ‘ ’ . R - : x!
Sg‘sslon d Topic R DA ‘ CT. |
. ) Review of program and private sectjor ‘placement. o
o - G ', Purposes . - - . : . Co -
- . . Procedures ) l . ) ‘ -7
" J/'Vocational Exploration Session Format ~ °
. ) . , T Status - enrollees, work st:at:ions,,counselors s )
i . ) Discussien of any enrollee concerns. . R
\ ! z 7. - e S
N o2 Job Adjustment ’-': Job Problems {examples) ' :
: , ¢ : Relate.to: Job satisfaction’ . - e
T A ‘ -Job success . <o T
. : S . ' Future employment:. . .
. g - . ‘ a
3 N At:t:lt:udes Requlred for Job Success ' : ,
M ’ Work Experience related to future jobs. b
s ‘ . " Discuss private sector pos1t:ions and enrollees o
Toe oo ; “fall échool . . ,
Lot v, Schedule - timing and courses o7 Lo
T 7 - .+ .Screen for remediation needs - academic and (fz )
T g " health S U
4 ) hdd > an ey ——— - ’ N L] v_ '
4 - : Field 'I,‘rip (Pro‘gram tedm. should supplement: wit:h ’
- S ' individualiZed t:rips for one or several enrollees .’ -
: P B - - according to spec1al 1nt:erest:s ) 3 “ .
- / : . ~ 1 & - 4
-5 T ’Self~’Invent:ory ‘ v . - .
. IR g" Keassess talents and 1nt:erest: after summér work Co
- PRI -y I e>gperience TN g
. C . ‘ , Ar‘g goals unchanged" C ) i
o ) L [ ,,Are changes in school program needed” ‘ ’ ¥
> ’ ' . . .- < R s . < . £ . = . ’ ' }i‘:‘s
. ) L S S ’Caree‘r Planning Session o el y }%%
N Expanding Occupations ’ . L J’f‘%
i ST /- .. . 'How to Research an Occupat:lon . . . B
S “ o How,,to Read Want: Aﬂs ' ’ s
0 ) ‘ . ;‘,;; N .. *& o * , S~ ‘{t}?
e HCA . ) p
‘ < 47 “a Films of Various Occypations - as many types as .
A i’ poss ible’. L B - ;
. " \""-' ,-‘ . ot .' : - .
N S DI :
R - . , Project: - Resea‘réh a Specific Occuptat:ion or Field
[ H . i ‘: \:“:” ¢ - » "
¥ ,g§9 ? Lo Proje‘ct: Follow—up and Discussion . . -
T AL I " Hqow~to-prepare for the above occupations e
FERS LT s " -, ~'What are some related occupations? . )
N Soae T How is.advancement: possible? C C
’ VAR - . . ) .
STEEN Field @r’i‘ . T e T '
‘."i, . L PR coeuT ey - Pt )
d : : . AL R " . B=2 v, - e ‘
- Yo, IS0 . ' R -
/v,, . f , AR . ¥ , . ’ et N e
*»EMCW Ce T e e e

o NS

T R ] . . . , . ., o e . .
S SN L . T . .~ ot . f' ~*




Session # ' Topic

¥
*e,

Group Discussion Devoted to Enrollees' Concerns

9

g Guest Speakers (such as company personnel)
Brogram might ‘center or .careers or succeeding
on a job = ° " :

Review of Program Evaluations by Employers angd-. *
Counselors
~Stimulate group discussion of strong and weak
points of enrollees and ‘program

Evening Session.- With Parents
Program review -
Careér exploration review
Answer questions

_Managing Money
Budgeting
.Consumer questionms
Gredit and Installment‘Buying
,&anking services .

o 3

N
Ificpgme Taxes
N reparing Income Tax RLturns

- ~

hmployeefBenefits
Social Security, Health Insurance, Retirement
Benefits, Unemployment Insurance and Workmen's
Compensation

Increasing Your Personal Effectiveness
Undexstanding and influencing others

. Field Trip
Ilanning for the Summer - Review of Application'
and Interview Procedures )

s
’

Career‘poals - How to Aehieve Them -

-

Group Discussion of:Year's Activities

Final Wrap-up
Importance of School
Succeeding at the Job
Your Talents and Interests
Careers in Demand, '

v




-
, Serve “as examples. -

— i N ¥

APPENDIX C. SAMPLE FORMS AND MATERIALS . = .

.

)

The following forms, letters, and other materials were used in vari-
‘ P . 1] ’ .\
ous cities during the two years of VEPS progrdm operations. Many VEPS

.
N

programs developed new materials for use in such phases-as job develdpmeht?

®

. . . °
promotion and record keeping. Several VEPS programs adapted materials
L2 <4 - . ’ . ,

. a

5
¢

that were used in the school work-experience program or in NYC. . ~

| -

s .
.

Since theré are no approved guidelines for a VEPS-type program, some

>

modifications of the materials contained in this appendix would be neces-

7

sa}y before they could be.used in similar programs. However,, rather than

Y

3

5 .
make changes which still would not reflect .each city's local manpower pro-

grams and conditions, the materials are included in their(original form to

.

_’ ) v!:"
The following in% lists all materials under topical headings:

s Qﬁ_ Index to Appendix C

>
«

»

. . \\5
Topic ; © s Source.. Page
1. Publicity Brochures & Letters ' | ‘ o
a. .Flyer for employers and . ) o
: youth . - San.Bernardino C-3¢&4
b. Text of publicity flyer - Salt Lake City = C--5
c.. Letter to employers - Columbus, Ohio C-6&7
.d. General letter of explana- ) ' ’
tion ‘ . - Cleveland, Ohio C-8°
. vk ) $oor s -t
, L \
2. Job Development Work Station-Description Form ‘ €-94&10
3.. Employer Lgttggé'of Agreemént* a ) . Vo
1 a. Letter-of Agreement ) " Salt Lgke City ¢ - I1 & 12
/ b. Letter-of Agreement , . . - Colum@us; Ohio Cc - 13-15
‘c. . Letter of-.Agreement v SanﬁBernardino C =16 &17
A e .. ; RV . \
} R "?‘ . o " ] ',\.l"h A
. ' \ N . .
=T L ,
. %8¢d pp. 42244 for Eeviééd copy. T A
- .-““ ‘, ke ' . ‘; N .
\ T ¢ ¢ .
. N 4 . 2 , . —a .
' 2{‘. <. P AFK - . ¢ , o ;
b4 .1."”’\ : * ' s ';Q - ‘}‘



4.

-

5.

6.

v

o€
7.

8.

"10.

. 11.

fbﬂic SRR .,
‘Enrollee Letter ef'Agreement**
a. Letter of Agreemefit °:
‘b. Letter of Agreement

Parent Contact Letters

a. Letter to paﬁgnts

b. Publicity flyérs for Parents )
c. Letter to parents :

d. Parents -Authorization Form

Enrollee Recerd Form -
(Note these four pages were"
printed on a-f}le folder)

Enrollee Time Sheets

a. Time Sheet /
b. Time Sheet
S D
Enrollee Evaluation Forms ’
a. Enroll&e Evaluation -
-b. Enrollee Evalultion
c. Efrollee Evaluation -

5
)

Letters of Appreciation to Employers

a. " Certificate of Appgec1ation
b. Letter of Appreciation °
c.

Tetter of Appreciation
. . ]

Vocational Exploration 'Topics

Ptogram for -VEPS luncheon-workshop

~ . ("N ra

%%See p. 35 for revised copy.

[}

[}

-

-

[}

[}

[}

[}

-

-

e

[}

‘Source

- Flt‘f,xt- o

- C{e eland -
:~C1eve1and ‘

Pittsburgh -
Haverhill, Mass.

Haverhill, Mass.

N
4

'San Bernaxdino '

.Flint

Salt Lake City\..X

Buffale
Flint

Salt Lake City

Columbus, ‘Ohio
Columbus, Ohio ~
hColumbus, Ohio
San -Bernardino

Pittsburgh

ﬁ

Page
= L3}
c - 18
c-"19 & 20 .
c-21
C- 22 &23
c-24
C- 25
C - 26-29 :
C - 30
¢ - 31,
c- 32
C - 33
C - 34
c-35
Cc - 36
C - 37
C - 38-42
C - 43 & 44
4%




S

S T e o T ATEPTE. I v T Y
»

--{ )- b 2
. WHAT” IS VEPS? ..
\ N _.".;f,’ R I N e i .
{1 VEPS which stands for vocational
U S | Expioration Tn the Private Sector,
. gi i js a federally funded pilot program
R BN designed. to offer career interest
. 2 exploration and work experience in o
L p accordance with the studepts educa-
R tional program and the private R
\'Jg business community. . ) C

-~
Ve
-

.
i o e = S T

B iataly aat

© OBJECTIVES e

To provide selected econopically
- disadvantaged high school students
" with skills aliowing them to further
their education or enter the private
sector upon graduation. e
To demonstrate that the private
- - sector, local school sysiem and govern-
ment agencies can effectively~coordinate,
a Tmeaningful career exploration and work
experience progress. * Lo

) To heip economically disadvantaged
students experience work achievement and ’
i learn the value of education and train-
ing in preparing for a career. '

4

» . - .
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WHO IS ELIGIBLE FOR VEPS?2

2

Selected 16 year old 11thegraders at-
tending San Bernardino City Unified Schools
{ who meat the'.eligibility requirements for
the Né1ghborhood Youth, Corps program. "

MOW MANY STUDENTS ARE IN‘THE PROGRAM? -

« There are 60, 11th. grade students in the
pﬁagram all presently enrolled n various
pr{vate sector jobr stations. y

<

?

O How LONG DOES THE PROGRAM LAST?
W

" Each of the 60 students began working

! full time during the summer and-this con-
| tinu = ~ia- their junior year with them
working at least 15 hours per week.

IS

zo=—APXOrVX{T}" \:-:o zo—-+> 09<

[

% DO _THE STUDENT§.RECEIVE‘QAGES?

- +Yes! Each student is §a1d minimum wage
w1th the federal government and the private
sector sharing the ﬁost. \

DO._THE STUDENTS RECEIVE SCHOOL tREDITﬂ'/

ol

i

! p
5 Yes! Each VEPS enrd11ee receives 5 units
. of school credit per semester. The students
' 6th class pericd is devoted .to the VEPS

' program. o ' .

-~ s

K)

ARE PARENTS AWARE OF. VEPS?
Yes'. The parents of each student
-have received an orientatien and given .
‘written approval of their son.or .
daughter's participation in VEPS.

o ,

WILL CAREER GUIDANCE SERVICES BE OFFERED?

Yes! There are 3 VEPS counselors res-
ible. for monitoring the program in-
cluding the active participation of eath
studdnt in & vocational guidance unit,
concufrent with his academic courses and
work experience. This will be implemented
at eacl\high school throughout the year,

WIL AN‘EVALUATION BE MADE&
£
Yes! An ongoing evaluat1on s being
made with year end§1mprovem expected -
' in’student attitude, grades,-attendance, .
promptress, job performance ete; . -
{.

WHAT ABOUT ADMINISTRATICH? s

~

The office of the San Bernardino
County Superintendent.of Schools in
conjunction with San _Bernardino City
Unified Schools, is respons1b1e for C
VEPS Administration. . ) \

o

.For further information call:
: Bob Ciauri San Beérnardino Schools .
~ (714) 383- 2283 . ¢ .

E -
C
7
0
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School Counselors. \

—

R~
.I“‘ \.':J-\" ~ 2 : TS R ORI cRCZ 3 P
» O NO ey A
SOLUN UL U etlt) Al . . ph - -
4 ~ IjL::f s ‘.:\1: ‘ : LA L7%S7 eia
* -'r:.\;m:».:_z:---)zs ﬁ
4 - . )
Q
. : \
R > ) . . i B -
02 N . hY
TO: All Chamber Members/ Employers . , : -

FROM: John C. Flam, Chairman of the Board of Directors .~

l./

COLUMBUS EMPLOYERS MAY ?ARTICIPA&E IN NEW U. LABOR DEPARTMENT PROGRAM
¥
The U.S. Department of Labor and Natlonal Allidnce of Businessmen (NAB) @hose
Columbus as one of twelve cities to tést a pilot project to motivate disadvant-

aged- youth through a work-career Exploration and Training Program,

v . .
Columbus Area employers will have the service (as work-trainees) of young people.
who partdicipate in‘a co-operative, year—round work training experience. Employ- ~
,ets will have the opportunity.to help  train young people toward their particulgr
industry. Compensatlon for the services of the ypung people can be handled
through the Neighborhood Youth Corpd, thereby eli

to establish a payroll 1tem,‘y1thhold taxes, arra e compensation protection, etc.

: - NOT A!"MAKE WORK" PROGRAM . o
T
WA

s

L]
“The thrust of the program is to expose young men and ,women to career opportunltleq.
The Primary emphdsig will be on training and work“orlentation. Close counselor f

v

confact will be provided between student/trainee and employer thColumbus Public

XY ° -
¢

STUDENTS WILL BE PAID o b

- ' * o -

s
-

. . E
, .Students will work from 3 to 6 weeks in the summer. Durlug the school year,

students will “con'tinue to work about 15 hours per week. The rate of pav will
be $1.60 per hour ‘during the life of ‘the program, ant1c1patéd to “be 50 weeks
per $tudent.

’ ~

4
Employers “will be responsible for a total of 19 weeks. It is suggested that
emplovers make;payments directly to the Nelghborhood Youth Corps, so that the
student is on the NYC payroll and not on the empl;yer s .payroll,

s ¢ , 1

o

7

/

inating the need for tlve employers °
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. CRITERiA??OR PARTICIPATION
. < -

. -Students should be' 16 ygars of age or older, entering the junior year of high
. - schooly classi&@ggygs disadvantagefl in terms of (1) family receiving public
\assistance‘oﬁ?ﬂ?S"’w family income in terms of federal ‘paverty criteria.

£ y, h—g“

S
N “‘% . N z;:' L i ) .
CL "% " FOR ADDITIONAL INFORMATION , \
' - - L . . ; ' . LI
A.reply ecard is enclosed which will produce direct contact with Mr. Roy . )

Meloedy, Metrppol.tan'Director of National Alliauce of Bussinessﬁen, 85 T -
Marconi Boulevard. Chamber Vige&?resident John Henle has responsibility
for staff involvement and support.

.
o [

. | , 4
Columbus is for;un%ge to have been chosen for this pilot project.

However, time i§¢§§6rt. The prog%am should be initiated by July-19- .
v Mail the reply card promptly -- today -- and you will receive more
N detailed information promptly! ’ o . . ‘
» ) ' ‘ . !“_’ 4 *
A
©
{
\
' A




SCHOOLS’ NEIGHBORHOOD YOUTH CORPS

[RY

Cleveland Public Schools / 10600 Quincy Avenue *
Cleveland, Ohio 44106 - Telephone 229- 3850 . .

] Paul W. Briggs, Superintendént -
s

o
’

K .
¢ . . *

1.

2,

3.

V.E.P.s. PRI ' ,

Vocational Exploration of the Private Sector R

a
-

. . [

What Is It: . ) . - / ‘ L.

A joining together of the publi'c and private sector to provide a, -
meaningful work experience for disadvantaged youth. Stress-is givgn
to raising educational attaiment and imptoving enrollee’ 8 employa-
-bility. . ‘ f
A program that is guided "by the enployet (ptivnte sectot), clew!eland
¢ Public Schools, and Schools' Neighbothood YOuth Cot‘gs. .

1
°

; .
A year atround ptogten (&0 houtesger\ week, duting the summer and 15 £
‘hours per week duting scty:ol) 3 :

Py . - & @ [N
How Does It Operate: b ’ / - . -

1,

A job. developet:ueing N.A. B. ‘referrals will contact int teeted

parties from business #nd induetry to explain the progtam anc?
‘dgtemine their neede. v

v

, Youngsters are identified by school couns lotg and verified accordinye
to S.N.Y.C. guidelinee. f

»

|

3. Enrollees will be given an extendive (60 hours) orientati
uate their skills and ptepate thew for entering the job market.
K] 4, A vocetional counselor will theu match students . (according to inter-
) . est and skills) with available jobe ‘(according to tequit enta).s
5. While on the job each etuden_t is paid t:he minigum wage
fede:al government and the private' eectot sharing the .cost, s
" 6., The mechanics of payment 16 -as follows: ‘ / . _ )
: The employen will compensate the enrollee for th¢ total hours *
worked. (40 hours in “summer end 15 hours during the s ’hool term).
. . The employer will then involce the Schools' Neighborh d Youth °
. , Corns fot its share (502) of the wage. 8
.\ - » C ' _ {\‘77
P - b P / e * . vl v/ .
a . o ) C"? . IJ( . .
‘ 4l L, > ' : | ¢ '
Earn f c ’ Learn . T * ,. Serve - .
/a - ) . L . 4 . .. /.




[y 4 . . ¢ R
i ———— + .? N s . N
) N | WORK STATION DESCRIPTION,
, \@: i | : K . : e ) Lo )
\ T e— . ’ . . -
1] a - ’ -
- "“Company . Work Station . Position Title
| , . .- i \ q s .\. v ) ‘ - -
:l P 2 . ' ‘ g ] ‘\ i N
Address . : - oot
’ - ' . ] . »
' Phone - - Contact Person ) _
J\ . . "\ L 3 .
AS . 4 . ® A v
1. GENERAL JOF SUMMRY: ' c : :
3 . (Describe basic purpose of job and kind of‘§lbervision received.) s
. 3 X :

’Q 0 ! ) ) . N @p

: : v ' ‘ : . : 7
.’ II. VORKED PERFORMED: l _ N
o (List duties and responsibilities in detail.) - 4 IV
- ¢ = = = _ —t—
¢ ﬁ . @
! - : -
) v k A*V T . + ‘y .
c o I ' o ‘ K] ,
s : .
s ) -
> III. QUALIFICATIQNS: - , R } S ..

\ - - ) .
A“\ Education? Age Range & Seé Brsferred?-
IS v " ! N

3 A . N
T e f 14
- . ~°"‘ ' PRI :
. \d “ . . ‘.
C : < ' : R . Co ' v
! oo B. *Training & Experience?. . , ) 7
1 M \ [y
N R4
S . e v - -
L] > o
o — ‘ ' - ' t } N
i © Q.. Job Knowledge & Special skills necessary? s e

v

)
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ot
1Prof-es$iona1 affiliatidns memberships, 1iceﬁses/ and/m: L R
- . ]
_: atcrediations necessary? T . s i '
‘.' € . L3 b
:‘ FUE v . * . ,“: °
¢ F y 2 : . -
B . e ' -t T or \) ¢ ’ ¢
S . , b .. 3 . T . -
5 '2 0 ‘ 2“ PR :._ K ‘ ) - . :
~ ! . e el -t N
£ . E, Required petiod to/be adequately t:rained? ot o0, -
. .- N N ‘- L] , ;: N
. b . - SN . \ .."_"_
: . C '- © I, '_‘ e = ft-‘." «~
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L w et 1 - : . P e
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: - o T ‘ ’
iV.  PHYSICAL DEMANDS: S ST et = : s - 4
., . . . . . . L
, Extent of: i R . . vy _— )
- .. . < . o . . - «

4 ‘ ’ . . B A
Walking? PN None * Occasiopal Frequent ' Constant '
Sitting? | . __ . ) CL

, LIftipg? o > - AR P N
4 Climbing?. "y« ] .. ) ) ° . Lo
] Reaching? ', - : ) . ‘ ’ i J
¢ Standing? = ’ ~ b : ™
’ ‘e\ P e T a . " e £ .
sy . T . . I - ‘ »
‘v, PUBLIC &ELATIONS DEMAND . [ a
L] ’ . .‘ i "’ .
Extent: of public contact: situations" . i
. . . . . e L ! . : (3 ‘
. . ) 4 - . . }) ’
: : : L . s ’ a. [ : \ s
A . R v
W v Y L]
i s N ’
» - . .
v o ! . .
/- ' : ‘ v
. t. .
i 1
l S -
o« A . -4 .
‘ : s .0 T . Yo l”
‘ ,w ".
, ) L. 3
Signature Department: Head
. | _ R
: [ Date ' 4
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Q/AREER E}CPLORATION IE'I.TER OF IINDERS'I‘ANDING BE‘I'WEEN NEIG}{BORHOOD YOUTH CORPS 0

.

‘, oy Y 1) PARTICIPMD:G COMPANY . , . ;
» ‘b ! \ j i . . ) s . . ‘.'. > : 3
) ! - .S ) T .
Neighborhood Youth Corps hereby agrees to plaoe —students with- - ) s
. A , & 3
v ' S énd provide the following
z‘u,;. Ao 1- ‘«‘Pa‘yment ‘of $1. 6? Per’hour to the student for each 5hour he o s
AT s'pends “with the -employer ‘and will carrx ‘student on their : e, ?‘
L oEIAT _'.' . payroll- and make all: necessary deductions and payments of © ;o' n
D S F I. C.&. ,“ Unemployment Compensation, etc. . L. '
L ) ?. ) WOrkmans Compe,nsation coverage for the student dumng his
) ) enrollment in the progra.m. e <
) - ' . *
st 3. Adequate counseling and Services for the student to insure C
. ’ his adjustment to the work stat:,on. : . .\ ' . .
- ° ' a » \ "(u':‘\_ . ) > \t ;‘\‘ -
! e N L, T ' .
» . * . : ._ ’ : /\’- ‘ \‘ \,\‘ 41-1 r~l .'-"f*" "l:
(Date) (A’utnorlzeu blgnature of NYC Official ;. t-a .
b , . ) foog - . . PO
/s § . . . K : . . a
. R . ol J ! v ‘. ' e - ’
, ” hereby agrees to. employ
students assigned by Nelghborhood Youth Corps and also agrees to provide h
) the, following " , ‘ S T ', D ¥ .
. v 1. ‘Mean;mgful work experlence for the - student for a period, of one . ,
’ year. This should include an introduction to~the. various ,JOwa .
: and career oppo.rtunities within the orsanizatlon. T CoenETR S
( 2. KA payment of $0. 67 per hour for each hour®the student Spends on, .,
5 the jaob. "This payrment will be made to I\Ieighborhood vouth oCorps. < \ . '\
- 3. "Adequat; superv1s1on of student company personnel to 1ns’ 1re ) "
hls" a,dfjustment to Job respons:Lbil ies. ,
) ot >
; "4.4 }ae ‘record} of time spent "on the job by stutient ~and periodically o~
eport progress of the student worker to~ Neighborhood Youth Corps. i}
d . “» , D
. s A ) -
Fed ° :\ - ’ > ”
- ) M s‘g ﬂ ‘ ,: ¥
¢ C"ll‘ - ’ /;,, R e’
1 . . )

(3
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enrollee until he graduate
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e I TR St 25 W

pS N : « I : d 4
r n.‘\,.' ‘ - . : e - e . , R
A R VOCATIOVAL EXPLpRATION IN THE PRIVA@E SECTOR (VEPS) %
PN - * Tea e <
. ) * Colunbus Nelghborhood YouthACdrps ‘ f N
Lo ‘Columbus Board of Education Natiénal Xll;ﬁnce of BuSLnessmen
’ ' . ,,; ‘ "“ ._/' T .- ,-’-'..',;“j. f/;,( I O -\
) ) . —ee ) -. 3 " . l_ :A ."l‘ »
. T s .. C00perat1ve Work Agreement Nt *
Ny N '_‘ . . - . . , [P . /' .}"_', '(;.° __“ 7 . -
The followlng constltutes the establlshment of ‘a written agreement between
- T » ? - / /'.- -/' . N
. s the sponsor of; the Columbus VEPS Program/and the 30b trélnlng s1te.
.t , ¢ "._" A N « . . 7 ¢
LA I. The - e : (tra1n1ng site} will permit
T : ‘ - SRRy
. gf;i;z'/f [ L : /(VEPS tra;nee) to eqte#!;s establlﬁnment for
Seay T /'_ ; R R ,
"”_"“_ the purpose of galnlng knowledge, sk;ll developMent, work experlence and ™
cel ,- ,'E‘--:,-"-'. S R Y T T s
P A vdcatlonal exploratlon 1n the-aﬁbvévmentaoned tralnlng site.
T A e . ,,/ 2, . -
. e e, JI. The course‘oﬁgtraining and vocational .exploration constitutes
SR AT SEVL R B . g0 e S S ‘
. v a cooperative arfd correlated effort between the N.Y.C., the; Board of
S Y. SV o - : - . .
Z,lﬁf:;: - .. 'Education ang the. job traiming site and is designed for on-the-job
S A -
1. 'Y experience am directedfstudy of felated and technical information.
Ry L - ¥ - ’ &
5‘?';,J~' III. The VEPS tralnee 1n the prq,ess of joh exploratlon:znd tralnlng,
'C s ,will be given the‘opportunity to gain variable work experience in the above

S \ oo - ] .
‘ mentipneoltraining site and will be allowed*to progress as his ‘proficiency

. S . . ¢’ . v ‘

- .'riérhité'lffx’ o
‘. . f’_ R oo e o L o . 7

- e T IV.\ The trainee, while enrolled in this program, will not displace

’}’\a -',. ’ }- s : o C

S Ala regular worker now employed o
AR 'égp V. The enrollment of this VEPS trainee shall conform to all

R 4 ’l%& N ,

. A f
-Federal, State,’and local laws and“regulatlons. ) -
L] W

- n-‘:‘ R VI. The training site agrees to comply with the” provisions of the

N A E . <
.

'

?alr Labor ‘Standards Act, and spec1f1cally t‘§§oooupations declared

B L <
- < - 2

4 - particularly hagardous for tralnees incidental to their training." (Child
T Labor Bulletin 101, 1971) Lo .

»! .
A . .~ s

PN

AN

. . . DRSS i
‘s VII,‘ Thefvgps counselor wzll visit tra;nlng site Eﬁganalyze.and
&

~ evaluate tra1nees progress an adjustment, dlscuss tra1n1ng problems

- 3
~ with the tralnee and h1s superv1sor arnd coordinate related class work

v -

, . . . . 3

Ce y © c-1¥

N

\

'

-

*

o
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ENC . ik e

cr . e ¢



< : o . l d
PR, ’

-— & ", ' .§ [ .t : . \ :
n school w1tp ‘needs of tealnce S actual work experience taken into ,
a7 . e s ', -~
cohsideration. . N . )
PR S . \ ‘ el R *
3 Q’a ‘ > )
VIII. The txaining s1te superv1sor, by showing just cause, has

. M - v . ‘
the right :agterminate thp.trainee at any time that his progress or ., ¢

per formance is not meeting.minimum standards of acgceptance.
. o - B A * -

|

|

. S . ' ' . |

It 4is.recommended, howeger, that the VEPS counselor should ‘ s 1
ar ~ ‘

» - v 7 . * \ .

be contacted prior to dismissal so, that adedquate counseling and adjgig-'

ments.might be made, where possible. All handling of complaints, adjﬁst-

' ments or remediation will be 'the responsibility of the VEPS counselor.
. & - . . . §

iX. TheAtraining site superwvisor agrees to allow trainee to . v
) . ’ . <« : ' w3
. participate in various programs designed to increase his employability

-
and that-this time will be charged to the l5-hour weekly commitment

that trainee has to the VEPS Program. : L

- '
; "

X. "The training site supervisor agrees to assist with the develop-

- » . . N . o

meht of an eﬁployabili;y plan for the trainee and will also give some

guidance fegarding specific skills that mngt be beneficial to enhance . Y
+ * : { -
- \e - %
futu{e employablllty of the tralnee. ot . \

XI. The VEPS staff agrees to provrdefa trainee who w1ll meet the
'

needs. of the training site for the duration of this current phase -of the

.

progrém whlch is scheduled to terminate on June 10, 1972.

XlI. The Nelghborhooo Youth Corps offlce agrees to handlen§£;/’é -
matters relatlng to‘payrpllh_unleas the training sitefdesires to assume
téls respeﬁsibillty.' S i . o '

XIII. ATheatraining site éjfees not to hire the trainee full time

3

'« .

4

p*lor to graduatlonﬁfrom high school.

YIV. The trdlnlng site aarees co provide the properly completed
.. P ‘ i

tim2 sheets in order to assure th§t~tzainees wi}l be adequately Compensated,

ﬁv. The training site'qérees to cooperate with the Neighbtrhood !

X o . . . . L
<outh Corps in the renumeration of trainees enrolled in the program according
A f L4488
' ’ . C-14 ° - iif

T RN YA M R
Pt Mes .

TR E A el .o ;‘;‘ N »
N: Kad R M""
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b sts § o s

k to the projected hourly sdhedule listed below Employee:responsibility

. 2
_ %' X will’ nOt exceed fours indicated.. Trainees will be paid the Federal
. !
i "+ minimum wagk of $1.60 per h :(and will wd:kvlsﬂhours each week.
3 . \y . . . . . v ~' a . .
. ( . Weeks = N.Y.C. Training Site  Totdl Hours
| . First Semester 19 15 ($3607) ¢ - & ($796.) - 285 ($456.)
' , ve . N ¢ ‘ s "“‘ . “I ' R . . ‘
i "4 -« Second, Semester 19 > .10 ($24.) ., 197(8216.) 285 ($456.) ,
i . v . - : .
i N ", TOTALS . '38 25 ($600.) R 13 ($312.) 570 ($912.)
' . - ' , ' - . "\
HY'S , i ,
! . . ‘o K P )
(. ' XVII. This Cooperative Work Agreement has been read and/{gJundér—
. ' T ' ' £
stood by the following: - - .
¢ . . ?
' * ‘ .
2 H
i, , T : _ ‘
‘Date . y . Training Site Supervisor g
. - . . ‘ N !
' ) ] > . . : . : ; - ”‘ . .
- - Date; . Neighborhood Youth Coxps Director
3 . . . | - {' . 3
.»-i v . T ' . . A ._";' . 3
. ) Date . Board of Education Supervisor . . .
S " Date * T VEPS Trainee . - )
. \
- a . - N .
4 ’ )
7 % . 4 .
, R
2 . ‘ .
g : .
v ; . A - B _
: - ) e~ - <
L aG1 . I ‘
4-41 t
% _:




ESN

.1]

3

. . ' . y N
. , - : n
o - )
' ¥

B -, San ﬁerné&dino City Unified Schodls
> Guidance Services Department i ‘ .
VocationallcaiQance and Placement Office i

CAREER EXPLORATION,AND'WORK E&PERIEECE - BRIVATE SECTOR .
' , o CQOPERATIVE WORK AGREEMENT ’
L it
This pilot program-‘for NeighborhoogﬁYougﬁ;Corﬁ'enrpllees has '
been developed and is suppofted by the epartment of Labor, Office
of EducatioﬁtnDépartment of Health, EdgEatioanhd Welfare (H.E.W.), <
Human Resources Development and the National Alliance of Business-
men (NABS) in_poop#ratibn with the San Bernardino City Schools. It

re

) er will pay the State minimum wage of $1.65 per Iour .
Students, will be covered by Werkmen's Compensatien as

. is designea to offén,seleéted 16 year:old 1lth grade\youth an oppor-— ~
tunity for career exploration and work experience in an effort to "
develope and flurther their career interests as they aré‘xeléied‘to‘the v
student's edu%ationalfpragram and the private business cdﬁmuﬁitf. '

Bgsed on the above, the participating: conipany and educational }
sponsor agree to the following: o . . ) R i
Student: . < -l : ; -
1. ‘fraining: Career exploration and wdrk'JXperieﬁce in the occupation ( .
of - ." will begin on__ N
~ and cqnfinue for 50 weeks with fﬁg students exploring 5 { -
at least three different jobs'during this time. = L
2 Supervision: R will provide ﬁesponsible'supervisiongﬁ -
and consult with the counselor as often as necessary : ]
regarding problems etc, 'as well as complete a semi- i
monthly evaluation of the stpdent and verification of” .
. hours worked. Tpe school cqﬁnéglor will also provide -~
s ) regular supervisdon to unsune that the studént's field P )

’"9-?‘ of career exploration and work experience i consistent L
C ol . with his interests, educational and vocational plans.’ - \
3.> Pay: . The NYC(Neighborhood Youth Corps) prégram will- cooperate .

with private employers in the ‘renumeration of  the sgudents
enrolled in the program accoring to the ppojected hbur-
ly sthedule.below. Empldyee responsibility will not .
. exceed hours indicated. NYC will pay enrollees Ehgr— %
, ) Federal minimum wage of $1.60 per hour while the gmploy- 3

'paft of the program. - The' student must not be donsidered S

. for full time employment uptil he has graduated’ from
high school. o :
A HOURS~—--~--- N ‘ . TOTAL- -
PERIOD - PER WK. NYC o EMPLOYER HOURS
) ] (1.60 per hr.) (1.65 per hr.) "
: Surner 39 ©,234 hrs. 160 firs. 394
It lst Sem. 15 150 brs. . 75 hrs. 225 .
11 2nd Sem. "15 150¢hrse . * 75 hrs. - 225
| ; : ’
‘ . C-16 S A%s
. R ad
. “ . Ay

«
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L

.4." Ingsurance: The student 1s not an employee of“the participating

\ . S - . ' _J

I

¥

¢

t

- company so only workmen's compensation is necessary

- ~ and this is provided throught the San Bernardino
¢ . * County Schools Office. Students will be required to’
have work permits. ' ‘

S Legislation Participating businesses will comply with the re-
~ ments of the Fair Labor Standards Act .and pertinent
’ M state and lgcal laws regarding the training and B
. employment of youth. Y ) )
6. School Credit: Students will earn creditfas part ‘of the districts
, . = and state approved Work Experience Education Pro-
gram.

7. Miscellaneous. he student's counselor.will contact the partici-
pating company to further diseuss details of the -
program and help prepare an outline of the student's

- career exploration, and .work -experience activitiess
This,'outline will be attached to the agreement when

P completed . .
<1 . » . ° ’ ) /‘3
Participating Business .. Educational Sponsor
- v 1] ¢ ‘ °
. . N ‘ ’
Address - Address. . . . |
‘ - . Ty , ;/V
Phone "~ . Date Phone ;jate .-
) ) ) . 4’ ‘ ' —ra
’ " |
=
. £
. A '
3
* 1
»
. . %. . '
. . "
° ¥ v .
. : , \ i
"
Y] o ;» / \‘
/} v/ < ) ) '-.
. ) / :
I .
4 N "
’ ‘ - ', '
S > . .;.
Ed -

: ,
' . 4 3 '
N U
¥ . —
" . . ‘
.
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) ¢ . . » . ’ .
. \ STUDENT AGREEMENT ‘FORM .
’ b Y
. - ] N g . AN <
As,a member of the VEPS Program I agree to - . VAR I S
all of the following: . :
. P f A ) .%
< ¢ 1. To maintain at least a passing grade
7 . * in my school courses. oo
) ) : 2. To work to thé best.of my ability in 1"
‘ school and on-the-job. = ! ¢ Co
. & 3. »To abide by the hasic procedures -
. , governing this program as set up by
" the Flint Board of Education and my ’
employer.: L
.o ' © + 4, -To consult my counselors on a regular
< / - » - .
//. Ppasis as*determined by myself and my
/ emp loyer. ~ ; .
L 5.+ I will not seek employment from any
t - employer participating in'. this progyart .
. ) until graduationh from high, school, or -
until ofrered a work assigmment.by - w - :
PNt either the VEPS sponsor, or MN.A.B. 4
. (National Alliance of Busingsses). o
foe ' ' Tt
- ) . ) .
. ' 1 understand if I &0 not akide *hy: the above
A _agreement that I may be dismissed-from the .
. i = . VEPS Program. . .
13 i B E\
} ' ] .
L ' . .
{ 4 ' 4
.' \.' - N
* Signature of VEPS participant
- :
pe < =
< E ) 3 > 3 - !
. L 4
. . - :-»/.\ - -‘qwf .
! . i —- - e e ”
SN ‘Signature oif Parent or Suardian
| . - . ) 1
[N . ¢ Y ¢ X ’ vt
) . . ]
. Signature of VEpPS birector ’
: - - < . e
. 1Y ~ - . ]
- v N
K v ¢ ’ﬁ ‘3 7
' - : - e e e ewmacel 8
Q
~ERIC e
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[N Lo 5\ "?i;g‘?‘&\': . ’ - = °
) .’ ' SCHOOLS" NEIGHBORHOOD'YOUTH CORPS _
‘ ™ " Cleveland Piblic Schools / 10600 Quincy Avenue, *
=0 s Cleveland, Ghio 44106 - _Teleel_none 229-3850 °
: . ’ Paul W. Briggs, Superi_nbendenF )
" . v T,
R
k -~ SNYC-OME.VEPS' LT Nt
y ES " STUDENT-PARENT AGREEMENT . ‘ N
)7 S T . .
. STUDERT: S e
. ' The success of' students in the SNYC-OWEVEPS Program is dependent upom °
your desire to accept the responsibilities of. school, commuhity and work.
" This implies that the following: points are aanadatory requirements and, -
would be agreed ‘to. L ‘ T / -
, , » e
* If you do not i . to.g008pt the challenge 3f the followigg ragulations;
do not sigd this agp ement. % R % S
A R e
As a conéitiion for acceptance into the SKYC.OWE.VEPS Program,’] agree:. - - °
¢ ' S L o o ' e T
° D : R ',.: : ) ¢ , - m-:; ' :
1. To be in school and at voz;l}f?iory day and on time mless pravented . s
. by actual sickness’ or excised by the coordinator. I I
s T F g t . ;’3) A ’ . . ) Y ]
g 2. .To telephone the schosl by 8:30 A.M. and report to my employnr s T
immodiately 4f I am confined, due to illness. T N
e, g/f:‘\yg,z\ - ‘ . - ~ . R .0‘ 3
"3." "To workZand ot in & maaner that will be a credit to my schodl axd. -
the program.™ . ! T S S
== 3. To immedlitely notify the coordinator on.any school ér work probleas
andfaccept his assistance and any ‘work readjustmsnts he might wake. }
- L “ ) - K “q ’ ’
5. To fully realize that I must perform satisfactorily for the sntids d .
. school yser or loss my oredit in the p’ropuk . . ®
’ 6. To have good perscmal hygiens, be neatly dressed a ve my, hair .~ .
: orderly as the e’nployor;“or coordinator directs. oy
-,.._ﬁ’; , - . L
7. To unde x-«%’"f I may be dropped from the program if I cut s class, . '
e, chest; teal, or Possibly if ¥ fail a subject. e
i 7 6{\ - . ' : ) ~
8. Hot to hold a job other, than the job ‘approved by the coordinaioy. . oorLo
. D) « @ . ) e
, 9. To leave sshool promptly when I am dismissed for work, and riok
§ " loiter around the school biilding without permission from- the A
. % coordinater. “ S L
. fg . g '3» ‘
Sy AR o
, ﬁ\\?‘k% %&orz'&i s B ‘ S d
] %, S ey 7 vl
sm.ms-os.n It1 4 . ’,i -
T R ’ o Laarn Serve’




TR

) : | §'°

10, . To put 208 of ‘each pay check in a savings account and ‘to dake
NO withdrawals without permission of my coordinator.

"11. To acoept the responsibility for trarispart,;tion to and frou my job.

. 12'." To notify tlie,coord:{nagor Miately 'i!' I am dismdssed for any
reason/and to abide by his suggestions concerning school and/or
. re-employment.’ - . ;

\ &

13. To parﬁ.cipafe in‘tho amual city.wide O.W.E. Eiplbyer'é Apprecia~ ‘
) tion Luhcheon. Each SNYC-OWE-VEPS student is .expected to invite
.  his/her ‘employer or company representative $o the annual banguet

in appreciation for guidance and training. \
:
3.7 V : ¥ - . - - : s \ : ‘ L
e ) ._Student Sigmt.g.rp v . ‘ - Date %
. ‘ . - - ‘ , . -N‘f . \ . E
- 1 m ¢ ' -
, K . .
<. ! /
A paewms: L : ,
We understand and agree with the,aims, rules and activities of the
‘ SHYC-OWE-VEPS Program'as proposed by the Cleveland Public Schools. We '
s will' coopurate wﬁ:th the school to aqco-plish these aims. .
IR We therefore; give our permission for ‘ < e B
e there ) ' 8{1 . spowavsi . 1: —
to be enrolled in the SI(!L/-OHE;VEPS 'PrOgram.' i
Parent's or Guardian's Signature . . ., Date
P . R : . . ’ . .
) -g “« -
2 of*2 ‘ ‘ . {-3 “ '1;;&"‘%

R c-20
SNYC-VEPS-05-72 |




~1 SCHOOLS’ NEIGHBOIRHOOD YOUTH CORPS .

e

S Cleveland Public Schools / 10600 ‘Quincy Avenue , o
Cleveland, (}uo 44106 - Telephone +229-3850
Paul W, Brlggs.,Suponntendent :
e A . ’,

.Cleveland., This nrorran offars more than an ‘opnortunity to work.
Durine the school vear the student will be plaﬁed in' a snecial ‘

e used tovards ggmdudtion, uill be piy

e avpidable, a t:elepnone caligj st be nadg to bota- the
. At

. ‘trainee nust show initiati
. to be told what to do next?”” *g,' SN

SuCCESS'iS achieved. - This in itself n
“d“parent your-suppoft and ul
\\the final result, . 'lith allﬁjeubers of the’ tean pulling tonether

suould result, . . x

Dear Parent: . &Qd ' {; ) '.

The Schooig’® i -iborl Youth Co s “unler the direction of
the Clevelaad i ublic sSc: hools is mountix;"ma nev nro-ran, V.E.P.S. .r.
Vocational Explorat:fon of &n Private Sector is a year around nrogran
In which Junior or SLniOt stgents 'yill ‘be euployed, fu&.l time
(49 hours) durine tlie sumner} and partft:i"xe (15 hours).durins tae. °
sthool year, in various busi ess and indust:ries tiirouphout Creater '

$.4.Y,C, - 0,U.E. - WE.P.S, turriculus “Acaderic crédit:, vhich can
for each student's work
experience, In Fdition, chegstudent ;will be e~iven extensive
vocational counseline and ¢ ezer‘ exploration, It is hoped that T
as a result of tnis approath,dthe, t:rainee uill have the following
opnort unit: les: "

P ‘ . ° ‘ ;’ )
\l. To st:rennt:’len the st:gclent'- knot.'lec'rve of the uvorld claﬁf vork.
ooty o ‘54 .
. § .
2. To increase the. st:udent:'~ deaire to finish'school, o 'enter
. Y the wvorld of Uorl‘ 013) 70 on to- collepe.

’

4. »To i:prove the chanc;s of st:udentg sraduatiné fror~ schools
by providing credit ;}for the pro"ran walen will be applied
“to school credits t ards ﬁréduation. Lo
W . To enable the - st:uden}: ‘to /be 'riore "énployable folléwrine
<. graduationm, _q( N %

""There is a possibility hat follc.[minp rraduation an enrollE

iwcmld be offered full tire e nloynent:. This, f cohrse, depends
upon, the vork record that isjcorpiled \durinn the tr

s perjod.,
Rerular at:t:endance at the jo is ivnerative. Jhen absence is un-

s also essefitial. .In addition, the -
--seeking r:‘ rat.ler*taan alvays.wvaitineg

coordinator, Reino on tire

1 ’ - _

A coordinator will work along with ieaeh st:udenp to see that 7
{maver, 8 not enouwh As

dance mny‘"* ave boundless effect upon

(students, parents, and coodinator),. agrerrarding, successful exnerience
aincerely,,,,,, . T

...]_' C. .
c-2 | i2n. >

g

floyer and the

[ 4

R

-

¢

Eam - Learn . R x- Serve/_
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v . CARE‘EI( EXPLORATION PROGRAM
L SN HAVERHILL HIGH SCHOOL . . .
: HAVERHILL, MASS. T, ' .

A

- Dear Parent: ) ' ) .. . ’. ’
A Careér Exploration Ptogram is being established on an _—

experimental basis beginning July 6, 1971, and continuing # !
. , Yo,
through the academic school year. l97l-2; Ihis program is de=

’7 . M

signed for man& reasons: ‘to introduce students'tp the world

-

.o .

of work;.to inspire them to recognize their latent talents, to . ‘,'

- 1S

develop skills saleable to commerce and iﬁdustry, to provide them

a3 . o

with a more‘meaningful and relevant education, and encourage their
.

s

pursuin cducation upon high sehool graduation.

]

Sdme’of'the wore apparent benefits are,' the student-can - -

[ .

earn and learn. in an area in.which'one has ind1cated an interest,
i %

this prog am_may become part of a regnlar.cprriculm offeringj o

Vo

o

< . ; . i ' . R —

: . ' N gasquaie A. Emiro
s . * “"Coordigator 4
oot , Co CJuly 1,-1971 . 1

-3

ot N S LERY U A=A

- :rjﬁi ’erely yours, o RS RS



°

+  CAREER EXPLORATION PROG
s HAVERHILL HIGH SCHOOL
HAVERHILL ., MASS.

~

A}

»

PARENTS .AUTHORIZATION '

-~ > >
[ «

Permission is hereby ‘given" "
‘ Name of Student

!
A bl

-
. thiéareﬁqipate in theGCafecf;
JAddress - : : '

Al

Exploration Program tonducted by Haverhill High School
Q g L]

o - -~
a »

- beginning july 6, 1971 °

.’

\ -~

.. Signature of” Parent

v

-
'

|
P

T
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; ¥ OLLF.Er OGRESS RRGGRAM SUMMARY\( - \" -
- i - . .
. et g
: e X : : S '
- = - mmcnxsrﬁcm& S ’\D . ,
. 'CHECK LIST \ ' SUPPORTIVE SERVICES NEEDED: . LD SERVICES FULFILL
ALk L T RV G - .
Preliminary - f‘ . YA Rzmedunon\ - , ) ., .
A ulLa.‘pn" N . - A . .
) ? 2, Zp-‘n.l',(’}mnz m: . /) .
Racl. k}" *‘O{Yﬂ" ~ N ;.
. an".nen( . . C. Health ' 7 - ‘ R
. D) Trys N TN . . - eyt A .
NYC—‘@ - k N S Legal™? 2 s M
W "f'ox—n "\.. S E E Famiy ® ' ~ g
Work _P:mm B A ST * ______F Psycholo’ﬁc‘l * : :-" Lo . ’ /
, R . . - ‘(l . <,
o L G. Tram;{oruhon 0 .
- A H. Chx.ldCan W . v
Phys. Exam. . . . . V. ! ,
. e} s -/ . L Petspml Chanct:nmesv i ] = f
L4 3 . . LN - B ‘ d =3 .
Ted R.'S.Jk—" = J- lndmdualCoumclmg in: i ' § ‘
° Onen?ation - . L, ) A T > &
. L - - : : — .
0,0t I — . 5
Cinl r\.‘mu / r /K sm‘h Tr i i N ::-\ Y,
: Grievancel, Ay s chTh 5 )
L. Poweduelz. - , L. Specch Therapy SR .
Entoulee l;fx;d‘ - TN N & o iR
Lt "“.‘ B 22 * ‘/‘ ‘\’i‘f' .
}_ rmou lnfo - v = Y . RATING CODE: ~¢ / o
. = e —_— Mor .
n Q-\A S‘ . - T 4 e b ,':‘ k 2 M
a7 Jnb Spe. Sheet — L - ' 1- Outstanding = - — = 7§ .° ?:, :
= tn-oliee lmu.;l ) . - : - ~ el xg
. e ,..»e(r(:port Do RN A - - 2- Above—Av_cn_;,e PR ik, . -y -
SR r—-o;.ce Final o - 3. Avcge - ? . ‘;‘3:: T il aee
F ] mnzesRepert . . , - SRR L
e N ° - 4- Below Average Mo _mx PR
- Exit taferview . L o O *{'-5" 2 ;-‘:?/{
—} LpEsT L L L . z 5- ¢ NotObdérved 5 v R :;-.’,’.‘.:‘5
4 A Aesmilanon - . . . L 6- Not Applicable i’ T
N VN TE N —- . . - - -t N
75N - INTTIAL ASSESSMENT FINAL ASSESSMENT . : ' T
, ‘3l e
CODE NO. .CODE NO. REMARKS . ke
x i ] B — '§
v -
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] v o~ y .
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N ". I3 [y \h ” ©r .'_,’ﬂ‘c'. : 9. ..- o A
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L Cp
i 7,
! oo . " )
i 1. TENTATIVE GOAL(S) (to impwove on any, areas that are negative in initial assessment
j Lo ¥ ' or other appropriate areas) ' \
; A: : s 205 h
% N i é‘:i;‘ ¢ '/ B . .~ , a8
2. CAREER-GOAL (What enrollee plans to be?) =, S
; B : . ‘ ' ' ~« : N
{ ¥ i
! o h‘ P
s, 3. EDUCATIONAL'PLAN ». (Here is how enrollee plans to,reach his goal.) i
s N . ‘ .
.’.“)' :‘i-. . A ! hd \/ . /
EASEE AN -
;;", ::: - PR ~ ! "‘
_.l: " ; “‘B. . @
B 2 i - : _
| b I _ o | T N K
| 4, MODIFICATION (Have changes occurred jn enrollee's career goal and educational plan?)
- 4 : f / ° . L - . . N = i-f_“?s
- ' AR \
-y ’ ) e :‘{\?\“ ’ " ’ . ‘ N O d '
'{‘i Items 1 through 4 are the godls set by the enrollee with minimal guidance from counselo
N or staff person. If during the program the enrollee changes plans, ‘state his new goal.
:’/T".‘. . ) "3 A | \ :“\ -"\\‘ . . K . :
'{-." 5. TESTS GIVEN PnyfOSE‘ B * " RESULTS (scoring).
108 ’ " :
) - 4 ) - .
- . L \ A% v 4 :;X
b4 1 \‘4',‘// }fu
? PROGNOSIS: _(Action to be taken) | - P .
;.:) - =t o . o g - o .\- ..‘ '/,- s ,i Y. e - R - ——
wal - 1 -
. ' ; 1
3 , , ) ’ :
; | : . " -
\) i ?,ﬂ‘ :.' Y

c-2F
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RECORD - g0B EVALUATION _

Attendance ?erformancePromptness'Days Hours
Y A A A A '7__Absent Worked

Rating Scale -

1-Outstanding

2-Above Average
3-Average ,
4-Below Average

Comment overall evaluation

sy

P

4

‘

Reason for termination:

NYC - JOB ASSIGNMENT
~

Supervisor.

‘gist any previous programs

3

Tlate Program -

st any previous work experience

Reason for leaving

:

»




- . COUNSELING LOG g
_ : _ : FOLLOW-UP/
) DATE .~ PURPOSE REMARKS . © ACTION TAXEN |
A A ’ |
NN )
i TN :
% — ;

3 ' ‘ .
) B ” ) -\‘

duitural Activities/Field Tri DS _ .

ACTIVITY

© DATE

a§ ° . ~
Y
. . ‘ . "
- \
« . ’ < - N ’
‘: - ’ . -t e, € " ;7 N
AL o ~ a ~ : ] A .
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¢ 1
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1

P

FLINT COMMUNLTY SCHOOLS
NEIGHBORHOOD YOUTH .CORPS - VEPS

5

Full Legal Name Lo '
) (do not qge nickname)

School

o

Qork Station

.t

ATTENDANCE

TIME . PAY SCALE "ASSIGNMENT

. qDTAL HOURS
Stagtedf-'Finished

WORKED

| YOS [V | M‘ | oy | R

A1

T

S B T

Baaed | ol Bl b Bed b bk | e

[

- if.each da} of the week is not indicated--including days absent

I'd

QLPFRVISOK OF NEIGHBORHOOD YOUTH CORPS 2’VEPS ENROLLEES{
~

No time sheet will be accepted if the ‘time sheet is not filled ,out in ink,

if ditto

marks are used, aﬁdwif the time sheet is not signed by each vidual below.
?lease indicate the num-er of hours you have spent supervising the Neighbor-:.
.hood, Youth Corps énrollee working under yeour direction during the period
10\0T8d by this time sheet:

—dd
indi

- e
. .-

B . LA S
::Signatur& of Imaediate Supervisor

“t

-

. 1 ; .
Signature of NYC-VEPS Coordinator
. _

4

‘

t
1 -
|-

A

Signature of NYC-VEPS Enrollec.

4

PYS




K3

(- Hrs. Worked

NEIGHBORHOOD YOUTH CORPS

PILOT CAREERS PROGRAM TIME SHEET
, 2033 South State Street
", ' Salt Lake City, Utah 84115

t
i

. MONTH '

YEAR *

)
..t

TYPE OF WORK ASSIGNMENT

-
S

NAME OF PRIVATE BUSINESS

PAY PERIODS:

w

v

1st to 15th, 16th to 31lst

»

Al

NAME OF SCHOOL ATTENDING '

TIME SHEET PICK-UP lst & 6th
UNLESS OTHERWISE NOTIFIED.

Day of
Qnth

SUB-TOTAL

\Ray of
it ek -

~Sun

Mon Tues

Wed

Thurs | .Fri Sa't

Enrollee ]
"-- [Hrs. Worked

b

t

v

Day of
Month -

SUB-TOTAL

Day of’
Week

Mon | Tues:-

Wed

Fri Sat

¥

Enrollee

Hrs . Worked

L
-

Month ’

Day "of 4\-

Day of
¥ Week

Sun

. Mon Tues

Wea

+[Enrollee

r

1
|

i

I certify that this information is co

»

Yrect:

B v v

‘. oSignature”of NYC

1

Enrollee as abowve

3

Signature of Imjidiate Supervikor . .

FOR OFFICE RECORDS ONLY:

Title OF

‘a4 Hts. Worked

!

.Rate/Hours - -

Wages

Tofgi Timé Sheeté
Enclosed
Hrs. Worked

3

L




@

Nome of Trainee

Job Title " . ...,
Please return to
Overall ottitude
Promptness
Alttendance

; ' !
Relottonship with supervisors

Relationship, with others_

-Personol Appeargnce

—
' 4

Follows Rul;s

T 0" moN o >

Ability to learn '
. Quolity of Work
QuonMy of Work , Lo,

- —

(Pleose ctrcle)

-

e

BUFFALO PUBLIC SCHOOLS
Byffalo, New York

WORK-TRAINING PROGRAM
Neighborhood Youth Corps

TRAINING REPORT -

- .o

-~

Empioying Agency .

Schopl .- ...
Coordinof‘;ar
Poor . Fair
1 2. 3
] 2 3
1, - 2 3
2 .
1 2 3
2h 3
123
1 2 3
1 2 _3
1. .2 3
] ;2 3

7

LR Y N - A S - S -G S N

1. Hos thie enrollee received ony counseling from the supervisor on the job..

T v (nn i e

]
N '

2. Do you feel counseling by the coordinatér would improve enrollees whork and attitude?

ko

Specific suggestions

1 4

3~ Since being empl?yed, the enrollee’s work attitude hos:

4. If you could, would y%u»liqep the enrollee on the job ofter heleaves the progrt;m?

L}

Improved

ES

. 5. If asked, would you give the enrollee o favorable reference for another. job?

6. Number of hours of supervision

:7. Cost per hour

8. Tofal superws s'ory COSES . it

' .
Please add any comments concerning the enrollee or this program.

~

X,

Month endmg dcne

[Kc

Sngn&.fxe of Supervisor

Cc-32 , .

1

} .
Good Very Good Excellent
6, 7 8 9 10 '
6 7 8 : 9- 10 o .
6 7 "8* 9 10
6 7 8 9 10
6 7- 8 9 ;lo\g’
6 7,8 9 10
6 9 g 9 10
6 7.2 9 10
¢ 7 8 9 0 |
6 7- 8 9 10° §
) e W . \
TN
() Yes () No C
( Q)E.Yes. () No
ST
. Remained the same Deteriorated '
"() Yes () No
() Yes () No
. L5
" %
- N
¢ .?..- ~ ‘ ¢
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IToxt Provided by ERI

ﬁ%’ E/Z« e [ ‘¢ ' ’
" z e _;/\ i_r. ° . ’ ) ! ‘\.
%48 FLINT BOARD 'OF EDUCATION :
. NE | GRBORHOOD YOUTH GORPS - VEPS AR
/" EVALUATION SHEET * + -
: Date N

Stt;dent's Name N Schobl Attengdng «
. Work Station ’ Address L )
Supervisor's Name P'hone Nov, A ' I

- . N
. B . . N
JoB PERFOF}MANCE Acceptable | , Poor
. 1 - s
1., Punctuality . ' '
Regular Daily, - :
2. Attendance ¥ -
Ability to Follow o

°___instructions Ny -

4. Quality of Work ) :
= » ;%% - 3
2« Judgement RN
6. Abitity to Work 3 -
© _with Others
- ' n — - =
ATTITUDES CN THE JOB || Excellept Good Acceptable .. Poor
- » Qf’» .
1, !intarest in Work £ . o
4 ]

2. Courtesy ¢ - )

Ability to Accept C .

: Cr?ttc?srp N —
l’a Coope-ation with s N )
«+s__ Company -RU‘33§ ) : .

Y = r . N B
PERSONAE APPEARANCE Good <] hcceptable " Poor

£
}. "Appropriate Dress o "
27‘, Ciszn'iness 1, ‘ a N N PN
. y . Yo s§; 1y s
N ( "'/4,4(&7? ‘ ~ »
OTHER COMMENTS: B 4 a
N ; - Y
- B ?Supérvlsor's Signature .
- . - . s -
, > Counsedor's Signature .
W . . HS - s, -
.. '} Enrollee's Signature - S
WHC: yw / B “3 e 'AR2 . .
-RIC  07-21-7! ' ‘ c-33 L ‘ T
or=2i- _-/‘ , - i ‘

r

?

. 2




-

Yibsed
i

N
-ERIC
o]
v T

Name of, Enrollee

Tependable s

- )

g < - PILOT CAREERS 'PROGRAM

, ' <ENROLLEE PROGRESS REPORT

| +

o

H] ot

b *

HBost ‘Agency s R

Please place an X dn the appropriate column:

‘Excell-
ent

Im--
proved

Satis- Poor

factory

Deteri-
orating

! “ of

! .
Sunctuality ,

\

I

-

Acrtitude N '

N N

t.onperative (works well with others) R

\mbitious (willing to work)

¢

Yersonal appearance

. - ;"'é_ % {
“Tagorness\to learn ~

. B

Killingnes:\gp'accegt responsibility : .

Taitiative -

Capable of.aépepting cri¥icism
) 1 °

Yesire to make good 't ‘

s N .

Ceneral conduct on the job ¢ .

»

.\dditional comr&ént:,s . -

. 1
j \
’
N - . *

~w

» . %
- .

i
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T \\\7-(‘/, / ..‘. . , '
i " ..', < e - " JOYCE A, HAERDIYILN
e, RUIGH O, Jn. “ A —~ 6o } ot e C‘ ASI'T AL IHISTRAYCR
Y L PACAT Y OF PUGLRS SAFETY E; }‘ Y l‘." ﬁ: X J 1 SE d ; ‘
L p N fe i T
. . t. ¢ - )
\&i ° . o . .
. 1Y I & ‘ ’ .

NMGHBCRHOODYOUﬂﬁCOHPS U g

854

i 293 EASLT LONG S{IMET .
¢ ¥ . coLuuBUs. oH!D
« £ ' >_n.‘i ‘ ! <> ’ ' ‘
) * A3 ) ’
» ‘ i . .! .
' ’ q “ t ' ¢
1 4 .,
li v - .) o ’ - »
§ ~
. > - 4 / o + R
| ’\ ) Z N
N ) . l&
» .. ) e
: 1 3 e . . . . -
< I would like tg take this belated opjoriunity to pérsonally "\\p
. thank ycu for participating in the Vocational Expleration in the Privat

Sector Program (VEPS). Perhdps yousare awsre that this joint effort
. botween the Columbus gbborhood Youth Corps, Columdus Bourd of Zduca-
e " tion and the hiational'Alliance of Busincssren is ‘only one of eight
o - freniining proglans in our country. We are very encoura2d by tke -
regulis that we have been receiving and "look forward to the continned
expansion of this mgst logical approach to the pvooluws with which
. dlsadvantagod youngjters are confronted in the world of voxk‘ . »

- l'4 -
3 S At the tims you were initially apps oachad as to'your willing- ~
I : ness to partieipate in this new concept, you were inforrm:zd that a
“ financial corx mltngntﬂon yQur behalf vas necessary. The statement
* which is.enclosed will reflect your contribution foc lnvo’“emeq3 in g
] " the Surmer phase of the VEPS program. Within the next month, you
will receive another statement that' will cover the. currert semaster

- s

of oporation. ! £

Y
*y
- N ™ - B
l .

" Should you bave any questlons regarding this billing,” you nay

f call me at 461-7455 or talk with MNrs. Emma Bozyrski at the same Yer, !
}} Agiin, let me thank you for your involvement in this proc*am, because
| ' without 1ndlv1duals sﬂch as yourself, this program could not be success-
| ful, . ) : v
{ . - . ’ E.
3 . Sincerely, /i
LR 4 » -
;a0 " - . (
o A ’ . Lem e
g .. b . Bert W. Korte -
‘ . R - Project Director ' .
J B fob / , :
: . & R st
. Fnzlosure PO .

“}[ C B

Aruiext providea by enc ||m Aruiext providea by enc N
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., ADMINISTRATIVE O ViCES

-~

, 270 East State Stsect ' 7
Columbus, Ohiv 43215 .
. Arz1 Cod: 614 225-35%1 ‘

* October 27, 1971

Mr. Al Woodall

Director of Personmel .
' Lazarus DepartmentyStore :
South High ‘and West Town Streets
Columbus, Ohio 3215 - . :

> , .
Dear Mr. Woodall: . RN
A
At a recent meeting with our Child Study Department
staff I was advised of. your participation in ‘the Vocational -
Exploration Private Sector Project. Your cooperative effort
in this project provides an, excellent opportunity for :these

high school students to obtain meaningful expertences in the

‘real "World of Work."

.+ You and your associates are to be commended for
providing this valuable learning experience for these -
ts.

) B : Sincerelé yours,
l‘ //
3 John Ellis
R s —t Supegﬂntendent-?
> . :’ ) , - \
JE/mjb g r

7 ¢
N °

Ass. stant Sup riiaendes
J Dd\l:, S"N.Y‘l(.’ AY
L.V Huber, Lastract
F T. RUL),”’«V“(‘"S
J. S \\'.ldb Pecsoraiel

‘e
~ i




a el : . . ‘ . ) . Lo . . ' - ) ‘ |
wivef § . .. ° ' : OFFICE OF COUNTY
el Sebest ' S SUPERINTENDENT OF SCHO
o Hell of Records — 172 W 1rd Sis

» SAN BEXNARDINO, CAunR.\lAl

/., INTEROFFICE MEMO e

-

"DATE: Sept. 14, 1972

. FROM : Vernon Crea‘r‘, NYC: Director

1

|

|

1

> [N ‘ - Y, RS . > |

S L2 C T "' ’ Y . N:m : . ‘
TO*: NYC and worklExperiEnce‘Coordidator% JEPNVR . |

. . . . . ":' ) : . Vo ‘
UBJECT ; NYC, CEWEP and VEPS Cabger"eqi'qggce S R . W
N . ) » A - };D . . - ) J

>

o As you all know by now, we are anticipating 2 'reduction in NYC funding for the * ‘
) present $chool year. 1In an effort to forestall this reduction or at }east keep:
. it at a mininum we ‘are asking_you to develop programs like VEPS and CEWEP in .
vhich the gmployer pays a proportion of enrollee wages. Programs of this nature -

. 1in the conservation and ecology fields are strongly encduraged. - :
< ' s ’ ". b -

n o

s . ..
An important ingredient’of any program whether it be NYC, CEWEP'or VEPS is the . *
mandatory.minimum number. of nours the enrollee will be edgagggjin structured "
. Career guidance activities:' Sueh, amguidanice service along With*more realistCemen:
Job sites will.greatl’y*improve. the overall NYC program. . . .

N . - " “‘ ¢ ° B
Following-are suggested formats, topics and materials for the 12 hour NYC | . K
guidance unit, the 3Q hour CEYEP unit .and the 45 hour VEPS guidance unit. These

are minimum and applicatien and sequénce. should™depend upon individual needs

.. ~and akareness and the provisions of yoar particular program. - -

Do not- feel that ‘these‘guidance activities will'create a prohibitive time Cor
- ‘problem for you.” VEPS job developers and othér staff members will use their -

time.and career guidance materials, including the tohile Van, -to offer. these

. career guidance services. - All guﬁdance'actfvities‘must be documented dnd kept
. .- in the ‘enrollee folder ready for _evaluation at any'time.

‘o
»

Following is a 1ist of suggested topics for ‘the 32, 30 and &h hour :career guidthe-
units. . Eaclr topicror service is placed innumerical order o ly, as this allows
. - the counselor to determine his priority and the lengtH of each unit. -7

LA P
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APPENDIX D. 'BIBLF{)CKAPHY OF VOCATIONAL EXPLORATION RESOURCE MATERIALS

. N . Vi
Kits, Assocations, Tests and "Audio-Visual Equipment. The listings are not'an

. t 3
‘

have been used as resource materials in one or more participating cities. Addi—

m.: } ~tional ‘sources of information include thé& school work experience counseloréiagd
- o~ ’ . / 9 T

¥ gtaff at the State Employment Service offices. . ;

i N H .

\

-t

Y

¥ -3 i A - ‘ 5 /\t‘ B .

L § I. Books oo s T
" , » ' .
After, High School What? Nashville: R.L. Polk & Co., 1971. e 3y

Alex, Charles.” How to Beat Personality Tests. Arc Books. ($1.45)

b %

Amos, W. and Jean Grambs. ~Coungeling Disadvantaged Youth. Prentice-Hall,
1968. ($7.95) " ~ '

‘\
4 PO . [P

Atherton,.Jost Chr. and Anthoriy Maumphrey,, Essential Aspects of Career
Planning and Development, Prirters and .Pub.

Baer and Roeber . Occupational Information. ($8.00) -

Banta, Trudy W. and Patricia Marshale. "Bringing Schools and Industry
Together", Manpower. Vol. 2, pp. 24741 (June 1970).

Biegeleisen, Jacob. Job Resumes: How to Write Them, How to Present Them.
Grossef and Dunlop. ($1.95) '

.Bloomoerg and Wm. Klein, Washington, D.C. Inst. for Youth Studies, Howard,*
University, April 1965. )

| ) T ya PR

E N Book, Ken. Jobs & How to Get Them. ($2.50) o

: !
T . - P . ’ . g A

| Brown, ﬂuane. Students'  Voc. Choices: _a review and critque. Hought Miff.,

| 1970, Bibliography p. 69-77. ’ . O . ,

l ) P! ' N . - . s - ~ .
. Buckheimer, A. The Counseling Relationship. ($5.80) ‘ AR

t~

: . Burchill. - Work Study‘Proéress Alienated Youth. ($5.80)
; . _ - - .

Butler, E. A. How 4o Move In and Up. Macmillan, 1979. ($§.§5)




Ly

Casewit, C. How.to bet a Job Overseas. Arc Books. ($1:45)

Chicago Urban League. Jobs Now, A Project to Find Employment for 3,000 Young
Men & Women, Provide a Unified Approach to Employment of the Disadvantaged
& to Operate a Seminar Center for Personnel Involvcd in the Recruiting,
' Training & Employment. Status Report, No. 3. Chicago, Ill: Ch}cago Urban
- : League\thicago YMCA & Ill. State Employment Service, May, 1967. 103 pp. .
(ED 016 125 MF $0 65 HC $6. 58) -

’
-

Chick Joyce M., Innovations in the Use of Career Information Houghton Mifflin
" (1970). . :

Crites, John. “Vocationa]f Psychology:i McGraw—Hill (%13, 50)

,
’Davis, s A gefinitive Study of Your Future in Computer Programing, N. Y _
+~ Richards Rosen Press, 1969. . N

Denham, Wm. H. , Wlater L. Walker, and Joseph H. Gross Washington, D.C.,
Institute for Youth Studies, Howard, Aprrl 1965
- [}
, Detroit Pub. hools, Department of Placement. Thevgob Upgrading Program;
manua} of procedure Detroit, Board of Education Jf City of Detroit, 1962,

)

L

¢

Dubnick, Phyllis. A Jcbk for You. Austin, Texas: Steck-Vaughn Company, 1967.

Ellis, Everett L., Education in Wood Science & Technology, (Madison, Wis.:
Soctety of Wood Science & Technology, 19649«’

Eric, Vocatdonal Education for the Urban Disadvantaged and Information Series
/ No. 50 [VT 013:761, Eric Clearinghouse or Vocational & Techniéal Ed

< f *  Ohio St te University, November 1971.

\

Eric, What Yo-Ed Teachers & Counselors Should Know About Urban Disadvantaged

Youth, \Eric, Info Series No. 46. VT 013 543, U.S. Gov't. Party Off.

/ Washington, D. c.! $.35 )

—
—

, . d‘ B
Faeing Facts About Preparing for Your Future--W Guide for High School Students,
Counselors and Parents. Prudential Insurance Company of Americam, Box'36,
Newark, N.J. (free) | L, . i

Y

Feingold, N.S. and S. Swerdloff ‘_Occupations and Careers. McGraw-Hill,
) 1969. ($6. 00)

Felsenfeld. Washington, D.Ci: Institute,for Youth Services, Howard University
£ Jdnuary 1966. o ' :

‘x N
Ferman, Louis A. Opération Retrieved. Disadvantaged Youth: Problems .of Job oY

’ 5;’»\: .

-
4

s

Placement, Job Creation, and Job Development. Ann Arbor,'Michigan ) .J L

- )' n1versity of ‘Michigan, 1967. (ED 033 211.MF $0.65 HC $3.29) - . g
"rﬁ\\\—/fiﬁ;jus A. Guidelines for the Design of New Careers. Kalamazoo, Michiggﬁ "f‘
(300 South’We tnedge Avenue) W.E. Upjohn Institute for Employment ) ,f :

Research, 19 . i e o e e e e ——— e g
> .
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Fine, S.A. "The Things—Data-People Vocational Counseling Intervaew«ﬁ Paper
\\;‘ . presented at the meeting of the American Vocational Association, Dallas,
> December l968 o . . e

»
»,
. -

Fishman, Jacob R., William Klein, Beryce MacLennan, Lonnie’ Mitchell Arthur
Pearl, andaWalter Walker. Training for New Careers, Washington, D.C::

Institute for Youth Studies, Howard Univers1ty, June
a “'

-

. Washington,,b C ¢+ Institute for Youth Studies, Ho
~N, S ' )
Fountain, M.C. 'What is an Education Worth? A Dollar-and-
Pccupational Outlook Quarterly, Vol. 12, 1968, pp. 26- 28

“~Eraenkel, William A. Howito Get A Job A Handy Guide fér Jobsee
President's Coimittee on Employment of the Handicapped, Washiygton, D.C.

¢

Friedman, Sandaipuilpis Swartz. No Experience Necessary. Dell Publishers.

General Motors. Can I.Get the Job? Detroit: General Motoriﬁ.lQQJ

s - «é’r\
Ginzberg, Ell. " Career Guidance' Who Needs 1t, Who Provides I Who Can
e Improve It?" o , “ \

)/ﬁ L_:x;m <\

Goldenson, D. and P. Sandman. Unabashed Career Guide. Macmil an- ($1495)

X .
‘e
1

‘Glasser, W, Schools-Without Failure.: Harper~Row, l969 j$4 ) - \

- 8 ' .
Goldenthol, Allan B. Teenage Employment Guide. World Trade. ($2.95) l' .
Gribbons, W.D., & Lohnes. P.R. Emerging‘Careérs. New York: Teachers - :
s College, Columbid University, 1968. Lo .
N \ . .

. e ¢ Y
' Grosser, €has. F. Office .of Juv. Delinquency & Youth Developmenb, Helping -
f Youth:' a study of six community programs, Washington D.C. U.S. Govzx
Printing office, 1969 . . - %o
. . . 3 ,.;%f@
+ -. Gurind, Gerald Inner-City Negro Youth in a, Job Trainh‘}Progect' A Study .
g§4; . ef‘Factors_Related to Attrition & Job .Success. Dec. 1968, U S. Dept. Je
"U+~ 77 of .Health, Education, and Welfare, office of Ed. PrOJect No. 2798,.

Toesee T Contract No. 0E5~lO 243, 4 , - \ 5 o

.

“--— — b see o

: Guidance in Action: Ideas and
\ ~ Innovations’ ﬁor School Counselors. West Nyack, N,Y.: wParker Publishing .
Co., Inc., 1277 7 b '

.
‘ ‘ —_

Haight, Tim. Careers; After High School. (&§1.25) . }
] }

—-—y
AR

Holland John.' Psyé;ologyVOf Vocational Choice. Ginn College Press. ($1.95) .

e N MMW - i ,.\}.-.,,. - -

’ Herr, Edwin L. Decision-M@king & Vocational Development, Houghton-Mifflin, 1970.
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. Hoppock, R. Oc§apat%bnal Information. "McGraw-Hill, 1967. ($9.50)

Hoyt, Kenneth. Careef Edycation What It Is & How to Do It, Olympus Publishing-
Co., 1972, . - ;

~

¢! .

Hughes, R.G., Jr. '"See for Yourself: A Doing Approach to Vocat10na1 Quidance.
Vocational Guidance Quarterldy, Vol. 13, 1965, pp.- 283-286.
o
Hutchins, R. "Are We Educating Our Children for the Wrong Future?" Saturday
Review, September 11, 1965,. pp. 66-67 & 83.

Isaacson, LJE. Career Information in Counseling and Teaching. Boston: Allyn
& Bacon, 1966.

-
<o

QOrgensenJ_Q,Q., Janzen, F.V., Samuelson, C.0., & McPhee, W.M. Interpersonal
Relationships: Factors in Job Placement. Salt Lake City: University
of Utah, 1968. { R e

2

Joseph, James. Career Outdoors. Nelson, 1969. (85.95)

¥itz, M. "'Comments' on Roeber, E.C. Indirect Exposures and Career Guidance."
In Ann M. Martin, ed., Occupational Information and Vocational Guidance
for Noncollege Youth. Pittsburgh: University of Pittsburgh, 1966,
pp. 91-103. ‘ o B

-

{ s -
Kaufman, W.I. 100} Top Jobs for High School Graduates. Neg<Xork: Bantam

Books, 1965. ! & 3 .

-

Kimbrell Grady and Ben S. V1neyard. Succeedigg in the World of Work. Bloom-
. ington, Ill.: McKnight & McKnight, 1971. ($6.95) <,

Kirk and Michaels. Occupational Information in Counse11ng Consulting .
<Psychologist Press, Inc., K 1964. ($2 00) ;

L - . , e T ' ¢
Klein, Wm, Wm. Denhan, Beryce MacLennan and Jacob R. Fishman. Training
_ Nomprofegsional Workers for Human Services. a manual of Organization.
and Process. Hwd. sMay 1966. ' ‘ '

{’Kohler, Mary-C:, & Freedman, Marcia K. Youth in the World of Work:" Some
# Demonstrations of Guidance, Training and Work Programs for Youth in
the United States. New York: Taconic Foundation, 1962.

o~
= -

Kurshg H. Apprenticeships in.America, New York: W.W. Norton, 1965,
I

Larimore, D. The Vocational Guidance Quarterly, Dec. 1968, pPP. 87 89.
Law, Gordon F. Contemporary Concepts in Vocational Education./ Washington,
) D.C.: American Vocational Assoc1at10n, 1971 ($8 50)

Lemheck, Ruth. Teenage Jobs, Dell Publisﬁing Cor; Inc., 1973 (éc3§9

'Liston; R.A. On the Job Training and* Where te’Get It. New York: Julian
Messner, 1967. , ‘ wn T L \
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/ Fa Osipow, Samuel H. Theories of Career Development.

Martin, Ann M. Theory & Pract; e

‘ -

of - Communi‘y, Eﬂucational and

ﬁ; .
ocational

“*. info.

Houghton Mifflin, 1971 N

13

N McDaniels, C., & Dickerson, V.M.

Educational Requirements of Selected Occupa-

2..::

Morrison, ‘P.

tions.

Moravia, N. Y,.:

Careers in the Modern Ofﬁice.

Chronicle Guidance Publicatidns,“l967 i

McGraw—Hill, 1969. (Mannal-—$3.50)

o ——— - o—

~

.

What Job for Me.

.($21.60)

>

<

New York Life Insurance COo.w Career Info. Service.

~

New York, 1969.

— 3

- New Yorﬂ Life Insurance Company.

series of articles®designed to help guide young peopl

IS

Y ’ *
CareeX Opportunities:

Making the Most of Your -Job Interview.

a

to a‘\better future.

York (51 Madison Avenue):

New
The Company, 1966 .

,;

-
=

"New York State Employment Service.
. Jobs... Albany: The Service,

®

Norris,10ccupational Information—-Elementary School

WhyﬁYoung Pe0ple Fail to Get and Hold -
1963. ,

($5.85)-

New York:

Craft, 1968.

Peard, A., & Riessman, F., eds., New Careers for the Poor:

Appletone-Century-

The Nonprofessional

in Human Services. New York:

B . N, I

3

Yo ~Washington, D.C.: Government

-5 [ .
' Rhodes, Jas. A.,.Vo-ed & Guidance.

Riehter, David~d.

N President s Council on Youth Opportunity

- Free Press, 1965

Manual For Youth Coordinators.
Printing Office, 1969. ($1.50)

Columbus, Ohio, Merrill, 1970.

Al

Occupational Essentials--Skills and Attitudes.for Employ-

Rosenberg,_Jerry M.

Néw Conceptions of Vocation

ment., Rockford ~I11.: Johnson g{ess, 1971, / ‘
. - 3
A Rood, A. Job Strategx ‘McGrawsHill, 1961.  ($6.95)

‘and Technical Education.

New York: Teachers&College Press,-golumbia}Univ raity.

" Roth, Robert M. et. al.

§

o

Psychologylof Vocatiopal-Pevelopment.

Allyn, 1970.
($9.95) - s

Sandman, Peter M.  The Unabashed Career Guide, Collier Books,
i N '

' 1969

Inter- .

¢
’}/”’—// ‘Schill, W.J. and H. Nichols.

state, 1970.

Career Choice andibareer Preparation.

($4 95)

Schrader, Hugh E.

The World oﬁ.Work

Portland Maine.

J. Weston Walch

gg' ~:~mm~r/~ Publishing COT?>196&*»—/??/\V//“’ \ . !?’ A .
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Schwebel, M. '"The Counselor as Enabler." Vocational Guidance Quarterly, °
A ]

¢« .71 vel. 14, 1966, pp. 229-235.
' Shartle, C.L. Occupational Information:'mIts‘Developﬁent and Application. a
(3rd ed.) Englewood G-lfi;&fs,, N;:%E’Sntice-l{all, 1959.
- . . LV . N . , .
Sheppard, H.L., & Belitsky, A.H: Promoting Jobfindi Success for the Un- 3
" employed. - Kalamazoo, Michlgan (300 South Westnedge Avenue): W.E. =

Upjohn Institute for Employment Research 1968.

Sinick, Daniel. Occupational Information, and Guidance, Houghton Mifflin, 1970
%Bibliography P. 73—80)

~_ Sinick, D. Your Personaligy and Your Job. Chicago: Sctence Research Asso~
ciates, 1960. . >
k4
Sinick; D. "Training, Job Placement, and Follow-up." 1In D. Mglikin,& H. '
Rusalem eds., Vocational Rehabilitation of the Disabled: An Overview.

New York: New York University.Press, 1969, pp. 129-153- (b) °

Snell&ng, Bob. Oppgrtunigyf xplosion. New American Library. ($.95)

[y

Stevens, Nancy D., & Schneider, L.R. '"The Dynamics of Job-Seeking Behavior
Journal of Employment Counseling, Vol. 4, 1967, pp. 56-62. (a)

Stevens, Nanc§ D., & Schneider, L.R. "The Dynamics of Job-Seeking.Behavidr: *
Moderate Placement Readiness.'" Journal of Employment Counseling, Vol. 4,
1967, pp. 79-85. (b) \
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- Stone, Elra.' How to Get a Job. New York: Bruce Publishing Co., 1969. ($2.00)

» , Super, Donald Psychology of Careers. ($7 505

. Super D.E., & Overstreet, Phoebe L.. The Vocational Maturity of Ninth-Grade
N Bo zs‘ New York: Teachers College, Columbia University, }960

Tannenbaum, Abraham J. Dropout or Diploma New York: ™Teachers College Press,
Columbia University, 1966.- (Includes bibliography.) -

* The Glidden Company. _Gettf%g the Right'Job. Cleveland (900 Union bommerce
Building): The Company, 1962. - :

Ehoroﬁan, E.C. The Vocational Counseling,of Adults & Young Adults Hou%h n

Mifflin, 1968. ' ///
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3 Wolfbien, ‘Seymour L. Education and Training for Full Emplozment? Columbia ) - .
v University . . /
U,S. Department of Labor, Manﬁower Adminstration. Do You Want A Job? Washing~

‘y». . ton, D.C.: Go%efnment Printing Office, 1969. ($.10) \'
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- Breaktﬁrough for Disadvantaged Youthl Washington, D C.: Govern- .
ment Printing Office,-1969. ,($2.00)

| U.S. Department of Labcf/{ "credentialswagdmggmmgn,Sensew_~Joﬁg~Eg§ Eé) 1 ‘wighp
- out Diplomas.” Manhower:Réport; Himber 13 December, 1968. (d)

U.S. Government Printing Office. Education for the Professtons (1.75) v « .

U.S. Welfare Adminstration.( Getting Hired, Getting Trained. ‘Prepared by National
Committee on Employment of Youth Washington, D.C. U.S. Government Printing
Office, 1965. .

U.SQ'Department of L or, *for Young Wovkers: ‘Labor Laws, Training i '
Opportunities, Sources of He Superintendent of Documents, U.S. Govern-

~ ment Printing 0f€27e, Washington, D.C. 20402 1965. ‘(b)

4
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U.S. Department of Health, Education and Welfare. Job Development and Training
forﬁWorkers in Health Services. Washing, D.C.: The Department, 1966.

%
{
U.S. Department of Labor. How to Prepare.Yourself for.hﬂﬁ%nterviews. Super-
intendent of Documents, U.S. Government Printing Ooff e, Washington, D.g.,'
20402 1965. - (d)' $ . B

<4

.H S. Department of Labor. Job Devel;pment for the Hard—ter loy. June,[l968
Contract No: 82-24-68.20. R
AD.S. Government Printing Office. Job Descriptions & Organféational Ahalysis for
Hospitals & Related Health Services. Revised Ed. l9%£, Washington, D.C.
’ , ($A'25) e‘. . ’ i S . . - ¢
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U.S. Department of Labor, Merchandising Your Job Talents. Superintendent of
Documents, U.S\ Government Printing Office, Washington, D.C. 20402. 1964.

<y

; . The' Neighborhood Youth Corps: A Reviev of Research, Manpower 'M‘
. Hﬁsearch Monograph No. 13. Washington, D.C.: vernment Printing Office, y ~
1970 ($.60) . ,
' "~ ﬂ. -t
U.Ss. Department of Labor. New Careers for the Disadva tagﬂ(ﬁin Human Service.
Instritute for Xouth Studies, Howard Universit y Wasﬁiﬁgton, D.C. Contract

#82—08-43 o )
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U.S. Government Printing Office. Occupational Manpower & raining Needs. Builetin‘
1701, Bureau of Labor Statistics. ($ 75) b R
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Government Printing @ffice, 1969. [ X . )
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1L DirectOries & B blliograph'ies S T PR B
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American Trade Schools Directgy. ($15) L IR A A
I. ' i ° >
. American'Vocatfonal Jgurnal. American Vocational Association,, Inc. ” Was‘hington, fﬁ
“ . D C (Mortlily magazitie containing articles on vocg, educatn.on,,y . ;i
. Iﬁ,‘liography of new books and studies ih the fie ’d, d a g for related _
St equipment ) , ) o bealll ,(,ﬁ N
AN . o ~ % . S . t;
Assou.ated Publishers Catalog. Associated Publishets, ‘Los Altos, Calif ) (T ists
, gu1dance materials from 1,000 different sources, which they offer for sale ).
< ‘(frcc) N 2 . R ; L o ‘..
k', . ? Bl ,F S Gulde to ‘the ’l‘wo—Year C."olleges. v ~Barron s Educational Series, Incu,
. ', Woodbury, MY ($2 80) - ] 7, o 8 .
N 'Baro's Mental Measurement:s Year Book (Sixth EditiOn) - Oscar K. Buros (ed )
e . Highland Park N.J. ‘.* Gryphon Press, 1965: > B . kY .
o GO “ .
0 . Career Employment Guide. National Employment Services Institute, Washington,
- . va rct\ (sz 00) O . . “ B < e \: N '
2 ., . . ~ . - . o ! . ‘ ) \?:
: 'ehartlng Ygur Job Future. Science Research Associaté‘s, ghicagor, 111, _I,($2.10'.) =
- : G fe - < “ RN ’: 4
T . Chronical Job Briefs. ~ (§65) - R R . A
. S " f gy ~ ]
g N .7
. A Counselor s Guide to- Federal Aid Programs.. U. s Department of Labor. .-Wa’sh-{ ,
"o ing\ton, D.C,: ' The Depqi iyent, 1066, (a)" .. . _ s e
R » ~ 1 ‘Sl ‘)’ v . e « 'z~ o N N
s Counselor’'s Guide to Menpnf-mr‘ In.fOr:z:atiOn 15687 U. S Government P.rinting Office,
vy C Washington; D.C. (Annota;ed biblicgraphy ofﬁederal and State publica—
. . tions) (Sl 1) Seooe .y , , P U3
N ~Counselor 'S Information .Servcice. B' Nai BIRith Vocational Serv,ice, Washingtdn, :
. 'D.C, *. (Quarterly anpotated bibliography of current literature on educa-ﬂ-
,* % . 7 tional and vocational\guidance.)’ \($7 00), w: 4 7 5 .. P ¢
R 2B : W
: Co"les qude,» to Careers.,&' Prof“SSions: Cowles. (83, 95) . . . 2
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o .-,rDict.j.onary of Occupational 'I‘itfles. “Vollie I: Definitiqns of Titles (35 00),

- <

. *Volume TTI: oOccupationa.l Classifications (34 253 .¢ U.S. Government R N
[ ' Printing Office,-’Washington, D.C. . R X IR ;\ -

:’_'ng‘ ‘:;v \1d . =~ w ‘ l“‘n Zhoe :. R .

A Suppléement tp. the Dictj.onary »of Occupafi“onal Tj:tles ‘Ehird Edition, S&tected - L
. R cha.racteristics of occupatians. (Physical Defands, Working Conditions,aTrain-
oo = i'ng Time ’ 1966 U S. Government Printing Office ‘Washington, D. C. ($2 25)
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~ upplement 2to the Dictionary of Occupationgl Titles; Selected
Third Ed.

of Occupations by Workers, Traits and Physical Strength, 196

u.s. Government Printing Office, Washington, D.C.

(81. 50)

P

. Randolph, Wisc.

—

Directory of National ‘Trade & Professional Associations of .the United States.

Educators'

-

Columbia Books, Washington, D.C.

.

Guide to Free Guidance Materials. & Educators Progress Se

($12 50)

ice,

EhrIe, R N

(87.50) ==

Counselors."

-
-

A

"VocatiOnalyPlanning Information,Avallable to Employment Service
Vocatfonal Guidance Quarterly, Vol. 13, l964—65, pp 91-94,,

-

g . Encyclopedia of Careers and Vocational Guidance 1967.

Volume I°

Planning

s

“Your' Career; Volume II:,

! ‘Publishing Company, Chicago&,Ill

z

Guide to Local Occupational Information.

Careers and Occupatiecns.

($21 65)

ton, D.C.:

The Department, 1966 .

©

Health Careers Guidebook.
T (81.50)

" Index to 35mm Educational Filmstrips.

" Guide to Local Occupational Information.
v “Employment Security, Washington,. D C.

(free)

tional Media, University of Southern California), Los Angells.
(Contains extensive informatién on vocdtional guidance

. R.R. Bowket, 1970.
D films.)
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U.S. Department of Labor.

New York:

J.. G Ferguson -

K

Washing-

U.5. Department of Labor, Bureau of

L}

- { .
U.S. Government Printing Office, Washington, D.C.

.S
’ ~

National Information Center fb: Educa-

New York:

s 7 & -

-

=

Inc.

($3.95)

P

" Lovejoy's Career and Vocational School Guide.

“ Simon & Schuster,

~

Lovejoy 3 College Guide.

-

New York*

Manpower.

«

* Science_and Your Career” *:
:‘Social Science and Your Career *

zine of the Manpower Adminjistrationm.

on occupations,. and news of recent publicatiOns and reports.

-

Motivational Pamp%lets from the'U.S. Department of Labor:

El

Eiology and Your, Gareér
English and Your Career

: Foreign Lang;ages~and Your Career

Math and Your Career” ?

-

Simon & Schuster. lpc.

u.Ss. Government Printing Office, Washington, D c.

($3.95) © -7

P ‘3
(Monthly maga—
Contains excellent feature stores

* - ~

\

. . EY < .-

. Thinking--of-an Office Job? - . =~ ~ .
-’<f* 3 %uu& Job :as_a Rcyairman or Mechanic - —j‘—\
e X” \u G U S. Government Printing Office, Washingtqn, D.€. {free) i !r
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New Careers--Jobs with a Future and a Profession. U.S. Government Printing Offioe,
...," N N .

. ,;. Washington, D.C. ($.15) AA .
< . A »
'4;-' NVGA Bibliography of Current Career Inffrmation. Publications Sales Office,

,/E American Personnel & Guidance Ass(Niation, Washington, 2 .C. ($2. 00)

1

S Occupational Handbook of the U.S. Air Force. USAF Recruiting ‘Office. (Similar
’ manuals available for other Armed Services. ) (free) .

Occupational Outlook Handbook. U.S. Government Printing Office, Washington,
DoCo’ ($6025)

. ~ &““Jin’”
Occupational Outlook Quarterly. U.S. Government Printing Office, Washington,
n.C. (A quarterly publication of the Bureau of Labor Statistics contain-
ing articles on manpower neede and also lists counseling aids and new publi-
cations on manpower.) ($1.50)
Bécreation Employment Guide. National Employment Services Institute, Washington,'
D.C. (Directory of employers who offer summer jobs in resorts, motels, '
hotels, restaurants, etc.) ($2.00)

* L)
Series of Pamphlets from the U.S. Department of Labor: 3, g

.obs for which Junior College, Technical Institute’ or other Specialized’ ) *
Training is Usually Required .

. . Jobs for which a High .Schodl Education is Generallyjkequired

. Jjobs for which a Collegé_ Education is Usually Required e

Jobs for which a Bigh School Education is Preferred, but not Essential

Jobs for which Apprenticeship Training is Available _ & -

2
U.S. Department of. Labor, Bureau of Labor Statistics, Washington, D C.
(free)

¥

2 The Specialty Orienged Student Research Program. Dr. Ken B. Hoyt, University
" of Iowa? Iowa City. (Descriptiou of private schools based on evaluations
made by students enrolled.in them. Includes these areas: kinds of-
students enrolled, housing available, costs, part-time jobs, ents
. judge equipment, students judge their instructors, students give general =’ .-
rating to their schools, percentage of students to complete their edu-
~ cation.) (15) ‘ I ) -

SRA Handbook- of JobiFacts.: Science Research Associates, Chicago, Ill. ‘(55,00)

>

-

Vocational Education and 0ccupations 1969. U.S. Government Prin%%ﬁg Office,
Washington, D.C. (Describes the types of instructional programs which

W .1 Texist to prepare students for specific occupations which do not require
<gm\f?_ ~ a bachelor's degree. Does aot include information on schools in which
- courses are offered.) ($2.25) v . . R,
! . : .
1 . . 3
Vocational Instructional Haterialsffor Dfstributive Education. Available

< - from Federal Agencies. For sale by U.S. Goveérnment Printipg Office
: . (81725) #1780-0837 L - - :

- . : N .. .
Vocational Instrﬁctid;al Matérials for Technical Education. (SITZS)' $#1780-0841.

.

e
e -
’
o1
~e

MC' ' : .. . D-10 ooy




?

-4

=
&

-

.

4

-

P

<

. .
7
- s::‘l

~+ Bomar ’ s

SN
%

- . / N B .
III. Films & Filmstrips - . : ) .
T

»

Indices /‘ ‘
Horkheimer,, Mary FQ%éy;énd John C. Diffor—(édéa). Educators Guide to Free .

" Filmstrips (23rd Edition)} -Randolph, Wisc.: Educators Progress Servite,

l . Inc., 1971:0

»

£

-~ Educator
. -N Wisc.: Educdtors
){ v

rogress’ Service,.Inc. 1968.

7

£ Bowker,'1?7p. r.o ;
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CUAmsT S 4, Tt o 8

.~ P.0. Box 1036
‘Hollywodd, California ‘;_,/}‘

P e ‘
Films ¥ 16tm .- Color
“” - 1§ a Career in Soc. Service for You?
-Is a Career in Technical Service for You?

- -

. 3

v v -

622 Rodier Dr. -
Glendale,*California 92101

.Film Strips. - Cassette - Color

Aircraft -
. Construction ‘ -
) Electronics

. Sales |
N Summer Jobs :
Health Banking — > 4 <.

. . .
- o
\ . . ~

* Datafilms -
2625 Temple Street .
Los Angeles, California 90026 : .
| .
‘ Bob & Carql & Ted & Janice &

4
> —

Doubleday Multimedia

. Box 11607 v

1371 Reynolds Ave. - .
Santa Ana, Califormia 92705

Films - 1l6mm - Color ' - .
Careers, Opportunity- for Training
Making a Career Choice N .
Women in Careers ¥

: /." , ‘ \ D-11 - y
9. ’ ‘ : ‘ i54°

t e

<

R

; i '
Guide t¢ Free Films, 1969 (29th Edition).. Randolph,

Nafional Informatflon Center for Educational Media, University of Southern
. California. | Index td 35mm Educatignal Filmstrips. New York: R.R.

-
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Doubleday Mylti Media ' J'-‘.\,
8348 Sheffield Rd. i - ‘ |
San Gabriel,” California . . . N
Films - . 8mm' Cartridge - Color ‘
Secondarz . -
Agri-Business - \ ) .
Clerfcal _ - o
, . Communications : . : v
/ Construction ¢
/ Education

General Services - ‘ SRR
Making a Careers Choice

Sales

Health Serviges

Leisure In@pstries

Mechanics

Technicians

Educational Prdgress Service, Inc. o .
P.0O. Box 497 . ) ¥ .
1Randolph, Wisconsin 53956 . ' .

Aviation Mechanic {1964) Lo ‘ .
*  Auto.Mechanic (1964) i ' > ’
Cameras “and Careers ' .
' Career in Bacteriology .
Clay and Craftsmanship
- ' Coast Guard Officer (1955) ~ 5& ;o b
In a Medical Labgratorya 1968) _ P o
* No Limit to Learrming (192%)‘ by ® ’ oLt )
That People Shall Know i - o R
) i The Challenge of Dentistry (1962) L ) % -
L ' The Designer. (1962) ° - SRR I
’ The Road Ahead 2 ‘ RS Qv P . .
You Call the Shot (196%) S Y feen T LA

. Lo . -
Encyclopedia” Britanica Occupational Filmg'l : :
425 North Michigan Av«!&_‘ ) PR . .
Chicago, Illinois 606 o ’ :
Applying for a Job.’ LT e
" Choosing a Career s .
-y Job Interview, ) o

<. Eye Gate House - ) . ) ;:"“‘:“ - : -
146-01 Archer Ave. T . s ’
T Jamaica® N.Y. - 13435 o . .-
Film Strips - Cassette — éplor L - .

The'Worldf of Work: ~Voc. Opportunities ST T,

- The A B. Cs! s of Getting & Keeping a Job - . . rit;_t;
t -

7 -
:

- =12 . L e |
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Film fair Commﬁnicatgons

900 Ventura-Blvd. ° oo
Studio City, California 91604

Films - 16mm - Color T
° Making it in the World’gf Work

Great Plaind,Nat. Inst. T.V. Library
Box 80669 ° =
Lincoln, Nebraska 68501 » R

Career Guidance..
Nebraska, 20 min. each.
families.) M

Guidance Assoclates cf‘
Pleasantville
PleasantV111e, New York 10570

Film Strips - Cassette - Color
Trouble at Work
Overview of Technical Education
(2 parts)
High School::Course Selection and
Your .Career (2 parts)
Job i%%erview -
What “You Should Know. Before You
Go to Work (2 parts)
® Job Attitudes: Why- Wbrk at All-
‘ Job Hunting
A Job-That Goes Someplace
People Who Make Things . -,
If You're“Not Going to College
On the Job: Four Trainees-‘.

: ¥ .
Lockheed Management Association-
-Audio Visual Productions ’
Dept. 81-72 Bldg. 181 N
-Sunnyvale, Califormia 94086

ﬁo Your Own Thing in the Mechanical Field

People in the Social Sexvices..
The Name of the Game Is Sales
What's Your Bag? (Use with-SAAS)

~

Nat.. Archives Service <!

Nat. Au&io Visual Cent.ei:;ﬁ
Dist. Branch
Washington, D.C. 20409 -

,‘s!; .. - ~

;
i

Great Plains National Instructional Television Library, Lincoln,
(Series of films on varidus occupations and job

People Who Create Art

Liking Your. Job -& Your Life IS

Why Work .at All - ’
Your Future in Education ™
People Who'Work in Science

. People Who Help Others
Catreers in Engineering =

Four Who/Quit
Dropping Out' -Road to Nowhere
Failure: A Step Towards Growth

Choosing Your Career
* Job Hunting: Where to Begin
New Look at Home Economics Careers

t

~ .




Films - 16mm -“Color =
*Jobs for Health .
Jobs in the Automotive Trade

P;rennial EduEation Inc. K
+ 1825 Willow Rd. o
North Field, I1l. 60093 o

- = +

'~ Films - 16mm - Color - %/ .

e . It's Up to You-nClioosirgf a Career
) '.‘,'_:,;.\: ~_~':~’,.‘":f .
4 ! "‘.. ‘\\ " ‘-.:

Vocational Filhs; Inc.
111 Euclid Ave. .
s Parkridge, Illinois 60068

O%?ortunity Everywhere

"w
X3
-

v
.
v,
e
- - .
. -
-
- .
: R .
.
+ e ~ ’
N >
k3
‘e
L
’
J A -
. o T R
'3 L] - . .‘
’ ;
. ;
- . ;
i ) .
] - B
- - .
- z
> « \ I3
] . ~
IS
t
-~ i
. . b-14
. -
~ . . - *
- kJ b h
- \‘1 ‘ ) 3 ':"M ’;
- , -
ERIC . . o
o o e ' Leh
! N R
- 3 =t -|f




IVT Vocational Ghidance Kits

3us1NEs§ CAREERS KIT .

CAREER GAMES

CAREER INF TION - <
COMPULEARN SYSTEM (K-12)

FINNEY ,;IbANCE UNTITS -

HEALTH CAREERS KIT o -, T
- INDUSTRIAL CAREERS KIT R S
JoB E)CPERIENCé_ KIT A )
KRUMBOLTZ- _ ' '
LARGO CAREER KIT e u-

SCIENCE CAREERS KIT ‘

S—-

SCIENCE RESEARCH ASSOCIATES QCCUSCAN CASE AND CARDS

~ SCIENCE'RESEARCHfASSOCIATES OCCUPATIONAL*EXPLORATION KIT

U.S. DEPARTMENT OF LABOR, FINDING JOBS FOR NEGROES: A KIT OF IDEAS FOR MANAGE-
MENT : N - . .

VARENHORST . N S

I

WIDENING OCCUPATICNAL ROLES KIT (SRA)

V.  Associations . Ly ) ‘Sf

The following associations are sources of information on spe¢ifie occupa-
. tions. In addition to these, the Departmént of Labor makes availaAble informa-
tion -on various occupational categories. . s
Accountants e American Institute of Certified ublic Accountants

. ’ " 666 Fifth Avenue
} New York 10019

Actuaries S Casualty Actuarial. Society
. 200 East 42nd Streét: ' .
" New York - 100%7 ., -

} < )
Administrators, Hospital ! _ American College of'Hospital Administrators
o A . 840 North. Lake Shore Drive
.. . Clilcago * 60611

,“i.
?

- [} " ‘. . . (T




k]

Advertising Workers

Aerospace Technician

« v
#

Aerospace Engineers

¢

Agricultural Engineers

1
.

Air-Conditioning and
Refrigeration Mechanics

-~

Air-Gonditioning, Heating
) and Refrigeration
Technicians

Airplane Pilots, '
Civil Aviation

-+ Arc Welders

Architects

Art Related Occupations,
Advertising Workers

Printing (Graphic Arts)

Atomic Energy Field

.Internationar Air Line Pilots Association

®
v

American Advertising Federation
655 Madison Avenue g
New York 10021

American Society for Engineering Education

~ Technical Institute Council

DuPont Circle Building
1346 Connecticut Avenue N.W.
Washington, D.C. 20036

American Institute of Ae;onadtics and Astronautics
1290 Avenue of the Americas
New York 10019

I3
M 4

American Society of Agricultural Engineers

420 Main Street

St. Joseph, Mich. 49085
-~ !

Refrigeration Service Engineers Society .

433 North 'Waller Avenue

. Chicago 60644 ;

American Society for Engineering Education
Technical Institate Council. ' ’
DuPont Circle Building

1346 Connecticut Avenue N.W.

Washington, D.C. 20036

55th Street and Licero Avenue
Chicago 60638

The American Welding Society
345 East 47th Street
New York 10017

The American Institute of Architects
1735 New York Avenue, -N.Ws
Washington, D.C. 20036

Américan Advertising Federation «

" 655 Madison Avenue

«

New York 10021
Lithographers and Photoengravers International Union
233 West 49th Street .

New York 10019 ~-

U.S. Atomic Energy-Commission
Washington, D.C.
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Attendants~-Gasoline i ;Zmerican Petroleum- Institute v !
> Service Station Marketing Division '
. 1271 Avenue of the Americas;w

. L " New York 10020

Attorneys. “. The American Bar Association
: * \ ‘1155 East- 60th Street -

Chicago 60637
Automobile Body Repairme
Mechanics Painters

o

1
]
4 P"r?\;gf"m‘) ‘;(:"?.')\’\.\:ﬁb o fT

Automotive Service Industry Association
230 North Michigan Avenue - s CE

Chicago 60601 R At

} K
National Automohile Dealers Association

» 2000 K Street N.W.
¥ ) . Washington, D.C. 2Q006 '

Automobile Selesmen

Bakers . . American Bakers Assdciation \
1700 Pennsylvania Avenue N.W. '
Washington, D.C. 20006- , : \

Bank Clerks.& Tellers . American Bankers Association

Development Committee .
. -90 Park Avenue , 2 .
¢ ) New York 10016 Co

Barbers . , SN National Association of Barber Schools, Inc.
750 Third Avenue .
; Huntington, W. Va. 25701 e

Bartender (restaurant) h Educational Director : K -

National Restauraat Association ’ ‘
’ ~1530 North. Lake Shore Drive . *
" Chicago 60610 i

. Beauticians - National Association of Cosmetology Schools Inc.

! . - 3839 .White Plains Road .
Bronx, N.Y. 10467 b
Biological Oceanographers Americah Society for Oceanography . R
b ‘906 C. and I. Building ; )
Houston, Tex.'‘' 77002 . g

Biological‘Tecﬁnicians . AmericanAéociety for- Engineering Education
’ Technical Institute Council

DuPont Circle Buflding . ° _ e

L~ : L . 1346 Connecticut Avenue N.W.
gg. , . . Wésgington, D.C. 20036

< . . r— “

N 3
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Biologists and Botanists ?3”‘Americah Institute of Biological Sclences
. 4. 3900 Wisconsin Avenue N.W. S 7
. -'% Washington, D.C. 20016

.
te . i s

Bulldozer Operator . Aésociated General Contractors of America, Inc.
- ; 1957 E Street N.W. . )
LA Washington, D.C." 20006 o, > o

1 i -
e

.
Cameramerr (Printing) S v ' “""&%
““Lithographers . Lithographers and‘Photoengravers International
’ Union
233 West 49th Street
- New York 10019 i
-3 -
' Photoengravers American Photoengravers Associatién ‘
166 West Van Buren- Stweet ., KU : N
Chicago 60604 i w S

Carpenters Associated General Contractors of America Inc.
’ C 1957 E Street N.W. *
Washingtony, Q:C. 20006
Chefs Educational Director
> . National Restaurant Associatign’
. " © 153 North Lake Shore' Drive
‘ “Chicago’ 60610

Chemical Engineers American Institute of Chemical Engineers
Poonl T 35 East,47th Street -
T Teees e New York 10017 o
Chiropbdiéts ’ . Ameriéan Podiatry Association
. S o 3301 16th Street N.W.
- ) Washington, D.C. 20010
Chiropractors = - American Chiropractic.Association
’ American Building - . v
220 Grand Avenue . %
e Des Moines, Igwa. 50306 a ’
éhoreographer . Lo American Gulld of Musical Artists
) . “ 1841 Broadway - s
New York 10023-: - ’ )

-
’

Civil Engineers American‘Society of Civil Engineers : .
oL v . - 345 East 47th. Street
~New, York 10017
L . ~ A\
- " Clinical Psychologists *  American Psychological Association
R ‘ I . .7 1200 17th S$treet N.W. X

-2 A

P A ; . Washington, D.C. 20036 .

BT
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.{ College & University
\ Teachers
- bt .
. V‘l‘l
College Libratiansi,g

<

hHS
P

X

Commercial Photogranhy

. Coﬁputer Operator

&

-

Conservation Occupations

gi" ot LR

3

Construction Tfﬁdes and
Contractors, Building N
Trades ¢

5
7

, Copilots .

3

Counseling Psychologists )

Counselors o
. Rehabilitaffon
< School
Vodational

Court Reporters
Cytologists

Dairy Farmers B

‘Chicago
e

""55th Street -and Cicé¥d

WVashington, D C.

; v.S. Deparﬁ%ent of
WashingtOn, D: C

o

-U.S. Department of Health, Education & Welfare

Office of Education
Washington, D.C. 20202

* American Library Asgociation

50 East Huron Street
60611 I

Professional Photog;aphere_of America
1090 Executive Way
Qak Leaf Commons .

Des Plaines, I1l. 60018

.
A

Data Processing Management Association o

I N

524 Busse Highway (@ o
Park Ridge, 1. \?@oss '

Forest Service - M
U.S.° Department of A ricultire, ‘
Washington, Dfﬁ%ﬁ 20250 | ) S
R ) %
Ameri can Fedet:at:ion of Labo}’fa?{d e

Congress’ of Industrial Organizations

815 16th Street N.W
Washington, 'D.C. 270

Building: and Constr?ction Trades Dept. /
0

International Alr
Chicago, Illinoieg608&:
American Psychologicﬁﬁ

1200 17th Street N.W%
Washington, D.C. .20036

1605. New Hampshire venue N, .
20009

United Business S¢
1101 17th ‘Street -
Washington, D C.,h

¥ olé,Association )

riculture ‘ PO
20250 ) - -

"z
b

e
*
]
i

R
TR
D,
o
E*N
N
N
el
X
’

R
43
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g
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Damcers.,

£ .
Decorators, Interior

¥
.
Dental ﬁygienists

[
»
ki

Dental Laboratory
Technicians

+

.Dcntists

.‘Besign Industrial

\

Detective, Police

1

S

Dietitians’

Doctors

~

\
* Draftsmen,

~

N

’ YA '\".
. Driving -Occupations. -
VK, ; r‘. .Q'
.
' .\' o
Druggists

¢

¢

[

P

Americari Gut1d ds Musical Ajtists
1841 Broadwayﬂ
New York 10023 _;
r - i

Natiopal Society of Interior Designers
Suite 700 .

\ 157 West 57th Streq;
New York 10019

1
¢

.¢

American Dental Hygienists Association

211 East Chicago Avenue

Chicago 60611
q .

National Association of Certified

# Dental Laboratories, Inc.

1330 Massachusetts Avenue N.W,

Washington, D.C. 20005

Y

American Dental Association
~ Council on Dental (Education

211 East Chicago Avenue

Chicagq . 60611

) »

National Association of Schools of Art
50 Astor Place }A

New York 10003 -

International Associationggf Chief of Pélice
* 1319 18th Street N.W. .
Washington; D.C. 20036

" The' American Dietetic Association
620 North Michigan® Avenue . '

Chicago 60611

,‘v

»
&

Council on ‘Medical, Education*
American Medical Association
535 North Dearborn Street . °
Chicago 60611 ‘
D
American Institute for Design and Drafting
' South "Adams Road ’
Suite 110"
Birmingham, Mich.

”

» a1
9
“

0

.

‘ > Al
48011

' Americhn Trucking Association
'1616 P Street N M. .

Washington, D.C. 2003 |
Ao

N )

» .

. ks
American Péarmaceutical Association
2215 Constitution Avenue N, W.
Washington, D.C." 20037

~
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Economists ) American Economis Association

Northwestern Univeraity
/629 Noyes Strget N
Evanston, 1171, 60201 /

q . [
American NeWSpape S
750 Third Avenue
New York 10017

»

International Brotherhood of ElectricalfWorkers‘
Construction 1200 15th Street N.W. . :
. ‘Washington, D.C. 22006 , 7
N
Electronics-Computer Data}ﬁrocessing Management Association
"+ ' Programmers 524 Busse Highway

. Park;‘idge, I11. 60068 - l”

Lo
<
¢+

Y Technical Institute- Council
t&ﬂf§ DuPont Circle Building
1346 Connecticut Avenue N.W.
Washington, D.C. 20036.

Ei:ctronics Technicians American Society for Engineering E%ﬁzition

' o .
Elémentary ‘& Secondary U.S. Department of Health, Education,
s School Teachers “ - . ° and Welfare .
. . " Office of Education - 1
t - Washington D.C. 20202
Engineering Aids American Society for. Engineering Education
) Technical Institute Council
DuPont Circle ,Building ’
1346 Connecticut Avenue N.W. ’

- Washington, D.C. 20036

Engineers, Aerospace American Instituteé of Aeronautics
and Astronautics, Enc.
1290 Avenue of the Americas
. New York 10019
Engineers, Cerammic _ National Institute of Ceramic Engineers
. 4055 North High Stxeet ~ *

Columbus, Ohlo . 43214 - ( e

. N “ :' . "’ . » ’ - . .'.

Engineers, Chemical . American Institute 6f Chemical Epgineers
: - L. ) 345 East "47th Street. - .
- : New York 10017 A R '

-

o

Engineers, Mechanical » American Institute of Mechanical Engineers
: : - 345 East 47th Street
New York 10017

D-21
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A S

\;_

Engineerg, Oceanographic

. Ty, -

- -F.B.I. Special Aggnts

)
i

;-

Finishers, Printing
(Graphic Arts)

’

Flremen'
= v & e -

T . .
R Fd;esters ?orestry Alds
A T
AN . .
[
Gasoline-Sefvice Station
% ‘Managers .

.3

T -

2

D)

,Houston,,Texas

-‘Washington D. C.

™

s
<
I

American'Institute of Mining, Metallurgical

and Petroleum Engineers ' .
845 East %47th Street R T :
New"York 10017' < . .

American ‘Society *for Dceanography
906 C, & 'I. Building -
77002 ' ¥
The Federal Bureau of Investigation

U.S. Department of Justice,
20535

A
. American PhotoengraversvAssociatiqn

Society ‘of .American Foresters
* 1010 Sixteenth Street N.W. ' .

»

" Washington,  D.C.

166 West. Van Buren Street
Chicago 60604

b
¢

International Association of Fire' Fighters
905 Sixteenth Street N.W. /)
20006 ’
& J .

Washington, .D.C. 20036, . .

1hmerican Petrdlenm"Institute b
Mprketing Division
%?71 Avenue ,of the Americas Ty -

ew York 10020 . - . -

-

American Geological Institute - -
1444 N Street N.W. TR ; T
Washington, D.C. ;20005 VoL K y

International Association of Chiefs of Police
1319 Eighteenth Street«N.W, T .
Wasbington, D.C. 20036

L ‘L'L@@\
Future Homemakers of America

D Al

.
P

*
- -
- I

. ¢
Hdt)ticulturists

- .
e ! ..

v
" N -

1 ﬁqtei/ﬁbtel Admi.:nistratign {-
P ' 221 W. 37th Street ° *

" American Institute of Biological Sciences

% o i

U. 5. Office of, Educationm
Washington D*C. 20202

.

<

3900. Wisconsin Avenue N.W. ° .
Washington, D.C. 20415 A '

American Hotel & Motel Agsociation-

*New York - 10019 :
. &




Insurance ‘.

-

= ~

Jewelers .and Jeﬁelry T
,~ Repairmen

t‘ N [ ! —~
A"’ ’/., a -~ . N ., \
. -~ Ldboratory Technicians,.
- Dentdl, ' DA
o s s
< - ¢
( -
s taboratory Techniciams, .
v Optical -
- ‘ ﬂ
o - .Landscape Architects
\ ) NI -
1 s - " i ‘o ~~
- . —~
Layout_Men, Advertising
? ! N ° ’ -
-~ L. - o

a . ~
#»Legal Secretaries -
N - 0
. ¢ ‘ [

. . Y
/

Librarians N

v e N
R _ - N

~l
[y 'cw' ‘\4
Insurance Information Institute
110 Will#am Street o
New York 10038 .

- . v

Retail JeWelers of America, Inc.

"1025 Vermont Avente N.W. . . @

Weshington, D.C. 20005
National Association of Certified
Laboratories, Inc.
1330 Massachusetts Avenue N.W.
Washington, D.C. 20005
¢ . - .

?ental .

American Optical Company g
Box 1~
Southbridge, Mass. 01551

Américan Society of Landscape Architects
2000'K Street N.W.
Washington D.G.

LY

American Adverti31ng Federation -
655 Madison Avenue o . . *
New York ' 10021 ‘

{y - ‘

20006

United Business Schools Association : \ 1

1101 Seventeenth Street N.W,
Washington, D.C. 20036 -

American'Library Association
50 East Huron Street
Cbicago 60611

EY

f

The American Association of Medical Record
Librdrians - to

=

211 East Chicago. Avenue ) }
Chicago 60611 o i . P
U.S.'De art nt_5f_Agricnlture_____——_—————f————————————%;

"+ Lopg-haul’ Truckdrivers .. .

3
. )
. #, !

2Mai’ds,-Hote*i' N

<

B - ‘Washington, D.C.

20250 " . ¢
14 . >

American Trpcking Assoqiation
1616 P Street N.W.

¢

Washington, D.C. 20036
' -
American Hotel & Motel Associlation Lo )
221 West 57th Stkeet . . .
New Yor¥ 10019 ' B o
T ) 0 .
sD';23 . o * ) A ‘




- Managers, Restaurant

’

.Mafketapge,

4

]

.

»
Marinéfliologist -

Masons, Stone

<

- o

Mathematical Statisticians

° e .
S L
* Mechanics, Truck

:

- 3

-~ . .
¥

.Y 7 Mechénics, Vendipg Machines

W <

. Medical Secretaries

, Houston, Texas

. Washington DuC.

l National Automatic Mérchandising Ad

Educatiopal.Director v
National Restaurant Associatiom
-1530~-North Lake Shore Drive -
Chicago 60610

Amerfcan Marketing Association

27 E.\Yonroe Street
'Chicago -60603

American Society for: Oceanography -
906 C. & I. Building -
77002 .
4 ‘
Brigklayers, Masons, and Plasters’

. International Unigon of America
815 15th; Street N.W.

Washington, D.C. 20005

American §tatistical Aésocia?ion
810 18th Street N, W. °

-

20006 - .

American Trucking Association, Inc
1616 P Street; N.W, = 4
‘Washington, D.C. 20636

- N .,
t ' TS S
sat

xc.. »-.-‘ N
PRI

.7 South Dearborn Street. . . ° ..:j:ua;?.c
Chicago 60603 TN RO

s . s

Ugited'Busine§e Schools Association

¢

"IN

0

Medical Tecﬁhologiste

4

4
.

1101 17th Street- N.W. b .

Washington, D.C. 20036

— :
American Society of Medical Tecﬁnologists

ot

’

Hermann ¥rofessional Bldg. -~
* Houston, Texas 77025
- . °)

Mental Health Occupations--
Psychologists <

~

Microbiologists.

‘%

~4Washington, D.C.

American Psychologicai Associagtio
"1200 17th Street N.W. .
Washipgton, DiQ' 20036

" American Institute of Biological Science

. 3900 Wisconsin Avenue: N.W.
20016

L N
American Newspaper Publishers Assn.
750 Third (Avenue ¢

New York 100}7 . . .
-
s’ L o
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’

.*Nuclear Physicists PN

Nurses

Occupational Therapists
Optometrists o

Pathologists

©

-~

) Pathologists, Speech

»

-~
IR
re

Phermacologists‘

‘Photographérs

*

Poi}eemen & Policewomen

~

¢

-

American- Institute of Physics_
335 East 45th. Street )
New York . l" .

ANA-NLN Nursing Careers Program
American Nurses' Association

10 Columbus Circle . ‘
New York 10019

* American Occupational Therapy Assn.

251 Park Avenue South : "~
New York 10010 ’
American Optometric Association

7000 Chippewa Street .

Sﬁ Louiss Mo. ™ 63119

erigep ‘Institute of Biological Sciences
3900 .Wiscomsin Avenue N.W.
Washiﬂgtong D.€. 20016
American SpEech and Hearing Association
9030 01d Georgetown Road -
Washington, D.C. 20014 . .ot
American Institute of Biological Science -
3900 Wisdensin Avenue N.W, .

Washington,‘D.C.’ 20016

s

Pro essional Photographers of America

v
¥

ProbationA&MParoleeﬂfficens___NatipnaJ_Lmeﬁssion_i_z_ﬁgsial__juﬂLJL}&ﬁg

&

Public Relatiogs Workers

-

2, Park Avenue
New York 10016

The Information Center - i‘

Public Relations Society of America, Inc. V.

845- Third Avenue
New York 10022

1090 Executive Way . RN
" Oak Leaf Commons = ) 2 E AN
Des Plaines, I1l. 60018 - N EY
X N - \x‘\‘ \ ‘\
International Association of Chiefs of Police=\
1319 18th Street N.W, ‘\.v N S
4 Xit 1.. =,
Washington, D.C. 20036 < N
i ;.;"A ’ ‘-'..- \-'
§‘\3X
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s o
"Public Stenographers

<

Radiologic Technologists

Real Estate Brokers
Recreation Workers

Shoe Repairmen

v

Soil Conservationists
& Soil Scientists

Al
.

Sugveyors

_§§stens Analysts

Telephone Industry

. United Business Schools.ASSOQiation

1101 17th Street N.W.
Washington, D,C. 20036

The American Soclety of Radiologice Technologists
2600 Wayzata Blvd, .

Minneapolis, Minn. i

55405

Natiqnal ‘Association of Real Estate Boards
36 S, Wabash Ave,
Chicago 60603 o ¢

National Recreation and Bark Association
1700 Pennsylvania Avenue N.W.
Washington, D.C. ..20006 et

Shoe Institute of'America
222 West Adams Street

Chicago 60606 .. -

* N
U.S. Civil Servive Commission v
Washington, D.C. 20415 :

1American. Congress on Surveying and Mapping

Woodward Building

Washington, D.C. 20005

American Federation-of Information
Processing Societies )

211 ‘East 43rd Street

New York -10017 '

Alliance of Independent Telephone Unions,

N

Occupations Room 302
" 1422 Chestnut Street
! Philaqelphia, Pa, 19102«
~ : ' . % .
Therapists, Physical American RhysicglvTherapy_Assoelgglgn«

(X4

-k

. ! . -~ -
Underwriters, Insurance

. p
< e
.)/
L

-
e

Veterinarians .-~

1740 Broadway . -.
New York 10019 - . ®

Ifistitute of Life Insurance ' -
277 Park Avenue o ol '
New York 10017 . )

&‘l'»‘n

American Veterinary Medical Association

600 South Michigan Avenue ny'»x ;
Chicago .60605 . ’ - ) '
* ) “ > *




Welders \ "0 The American Welding Society
. . . 345 East 47th Street
. , o New York W0017

Zoologists ) American Institute of Biological Sciences
. - 3900 Wisconsin Avenue, N.W.
] Washington, D.C. 20016

VI. Tests ,

Aptitude Tests for Occupations: Measures six aptitudes: personal-social,
mechanical, general sales, clerical routine, computational, scientific, CHli¢
fornia Test Bureau. . . <

Brainard Occupational Preference Inventory: Gives six scores: commercial,
mechanical, professional, esthetic, scientific, personal service (girls), agri-~
culture (boys). Psychological Corporation, 304 East 45th Street, New York,
N.Y. 10017 » '

k4

H
Career Maturity Inventory: Attitudes and Competencies: California Test Bureau

Del Monte Research Park, Montgrey, CalXornia. i

Cottle, Wm. C.: Interest and Personaltiy inventories: Houghton Mifflin, 1968. °

Crites, John 0., "Measurements of Vocational Maturity in Adolscence, I: wAtti: )
tude Test of the Vocational Development Inventory," ' Psychol. Mogr. 1965, No. 595. ,

Differential Aptitude Tests: MeHdsures seven aptitudes: verbal reasoning, numer-
ical aptitude, abstract reasohing” space relations, mechanical reasoning, clerical
speed and accuracy, language usage. Time: 181 minute test; 235 245 minute test
and administration’ Psychological Corporation. - : .

.. hat

Flanagan Aptithde Classification Tests: Measures nfﬁeteen aptitudes felt to

relate directly to vocations: inspection, coding, memory, precision, assembly,
scales, coordination, judgement and comprehension, arithmetic, patterns, com- .
ponents, tables, mechanics, expression, reasoning, ingenuity, vocabulary, 2o
planning and alertness. These aptitudes are then keyed to occupations. Time: "i :;
258 minute test; 388 minute test and adminstration. Science Research Associates,A rff

sl Inc., 259 East Erie Street, Chicago, Ill. "
) %%& < o
Geist Picture Interest Inventory: Measures the following interests:. persuasiveg . 3"5?;
“clerical, mechanical, musical, scientific, outdoor, literary, computational,,,f Ligﬁ %
artistic, social service, dramatic, personal service and motivation. 'l‘ire.e."~ v
- 40-65 minutes. Western Psychological Services. P
. it
. QgBgEgl_Ag;i;uig_Igs;_BajjﬁI, Measures: dimensional space, ppeed, thre;- )
dimensional space, arithmetic reasoning, vocabulary, mark making, form matcﬁﬁqa,;
,  ing, pegborad, and ‘finger dexterity. These aptitudes are then keyed to - occﬂe ~;]'
—pations Time: 51 minute test; 133 minute test and adminstration. Unita¥
States Government Printing Office Washington, D. C.-}ZOZIO S ~t - XA
. . ° . v :
;!P’ . \ . ' ) . » 3 .“
- L ;7 D27 St
¥ . . ) 0 ’




}?; i,m%% dlec&ro Cém? fbd& services,lcarpentnx” sales-office, "clean hand"

!

. . . * o -' . ) ,
Gordon Occupatiomal Check: An interest cifeck list for high school students

not planning td enter college! Coveks five ‘areas: business, outdoors, arts,
technology?and sérvices. Time! 20-95 minutes test and administration. Har- : ,
court, Brace and Wprld, Inc., 757 Third Avenue, New York, N.Y. 10017
. ¢ L, .« © s
Interest Check List: ‘A United States Employment Servites Check List related

: to the D.A.T. Keyed to edght work areds: artistic, musical, literary, enter-
tainment, clerical and*sales,‘Sefvfce; agriculture-marine-forestry and, mechanical.
Time: 20 minute test and éaministration. aUnited States Government Printing

e ®® .Office. 3 ,"\- N ’z I . .‘.’ . 4 " - .
AT r:.a . . )
" JOB-O (Interest Inventory) Motivationai JﬁB-b Career Materials, P. 0. Box 4;‘ [
Belmont, CA 94010 ¢ - < o.. . . ‘-

e Fe.oon

i «

. L . . - {

katz: You: Today & Tomorrow, Princeton: cCoqperative"l‘est Division ETS, 1957.
. oY ot ) ‘e , T .
¢ ~ rn o . . )

Kuder General Interest Survey-~Form E: A revised form of the Kuder C, language
up-dated and reading level ‘droppéd *to 6th grade. A forced choice test provid-
ing scores- in 10 areas: outdoer, mechanical computational scientific, per-
suasive, artistic, literary,- musical socialy service and clerical. Time:

. 4560 m1nutg test and administration. Science Research Associates, Inc. R

“h e‘v

Kuder”General Interest Surve1740CCupational--Fofm DD: A forced choice test

with items similar to the other forms 4f Kuder This test, however, provides
. 51 scores for specific occupations: f£ er, forester, newspaper editor, etc.

Time: 25-35 minute test ang administration. Science Research Associates, Inc.

.
sz R =

Multiple Aptitude Tests: Consists of folr separate tests which measure:

scholastic potential and verbal comprehension (word meaning, paragraph meaning,

.total), perceptive speed (lgngupge usagé, routing clerical facility, total),

numerical teasoning (arithmetic®reasoning, arithmetic computation, total), .’ ,
) spatial visualization (applied scienpe‘and mechanics, E*Gs%insional spatial T

. ,relations, 3-dimengfional spatial relat:ionsr total). Time (Nin the same order

. a8 listed above) “ G752 minutes, 33—4§Tminutes, 52- 62 minutes, 50-65 minutes. ]
'California Test BucBau. EIPEA : . . ' .

Jee

e -
o n < -_‘.3'. '.." » . s

J,n Minnesota Vocationdk Intqgést Inventory‘ A forced choice test with items .
Hsimilaz#EbJ?uder, Tt.is spe ifiqally for those mot gding' on'to college. , T
Bro ﬁés.él scorgs faf specific|occupattans. baker, food service manager,’ T
f< piasterar} e&ga,‘unds9°jobz£amily scéres: ,mechanical health services, offic :

K

E v ey

AP OHE 0TS -+ Trmym&mnre sr&mt administrat'ron"——Psycho"l:og‘fczl e

w (Y N N
o’ T,
! T fTCorpOratioﬁ“ﬁ pae Temine s ”"u X :
" '_..l_ , M ‘,,.-’ Ty I‘a v“ N ", f-"g v ‘2 " 5 :}“\_ RS h \ N -
«v' »',‘-,ﬂ-,y . : 5 " r d "‘* ,i‘ '

;?hg chﬂbario *Iﬁteres Inﬁentory.‘ Measures 10 scores grouped in three cate-
: H;gérie§¢¢ fq' ds of - interegt (pérsonalrsocial, atural mechanical business, e
e"artsia e scienceS),y%ypes of*interests (verbal manipulative, computa- .
i”°al)“”IeVe"pﬁ'intehests. Time'“ 30—40 ﬁinutes. California Test Bureau.

Kl

[N

.

game, California 94010'U

i a//i‘




" Strong VocationaK Interest Blank:

1.
L
.

Picture Interest Inventory: Measures nine areas: interpersonal service,: .
natural, mechanical, business, esthetic, scientific, verbal, computational,
time perspective. .Time: 30-40 minutes. California Test Bureau.

SAAS (San Jose, Calif. 95110) Interests & Aptitudes: Dr. Stanley Ostrom,
Assistant Director of Guidance, Santa Clara County, California.

. -
.

A series of 300 items used to relate the
interest of the testee to those of men in .54 occupations. The test is stored
for each occupation: "dentist, osteopath, chemist, etc. A similar form is
available for women, though the men's form is usable with college directed
women. The women's form is scored for 30 occupations: 1librarian, social

worker, secretary, etc. Time: 30-60 minute test and administration. Psy-
chological Corporation. - .

~ | :

Audio—Visuai'

VII. .
DuKane Reader--$250 (does not print)

DuKane A-V Matic--$225 (runs film strips)

PuKane Micrbmatic for cassettes (Automatic sound film strdp projector.)

Formmoge information on these and pther DuKane audio-visual systems;

£
.

’

DuKane Corp. ' ..
Adio-Visual Division

M
Fai

2900 DuKane Dr. . ‘

" -

) R St. Charles, I11. 60174 .
3M Executive Reader Printer--$365 - °

3M 400-C Reader Printer--$1,580 - ° - 5

3M 4004B Redder Printer--$1,265 ' ,
3M Copy Mite-—$200 . . .

3M Executive Readéer Printer III—-$600 . .

3M Overhead Projector—-$175 - - & '

3M Tape Recorder--$50 ' ' -

Sotnd & Slide Projeffor--$690 T 3 .
rchild (71) Super 8 Proj.--395 . e
For more information on this and other 3M audio-visual systems:

R 3M Cor.p . T -
- . Audio-Visual Sales Division
&,Pmﬂ Mhm. T

Ta, e

4’

" Both the-DuKane Reader and the 3M Executive Reader Printer can.be used-
with Q:he Vital Information for Educational Work (VIEW) progr’am cards.
For information on the availability of VIEW in your area contact:

. .. _ Walter H. .Cox ) o,

¥

. .’ Director

'.‘_ o

4

Bloomington, Ind.

Indiana Career Guidance Center ‘
_ 715 East Seventh Street ’ )
74401

”,

-

l-




~/

) Bell & Howell Overhead Projector

Bell &‘Howell 16mm Autoload 1552 motion picture projeetor
"Bell & Howell 35mm Autoload Filmstrip‘Prdﬁgctof»,

’

For, more informatﬁpn on these and other Bell & Howell audio-visual systems:
i »
Bell & Howell
. AudiofVisual Products Division
7100 ‘McCogmick Rd. N
€hicago, Ill. 60645 -

=4 : '

*

R

Dietzgen Reader- (VIEW)--$90 , .
For moreé information on this and other Dietzgen audio—visual systems

s 5 Applied Microfild System . -
L. : 15155 Stagg #5
S5 g Van Nuys, California 91405
. ; ’

Singer Graflex Auto Vance 11--5%129
For more information this and other Singer Graflex audio-visual systems !

o

. . Singer/SUE ' ,
A & ... - sEduc. & Training Prod.
) 1345 Diversex Parkway o
’ ‘ . Chicago, I1t." 60614 :
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- 3. »” *
L4 . [
¥ . ‘
s 2 —_ -
) ]
5“:\ - ‘-::‘ . ¥ -
3 :7»- - - —_—-
. . ) . ) .
' ’ ’_ 2
o -- I3 - *
. v
"k C . ,
— “'-‘ . P ’ . ’
- \ B - — < . .
¢ ’\'{% ) L ) ¥
. ;'R‘)él&v_{ . L ‘ .
. O Y G
% . hid - % N ) - p)
*3 » ,, I “.173
. «:94; o > g 53




