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INTRODUCTION

The information contained in this manual was gathered as a result of

parallel efforts in five small, rural school districts to implement career

education programs for handicapped youth. The organizational methods,

program format, procedures and forms described in this manual were actually

used successfully in one or more of the districts.

In these five districts the'special education teacher and building

principal had the major responsibility fOr developing and implementing the

program, so as a result, this manual is intended' largely for their use.

However, information found in the manual should be of use to anyone inter-

ested in building a career education program for the handicapped.

Districts involved in this project were:

. Sultan School District

. Stanwood School District

. Lake Stevens School District

. South Whidbey SchoollDistrict

Arlington School District



IDENTIFICATION OF PEOPLE

The identification of key personnel, is the first vital step in the

development of a career education .progrem.

Possibilities for key people in a small district include:

Superintendent

Principal,

Special Education Director

Special Education Teacher

Vocational Teachers

Home Economics

Industrial Arts

Business

.Agriculture

Diversified Occupation and Distributive Education

VocationarCoordinator

Title I Reading Specialist

When choosing key people to initiate action on the career education

program, there are several factors to consider:

. Genuine interest in problems of the handicapped./

. Knowledge of and experience in working with the handicapped.

. Time to assume added

. Ability to spread enthusiasm and involve other people in the

project.

. An open-minded approach to considering innovative program ideas.

Once these key people have been identified they should be organized

into a steering committee, with a definite purpose.

The committee should elect a chairperson and recorder, establish their

goals and time line.

Examples of these follow.

!"



ROLE OF LOCAL SCHOOL DISTRICT AND CONSULTANT IN SETTING UP
,

SPECIAL EDUCATION PROGRAMS

When agencies outside the district (i.e. VOcational Rehabilitation,
Intermediate School Districts, state agencies, eke.) are going to be involved
in the planning of a program, it is important to define the role each group
will play. This definition can not only increase efficiency, but eliminatq
many problems.

P

Services Available from Consultant

Offer advice on tentative program
plans.

Act as consultant to advisory
,committee.

' Academic screening of applicants
for special education program to
help4determine needs.

Make available model programs for
consideration.

Suggest possibilities for funding
(i.e. Title VI, special funding,
etc.) and assist with application.

Suggest materials and equipment
that might be most effective for
program.

Coordinate itinerant services':
when possible (skills testing
center, D.V.R., etc.)

Make recommendations for quali-
fications of teacher and aide.. _

Develiirjo4r-d-raTipti-on-N(Word

Activity Guide) for special ed
teacher.

Interpret rules and regulations
of RCW 28A.13 (H.B. 90).

Considerations. Local School
District Steen. Cominittee

Provide chairperson a d recorder for
planning committee.

Provide leaders and member p for
advisory committee.

Determine needs of students, fam4.1ies
and community in regard t? special
education programs.

\ 14.

Decide on program options (i.e. re-
source, contai9ed, Vocational Educa-
tion, etc.)

Develop curriculum to be followed in
Secondary Special Education' room.

Coordinate existing school programs
with new special education program.

Recommend purchasing of aterials/
equipment needed for pr gram.

Develop method for on-going evaluation
for special education program'.

;
_Make_recommendations_for_selection_

Of teacher and.aide.



(Planning
Key People Committee)

This is a sample duty-time line chart which might be useful
a program plan deadline is necessary.
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line'chart which might be useful in planning a career education program, partic larly when
necessary.
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A
TENTATIVE STEPP IN SETTING UP SPECIAL ED PROGRAMS-

The following is a list of tentative steps to consiLer in setting up a
special education-career education program. Depending on the goals and present
status of ;your program you may want to delete some steps and add others.

1. Develop planning committee drawn from existing special education staff,
administration,, consultants, etc'.

2. Determine the need for some type of special pi9gram through thorough needs
assessment.

3. Organize advisory committee drawing members from all aspects of the community
to provide further input for program planning.

4. Survey already existing programs (special edimatfon and mainstream classes)
to avoid duplication of services.

. Survey exemplary programs to provide, a basis for selecting the appropriate
kind of program.

_ 6. Determine number of eligible students, their needs and abilities, and specify
the target population.

/

7. Inservice entire staff in the concept of career education for the handicapped,
program possibilities, results of needs surveys, etc.

8. Involve_entire staff in developing goals and objectives for program.

9. Decide on type of program that will be implemented (resource room, contalned
or combination.

10. Determine direction of program (academic, tutorial, vocational or combination,
etc.).

11. Present plan to 'school board for approval.

12. Develop or adopt 'curriculum for program.

13. Develop.system for.co6rdination of special education program and present
career`education/vocational edbcation programs.

14. Decide on materials and facilities needed_to carry out program and plan for
purchase (Title VI,, Vocational Education funds, Local funds, etc.)

15. List auxilary services required to carry out program and contract for them
(those not available through school district).

16N Hire staff needed to carry out program.

417. Provide inservice to all staff involved Ln working with the handicapped.

18. Develop instrument for ongoing program evaluation.



'00MMUNITY ADVISORY COMMITTEE

GOAL:

The goal of a community-advisory committee is to prOvide a source
of community input and support for the school work-study program.

PURPOSE:

Provide important two-way communication between community and the
school:

0.

Review schoolts goals, objectives, and activities in light of their
ability to meet community needs.

Encourage local support for school programs.

Help coordinating teacher and supportive staff in, any way possible
(i.e. help find_j_o_bstations.,_p_rovide field trips, etc.).

MEMBERSHIP:

Advisory committee should draw interested members fiom all possible
aspects of community life. Suggested member sources are

ti

School Administration

Teacher/Counselor

Labor Unions

Labor Management

\Businessmen

Service and Civic Groups

Clergy

Parents.

Students

Members'of Local Government

Employment Service

'Local Radio/TV Stations

Local Newspapers

PTTTA.

The following are some suggestions to consider when choosing.a committee:

Since a successful advisory committee depends on the cooperation
of all members, the ability to spend time working on the committee
is as important as interest in career education.

Limit membership to 10 or 'less - too large a group becomes unmanage-
able.

School authorities should not, hand-pick a committee - this eliminates
much randomness and validity.
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At least some members should be from the same ethnic and socio-
econoTic background as the target population.

4 /

.A'letter of invitation and reply sent to each candidate may be' ,,,

more effective in finding interested members than simply approach:-
--.L-- .ing.possible members. .

,

.,

OGANIZING THE COMMITTEEr. .
. .

1. Send information explaining the goals,of the advisory committee-
. background information of relevant school programs, and an agenda
.

to each dembef-before the first meeting.
*. , .

2. Elect a chairperson and recorder from the committee. School person-
nel should act as consultants.

3. Stress that the role of.the committee is to advise. No legislative
decisions'Can be mad

/fit
' . 7 .

4. Agenda shbuld be carefully planned before each meeting and minutes
should be aents-out/atter.

I

5. When posyible appoint.sublcommittees to undertake certain action in
order to save time.

.)

6. Meetings should be informal and relaxed.'
. I

.c,
1

7. The frequency of meetings should be.determined by need.
..'

,

.

8. i Dev7elop system for rotation and replacement of Members.

\

9. Decide on method for communicating recommendations Co school
administration, school board and other involved.groups.

10. Develop voting and discussion procedures, operational."/and any other operational."

, . policies for th% committee, preferably.at the first meeting. -
0

Things to remember in working with a committee:;
1. Re- enforce. often that the role of the committee is to advise,

not legislate.
.

4 ..
2. Keep codmittee informed on schtp policies, educatio nal laws,

...

etc.

. ;

3. Invite committee members to school often. )

4. Report results of any action taken on suggestions made by
committee. .

.

. .

5. Accept and'investigate,criticiam of the committee.

6. Give credit and publicity to committee members whenever po sable.,

7. Don't expect committee to merely "rubber-stamp" already ma e
decisions.

1.)
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8. School personnel should acquaint committee members With the
total special education program, various avaflipile services

and laws governing special education.

9. COmmittee members should not be overworked; since they are

volunteers.

10. If possible, committee meetings should be held at the voca-
tional training facility or in special education department.

I Some possible duties for advisory committee:
1.' Determinipg skills needed by graduates to survive on-the-

job.

2. , Assisting prograM coordinator in finding work-study and

training' placements.

3. Helping develop training stations in their particular area
of expertise.

4. Provide feedback'on community reaction to,program.

5. Advice on problems such as transArtation' to job sites, place-
17 Ment of graduates, etc.

6. Assisting with,needs surveys, -especially in the community.

I

A

.
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NEEDS ASSESSMENT

In order to thoroughly assess the needs as related to.career education

of the handicapped, 'it'is important to survey several facets of the com-

munity. Suggested groups to survey are:

Students

Parents

Graduates

Employers'

Faculty

Administrators

'Community Members at Large

Several survey methods may be employed including:

Community Members

Person to person - oral

Mailed Survey

Student - Delivered survey to parents

Use of Rotary Club, Kiwanis, etc.

Students

Informal,by teachers

Checklist SUrvey

Survey in "most-taken" classes

Parents

Use PTA

Send home with students

One survey sample that might be used with several of the groups and a

sample tally sheetas included.

1.5



FACULTY NEEDS SURVEY

Distribute to teachers to determine the needs, if any, they see for a special

program.

Please complete this questionnaire according to the need you have seen this year.

1. How many students per hour receive a failing grade in your classes due to
their inability to handle thg material or program? Please list:

Class or subject

EXAMPLES:

English lit,,8th
P. E., boys

Average number of failures

3:(of

4 (of 55)

Of these students, how many do you suspect have learning, emotional, or other

disorders?

too quiet (non-participi.tor)

disruptive
belligerent
potential dropout (uninterested)
poor reader
poor computational skills
physically impaired
emotionally disturbed
other

2. ,What kind of special services program do you feel would be of benefit to you

and the student?

. 3. Would you be interested in helping develop a program to suit the needs of

students who do not "fit" into th9 regular program? '

Please return, completed questionnaire to the main office.
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ADMINISTRATION/FACULTY

The following are possibilities for improving our vocational education offering
for the handicapped. Rate each factor according to the need you see. Comments
will be helpful.

Critical Moderate
need need

exists exists

No
need

exists
Areas of Need .

Comments

1. Special teachers for the
handicapped r.

Special counselors for
the handicapped

3. Psychologists trained in
evaluating emotional and
learning needs of the
handicapped.

4. Special staff person(s)
skilled in developing
programs for the handi-
capped and working with
other staff members

.

.

5.'Paraprofessional staff

6. Inservice training for
total staff relative to
the handidapped''

.

7. Inserv.i.ce training of

speciil staff who work
with the handicapped.

.

-

,

8. New facilities

9. Modification of present
facilities

LO. Special equipment

.

L1.- Special programs for the.

handicapped

.

L2. More state and federal
aide

.,

L3. Better contacts with
other agencies that work
with the handicapped

,

14. Informational services
regarding the training
of the handicapped

t

4

.

.

15. A plan or model to follow
in nrn..tiairn. cnr thn

.
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the handicapped

.

.

/

3. Psychologists trained in
evaluating emotional and
learning needs of the
handicapped '

t

.

.

,

4. Special staff tersOn(0
skilled in developing

programs for.theihandi-
capped and workin with
other staff memPeis

.

.

,

5. Paraprofessional staff
.

.

4
6. Inservice training for

total staff relative to
the handicapped

4 .

. . .

,

1

7. Inservicetraining of
special staff who work
with the pandicapped

/

8. gew facilities .

9. Modification of present
facilities

. ,

.

:4

.

LO. Specialequipm At

1.1. Spedial programs for the
handicapped

124 Moire state and. federal
aide

.

p: Better contacts with
/' 'Other agencies that work

with the handicapped .

.

14. Informational services'
regarding the training
of the handicapped.

15. A plan or model to follow
*.in providing for the
needs of the handicapped .

.
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The fallowing is the needs survey conducted by South Whidbey steering

committee before they began planning for the career education program for

the' handicapped.

19
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TO Faculty

FROM: Alice Kahler, Paula Hinchee

DATE: May 27, 1975

SUBJECT: Special Education

Some teachers have indicated that the Special Ed Program does not

really help them or their students. The fact that they have stated their

feelings is good. We would like 'more input from all the teachers on how

can we help both your class and your students.

With the assistance of ISD 109, we are in the process of planning

a
a program for students who are not able to or who are not interested in

earning a diploma. We would like to offer them survival skills'in

reading, math, social satudlls, practical training,. and an alternative

to a diploma.

There are two groups of students foe whom we hope to develop a

program: (1) those students that quail y for Special Ed funds (basically

7th - 9th grade), (2) those Audents /at qualify for Title I funds (that

gray area that might be classified Special Ed--basically 10-12 grade).

Before we can proceed, we need to know whether the program really.

would help you and whether we have your coopdr04.on. .

7-

Below are three basic programs being considered each leading to

the' other. A student may enter at any point however. The first pro-

gram is for the 7th and .5th graders; the second, 9th.and 106 graders;

the third, llth and 12th graders.

Please--make notes, suggestions, opinions, additions, or deletions,

Be frank. It won't help you if it isn't what you want or what you think

is needed.



,7th'and 8th Grade.
. .

$.

I

P The first prograT would concentrate on offering the basic Skills in

reading and math with any one .or combination of the following procedures.

How could each help you or not help you:

A. 'Students would be referred, tested, qualified, and placed j.n a

Special Ed reading or math class7-such as was done this year.

4

B. Students would be referred, tested, qualified for Special Ed

tutoring for 20 minute periods during their English class, but

they will remain in a regular English class. It would be much

like the -high school tutoring program now.

C. The students would be tutored in class at the teacher's request.

The students would haveto be tested and qualified ror Special Ed.

To fund the program, this is called "mainstreaming."

47,

D. Outside preparation of Special Ed materials for the teacher to use

with slow learners in their class.. Students will still have to be

tested and qualified for Special Ed funds.

E. In addition,td any one of the above, you could receive inservice
/

training for us5:ng Special Ed materials.

F. Other,suggestions:



9th and 10th Grade

The second program would concentrate on pre-vocational skills and

work stations. The work stations would first be within the school,

both in and out of class. Then they would be within the community.

The following are just some suggestions of the types of work stations

that could be set up: cafeteria, kindergarten, shop, electronics,

AV repair, grounds-la'ndscaping, janitorl-PE equipment repair. This

type of program ivould need.the cooperation of the faculty and other

classified personnel. .

We would provide pre-vocational testing for all prospective candi-

dates before entering the program. 'Special materials could be paid for

by Special Ed funds, Title I, funds for Vocational Special Programs.,
it

How could each` -,help you or not help you:

A. Inservice Training by,Mrs. Kehler, Mrs. Hinchee, or ISD 109

B. Supervision by Special Ed teacher and /or aide or tutor of special

.ed students in your classroom.

C. Tutoring by Special Ed teacher and/or aide or tutor to handle pro-

blems in vocabulary or math encountered by students in your class

D. A special lass offered in which the students would (1) have to

take a cla4s in work habits, attitudes, pre-vOcational.skills:- (2) be



1

rotated through approximately nine work stations during the school

year and meet the list of skills that is to be learned. at each

station; (3) be grouped into groups of 1-3 students; (4) be

recommended for the class. Would yOu be willing to have groups of

.

1-3 students (slow learners) working within your classroom at a

training station?

If so, you would Have use of special materials for use with other

classes when not used by the special students. An evaluation would

have to be turned in weekly on each special student.

E. Other suggestions:

11th and 12th Grade

ISD 109 is working on a proposal for a Skill Center'to be located

at Paine Field. The property has already been deeded over to the host

district. There are 25 acres that can be used for the facilities. The

programs are being selected at this time and include the following:

Veterinary Aides- Pllstics/Boatbuilders
Horticulture Custodial.
Engineering Technicians-Surveyors Telephone Operators
Auto Mechanics Secreta-ries/legal-Medical
Welders Keypunch Operators
Carpenters Food Service
Electricity-Electronics
Cosmotologi st

Truck/Bus Drivers
Machinists

,



The students will spend half time at the skill enter and half time

at school. The time spent in school would possibly be in a core program

of basic English, math, and social studies. There are other classes

they could take.

Do you have any thoughts or suggestions or feelings concerning this

.type of program for the 11th and 12th graders that you could,sharewith

US:

o Another alternative would be to have the students enrolled in

regular classes. Then the students would be tutored in class at the

teacher's request. This is called "mainstreaining."

We realize that the survey is long, but the time you take to read

and comment will benefit both you and the students. Thanks in advance

for any help you can give us.



The following is part of the community survey taken)by the advisory committee
of Lake Stevens High School.

1. When some children do poorly in school, people place some of the blame on the
children, some on the child's home life, some on the school, and some on the
teachers.

WHERE DO YOU PLACE THECHIEF BLAME?

0 On Children 5 Child's home life 0 On 'School 3 On,Teachers

1 Combination 2. No Opinion

2. Should a student be able to progress through the school system at his own

speed and without regard to .grade level?

5 Yes 3 Nu 3 No Opinion

3. Is'it the job of the local public schools to educate children with maturational

and/or developmental blocks to learning?

11 Yes 0 No 0 No Opinion

4. Should specia education children be placed in a separate learning environment

for:

1 All Academic Work 4 Some Work .4 Kept in General'Classes

2 Tutored 0 No Opinion

5. Should special education children be transported separately to a, special

learning center?

1 Yes 8 No No Opinion 3 Depends on the Severity of the Problem

6. Should mass testing be done to be reasonably certain that all students with

serious learning dibabilities are identified?

5 Yes 6 No No Opinion

7. How much should be spent on "Special Education" children?

7 More than a Regular Student 4 Same Less Than

8. How should the cost of educating learning disabled youngsters be handled?

Federal Government 5 State Government Local Taxes

Parents of child 6 Combination

RECOMMENDATIONS:

1) Vocational education programs from elementary level through high school are

needed. 2) Award a trade degree rather than academic diploma for students in

Special Education. 3) Children with problems should be kept in as normal a peer

group environment as possible. 4) Teach to child's strengths. 5) Eliminate
the stigma of special education classrooms.



POSSIBLE SURVEY ITEMS FOR STUDENT SURVEY:
A I

Career' Development Skills:

/

1. Do you know how to find out what people do in each job?

2. Do you know how to find out what..a job pays?

3.\ Do you know how to'find out what jobs are in your town?

Job-gettting Skills:

1. Do you know how to fill out aajob application?

2. Do you know how to interview fo'r a job?'

3. Do you know how to learn about jobs you can get right out of
school?.

4. Do you know hew to read the want ads?

Survival SkAls:.

1. Do you know how to open a savings and checking account?

2: .Do.you know how to get a social security card?

3. ,Do you know how to register to vote?
k,

4. Do you know how to join a Union?

5. I Do you know how to make up a budget?

6. Do you know where you can geta lawyer?

These survey items could be used simply as in informational yes-no survey, or
astudents could be required to complete activities in each area.

In addition to a survey in the area of career edupation, achievement test scores
can be useful in determining the functioning level of the students, and resulting
entrylevel skills required for the program.

N
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In addition to assessing needs, it is important to assess personnel and

facilities already available to help implement career education programs.

A School-Community.Resource survey might look like this:

SCHOOL AND COMMUNITY INFORMATION

1. Career Development Materials with'reading levels appropriate for handi-
capped learners:

Books.

Pamphlets
Career Kits
Films or Videotapes/
FilMstrips
Job Kits
Records or Tapes

Periodicals
Manuald
.Trade School Catalogs
U. S. Armed Service Catalogs

2. Occupational Preparation Programs
Vocational-Tech. Schools
Privhte Vocational Skills
Sheltered Workshops with training facilities
Apprenticeship Programs

3. Job Placement Assistance
State Employment Office
'Private Employment Agencies

-Manpower

N.Y.C.
CETA
DVR

4. Career Counseling Agencies
U. S. Army Recruiting Centers
Community Counseling Centers

5. Help for Emotional, Physical & Mental Problems
Mental Health Centers
Counseling Centers
Planned Parenthood
Family Planning
County Mental Retardation Board
United C.P. Association
Residential Care Facilities
Community Services for the Blind/Deaf

(



SCHOOL AND COMMUNITY INFORMATION .(CON'T)

6. Agencies Providing Support and Help (Speakers, Nonatory, etc.)
Lions Club
Rotary Club
Chamber of Commerce
Community Health Department
Colleges and Universities
Community Buqinesses

7. Current Programs In The Building Dealing With Carreer & Vocational
Guidance and Education.

A "Careers" Class
Home Ec. Classes.
D.O. Program
Famify'Life Classes
Industrial Arts Classes
Business Classes
Teachers with particular vocational experiences

ti
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SELECTION OF COALS FOR A°
CAREER, EDUCATION PROGRAM

Identified needs should provide the basis for selection of program

goals. In addition to formal needs assessment goals should reflect

state and local educational philosophy, personality of the community,

and the present provisions for education of the handicapped in the

district.

Career Education is such a broad concept that stating one over-all

goal is difficult. However, in general Career Education should provide

handicapped youth with experiences to help them:

1. develop their positive self concept,

2. realistically assess their abilities,'

3. develop their decision-ffiaking abilities,

4. explore appropriate occupational choices, and

5. provide them with skills necessary to succeed in the world of
work. ,

In addition, the following statements reflect the basic elements

of career education forthe handicapped:

1. Career Education should be an integral part of all education
for the handicapped.

2. Career Education should be a continuum of development from K
through employment.

3. Career Education provides realistic assessment of abilities
and disabilities to aid development of vocational skills. .

4. Career Education promotes wholesome attitudes and good work
\ habits.

5. Career Education encourages development of the total person -
Job skills; leisure activities, home and family life respon-

bilities, and community participation. .

In addition to the development of one or more overall program goals,

specific objectives_related to the go'al(s) are recommended. Objectives

serve.to break the total career education concept into workable segments.

Some suggested objectives, are:

1. To make classroom instruction more relevant by relating it to
job skills.

2. To provide an opportunity for school-community involvement.

3. To realistically prepare students for dealing with life situations
related to the world of work (i.e. transportation, handling money,
etc.).



4. To alert students to community resources available to them after
graduation (employment services', D.V.R., counselors, etc.).

5. To provide students work experiences and out of school adult
Contacts for a more realistic vie'of their future.

6. To help instructors realize specific strengths and shortcomings
of their students.

7. To emphasize continuous reinforcement of learned cacademic and
vocational skills.

8. To allow immediate application of technical and social skills'.

9. To develop specific knowledge and skills needed for successful
family life, good citizenship' and financial stability.

10. To point out the necessity for curriculum improvement in the
K-12 system.

11. To encourage students to complete their educational program by
making in- school time more relevant to the "real" world.

12. To help students realize the need for economic productivity in
our society.

13. To explain the role each person plays in the economic system -
taxpayer, consumer, producer, etc.,

14. To realize the likelihood of having to change jobs and/dr
occupations several'iimes after graduation.

15. To.experience the mechanics of looking for, applying for and
getting a job.

16. To develop student's occupational awareness, therefore, improving
his ability to make a wise-career choice upon graduation.

17. To implement academic curriculum, especially for students who,
are not goal-oriented.

18. To provide for students an opportunity for developing and testing
attitudes, values, abilities and interests.

19. To expand student's outlook of opportunities in the world of
work.

20. To help students and their families realistically assess their
abilities and interests, and relate these to a specific field
and/oe-job.

21. To improve student related communications
counselors, and administration..

22. To improve school-community relationships'
advisorY,committee and employer-counselor

between teachers,

hrough an active
contacts.

23. To provide the previously academically unsuccessful student with
successful school-related experiences.

'24. To help students develop problem solving abilities and effective
communication techniques.



25. To encourage student to evaluate himself in terms of his and
other's expectdtions.

26. To provide placement services for program graduates.

27. To make entire school curriculum more relevant, by developing.
better awareness of constantly changing demands'of world of
work.

28. To help students deyelop good self concept in terms of career
,,goals.

X29. To direct students to sources of local employment assistance

o which can help them 'adjust to job changes throughout their
working years.

30. Tohelp students make a smooth transition from school to work.

31. To identify students who are vocationally handicapped and could
be helped by a' school work-study program.

32. To provide inservice to entire school staff on importance and,
methods of implementing-cdieer education.

33. To increase the quality and number of facilities provided through
the school by taking advantage of those already in the community.

34.To.reduceatudentdrop-out.rate through a curriculum that relates
r

subject matter to a real career situation. ,

tr..

35. To provide an inexpensive source of additional learning resources
to the students' by active involvement of The community.

36. To involve all students at all levels in an on-going develop-
ment of their personalities and abilities.

37. To provide the opportunity for all students, especially the
academically slow and accelerated, to seek learning experiences
at his own level.

38. To assist students in developing their realistic decision-making
abilities.

1141
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FUNDING ALTERNATIVES

.F.amining funding sources and previously funded projects can provide Ideas
for meeting the needs of handicapped students in your district.

Some funding alternatives to consider are:

VOC ED
The VocaticnaI Education Amendments Act of 1968 provides that 10% of
Vocational Education funds be used in programs for the handicapped.

Applications for Vocational Education funds must be in the form of a,
project proposal clearly stati g the goals, procedures, budget and
evaluation of the program.

Applications are reviewed on the following basis:

1. Impact of meeting vocaonal needs of youth.

\2. Impact on reducing youth unemployment.

3. Extent to which project promotes cooperation between public
education and appropriate; manpower agencies,

4. °Relevance to priority areas in vocational education specified
in the long-range program plan.

5. Adequacy and competence of personnel designated to carry out
the program.

6. Adequacy of facilities.

7. -Rpasonableneis of cost estimate.

For further.information contact the State Division of Vocational-
Technical and Adult EdUcation Services.

TITLE II SPECIAL NEEDS

Districts may make application for published materials to supplement
programs for handicapped when. special needs can be shown. Again these
funds are competitive but proposals which deal with programs for the
handicapped are encouraged. As with other Title programs information
about Title II can be obtained from the offices of the State Super-
intendent.

TITLE III E.S.E.A. INNOVATIVE AND EXEMPLARY PROGRAMS

Fifteen percent of the state's allocation of Title III ESEA funds are
to be awarded to innovative or exemplary programs for'children with
handiCapping conditions. Because of the philosophy of this Title,
obtaining program approval is a highly competitive propositia. Guide-
lines for submitting proposals may be obtained from your Stoic Office.



P.L. 91.230, TITLE VI PART B AND D

Limited funding i provided on a competatiVe basis to school districts
under two paragra hs of Title NI. Part B funding is available for
direct programs for children., These proposals are often designed as
new, supplemental or extended year or summer programs. Part D 'funds

are designated for inservice programs. Training programs are available
to a variety of individuals who are involved in programs for the handir
capped.

,

Monies are also winnable from Department of Health, Education and Welfare
under various titles and programs. *In addition, private agencies and large
companies may be able to provide funds for specific types of career ed programs.



ANCILLARY SERVICES

In small, rural, districts it is almost impossible for the special education
teacher to provide all services to the wide range of handiCapped students. For
this reason it is important for small schools to take advantage of available
supportive services and cooperative programs, whenever possible.

Following are four

Cooperative Mobile Wa

s of ancillary, supportive services.

ng Home Ec Program

Program designed to prepare students for entry level jobs in home economics
related occupations, While the curriculum would center around specific Job
skills, social adjustment, grooming, job relationships, consumer education
and basic life skills could be an integral part 8f the course., Main units
of study might include family development, home and small institutional care,
food service and clothing repair.

Secondary E.M;R: students involved in the career education piogram would be
eligible.

Mobile Vocational Evaluation Unit

Program developed to evaluate handicapped students in the career education
program for the purpose of making recommendations for job placement, skill
development and further training. The evaluator will use assessment devices
in the areas of achievement, intelligence, personality, aptitude, interest
and specific vocational skills. After making the assessment, the evaluator,
special ed teacher and student will work out a vocational program.

Services may incorporate D.V.R. involvement.

D.V.R. Pre-Vocatiohal Counselors

When possible, the local office of the Department of Vocational Rehabilitation
may be able to supply a part or full time counselor to work with students who
have a vocational handicap. The object of early D.V.R. involvement is to help
the school provide preventative service to students before anti-social behavior
patterns become fixed. Since all students who are clients of D.V.R. become
eligible for S.V.R. services, D.V.R. involvemeAt could greatly expand program
possibilities.

NARC-OJT

This on-the-job training program is .a national contract between the U.S.'
Department of Labor and the National Association for Retarded Citizens. The
program is designed to demonstrate that the mentally retarded worker represents
significant potential manpower and to open new competitively paying jobs for
the mentally retarded worker. NARC-OJT and the ,employer enter into an agree-
ment whereby, NARC reimburses 50% of the first 160 hours wages and 25% of the
next 160 hours wagLs, with the undeistanding that employment will be continued
after the reimbursement period. The employer retains the right to terminate
employment at any time. ;

ts



To be eligible a student must have an I.Q. of 80 or below, be work-ready and
be .in his final year pf formal education.

Some other local sources of ,assistance might be:

County Mental Retardation Office

Local Association for Retarded Children

County Nurse

Day Care and Training Programs.

Local Group Hotes and Boarding Schools

State Employment Office

Y.M.C.A.

State Employment Office (information on laws and regulations governing
youth employment)

Goodwill Industries of America

To find out which services may be available to you, contact':

Intermediate School District

State Superintendent of Instruction

State Vocational Education Department

Mental Retardation Board

Association for Retarded Children

Nearby larger districts

Local colleges or universities

O



TEACHER TRAINING

Supportive services in the area of teacher training are also necessary

if handicapped students are to receive the full benefit of a career education

program. This teacher training should include all regular classroom teachers

'in addition to the special educators.

This involyement of regular classroom teachers is especially important

in small rural schools since in the small district handicapped student; are

usually integrated into the regular clasixooms.

,To encourage teachers to participate in inservice or training workshops,

several suggested alternatives are:

1. Provide release time for teachers.

2. Provide inservice credit related to.the pay scale.

3. Work through a college or university to,proviae college credit to
teachers.

4. Pay teacher's expenses to attend classes.

5. Include inservice as part of orientation in the Fall.

Some inservice topics to consider are:

Procedure-for Referring Handicapped Students

Role and Function of Special Education

Awareness. of Handicapping Conditions

Learning Characteristics .of the Handicapped

Materials Modification.

Use f Ancillary Personnel (psychologists, therapists, etc.)

Cla sroom Management

Career Education Concept

Infusion of Career Education into Curriculum

Communications between regular and special eduCation teacher

Student Evaluatio n'

Dealing with Parents

Teaching Survival Skills to the Handicapped

These are just ideas for possible inservice workshops.

The most important source of information on specific topics to inservice

should come from a thorough needs assessment of the teachers.

Included in this section are sample activities that have been successfully

,used in teacher inse4tvices.

ki8



SURVEY OF VIEWS ON CAREER EDUCAT'19N

Conditions calling for Educational Reform

Career education hopes to correct the

1. Too many persons leaving our
academic skills required for
society.,

following criticisms of American Education:

educational system are deficient in the basic
adaptability in today's rapidly changing

2. Too many students fail to see meaningful relationships between what they
are being asked to learn in school and what they will do when they leave
the educational system. This is true of both those who remain to grad
uate and those who drop out of the educational system.

3. American education, as currently structured, best meets the educational
needs of that minority of persons who will someday become college grad-
uates. It has not given equal emphasis to meeting the educational need's
of that vast majority of students who will never be college graduates.

4. American education has not kept pace with the rapidly changing posh-
industrial society. As a result, both over-educated and under-educated
workers are present in large numbers. Both the boredom of over-educated
worker and the frustration of the under-educatedvorker have contributed
to the growing presence of worker alienation in the total occupational
society.

5. Too many persons leay.9 our educatiOnal system at both the secondary and
collegiate levels unequipped with the vocational skills, the self-under-

standing and -career decisionmaking skills, or thd desire to work that
are essential for making a successful transition from school to work.

../

6. To growing need for and presence of women in the work force has been
adequatey reflected in neither the educational nor the career options
typically pictured for girls enrolled in our,educational.system.

7. The growing needs for continuing and recurrent education on the part of
adults are not being adequately met by our current systems of public
education.

8. `Insufficient attention has been given to learning opportunities outside
of the structure of formal education which exist amd,are increasingly
needed by both youth and adults in our society.

9. The general public including parents and the business-industry-labor
community has not been given an adequate role in formulation of educa-
tional policy.

nrc,
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10. American education as currently structured, does not adequately meet the
needs of minority, nor of economically disadvantged persons, in our
society.

(-
311. 'Post high school education has given insufficient emphasis to educational

programs at the sub-baccalaureate degree level.

,,

IN YOUR OPINION how VALID was each of these statements? To what .degree is each
statement APPROPRIATE to use in.relation to the rising "Career education movement?

/ 4,-.

Condition VALID . APPROPRIATE .

Yes Na Not Sure Yes No---Not Sure
1.

2.

3.

11.01 .11.

4.

5.

6.

7.

8.

'9. _2
1.1

10,

11.

Career. Education is based on a number of concepts including:

1. Since both one's career and one's education extend from the preschool
through the'retirement years, career echication must also span almost
the entire life cycle.

2. The concept of productivity is Central to the definition of work and
so to the entire concept of career education.

3. .Since "work" includes unpaid activities as well was paid employment,
lbareer education's concerns, in addition to its prime emphasis on paid
employment, extend to the work of the student as a learner', to the
growing numbers of volunteer workers in our society, to the work of the
full-time homemaker, and to work activities in which one engages as
part of leisure and/or recreational time.



4. The cosmopolitan nature of today's society demands that career education
embraq a multiplicity of work values, rather than a single.work ethic,,
as a means of helping each individual answer the question "Why should I
work?",

5. Both one's career and one's education are best viewed in a develo mental,
rather than.in a fragmented, sense.

6. Career education is for all persons -- the young and the old; the rentally
handicapped and the intellectually gifted; the poor and the'weal6 males
and'females; students in elementary schools and in the graduate col es.

7. The societal objectives of career education are to help all individuals:
a) want to work; b) acquire the skills necessary for work in these times;
and c) engage in pork that is satisfying to the individual and beneficial

.to societ .

The indivi ualistic.goals of career education are to make work: a) possible,
b) meaning 1, anci,c).satisfying for each individual throughout his or her.
lifetime.

9. 'Protection of the idual's freedom to choose and assistance in making
and implementing career decisions are of central concern to ,career
education: . . 8

10. Tip expertise required for implementing career education is to be found
illamany,parts of society and is not limited to those employed in formal .

education.

To what extent do you agree with each of the 10 basic concepts listed in this
document:

CONCEPT AGREE DISAGREE NOT SURE

1

2

3

4

Orim.arle

5

6

7

8

9

'10
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The following are basic assumptions about possible results of a career education
program:

1. If students can see clear relationships between what they are being asked
to learn in school and the world of work, they will be motivated to learn
more in school.

2. There exists no single learning strategy that can be said to be best for
all students. Some students pill learn hest by reading out of books for
example, and' others will learn best by combining reading with other kinds
of learning activities. A comprehensive educational Program should pro-
vide a series of alternative learning strategies and learning environ-
ments for students.

3. Basic academic skills a personally meaningful set of mirk values, and
0 good work habits represent adaptability tools needed by all persons who

choose to work in today's rapidly changing occupational society.

4. Increasingly, entry into today's occupational society demands the posses-
sion of a specific set of vocational skills on the part of those who seek
employment. Unskilled labor is less and less in demand.

5. Career development, as part of human development, begins in the pre-
school years and,coWnues into the tetirement,years. Its maturational
patterns differ from individual to individual. 4

6. Work values, a part of one's personal value system, are developed, to a
significant degree, during the elementary school years and are modifiable.
during those years.

7. Spdcific occupational choices represent only one of a number of kinds, of
choices involved iii career development. They can be expected to 'increase
in realism as one moves from childhood into adulthood and, to some degree,
to be modifiable during most of one's, adult years.

Yl

8. Occupational decision making is accomplished through the dynamic inter-
action of limiting and enhancing factors both within the individual and
in his present and proposed environment. It is not, in any sense, some-
thing that can be viewed as a simple matching of individuals with jobs.

9. Occuaptional stereotyping currently acts to hinder full freedom of occua-
tional choice for both females and for minority persons. These restric- .

tions can be reduced, to some exteut, through programmatic intervention
strategies begun in the early childhood years.

10.. Parent socio-economic.status acts as a limitatiom on occupational choices
considered by children. This limitation can be reduced, to a degree, by
program intervention strategies begun in the early years.

,.



11. A positive relationship exists be tween education and occupational com-
petence, but the optimum amount and kind of education required as prepare-

, .tion for work varies greatly from occupation to occupation.

12. The saute general strategies utilized in reducing worker alienation in
industry can be usedito reduce worker alienation among pupils and teachers
in the clas'sroom.

13. While some persons will find themselves able to meet their human needs for
accomplishment through work, in their place of paid employment, others will
find it necessary to meet this need through work in which they engage
during their leisure time.

14. Career deciSion making skills, job hunting skills, and job getting skills
can be taught to and learned by almost all persons. Such skills, once
learned, can be effectively used by individuals in enhancing their career
development.

15. Excessive deprivation in any given aspect of human growth and development
can lead to retardation of career development. Such deprivation will
require special variations in career development programs for persons
suffering such deprivation.

16. An effective means of helping individuals, discover both who they are (in
a self concept sense) and why they are (in a personal awareness sense) is
through helping them discover their accomplishments that can come from
the work that .they do.

17. Parental attitudes toward work and toward education act as powerful influ-
ences on the career development of their children. Such parental attitudes
are modifiable through programmatic intervention strategies.

18. The processes of occupational decision making and occupational preparation
can be expected to be repeated more than once for most adults in today's
society.

419. In choosing an occupation, ,one is, in effect, choosing a lifestyle.

20. Relationships between education and work can be made more meaningful to
students through infusion into subject matter than if taught as a separate
body of knowledge.

21. Education and work can increasingly be expected to be interwoven at various
times in the lives of most individuals rather than occurring in a single
sequential pattern.
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22. Decisions individuals make about the work that they do are considerably
broader and more encompassing in nature than are decisions made regarding
the occupations in which they are employed.

23. Good work habits and positive attitudes toward work can be effectively
taught to most individuals. Assimilation of such knowledge is most
effective if begun in the 'early childhood years.

24. The basis on which work can become a personally meaningful part of one's
life will vary greatly from individual to individual. No single approach
can be expected to meet with universal success.

25. While economic return can almost always be expected to be a significant
factor in decisions individuals make about occupations, it may not be a
significant factor in many decisions individuals make about, their total
pattern of work.

In your opinion, to what extent is each of the 25 programmatic assumptions of
career education listed, VALID?

ASSUMPTION VALID INVALID NOT SURE
-1

2

3

4

5

6

7

8

.9

10

11,
12

13

14

15

16

17

18

19

20

21

22

23

24

25



The following kinds of tasks are suggested for initial implementation of a comp-
rehensive career education effort.

A. All classroom special education teachers will:

1. Devise and/or locate methods and materials designed to help pupils
understand and appreciate the career implications of thg subject
matter being taught.

42. Utilize career-oriented methods andlmaterials in the instructional
prOgram, where appropriate, as one means of educational motivation.

3. Help pupils acquire and utilize good work habits.

4. Help pupils develop, clarify, and assimilate personally meaningful
sets of work values.

5. Integrate, to the fullest extent possible, the programmatic assump-
tions of career education into their instructional activities and
teacher -pupil relationships.

6. Providing students with specific vocational competencies at a level
that will enable students to gain entry into the occupational
society.

7. Helping students acquire job-seeking and job-getting skills.

8. Participating in the iob-placeMent process.

9. Helping students acquire decision-making skills.

B. The business-labor-industry community will:

1. Provide observational, work experience, and work-study opportunities
for students and for those who educate students (teachers, counselors,
and school administrators).

2. Serve as career development resource personnel for teachers, counselors,
and students.

3.. Participate in part-time and full-time job placement programs.

4. Participate actively and positively in programs designed to lead to
reduction in worker alienation.

5. Participate in career education policy formulation.



).!

C. Counseling and guidance personnel will:

1. Help classroom teachers implement career education in the classroom.

2. Serve, usually, with other educational personnel, as liaison contacts
between the school and the business-industry-labor community.

3. Serve, dsually;Vith other educational personnel, in implementing
career educatioriconcepts within the home and family structure.

4. Help students in the total career development.process, including
the taking and implementation of career decisions.

5. Participate impart -time and full-,time job placement programs and
in follow-up studies of former students.

D. The home and family members where.pupils reside will:

1. Help pupils acquire and practice good work habits.

2. Emphasize development of positive work values and attitudes toward
work.

3.- Maximize, to the fullest extent possible, career development options
and opportunities for themselves and for. their children.

E. Educational administrators and school boards will:,

1.
/

Emphasize career education in the special education program as a
priority goal.

2. Provide leadership and direction to the special education career
education program.

3. Involve the widest possible coMmunity participation in career educa-
tion policy decision making.

4. Provide the time, materials, and finances required for implementing
the career education prograth.

5. Initiate curriculum revision designed to integrate academic, general,
and vocatignal education into an expanded set of educational.oppor-
tunities available to all students.

L
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In your opinion, how appropriate is each of the tasks.

TASK
A-1
A-2
A-3
A-4
A-5
A-6

A-7
A-8

A-9
B-1

B-2

B-3

'B-4

B-5

C-1
C-2

C-3

C-4

C-5

D-1
D-2

D-3
E-1

E-2
E-3

E-4

E -5

APPROPRIATENESS OF. TASK
YES NO NOT SURE'

1111. 1

0.



Inservice II

.Slow Learner Awareness Activity

Teachers who are usually fairly efficient learners frequently have

little or no perception of hOW the Slow learner experiences school. The

following activity is helpful in creating an awareness of how it feels to

be a slow learner. For this activity, the instructor or leader assumes the

role of a very authoritarian teacher. Not only does he present a "test"

which is unreasonable, and a grading system which is inflexible, but he also

interjects a number of factors which increase the stress of the experience.'

For instance, he "cuts" on'students if they hesitate or ask for an item to be'

. ,

repeated, he imposes time pressures, he creates distractions and interruptions

. l'.,, ,

which interfere faith the achievement of the clasS, and he embffrasses the stu-

dents by having them exchange papers, and later by having them report their

grades orally. The following dire6tions are given to the group.

Instructor: I am going to give you a tent to ay. 'Not only will we be measuring

/111your achievement in basic skills, but we wi 1 be learning something about how

you function as a learner, elk). In other words, your performance will tell

us something about abilities in auditory reception, motor response to auditory

information, auditory memory, visual-motor coordination, and problem solving

ability. It is important that you do the best job that you are capable of doing.

Now seat yourdelves so that you are in alternate seats, and take out a sheet of

paper and a sharpened pencil with an eraser.

I. Spelljng

-

Instructor: The first subtest'ib a measure of your ability to spell. These

words all pertain to handicaps or learning problems and should be familiar

to you. I 0111 pronounce each word only twice. Listen carefully as I cannot

e

p.;



repeat it more than twice. Ready? (Do not use the words in sentences nor

give the meanings.)

1. Apraxia (Difficulty in motor output or in performing pViposeful

motor movements due to abnormality of the central nervous system.)

2. Athetosis (A form of cerebral palsy marked by slow, recurring,

weaving movements of arms and legs, and by facial grimaces.)

3. Dyscalculia (Lack of ability to perform mathematical functions,

usually associated wizth neurological dysfunction or brain:damage.)

4. Exaphoria (InsuffiCient action of certain muscles of the eye so

that one eye tenda.to deviate outward but can be controlled by

extra muscle effort.)

5. Exogenous ,(A condition or defect resulting from other than

heredity or genetic factors, such4,,as;environment or.trauma.)
4

6. Galactosemia (An inherited condition of mental i:etardation caused

by an error'in the metabolism of the galadtose in milk.)

7. Hypokinesis (The absence of a normal amount of bodily movement and

motor activity.)

8. ,Psychopathology (The study of the causes and nature of mental

disease.)

9. Sensorimotor '(Any act whose nature is primarily dependent upon

the combined or integrated functioning of sense organs and motor

mechanisms.)

10. Strephosymbolia (Perception of visual stimuli, especially words,

in reversed or twisted order.)

A,

4 9



II: Word Meanings

Instructor: For part two. you are to write the definitions or meanings

for each-of the words you just spelled. Get right to work.

III. Dictation'

Instructor: We winnow test the speed and accuracy by which you are able

to write the paragraph I will dictate to you. In other words, how quickly

can you decode an auditory message and convert it to its written form?

Listen carefully as I cannot repeat anything. This subtest is timed so be

sure td write rapidly. Do not abbreviate or use shorthand. Be sure to in-

clude the necessary marks of punctuation.. Ready? (The instructor is to

dictate this portion at a speed which is too fast! By watching the testees,

it is possible to determine how to keep the tempo at a "frustration rate".)

There is a certain pattern which physicians and rehabilitation special-
ists recognize as the impact upon personality of a crippling illness
or injury. It is particularly marked when disaster strikes after one
has become an adult, though if a disabled child has lived in a too
protective environment a handicap may be first really realized as a
deterrent'wlien'he is grown. Then it will come as a shock.

IV. Arithmetic

instructor: This subtest measures .your ability to use basic arithmetic

skills,. The first three problems are to be Calculated "in your heads".

In other words, do not write anything on your paper except the answer.

Listen carefully as I will not be able to repeat the problems. (Read these

quite rapidly.)

1. 13 + 8 X 2 41'9 1/3 of 27) ; 6 =

Record your answer. (7)

2. 2 x 13 + 9 ; 5 x 9 - 3 ; 10 =

Record your answer. (6)

44. oti
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3. 575 r 23 ; 1/5 + 13 x 5 =

Record yoUr answer. (90)

Instructor: You may calculate the next two problems on your pap,. Both

problems are timed so work as quickly as you can. The first is a lonA.

diviSion problem.1

4. Divide 109,572,376 by 97,387. Carry your answer to the hundredths.

You '..ave two'minutes to calculate the answer. (Frequently remind .

the "class" of the time. For instance "You have 30 seconds left....

15 seconds....")

(Answer - 1,125.12)

5. This is an interest problem. Suppose that you start with $375

which you invest at 5 % interest which is compounded semi-annually

fbr 30 months. Determine how much money - principal plus interest -

you would have at the end of that time. You have.3 minutes. Get

right to work! (Again, give frequent reminders of the time.) ,

(Answer - $429.48)

Instructor: We will correct these in class so exchange your papers with

someone sitting near you. (Proceed with the correcting. For subtest three

instruct them to record a check mark for each word that is omitted or mis-

spelled.). Now, calculate the scores on each subtest according to these guide-

lines. On subtests one and two, subtract 10 points from a possible 100 for

ik
each error. In other words, if you have two wrong, your score will be sor

(Allow time for this to be done.) FOr subtest three, you deduct two points

from a possible 100 points for each word that was misspelled or omitted.

Each item in subtest four is worth 20 points, so deduct 20 points from 100

for each error in this part.



Instructor: Now calculate the grade on each subtest according to this.

scale.

A = 93 - 100

B = 85 - 92

C = 77 - 84

D = 70 - 76

F .0 - 69

Return the papers to the owners. (Pause.) When I call your name, tell me

your grades. (Proceed through this part unless you feel it might be too

unpleasant for some of the group members. In that case you might say, "I

had intended to ask you to tell me your grades, but perhaps I had better

spare you that embarrassment.")

Instructor: By now most of you have caught on that I've been playing a

game with you. But even as a game, this experience has provoked some

unpleasant feelings. Let's attempt to identify some of those feelings.

(Here you would move into open. discussion. It might be effective to list

these responses on the board.)

Cl

4
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Inservice III

TEACHING, THE SLOW LEARNER.

Since most teachers are efficient, successful learners, they expect

all students to learn in the same way. These characteristics and sug-

gestions may be helpful to you in working with slow learners.

Learning Characteristics Teaching Strategies

Short attention span: *Short periods of activity.
*Appropriate' degree of difficulty.
.Attractive materials.
Activity related to the interests and

needs of the students. .

Easily frustrated':

Low verbal activity:

Slow in responding:

Poor short term memory:

1

1

*Keep challenge appropriate for the
ability level of the student.

Give directions slowly; use words that
the student can understand.

Be specific and consistent in giving
directions.

Give the student adequate time.
Give encouragement and praise.
Don'tembarrasSithe student. Avoid

threats.

Have alternate plans whenever possible.

*Use simple vocabulary and sentences.

Choose written materials close to
theif level.

Use pictures, illustrations, and
demohstrations.

When possible encourage students to
tell whati they are doing as they
do it.

*Introduce one idea or step at. a time.

Keep questions simple and direct.
Allow adequate time to respond.

*Relate t e new to something already
known.

Establi h orderly procedures.
Provide new learning in small doses.

*Provide practical examples.
Provadelrepetition and drill.



t.

Poor long term memory:

DifficUlty in attacking
problems.

Difficulty in making
generalizations:

Cautious about new
experiences:

*Practice new learning as quickly as
pbAsible.

*Review frequently.
Use new. learning in a variety of

situations.

*Show whatto do while you tell.
Have student shoW that he understands
what to'do.

Simplify problems as much as possible.
Help student attack problem one step

at a time.

*Keep cOncepts as basic as possible.
Present concrete experiences using

all senses. '

Show how various ideas and activities
are similar.

*Prepare "groundwork" for new
'experience.

Move from known to unknown.
Give reassurance to student in his

new experience.
Allow student adequate time to make

adjustment.

Poor work habits: *Set up realistic short term goals
with the. student, and require,

student to attain them.
Establish and maintain a regular
routine.

Provide adequate supervision and
guidance.

Give periodic encouragement;
recogniie achievement.

*Communicate problems to special ed
teacher.

0

2
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STUDENTS WITH LEARNING DISABILITIES

Students with learning disabilities often have the most difficult

time in school. The descrepancy between their ability and performance

may make teachers and parents think they couldNo better "if they tried".

These'strategies may be helpful with working with, learning disabled

students:

Characteristics

Wide discrepancies in their
abilities:

Frequently exhibit disorders
in Spoken and wriften
language:

Frequently exhibit reading
problems:

Frequently exhibit difficulty
with computational skills:

Frequently develop emotional
problems:

Toot self concept:.

Teaching Strategies

' Identify areas of strength; maximize
use of these areas.

Identify' areas of weakness; provide
remediation and/or alternate
activities.

Provide "crutches" for prob lem areas.

Provideappropriate remediation.
Allow alternate methods of expression.
Permit student towork:fromhis

ability and achievement levels.

Provide -a-ppropriate remediation.

PrOmide reading. materials at

appropriate level of difficulty.
Provide:instruction through other .

channels and media.

Provide appropriate remediation.
Provide "crutches".

Set realistic time and achievement
requirements.

Provide adequate success experiences.
Give recognition for achievements.

Provide success experiences.
Avoid embarrassment.

Show acceptance of student.



STUDENTS WITH EMOTIONAL HANDICAPS

Emotional stress will have an adverse effect on learning. Even

thoughybu, as a teacher, can't provide psychotherapy, you can provide

an environment that is,relatively safe and low in stress.

Characteristics Classroom strategies

Short attention span due to
'stress:

Inappropriate behavior.:

Low(frustration level:

Difficulty in forming
interpersonal relationships:

4

Arrange seating'to discourage day-
dreaming and/or distraction.

Call on student, or in some other
way demand his attention frequently.

Give assignments which are interesting
and relevant to him.

Ignore inapprop.riate behavior unless

potentially dangerous.
Reward (reinforce) appropriate

behavior.

Manage classroom to minimize oppor-
tunities for inappropriate behavior.

Avoid taking personal offense at in-
appropriate behavior.

Show acceptance of student despite
inappropriate behavior.

Keep length and difficulty of assign-
ments within the stress tolerance
of -tjie student.

Manage classroom to avoid,grouping of
disturbed student with those who are
intolerant of him.

Be flexible about deadlines.

Give help, guidance, and support as
needed by the student.

-Allow disturbed student to work with
those whoM he can relate with.

Strive to establish a warm relation-
ship with the student.



Name

Subject Taught

EVALUATION
Excellent Poor

1. This, meeting dealt with a concern I 1 2 3 4 i5

have had.
2

,

/ / / / /

2. The information presented clearly 1 2 3 4 5

answered questions on the agenda. / / / / i'

3., This meeting helped me understand 1 2 3 4 5

referral procedures and placement. / / / / /

4. The teaching suggestions and 1 2 3 4 5

materials display for sloli

learners were useful.
/ / / /

Suggestions for improving meetings:

I would appreciate receiving program help with one or more students. YES NO

Suggested topics for future inservice meetings:

1



DELEGATION OF PROGRAM RESPONSIBILITIES

In a small, rural district, the secondary special education teacher

will,probably have the main responsibility for managing the career education

program including any work-study placement of handicapped students.

Advisory committees, ancillary personnel, administration and employers

can all assist the teacher in order tolighten the load, but as with other

aspects of the program, their roles must be clearly defined.

The following table is a sample delineation of program management re-

sponsibilities.

In addition to the personnel included in this table your district

might delegate responsibilities to:

Vocational Director

Vocational Rehabilitation Counselor

Guidance Counselor

'Title I teachers

4.%



RESPONSIBILITIES

Identify students who qualify for

special help.

Develop secondary EMR program (goals.,

objectives, curriculum)

Coordinate K-12 Special Education

program

Develop system for on-going evaluation
of total program

Provide facilities fof instruction
(including' vocational)

Set down policies for work-study
program'

Evaluate. student's functional level
at beginning of program

TEACHER/ ADVIS
COUNSELOR ADMINISTRATION EMPLOYER COMM

Develop Approve & Advise Advis
Advise

Advise Advise Advis

Develop Approve 1....

Provide Provide Advis

Advise Adopt Advise Advis

Evaluate

Develop goals and objectives for
each student in program

provide necessary academic
instruction

Develop

Instruct

When possible, integrate student
into mainstream classes and work
with teacher

5,9

Consult & Coordinate

Coordinate



y for

TEACHER/ ADVISORY ITINERANT

COUNMOR ADMINISTRATION EMPLOYER COMMITTEE PERSONNEL

Psychologist-

Test

goals, Develop Approve & Advise Advise Vocational

Advise Consultant
Advise

ation Advise Advise Advise VoCational

Consultant

Advise

evaluation Develop Approve

."\

ction
\\

tudy Advise

Vokational
Consultant

/ Advise

Provide Provide: Advise Vocational
Consultant
Advise

1 level Evaluate

Adopt AdVise AchAse Vocational
Consultant
Advise

Psychologist
and Vocational
Consultant -

Evaluate

for Develop Psychologist
andand Consultant

Advise

dent
work

Consult & Coordinate

Coordinate

Consultant
Advise

Consultant
Advise

60



RESPONSIBILITIES

Prepare students with necessary

general job skills

TEACHER/'
COUNSELOR ADMINISTRATION EMPLOYER

Instruct Instruct
Advise

maintain discipline in class and Discipline Support

during school hours

Evaluate student career 'potential

realistically

Evquate .Evaluate

Provide in-school work experience

Provide community Work stations

Coordinate Provide/
Approve

CoINate Advise

Analyze work-study job by skills
required

Analyze

Provide Adv

Inv

Analyze

Develnp specific job skills needed
for work-study job

Provide nacessary transportation
to job site

Imo

Supervision of onChe-.job work

Instruct Instruct

Coordinate Provide N.,Adv

Supervise Approve Supervise

(release time)

Evaluate. students work-study Evaluate

experience

Terminate and evaluate successful Confer

job placement Decide

Follow-up on all prcogram graduates

Evaluate

Support Confer

Decide

Follow-up Follow-up

Publicize work - stud- program

ih
0

Public' e Publicize Publicize Pub



ssary-

ss and

tential

erience

tions

skills

s needed

tation

work

cessful,

r4duateS

,TEACHER/

COUNSELOR ADMINISTRATION EMPLOYER
ADVISOhY
COMMITTEE

ITINERANT

PERSONNEL

Instruct Instruct Consultant

Advise. Advise

Discipline Support Consultant
Advise

"7'1

Evaluate Evaluate Vocational

Evaluator
Evaluate

Coordinate Provide/ Consultant

Approve Advise

Coordinate Advise Provide Advise Consultant

Approve Investigate Advise

Analyze Analyze Consultant
Advise

Instruct Instruct Consultant
Advise

Coordinate Provide

r

Advise

Supervise Approve Supervise Consultant

(release time) Advise

Evaluate 'Evaluate

Confer Support Confer Consultant

Decide Decide Advise

Follow-up Follow-up

Publicize Publicize Publicize Publicize



WORK ACTIVITY, GUIDE

Since the special education teacher will probably have the major respon-

sibility for management of the career educatioq program, it is extremely

important that his/her duties be clearly defined.

One method of doing this is to develop a Work Activity Guide which describes

significant activities, authority exercised and channels of communication. It

would probably be beneficial to the program to develop such a guide for all

personnel involved in working with the handicapped, since the guides not only

clarify each persons role in relation to the total program, but provide an

excellent basis for evaluation.

Samples,of Work Activity Guides for a Special Education Resource Room

Teacher and Vocational Consultant are included.

While this format has been used successfully, another type of guide may be

more effe6tive in your district.
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WORK ACTIVITY GUIDE FOR RESOURCE ROOM TEACHER (Secondary W/S Program)

MAJOR FUCTIONS SIGNIFICANT ACTIVITIES PERFORMED AUTHORITY EXERCISED

PROGRAM
DI VELOZMENT

I. Assist in initiation of raferrel.s,

2. Determine specific learning difficUlty and
subsequent needs of students.

3. Participate in case conferences.

4. Formulate program for each student, in
cooperation with regular classroom teachers.

5. Develop plan for integrating career educa-
tion into each student's-program.

6. Develop system for on-the-job work experience.

7. Select and request appropriate instructional
materials.

PROGRAM . ,

IMPLEMENTATI4ON

r.

1. Work with teacher(s) and student to formu7
late learning contract.,

2. Plan and carry out instructional program to
fulfill contract.

3. Assist teachers in individualizing-instruction
to meet handicapped student's needs.

4. Use appropriate instructional materials.

J. Train aides for maximum use as supplemental
instructors, when available.

6. Guide students through Career Education
Progr-am.



RK'ACTIVITY GUIDE FOR RESOURCE ROOM TEACHER (Secondary W/S:Program)

SIGNIFICANT ACTIVITIES PERFORMED AUTHORITY EXERCISED
t

WITH WHOM YOU COMMUNICATE
.

assist in initiation of referrals

'etermine specific learning difficulty and
.ubsequent needs of students.

oarticipate
.

in case conferences.

formulate program for each student, in
ooperation with regular classroom teachers.

/

levelop plan for integrating career educa-
ion into each student's program.

'evelop systent for on-the-job work experience.

elect and request appropriate instructional
,aterials.

.

.

4:

.

.

,

ti

.

.

.

ork with teacher(s) and student to formu-
a6e learning contract.

Ian and carry out instructional prog=am to
ulfill contract. f

.

ssist teachers in individualizins instruction
o meet handicapped student's needs.

s e a ppropriate instructional materials.

rain aides for t aximum use as supplemental
nstructors, when available.

uide students through Caree= Education.

rogram.[

.

/
4'

it

. .. .,
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WORK ACTIVITY GUIDE FOR RESOURCE ROOM TEACHER (Secondary W/S Program)

11AJOR FU=TIONS SIGNIFICANT ACTIVITIES PERFORMED AUTHORITY EXERCI'

PROGRAM
IMPLEMENTATION

.

ontinued)
7.

1

Place "qualified students in work
experience program.

4,,

r

%

HO:T AND
COUNITY

1. Educate parents and community to scope
and sequence of special ed program

INVOLVEMENT , through active participation in
advisory commatee

2. Train parents'to carry out home instruc-
tions where indicated.

.c"

)
.

3. Develop and maintain system for evaluative
contacts with employers. ,

-

G. Maintain contact with student's parents

and/o; guardians

5. Make available results of follow-up
studies.

f

1.
----)EVALUATION AND

rei,tECAST

.

Maintain daily record of student's progress.

2. Evaluate students on-the-job work experience.

3. Conduct follow-up of program graduates.

4. Evaluate effectiveness of available instruc-

tional materials. l

.

5. Provide information to assist in budgeting

for program. .

__-



ORE: ACTIVITY GUIDE FOR RESOURCE ROOM TEACHER (Secondary W/S Program) Page 2_

SIGNIFICANT ACTIVITIES PERFOnNZD
4' 4

AUTHORITY'EXERCISED WITH WNW YOU GOMMLUICATE

.

Place "qualified" students in work
_experience prograM.

.

Educate parents and commurity to scope
and sequence of special ed program
through active participation in
advisory committee ,.

.

Train parents to carry out home instruc7
'tionS where indicated.

-

Develop and maintain system for evaluative
contacts with employers.

Maintain contact with student's parents

land/oz guardians

Make available results of follow-up

studies.

.

--

.

.

.

5

Maintain daily record of student's progress.
4

Evaluate students on-the-job work experience.

Conduct follow-up of program graduates.

Evaluate effectiveness of available instruc-

tional materials.

Provide information to assist in budgeting

for program.

.

. 4

r"

.;--1

0.(



WORK ACTIVITY GUIDE FOR EDUCATION SPECIALIST - (VOCATIONAL CONSULTA

VAJOR F121%C1IONS

PROGRAM
DEVELOPM:NT

SIGNIFICANT ACTIVITIES PERFORI:IED AUTHORITY EXERCI

1. Plan instructional programs. based on appropriate
assessment information.

Act
Recommend

2. Assist teachers in individualizing instruction
in the classroom.

Advise
Recommend

3. Identify groups and individuals interested in
participatim as advisors in the establishment
of appropriate programs for sedondary handicapped
children.

Act
Recommend

4. Organize interested individuals from
district into a workable committee and
their action.

ch lochl

irect:

5. Review programs and'facilities in each partici-
pating LEA and survey existing career education' .

programs for the handicapped.

Act
Recommend .

Act

6. Analyze data (#5) and recommendations o2 advisory
committee before beginning planning.

Act

7. Plan and develoy coordinated programs for each
particrpating LEA.

Act
Advise
Recomaend

8. Develop strategik for reporting results of
programs to appropriate advisory committee
and make necessary revisions in progra4s.

Act
AdVise

Recommend

6.9



RK ACTIVITY GUIDE FOR EDUCATION SPECIAL ST - (VOCATIONAL CONSULTANT)

SIGNIFICANT ACTIVITIES PERFORMED

Ian instructional programs based on appropriate

sessment information.

ssist teachers in individualizing instruction

n the classroom.

AUTHORITY EXERCISED

Act
Recommend

Advise
Recommend

WITH WHOM YOU COMMUNICATE

LEA staff

LEA staff

ddntify groups and individuals interested in

articipating as advisors in the establiSiment

f appropriate programs for secondary handicapped

hi Idren.

rgani3ze interested individuals from each local

istrict into a workable committee and direct

heir action.

cview programs and faalities in each partici-

ating LEA and survey existing career education

rograms for the handicapped.

Act'

Recommend

Act
Recommend '

LEA staff and
Administrators,
Community

Advieory Committee
AtIninistrators4

ISD Administrators

Act LEA Staff

nalyze data (#5) and recommendations of advisory Act

onmittee before beginning planning.

LEA 91aff-
ISD staff

lan and develop coordinated programs for each

articipating LEA.

Act
Advise
Recommend

evelop strategies for reporting results of

rograms to appropriate advisory committee

nd make necessary revisions in programs,

I

Act
Advise

Recommend.

LEA staff &

Administrators
Advisory Committee
ISD staff .

LEA statr
Administrators

AdvLsory r:ommittee

ISD staff



WORK ACTIVITY GUIDE FOR EDUCATION SPECIALIST - (VOCATIONAL CONSUL

SIGNIFICANT ACTIVITIES PERFORMED AUTHORITY EXER

7

1. Provide approprircc information to assist in Advise
budget preparation. Act

2. Advise on puruhase of materials for special Advlse
education vorvices of ISD. Review

3. Obtain approval of any purchases of materials Advise
made by ISD.

4. Assist in development of special education grant
proposalls within ISD.

1. Recommend desirable qualifications for naw or
replacement personnel upon request.

1. Assist in informing other school pergonnel and
local boards and community about programs in
special education.

Assist
Act

Advise

Advise

1. Plan office work schedule to Pllop sufficient
head time for completion.

1. Support policy of ISD 109 and LEA's

Act



WORK ACTIVITY GUIDE FOR EDUCATION SPECIALIST - (VOCATIONAL (CNSL'LTANT) Page 2.

SIGNIFICANT ACTIVITIES PERFORI1ED AUTHORITY EXERCISED WITA WHOH YOU COMMUNICAT:

Provide appropriate information to a3SiSt in
budget preparation.

Advise on purchase of materials for special
education services of ISD.

Obtain approval of any purchases of materials
made by ISD.

Assist in development of snecial education grant
proposals within ISD.

Advise
Act

Advise
Review

Advise

Assist
Act

LEA Administrators
ISD Coordinator

ISD Coordinator

ISD Coordinator

ISD Coordinator

Recommend desirable qualificati.ons for new or
replacement personnel upon request.

Advise LEA Administrators
ISD Coordinator

ssist in informing other school personnel and
local boards and community about programs in
special education.

Advise LEA staff
LEA board
ISD board

Community

Plan office work schedule to z,llow sufficient
'lead time for completion.

Act ISD secretary

Support policy of ISD 109 and LEA's Act All professional staffs
All lay persons



WORK ACTIVITY GUIDE FOR EDUCATION SPECIALIST - (VOCATIONAL CON3ULTA

1/.30R FUNI..TIONS

TECHNICAL
ASSISMNCE

4

osE:r:Icr,

SIGNIFICANT ACTIVITIES PERFORMED AUTHORITY EXERC

1. Assist in the referral process.

2. Seek new, appropriate instructional materials',

Assist

Act

3. Work with ISD Administrator on matters concerning
special education.

Advise

4. Assess students to establish functional level
with regard to career education.

Act
Recommend

5. Develop the scope and sequence of course outline
with emphasis on career education.

Act

O. Develop instruments for individual and program,
evaluation for reviewing input from the cow-
unity, and from staff involved in student's
program.

Act

7. Maintain systematic follow-up contact with staff
involved in student's program.

Act

. Assist in maintaining continuous record of student
progress..

Recommend

. Demonstrate to other teadhers, how to use p'ar.1
ticular teaching materials and techniques

Advise
Act

. Train aides for maximum effectiveness as staff
assistants.

. Work with supportive staff on needs and particular
pi.al.:no of special ed ntodontn in thA.r cInsnol.

Act
Advise

Act

Advice



ACTIVITY GUIDE FOR EDUCATION SPECIALIST - (VOCATIONAL CONSULTANT)

SIGNIFICANT ACTIVITIE3 PERFORMED

Page 3.

AUTHORITY EXERCISEE WITH WHOM YCU COMUNICATE

ist in the referral process. Assist LEA Staff

k new, appropriate instructional materials. Act LEA Staff
ISD Coordinator

k with ISD Administrator on matters concerning
cial education.

Advise ISD Coordinator

ess students to establish functional level

h regard to career education.

Act
Recommend

clop the scope and 'sequence of course outline

h emphasis on career education.,

Act

LEA Staff
Students

LEA Staff

clop instruments for individual and program
luation for reviewing input from the comm-

ty, and from staff-involved in student's
gram.

2

ntai 4 systematic follow-up contact with staff

olvc in student's program.

Act LEA Staff & Administra-
tion;

Community;
Advisory Committee

Act

ist in maintaining continuous record of student

'oress.

Recommend

LEA Staff

LEA Staff
Students

onstrate to other teachers how to use par -

ular teaching materials and techniques

Advise
Act

LEA Staff

in aides for maximum effectiveness as staff

istants.

k with supportive staff on needs and particular
blms of szecial ed stvdentl th,ir elasqcs.

Act -

Advise

Act

Advice

LEA Staff

LEA Staff



WORK ACTIVITY GUIDE FOR EDUCATION SPECIALIST - (VOCATIONAL CONSULTANT) ,

M.-TOR FUNCTIONS SIGNIFICANT ACTIVITIES PERFORMED AUTHORITY EXERCI`

INSERVICE
(continued)

5. Provide instructional background on the needs
and capabilities of the EMR for Advisory Council
members when requested.

Act

FORM ST 1. Gather and'compile forecast information for special
education programs.

2. Initiate needs surveys to determine inservice
-programs to be offered.

Act
Advise

Act
Advise

I It

.
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CrIVITY GUIDE FOR EDUCATION SPECIALIST - (VOCATIONAL CONSULTANT)

SIGNIFICANT ACTIVITIES PERFORMED AUTHORITY EXERCISED

vide instructional background on the needs

capabilities of the ENR for Advisory Council

bars when requested.

Act

WITH MOM YOU CONIUNICATE

Advisory Committee

her and compile forecast information for special

cation programs.

Act
Advise

LEA Administrators
ISD Coordinator

tint° needs surveys to determine inservice

grams to be Offered.

Act
Advise

LEA Staff
ISD Coordinator



WORK STUDY EXPERIENCE

Supervising the work-study phase of the career education program is

probably the most difficult aspect of management. This difficulty is par -

ticulS1-iy evident in a small, rural district where the special education

teacher is generally responsible for both classroom instruction and develop-

ing and supervising the work-study prograt.

For this reason we have spent a great deal of time developing proce-

dures and finding solutions,to problems that may occur as a result of work-

study placements.

I
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SPECIFIC PROBLEMS OF RURAL WORK/STUDY PROGRAMS

The special education teacher in a rural district will have some unique
problems managing the work-study phaSe of a career education prograr. for the

handicapped.

Following are some of the more common problems and some possible solutions.

PROBLEM POSSIBLE SOLUTION

Transportation to and from job Ate Arrange to have students get off school
bus at work station.

Car pool students with concerned parent(s)
to do the driving.

Allow students with license to drive.

Cooperation of employers in arranging
hours to meet transportation schedule.

Lack of obvious work stations Involve community advisory committee and/
or other interested persons in search for
job. Some possibilities are:

Auto Garage Milk route
Cafe Nursing Home

Cheese factory Private home
\City workers (housekeeper)
Creamery Greenhouse
Egg Produce Farm
Feed mill Forestry service
Hospital Small store
Lumber yard

Misconceptions about abilities Make an extra effort to publicize work-

of EMR students study program with emphasis on its success.

Use advisory committee to "spread the word".

Community education program to alert
people to abilities of the EMR.

Wide spectrum of handicapping Use teacher aides and/or interested citizens
conditions and ages in one program to assist teacher in working with students.

Integrate students into regular programs
whenever possible.

Develop tutoring program using more able
students.

Set up workshops and resource centers
where students can wurk independently.

f



PROBLEM POSSIBLE SOLUTIONS

Use team-teaching situations to involve
total staff in education of the handicapped.

Lack of enough students to qualify
for one full-time teacher

Make use of itinerant staff (consultants
and psychologists) to modify regular
programs to meet special needs.

Lack of release time for teacher Ube community volunteers to supervise
to supervise work-study program classroom one to two hours a week to free

teacher.

Inservice Vocational work-study supervisor
on needs and abilities of the handicapped
to allow him to supervise handicapped
Students on the job.

Meet with employers before/after school to
discuss progress of students.

Use video tapes, tape recordings, etc. to
evaluate students.

Lack of appropriate assessment .oin with other nearby rural district to
and training facilities for the e tablish co perative evaluation and
handicapped tr ining fa ilities.

Cont ct with vocational rehabilitation
facili es to provide evaluation for
students

Provide tra ing to vocational teachers on
learning char cteristics of the' handi-
capped.

Set up work station within the classroom
to provide training not available in the
community.
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The following newspaper article, letter to employer and letter to parents
represent the method used by one small rural school district to implement a
work-study program for the handicapped. This is just one approach that might
be used in obtaining job placements for the handicapped. (Organizing the Work/
Study Program)

21 To o TE1 all
By VIVIAN Wei NNE

Imagine, if you will, a neat-
ly groomed young _person
walking into your store or
knocking at your door some
afterwom Wouldn't you be a
bit surprised to learnthitthis
individual was willing to work
for you, follow your directions
and assist in whatever way
possible for two to three hours
daily entirely without pay'

Al though this sugrestion
m&y sound o bit far fetclod,
it is a definite possibility and
can become a reality with the
coops ration of the community.
Phase four of a four-part,
work-study progr In at Stan-

. wood High School, under the
direetin and supervirrn of
Dennis Hanger, vocational in-
structor, slicedd le-gin tins
fall, tentatively Sertember.

WHEW" DO you, the busi-
nessman or woman, or the
housewife, fit into the pic-
ture? It's very simple; y
provido or offer jOs for en-
the-job trainfig ttu lents
in the special (Amato n el is-
ses, Students enrolled in sr,-
cial eaucation classes are
generally somewhat handicap-
pod mentally and in ty have
r ead ing problems. "Other-
wise t e r ra ell non-acaleini'
stummts, theyaren't incompe-
tent," explained iiin;er.
"They just ean't comp. for
jobs under normal circum-
stances,"

Students ready lot. Phase 4
I of the program will, in gen-
t eral, be juniors in Septern-

e rr, eialrl
it 0

e
g.?.71 (6' r (V e
4,1 fa :A is 20.3 kol 4.0 3J $1. i4k!'s

, 4
ber, ages IG to 17. Beth. en
10 and 12 students are involv-
ed in the that school pro-
gram, ha:ginning with incom-
ing ninth graders. Initially,
these laimls ale in class all
day with emphasis on reading,
math and spellilf4.

Each student is encourag-
ed to work to the best of his
or her ability in these formal
stndie;,. Later, during phase
two of the pregram, students
are assigned to various jobs
outside the classroom, bet in
the school facility, f oine,wark
In the hitch! n while others
undertake janitorial typ: tasks
and anGthcr was assigned to
assist in the library.

DURING this phase, eali
student works with and under
the st4ervision of a re r.ular
Sc hool employee,
classreoni studies cortinue
with future work skills R-
eciying a bit of "polish,
Next conies phase time, dur-
ing which time the boys and
girls are intreluced to w'w
faces, instructors and sur-
rounlin,!s.

Some haveworked at Church
Creek School assisting with
custodial chores while under
the supervision of people
heretofor unknown to them,
Others are assiened to dif-
ferent depirtim nts here they
work with strangers in entire-
ly new and unfamiliar areas.
Learning. to folio:. directions,
they to appear pleas tnt even
whet the as:.igncd task isn't
entirely to the individual's
lik"ng, are all part of the int-
Hal training.

°

Thon Phase four of
this imp )rst..ip program, and to
i n slue- ,cess, community
cotVration is the hey ingre-
dient. "We've tried to lay the
groundwork b} offering the
basics. Now you, the com-
munity business people and/
or homemakers c 'n help with
the final, equally vital im-
portant part of this program,"
said Hanger,

PHASE 4 is strictlya train-
ing pro: ram, and no wagesare
paid to the students. However,
pail is enrolled do receive
school credit for their work.
In addition, business person-
nel need not worry about in-
surance coverage; the school
will assume this responsibil-
ity and each pupil will be fully
covered tinder the school's
liability policy.

Another imp.Irtant aspect of
the mixt= is that the em-
ployer main tins absolute au-
thority and at his or her..lis-
creticn, may to min par-
ticipatien in the pro?,r,on rt
any time, students assigned
to a particular employer are;
on a tao -week trial basis:

If fir any, reason the rola-,
boo .lop is unsitisfactoy, tt

be to ntinued. A join
pro ,,rese evaluation for tarn
stat--Ait ,corhor will be niadt
by the kooployer and Hatton.

SUFI)LES can be mice
very fl xible, and the your
instructa% Some busimsso,
eraticas may not be able to
a trainee more than two Or
three d tys a week, depending
on the type of work to bedoile.

f11.1r1' ing on the job.
, % It CV ' 1 V 1.iti It t) Hanger is planning to send

Others may find the two-to-
three hour, Nionday through
iriday, schedule to be very
satisfactory. This can be
worked nut between the em-
ployer and hanger prior to job
assiOnents

On-the-job training expos-
tenc,es can be rotated so that
a variety of expariences are
offered to these students as
they further their training
for the future, "Many of these
special students are fantastic
workers. 'they uft n try hard-
en than other youtoters and
they will often tacisle jobs that
SIAM kr s Wallid cause others
to tarn up their noses.

1

"IN FSSENCE,-we're try-
rig to help these kids to be-

come independent, Iself-,sep-
±Poting adults. They can b-
!come useful, worthahile
people and a real a:-,sot to the
community if f7iVt'li the oppor-
tunity," said II ut ;el%

Some of the lids may be
able to assist an empluer in
a se r v ice-relat.1 position,
such as holpir in a floral
shop, a restaur int, in rote-
try, at the Jo, Famset
home or Vt n itoti!.. -
Work, 11iiaitVor II. position,
an aitult should present to
provide sliparvii- loin and la-
ter, evaluation.

Service statical v..ork, stock
room, dustinr, sv ;lin" oy
general cleaning, insad trout
are outer sirei,ti ns tv b
Coils.rrle r ed by la esp--ctiv.
1.1.4.1 Irers'i, it e e nib.' .
this on-the-job traban ; oil. r-
ed by cotnlriuniIy

(Continued to tit

(C'ontintted from Page I
people do.-n't require a ivay-
ch. td; t16' Nati hg
es -r, if a
Pr ill t' ter.
want to off' 1' some eoaTeri ,a-
lion.

J013 imp() quiuties in the city

are pretense 1 (Ito to trans-
pm I ition pr oil! 0 NI ,tc.r.

. be
1 . r tl in

-

cati..ns ,i1,b o, , ore
tqiiloots, will contmlie t irt-
days in the f:elioal cl.u,sroorn
is addition to Imo sp tit b rh..

,

letters to a initithar of luianess
firms In rile arca, eve!
the pro-ram. Howevo r,
ni iy l e iii =tr. rib r I in
1,0 ",-1 1 e

'I in lot..or; t' t ,
d .,ver. i.1 Ioainc: app itio.eits and
pt rsonally contact anyo-io in-
terested at their conveint
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Recently the Stanwood School Board included the work study program

within the high school special education curriculum. The purpose of the

work study program is to provide the special edimation student vith the
neceusary academic and vocational training' which will enable him to become

an independent, self-supporting adult.

The academic portion of the work study program Will be taught at the

t, high school. In addition to the academic learnings, the student will need
to receive actual working experience en a real job. This real-work exper-

ience is of viial importance to the student because without it he will not
gain 'the actual day-to-day izorking skills that are required to become

enployable.

In order to acquire these proper work skills, meaningful job sites must
be establisbed within the Stanwood-area. It is my hope that, through
business and industries such as yours, our students will be able to Caserve

the' real world of work.

I would like to meat with,you in the near future and discuss the
poissibilitics of placinr; a student on a job site at your place of business.
These ,students are willing workers who only need a chance to prove their

worth. If-further infornation about our work study prograrris desired,
please'feel free to contact me.

The success of our work study proaram lies in the response and co-

ls

aeration aat we receive from the community, I would like to thank you

f r any assistance and *ice you might be able to' offer.

rdially yours

D'nnis :Banger

U rk'Study Coordinator 6ti

(



Stemwood School District #01
Work Study Program
Parental Agreement

Regarding:

The [fork Study Program is a special service provided by the Stanlood Area

Special Education Dcpart.lant to meet the educational needs of special education
youth at the secondary level.

We as educators, and you, as parents, are well aware of the difficulties
which these young adults will face when they leave school to enter the world-
of-work. The Work Study Program has been established to provide, under school
su?ervision, additional opportunities for vocational training and experience.
Your wholohnarted support is vital to the success of this program.

1. Pupils are accepted in the Work Study Program on a trial basis.

2. Necessary insurance is provided by the School District.

3. A student will not be enrolled in the Work Study Program withdut .

the consent and support of the parent.

4. The parent is responsible for the student's punctual and consistent
attendance on the job and in the classroom.

5. All contact with the employer, made on behalf of the student, should
be made by, or with the knowledge of, the Work Study Coordinator.

6. Students may be mowed from. job to job in order to piovide the type
of,work experience hest suit4 to his individual needs.

7. _Some students may earn 'gages, others may not. Emphasis is placed
on vocation'al preparation and training for future empinynent, not
on monetary remuneration during the training period.

The pork Study rrogram is offered to qualified students during their enroll -
itent in the Special Education-Department. A Certificate of Completion or High
School Diploma will be awarded based on the following criteria:

1. Successful completion of the Work Study Program.

2. Recomendation of the special education teacher.

3. Adequate social behavior.!

4. Acceptable work habits and attitudes.



Once work-study job sites haA been identified there are several gteps

that will help the teacher make the best use of them:

1. fully orient all potential employers to thd qualifications and
handicapping conditions of the perspective students.

2. Mak employers aware of the necessary discipline, attendance and
evalu ion procedures to be followed.

3. Start a file of available jobs and update as necessary. The file
might include:

a. Name of company or employer.

b. Name of direct job supervisor.

c. Specific jobs available to work-study students.

d. Task analysis of each available job'. (Two methods of
task analysis and two sample,task analysis-are included.
in this section.)

e. Entry-level skills if necessary.

f. Hours work-study positions are available.

g. Distance from school and feasible means of transportation
to job.

h. Wages paid..to wnrk-study students, if any.



This 1.8 a sample form of a quick NAME:

informal task analysis that might ADDRESS:

. be done during job observation. PHONE:

SUPERVT.SOR:
-=T- 1,

HOURS:

RATE OF PAY:

111
.

i
-...k.'t '

High ---..?az, .

Degree ` --,,c,oz.
' eN.

1

(v4C)

0

83

o

do\

/\

\C/

...1

/\
Low\

NDegree/

I

c/

\/

I I

.,'<

I I I

0
0 .

O



orm of a quick

ysis that might

observation.

0

0
as

NAME:

ADDRESS:

PHONE:

SUPERVISOR:

HOURS:

RATE OF PAY:

Hig

h,
cc.

Degree °2 c

°

r
Low

,Degree(/

-1

r"0
0

84.



This is another task analysis method for a more detailed analysis.

TASK DETAILING SHEET

Vocation

Task.411,1

No. Steps in Performing the Task
Type of

Performance
Learning

Difficulty

/



SAMPLE TASK ANALYSIS

Job: Mail Clerk Assistant

Job Description:

Sort and deliver incoming mail, pick up and sort outgoing mail at CDMRC.
Part-time job, one hour in the morning and one hour in the afternoon.

STEPS IN PERFORMING THE JOB

TASK 1 - Sort mail

. Select item from stack.

. Match name on letter with name
on list.

. Find room number associated with
that name.

. Find box with'that room number
marked on it.

. Put the letter in the box.

.TASK 2 - Transfer sorted mail from boxes to
delivery cart.

. Select numberepi file' slot in cart.

. Removes m4i1 from box with the
same number and places it in cart.`

TASK 3 - Takes cart to elevator, enters and
rides to fourth floor and delivers
mail to rooms. When fourth floor is
completed takes elevator to third,
delivers mail, then down to second
floor, then returns to mailroom.

TASK 4. Delivers mail to rooms and picks up
outgoing mail.

. Goes to rooms in the same order as
the numbered files in the cart.

. Takes mail from file slot and places
it properly for that room. (Some are
sorted again by name, incoming tray,
corner of desk, etc.)

. Picks up outgoing mail and places
it in bottom of cart.

TASK 5 Sorts outgoing mail

. Sort mail into outgoing bins
marked stamped, unstamped, and
campus.

TYPE OF
PERFORMANCE

Manipulation

Discrimination

Discrimination

Recall and
Manipulation

Manipulation

Manipulation

Recall and
Manipulation

Recall

Recall

Manipulation,
Recall and
Discrimination

Recall and
Manipulation

L1ARNING
DIFFICULTY

Easy

Moderately
Difficult

Moderately
Difficult

Moderately
Difficult

Easy

Easy

Easy

Easy

Easy

Moderately
Difficult

Moderately

Difficult

Discrimination, Easy
Recall and
Manipulation



SAMPLE TASK ANALYSIS

JOB: Library Clerk

GENERAL DESCRIPTION:
Assist in the mechanics of running the center by identifying materials,
filing items, cards, etc. and checking materials back into the library.

STEPS IN PERFORMING THE TASK

TASK 1 - Stamp all new material with stamp.

. Get out stamp pad and correct,stamp.

. Open book to first page.

. Stamp pad, then book with firm hand,
so stamp is clear.

Open page in center of book and re-
peat stamping procedure.

TASK 2 - Punch out identifying numbers for all
materials.

. Read correct number on inside cover.

. Using labeler, punch out the number.

. Cut label loose.

. Peel off back of label and stick on
upper right-hand corner of material.

TASK 3 - Insert pockets and date slips.

. Select pocket and date slip.

. Put paste or glue on back of each.

. Open book to back cover.

Paste both on back inside cover.

Some materials require tape, since
glue won't stick.

. Kits, boxes, etc, require repo-
sitioning of pockets.

TASK 4 - Make check-ou,. card.

Select one empty card from stack.

Copy identification number on upper
right-hand. corner of card.

. Copy title of material onto first
line of card.

. Insert card into pocket.

."
87

TYPE OF
PERFORMANCE

Recall

Manipulation

Manipulation

LEARNING

DIFFICULTY

Easy

Easy

Easy

Manipulation Easy

Discrimination Easy

Manipulation Easy

Manipulation Eagy

Recall and . Easy
Manipulati3On

Discrimination

Manipulation

Manipulation

Manipulation

Decision-making

Decision-making

Easy

Easy

Easy

Easy

Moderately
Difficult

Moderately
Difficult

DiScriminatiod Easy

Discrimination\\ Easy

Discrimination Moderately
Writing Difficult

Manipu1aion Easy



STEPS 'IN PERFORMING THE TASK

TASK 5 - Insert evaluation slip.

. Choose one blank evaluation slip.

. Write I.D. number in upper right-
hand corner.

. Fold slip in 1/3's and insert into
pocket.

TASK 6 - Shelve item.

\ . Look at first two letters of I.D.
number'.

. Find shelf with those two numbers
and place item on it.

TASK 7 - File Catalogs.

. Read first letter of company name.

TASK 8

. File catalog under that letter in
the file drawer.

File returned evaluation slips.

. Read first two letters of T.D.
number on slip.

. Find drawer with same two letters
and plaCe slip in drawer.

TASK 9 - Shelve returned books.

D

Read last date on date slip..

. Find day of the month in.the card
file.

. Read I.D. number of the item.

. Find card with same I.D. number on
card for that day.

Cross out last name on card.

. Put card in pocket.

. Put evaluation slip in pocket
according to procedure.

. Put item on shelf according to
procedure.

1.

TYPE OF
PERFORMANCE

LEARNING
DIFFICULTY

Discrimination Easy

Discrimination Easy

Manipulation Easy

Discrimination Easy

Discrimination Easy
Manipulation

Discrimination Very

Difficult

Discrimination Easy
Manipulation

Discrimination Easy

Discrimination Easy
'Manipulation

Discrimination

Discrimination

Discrimination

Discrimination

Manipulation
Discrimination

Manipulation

Discrimination
Manipulation

Discrimination Easy

Easy

Moderately
Difficult

Easy

Moderately
Difficult

Easy

Easy

Easy



STEPS' IN PERFORMING THE TASK

TASK 10 - Clean-up

. Put all materials back in correct
places.

. Throw away used paper, label back-
ings, etc.

. Straighten books on shelves,
replace chairs, etc.

8!)

TYPE OF LEARNING
PERFORMANCE DIFFICULTY

Recall

Manipulation

Manipulation

Easy

Easy

Easy



STUDENT EVALUATION

Once training stations have been selected and students prepared for and

placed on the various jabs continuous supervision and evaluation is important.

Since the amourl of time the teacher/coordinator in a small rural district

can spend on actual observation and first hand evaluation is limited, an ef-

ficient evaluation system is important. By providing other teachers and the

1

employer with adequate evaluation forms, a complete record of the

student's progress will b

1

available to supplement the teacher's occasional

obServations.

Well kept records can also be an 'aide during employer and parent con-

ferences, student grading and post-graduation job placement.

Following are several sample evaluation forms that have been used success-
,

\\fully in several programs.

MIIMIIIIIMIN/M11. WINK



Attn:

Student:

Teacher Supplied Information School
Date

Teacher :. Subject:

Please .check those significant behaviors which may interfere with this indiviatal's

educational progress.

CLASSROOM BEHAVIOR:

Indicate class status as:

Attempts a
Completes
Attends cl
On time to
Consistent

Cooperativ
Appears in
Enters int
discussion
Participat
activities
Reading Ab

Circle current academic grade: A B C D F S N

1 = upper 257. of class

2 = middle 507. of class

3 = lower 257. of class

ssignment

1 2 3

assignments
ass consistently_

class

worker
e

terested in course
o classroom

es in group

ility

COMMENTS AND/OR EXAMPLES:

Organizes thoughts
Asks for help appropriately
Distractible, restless
Disrupts class
Participates in group activities
Says, "I can't do assignments"
Requires teacher attention
Inappropriate behavior (crys,
curses, lies; fantasizes, etc.)
Other:

1 2 3

ea.vm+
. .

PERSONAL/PHYSICAL

Appropriate grooming
Positive attitudes
Consistent behavior
Verbally aggressive
Frequently complains of illnesses
Easily fatigues

Y N

COMMENTS AND/OR EXAMPLES:

*Apparent speech problems
*Apparent visual problems
*.apparent hearing problems

*Apparent physical handicaps
Other:

Y N

ptvreta*

SOCIAL:

Leader
Many friends
Gets along well with others
Easily influenced by others

COMMENTS AND/OR EXAMPLES:

Y N
kemains alone
Rejected by peers
Other:

Y

*Additional comments requedted



Page 2

Teacher Supplied Information

A. Do you believe a significant change in program is necessary for this person to
receive an appropriate education? Yes No

If so,, what program changes would you support?

B. What methods or techniques have you tried in the classroom to modify the excesses
or eeficits in behavior as noted on page 1? Star those which have been successful.

IC. Identify the primary excesses and defic is in behavior which most seriously

interfere with this person's learning. (i.e.: poorreading,,won't ask for help,

does not pay attention, etc.)

g ...

D. What goals would you suggest for this person: (i.e.: increase attendance; in-

crease attending behavior to academic tasks; decrease the number of talk-outs*

in class; increase reading skills, etc.)?

1111

B. Have you discussed your 'oncerns with this persnn? Yes No

Have you discussed your c)ncerns with this person's parents? Yes No

..1



1 each time behavior occurs Student:

Monday__ ,Tuesday Wednesday Thurso

AtteLej21,1ETt
Completes Assignment

Turns in Incomplete Assignment

Mfsundarqtands Oral Directions
_

Misuod,,rsrands Written Directions

Psrticipates in Class Discussion

Asks for help f

t

.

Loots A-Inv from Work.

,

.

Bek-vier outburst

Trflitc "nP of turn"

1 V each time behavior occurs Student:

Hour:

Teacher:

Week of:

Monday Wednesda Thu

.I.ttemnts Assignment
.

.

Completes Assignment MN
Turns in Tncomnlete Assipnment

llisundrqtands Oral Directions

isnflorstands Written DirectionsMu
Partie..ates in Class Discussion ,

Asks for help .

Looks At,av from Work
.

.

Behavior Outburst

Talks "out of turn "'

91
,;



or occurs Student! Teacher: Subject:

Week of:

Monday Tuesday Wednesday Thursday Friday Total

Assignment ,

Directions 1

L
.

en Directions'

s Disc-Ussioni---------
i

, i

. r
1

i

inr nrrnrc gtndent.! teacher: 1 Subject: I

Hour: leek of:
7.1

1 Monday Tuesday

P
Wednesday Thursday Friday Total

ssi nment

irecrions I

,

,

en Di;lections

. __

Discussion [

______--
S

9r;,



WORK-STUDY STUDENT

EMPLOYERIS STUDENT EVALUATION

(Upon completion of time at job station)

DATE

STATION JOB

SUPERVISOR: This rating sheet is used by the works- study program for
counseling purposes. Please check the column which best
describes this student' trainee.

CRP.=TERISTICS EXCELLENT GOOD AVERAGE POOR VERY POOR

ualitv of work -

Attitude toward sob

Attitude toward fellow workers

kgendahilitv to do assigned 'ob.

On time and at work regularly

1

Initiative (finding work to do) .

PersonalAnp-earance

Clean up procedures

Please feel free to list additional comments regarding the progress of the
student in the space below.

110.....

W.;

SUPERVISOR



STUDENT

EMPLOYER

HABITS AND ATTITUDES

WEEKLY EVALUATION

4 - VERY GOOD
3 - GOOD?
2 -FAIR
1 - N9 SATISFACTORY

, Week bevinninz
. .

.

.

Follows verbal directions

.

.

Follows written directions

Accepts correction

Sustains.a routine .

Gets along with co-workers

Recognizes things to be done

Finishes a iob on time

Works steadily
-.,-

Works unsupervised

V

Interest in work
.

Conduct

Attitude

. .

Self-confidence .

Responsibility toward property
and equipment,

Personal apTearanne ---....,_.

Is progrcss being Made by
this student

. .

ADDITIONAL COMMENTS:

'a



f

Trainge

EVALUATION REPORT

Special Education I Work Study Prograth

Pyofile and Summary Sheet

Employer

Report Period

ob

bays Absent from School

\\'Days Absept from Job

Ho rs Present Total earnings during report period

Criteria for Grades:

A Excellent, Performance meets usual competitive standards in unskilled and

semi-skilled employment.

B Good Above average workshop performance but doe,s not fully meet competitive

standards in unskilled and semi-skilled employment.

C Fair

.b Poor

Falls in average performance range of workshop trainees. Although

within acccetable limits of the workshop, considerable improvement

required to attain competitive standards.

Below average performance. Improvement needed to meet workshop

standards.

F Extremely Inappropriate
Behavior requires special supervisory or professional staff attenLon.

May require services beyond the scope of a workshop training program

such ag intensive psycho-therapy, medical'-'treatment, activity or

day care center.

Work Behavior Rating Scale

LIT77-Nollity

D
2 3

C

4 5 6

B

7 8

A
9 Score

to "bretidiff'

2. Tolerance for Criticism
.

3. 'Co-Worker Relations

,4. Independence from Supervision
,

5. Cooperation with Supervisor

6. Understanding Oral Instructions
r

7. Memory for Tnstructions
.

8. iMotivation for Work
.

1

9. ConcentrationAbility
.

10. Punctuality ,

Il. QUality of WArk

12. Quantity of Work

13.' Safety Awareness and Habits'
,

Oa 9 Total



B. SPECIFIC WORK TASK EVALUATIONS

Record and rate the specific work tasks performed by the trainee during the eval-

uation period. Consult Codes below for rating notation to by used.

,gua.ntitv and Quality

A. Speed or quality is that of acceptable worker in unskilled or semi-skilled

employment.

B Speed or quality does not fully meet unskilled or semi-skilled competitive

standards but is above workshop average..

C Speed or quality too low for outside employment but within the average performance

'range of workshop trainees.

D Speed or quality below workshop-average. 4

F Speed or quality falls below minimal workshbp standards.

Amount of Experience

1 One day's experience
2 Two to five days

0 3" One tip .two weeks

4 Two tp four weeks
5 One to two months
6 Two to three months
7 Three months or over

0

Supervision Required

1 After learning how to do .

job, pretty much worked on
own, followed through well.

2- Needad occasional checking

and/or re-instruction.
3 Needed frequent checking

and/or re- instruction.

4. Needed almost constant
watching and prompting.

Liking for Job

Seems to enjoy job very

much. Oneof his favorites.
2 Likes job more than some

others, but not overly
enthusiastic about it.

3 Seems indifferent. Job.
does not move him one way

or another.
4 Dislikes_job, needs prodding.

Work Tasks Performed Quan . .

Amt. of
Exyer.

Suprvsn.
Required

Lking.

Job

Average
Hourly Wage

1.

.
.

.

2.

.

3.

4.

5.

,

6.

7.

8.
,

*Compute average hourly wage only when piece rate established.

98



C. General Evaluation Comments and Recommendations

(Filled out by Counselor/Teacher after conference with employer)

1., What are this trainee's main strengths and weaknesses as a worker?

2. What major improvements has trainee made since last evaluation. or 'enrollment?

3. In your opinion, what kinds Of help or services does-this trainee need that

he or she does not presently receive ?.

4

1.

9 9



STUDENT

4.

.7

SUPERVISOR'S RATING OF WORK PERFORMANCE

Work. Experience Education

DATE

r.

EMPLOYER STATION

Assignment: Began

Period covered by this rating:

Calepdar School Days Absent

Supervisor

weeks work hours -

DEPENDABILITY: Is the student regular and on time?- Yes ( ) No ( )

Comments

COOPERATION: Does the student keep the rules, follow instructions, and have an

attitude of helpfulness? Yes ( ) No ( )

Comments

APPEARANCE: Does the student dress neatly and appropriately for the position?

Yes ( ) No ( )

Comments

,PERSONAL RELATIONS: Does the student work well with others?
Yes ( )

--.

L. Comments

No ()j

INITIATIVE: Does the student show initiative? Yes (

Does he do his work without being told? Yes (

Comments

)

)

No

No

(

(

)

)

SKILL: Is the student's work acceptable? Yes ( ) No ( )

Comments

_What do you like about him most?

What are his weaknesses?

How do you feel the classroom teacher helped this person become a better employee?

Other comments (if needed)



EMPLOYER`S RATING SHEET -

EVALUATION CARD

Student
Position

Employer
Firm's Name

ating

cale

1.- Exceptional employee
2. Strong employment potential

3. Satisfactory performance

4. Neqs improvement
5. Not employable at this plant

'rcle appropriate number. Compare student to

andaids for regular employees.

General aehavior and
Manners

Amount of Work Performed

Quality of Work Perfgrmed

1 2 3 4 5

1 2 3 4 A 5

\l. 2 3 4 5

Care of Tools and Materials

Promptness and attendance

1\ 2
3 4 5

1\ 2 3 -4 5

Appearance

Attitude toward Work

1 2 3 4 5

3 4 5

I

Do you feel this personyould be a good perman nt employee at this time?

Why or 9hy not?

.
Date EMployer

I have discussed this rating with student.
Yes ( ) No ( )

Coordinating Teacher/Counselor's Comments:



EVALUATION PROGRESS CHAR

STUDENTcS NAME

EMPTIOYER ,

From To

Evaluation Date

\RATING SCALE
1. Exceptional employee
2. Strong employment potential
3. Satisfactory perfopflance

4. Needs improvement
5. Not employable at this plant

General Behavior
and

Manners

2

3

5

Amount of
work
Performed

1

2

3

4
5

Quality of
Work
Performed

2

3

4

5

are of Tools
and.

Materials

1

2

3

4

5

Promptfiess

and

Attendance

1

2

4

5

Attendance

2

3

4

5

Attitude
Toward
Work

1 .
10 .



NAME:

I

SPECIAL EDUCATION'

"VOCATIONAL TRAINING PROGRAM ITHIN INDUSTRY"
4

WORK SAMPLE TES

DATE STARTED PROGRAM:

WORK SAMPLE DATE TIME ERRORS 1 2 3 4

SORTING

Mixed Sifter Parts

Screws

Sandpaper

ASSEMBLY

180 Sifter Assembly

Nuts & Bolts

-Tags

Labeling

FACTORY WAREHOUSE .
SKILLS

o 3 Foot' Step Ladder

8 Foot Ste adder

Hand Truck

Pallet Jack

Fork Lift

Box Lifting

\.

Er ergencye& First

\Aid Procedures

104



SPECIAL EDUCATION
"VOCATIONAL TRAINING PROGRAM WITHIN INDUSTRY"

WORK SAMPLE TEST

DATE STARTED PROGRAM:

DATE TIME ERRORS 1 2 314 '=",COMENT

...

.

.

. . .
.

.

,
.

. .

. .
.

.

.
.

.

)
.

.

.

.

,

.

----.....
.

104



WORK SAMPLE DATE TIME ERRORS 1 '2 3 4

/
TOOL IDENTIFICATION

.

TCOL ,USE

Regular Screw Diver

Phillips

Hand Saw r

Hack Saw

Hammer Pounding,

Hammer /Nail

Pounding

Drills .

Socket Set 0

Scissors Tin Snips

Crescent Wrench

Pipe Wrench

Pliers

Allen Wrench

12' Tape Measure

T Square

Putty Knife

Vise

Hand Drill

Power Drill

Skill Saw

. Soldering Iron

.

.

.

.

.

,-.....

.

.

%.,
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ti

r
Page 2

DATE TIME ERRORS 12 3 iS COMMVIT

.

(
1 .

.
.

1
..

.

.

..

.

. .

I. .

lull
.

.

.

., .

Ill.lulllull

.

.,

.1-

. ,

. .



VISITATION RECORDS

In addition to accurate records 9,f students' progress at work/study

stations,\it is important for the teacher to keep track of time spent in

supervision.

These records will help the teacher evenly distribute supervision

time between all students placed on jobs, provide concrete information

for use in employer conferences and insure accountability for the amount

of time spent outside the school building.

Following are two sample visitation records forms.

107



Student
0

WORK-STUDY PROGRAM

Teacher-Supervisor's Record

Employer(6.). Phone

ntact Person

, Job Title

Work chedule

4-

Key: U UnsatidTactory
S - Satisfactory
E Excellent L.

Date
.

...

*Attendance
...e

Quality of
Work

Consistency of
Work Quality

,
.

.

Attitude

'

Apptitude
N

for

Job

.

Appearance

(Indicate specific area obsewed daring the visit.)

.
Did visit accomplish original purpose?

Is any follow -up action planned? It so, 'hat?

Supervisor's Signature

'0)



o '

MONTHLY REPORT

*Supervisor

Dates Covered

'Date Submitted

Datel

t

Place of BUisness
(contact)

'Purpose Method Aout of
timme snpent:

Mileage

4



IDEAS/ACTIVITIES FOR CAREER EDUCATION

In addition to career exploration and vocational training carried out
as part of the curriculum these activities may enrich the career, education

program.

1. Establish 'job placement file of lobs appropriate for the handicapped.

through guidanbe office.

2. Hold joint inservice meetings with teachers, counselors, and employees
on training and working with the handicapped.

3: Coordinate special education activities with local youth groups, work

/ programs, etc.

4. Interview recent graduates - findneeds of school program.

5. Start work orientation clubs, career clubs, etc.

6. Institute a summer part-time job program.

)

7. Take advantage of Career Days at local vocational schools, Chamber of

Commerce, etc.

8. Orientation of,new students to possibilities available through work-study

progaul.

9. Field trips and visitations to local businesseg and kdastries.

. .

10. Provide "Career Corner"in library or otherresource center.

11. All-school assemblies centering around careers.

12. Make information on current occupational trends available to students

and teachers:

13. Newspaper, T.V. and radio publicity of work-study program.

14. Provide.evening and/or glimmer vocationally oriented claases.

15. Hold Career Day involvipg'community employers.

16. Establish clearing house foryart-Eime jobs.

17. Use Senior Citizens as a resource for information and Counseling on the

world of work.._"
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PROGRAM EVALUATION

The type of evaluation you use will depend largely on the type of program
implemented. While most federal and state grants carry with them a mandated
method of evaluation, you should also evaluate your program on a local level.
In doing so, there are several sources of evaluation to consider.

Steering Committee . .

They will be able to evaluate the program on the basis of the 'elimina-
tion of at least some of the needs shown in the original assessment and

. *he completion of the established goals and timeline. i

Prefetably,,the evaluation will be written and will include recommenda-
tions for the second year of the program.

Advisory Committee
The advisory committee can prqyide evaluative information concerning

the community's acceptance of the program and their willingness to,support
continuation of the project. Conducting a random evaluation survey'simi-
lar to the original needs assessl.i..At is one way to accomplish this.

Administration and Faculty
School personnel should evaluate the career-education program in re-

lation to other school programs. Sind they have direct contact with the
handicapped students and see the program operating daily, they can evaluate

the program accordingly. They should also be asked to determine whether or
not the program has helped eliminate the needs of handicapped students as

.thecZsaw them.

Parents' of the Handica pped
e

, In an informal, personal interview survey of parents of the handicapped,

. try to determine if they have noticed any change in student's attitude tor-
ward school and/or increased interest in career choice and cteparation.
Parents should also be asked for suggestions for improving next year's pros

gram.1

Handicapped Students
The students actually involved in the program can probably provide the

best source of evaluation. Marked improvement in attendance, academic
and interest in careers and the developrilent of specific vocational

skills all are indicators of a successful program. In addition, asking
the students for their opinion of the program and suggestions for improve-
ment can be helpful.

Regardless of the particular sources of evaluation you decide to use, there
are specific questions you should be able to answer as a result of the evaluation.

. Did the program meet the basic objectives?

. Did the program eliminate needs determined through original needs
assessment?

1 t
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ti

. Was the timeline followed reasonably closely?

Did the teacher carry out responsibilities specified in the Work

Activity Guide?

Did the teacher establish community work stations and maintain good

rapport with employers?

. Did the teacher keep accurate student evaluation records - both class-
room and work-study?

. Were parents informed of the new progriam and were permission forms

obtained when necessary?

. Do employers have a favorable reaction to students working for them,

and to the total program?

. Are all legal requirements met (work permits, insurance, etc.)?

. Are student's individual handicaps being considered in job'placement

and classroom work?

. Are handicapped students, successfully being integrated into "regular

classes?"

. Is the special education teacher working closely with regular class-
, room teachers to lisure successful mainstreaming?

. Have students shown marked increase in career awareness and interest

in vocational preparation? '

. Is there any method for placing students after graduation, either
through the school or a.referral,agency (i.e. D.V.R.)?

. Are community resources being used as fully as possible?

. Has the advisory committee-met regularly and' functionally as a group?

Has the advisory committee had input into important decisions regarding

the program?

Has the advisory committee worked closely with the steering committee

and the special education teacher? .

. Has the program been publicized in local newspapers; radio stations,

school flyers, etc?
4

. 4

. Are interested community members encouraged to observe the program?

.
Has the program received favorable reaction from the community?

. Does the success of the program merit continuation for a Second year?

v.

A



FOLLOW-UP

A follow-up study is one of the most effective methods of determining the

success of a program.

Some of the questions which the Forlow-up Study should answer are:

1. Is he employed?

2. IS the student working in a job for which,,he was trained in school?

3. Is4hg`working in a related field?

;

4. Is he/she in the armed force's?

5. Is he/she continuing occupational education?

6. What was his beginning salary? What is his present, salary?

7. How much time since graduation was spent in unemployment?,

8. How many times has the student chafiged jobs?

9. How does the student get to work?

10. Does the student feel he was adequately prepared in school to get his

first' job.

11. How many students have remained in the area? State?

12. Is the student living independently? with family? in a group home ?.

13. Does the student have any leisure time activities?

14. Is the student .married? have children?

15. Does the student regularly read the newspaper, watch the news?

16. Is the student registered to vote?

Most programs With successful follow-up systems have fund that contacting
students, at and and five year intervals to be most effective.

Two follow-up survey samples are included. .



POST GROUATIONAMSTIONNAIRE

Student lives in:
Private Home
Apartment
Residential Facility
Other

Student lives:
Alo e

(4%

Wi h friend
' Wi h parents

With ouse
With of er relatiVes
With spouse & parents

Marital Status: .Any children? '

Single
Married11..

Personal Stattux
Yes No

Oweamyros.

1.110

.11111M..11M

11

Registered to vote
Read &newspaper regularly
.Have a driver's license
Did take driver's education
Do you have any leisureactivitiea (list) ...alm14...,..

6

Financial Status
Saving's Bond
Credit Cards
Saving's account
Checking account

4111,1.1.11/.011.06

Emplorannt: (X all tlibse'student.has done)

Stayed on W/S job at least 3 months'

Obtained a new job.
Attended a trade/technical school
Served pi Armed Forces
Worked as an apprentice
None of above

MeMsenal.1110

,./..

411.10.0.01m

^-PINE1*,,Status:
Employed full time
School Attendance

.111/4.0111.111.1

Life Insurance
Car Insurance
Debts over $1,000
Own a car

1011.1.111...1.11

Military.Service
Employed part-time

.

Unemployed
Employed at home.

.......mowerim.



Type of Employment:
Clerical & Sales-
Service
Agriculture
Skilled
Semi - skilled

Unskilled ,

Home-making

1

Which helped you get a job:
State Employment Service
Newspaper ads
Private Employment Agency

School (teacher-counselor)
Friends or relative's

, Vocational Rehabiliation Counselor
0.111.11=10

When did you getyour job:
Before graduation
Aftter graduation,

How, many jobs have you had since graduation?

How has the school helped you:

Applying for a job

Having good work habits

Being trained for specific job

Using your spare time

Getting along with others

Managing money

Being part of the community

Being able to read well enough to get by

Using good Englisy

Using mathmatici

What subjects did you like best in school?

What subfects do you wish you had taken?

2

Great Deal

11M

me

Wimis*Nralb

None
1



REFERENCE CHECK
(WRITTEN)

DATE

TO:

Dear Sir:

The applicant listedbbelow has indicated that he/she previously worked for your

company. We would appreciate your furnishing us with as much of,the information

requested as possible. Any information 'You give will be treated confidentially.

Sincerely,

APPLICANT'S NAME Social Sectwity No.

EMPLOYED: From to Salary: $ Per

POSITION
If the above information is not correct please supply the correct informhtion

below.

Reason for applicant leaving your mploy

Would you re-employ? Yes No If no, why not?

Please rate applicant on the following characteristics:

Poor Fair Ver Good Excellent

ualg.11.-.-4°4
Quantity of Work

Attendance
Dependability
Cooperativeness

. 0,

Personal A. earance

Creativeness

Date .
Signed

Title



Of the following list of personality and character traits, would you please
place a check mark (V) by those which are descriptive of this applicant?

Aggressive
Complacent
Procrastinates
Easily DiScouraged

Bold

Timid
Analytical
A Follower
A Leader
Evasive
Direct
Ambitious

Too ambitious
Loyal
Self-centered
A Team-worker
"A loner"
Sociable
Determined

-Persuasive
Overbearing
Open-minded
Defensive
Reasonably Happy
Adjustable
Offensive
Positive Thinker
Good judgement
Demanding
Forceful
Easy-going
Nervous
Likes routine

Likes Details
A Do-er
"A Self-Starter"
Unduly Sensitive

Stable
Emotionally immature

Likeable.

Boorish
A good listener
Too Talkative,
Good Sense of Humor
Too Serious

Self-Conscious
Vacillating
Hard-headed
Dedicated
Self-confident
Poised, Good bearing
Authoritative
Deceptive

. Admits mistakes
Critical of others
Malcontented
Inspires confidence
Somewhat negative

"Moody",
"A Good Leader"
Dogmatic.

,Excitable
Impetuous

Imaginative
Perfectionist
Gets Things Done

Us,e the reverse side of this page for any other comments which you think would

be helpful in considering this applicant.



PROGRAM IMPLEMENTATION

The following publications have been useful in implementing career education

programs.

"Career Development",
and other publications

Curriculum Lab
Rutgers - The State UniVersity
Bldg. 4103.- Kilmer Campus
New Brunswick, New Jersey

"Curriculum Guide for the EMRV

"Writing Behavioral Objectives"
and other publications

The Interstate .

Danville, Illinois 61832

"Curriculum Guide for the gmR"
Clark :County School District

Las Vegas, Nevada 98121

Curriculum Bul \etins
Board of Education

2315 Iowa Avenue
Cincinnati, Ohio 45206

"Inservice Training Program - SCERC"

Materials Development Center
University of Wisconsin - Stout
Mehomonie, Wisconsin 54751

r-
"Guide to Jobs for the M.R."
American Institute for Research
710 Chathan,Center Office Building
Pittsburg, Pennsylvania

"Dictionary of Occupational Title's;

Vol. I & II"
"Supplemen1 to D.O.T.., I & .II"

Superintendent of DoCuments
Government Printing Office
Washington, D.C. 20402

-Yellow Pages of Learning Resources

MIT
4- Cambridge, -Mass. 02142

"CRT Coordinator's Manual"
and other publications

Coordinating Council for Occupational

Education
Airdustrial Way
Olympia, WA

"Career Education, An Idea Book"
Portland Public Schools, Area II

Portland, Oregon ,

Career Development - Special Education (K-14 "Wyoming Occupational Resource Kit"

Publication Editor Dr. Robert Schrader

Room 727 -B, Division for Handicapped Children Superintendent of Public Instruction

Department of Public Instruction Cheyenne, Wyoming

126 Langdon St.
Madison,' Wisconsin 53702 AMI'DS Teacher Inservice for Vocational

Teachers of the Handicapped &

Disadvantaged
Link Enterprises, Inc.
P. 0. Box 11073
Montgomery, Alabama 36111

Projeet Report - H-18.199-A-31
Pre*-vocational Behavioral Objectives

ISD 105
Yakima, Washington

"Strategies for Implementing Work Study

Programs"
and other publications

McKnight & McKnight Publishing Co.

Bloomington, 6,1701

A Digest of Resource Activities for
Career Education

State of Arkansas, Dept. of Education
Little Rock, Arkansas 72201



Information from Local Employment Security Division

Ristructional Approaches to Slow Learners

Teacher's College Pfess
Teacher's College
Columbia University
New York, N.T. 10027

. ,

Career Education Resource Guide

General Learnirig,Corporation

4
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Following is a list of materials that have been successfully used with Nandi-

capped. students in --a- career edudation program. The list is selFtive and by

no means excludes all the good material available in career-education.'

"Oc6npational Essentials"
H. C. Johnson Press, Inc.

A 280i Eastrock Drive
"Ro4ford,

"Be]Informed Series"
"The World of'Work"
"Occupations. 1 & 2"

Nei Readers Press
Division of faubach Literacy, Inc.

BOX 13%
Syracuse, N. Y. 13210

Living Skills Seriesl
/'Computational Skills/Development"
"Occupation0. Skills Development"
Division of Trade & Industrial Education
University of Alabama

P. O. Box 2847
University, Alabama.35486

"Applying for a Job - Ai Self -Study Guide'

"Occupational Home A. Notebook"

The Interstate
Danville, Illinois 61832

"Coping With Series" .

American Guidance Service

Publisher's Building
Circle Pines, Minnesota 55014

A

"Succeeding In the World of Work" - .

Textbook, Work Study Guide, Workbook

McKnight: & McKnight Publishing Co.
Bloomington, Illinqis 61701

"Steady Job Game", "Basic Skills
Inventory", "Career Education"
and other materials

Mafax Associates
111 Barron Avenue
Johnstown, Pennsylvania 15906

"Application Forms", "Getting and

Holding a Job", "Getting Along

Series", "Getting Ready for Pay

( Day", "I Want'a.Job"
and other publications -

Frank E. Richards Publishing Co., Inc.
_A/0 Roy D. Lyons, Northwest Represent.
6701 North Wth Street
Tacoma, WA 98406

"Building Arithmetic Skills,
'ftroks 1-4"

McGraw/Hill Book eq.

San Francisco, California

"Telling Timdli, "Measure Up"

#nd other publications
Lear Siegler, Inc.
Fearon Publishers
Belmmt, California

"Mathematics it Living", Books 1-4

Pruitt Press, Inc.
Boulder, Colaiado

Career Development Activities
Howard W.'Sams & Co., Inc.

Indianapolis, Indiana

Career Choice & Career Preparation

s.CCOE
222 Airdustrial Way
Olympia, WA


