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INTRODUCTION

The information contained in this manual was gathere& as a result of
paréllel efforts in five small, rural school districts to iﬁplement career

.,. education programs for handicapped youth. The organipap%dhal methods, ' _
program format, procedures and forms described in this manual were actually
used successfully in one or more of the districts. ) ’ . f

In these five districts thé‘special education teacher and building °
principal had the major responsibility for developing and implementing the
program, so as a result, this manual is fﬁtended’largely for their use.
However, in%ormation found in the mandél should be of use to anyone inter=-
ested in buildiné a career education proéram for .the hap&icapped.

Districts involved in this project were:

« Sultan School District

. Stanwood School District N

. lake Stevens School District

. South Whidbéy School District

. Arlington School District

(Y
L I S,
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IDENTIFICATION OF KEY PEOPLE

The identification of key personnel is the first vital step in the
development of a career education.programsrh ' '

?ossibilities\fér key peopie in a small district include:
Supefintendent
"Principal
Special Education Director ‘
Special Education Teacher ST
Vocational Teachers

Home ‘Economics

Indusgrial Arts

Business 1

. Agriculture

Diversified 6ccupation and Distributive Education

Vocational Coordinator

“ritle I Reading Spécialist :

When choosing key people to initiate action on the career education
program, there are several factors to consider: . .
. Genuine interest in pdeiems o{ the handicapped./
. Knowledge of and experience in working with the handicapped.
. Time to assume added responsiblility. ) _
. Ability to spreadienéhusiasm 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 béﬂérganized

. into a steering committee, with a definite purpose.

The committee should elect a chairperscn and recorder, establish their
goals and time line. "

Examples of these follow.

e
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SPDClAL EDUCATION PROGRAMS

N

When agencies outside the district (i.e.'VOqgtional Rehabilitation,
Intermediate School Districts, state aggncies, etcﬂ) are going to be involved
in the planning of a program, it is important to def{pe the role each group
This definition can not only increase efficiency, but eliminatﬁ$

will play.
many problems.
b

Y

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
help,determine needs.

Make available model programs for
consideration. he

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 servicesf
when possible (skills testing
center, D,V.R., etc.)

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

' Dev%eb’déaaﬁpﬁm\(mrd

Activity Guide) for special ed
teacher,

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

S - ROLE OF LOCAL SCHOOL DISTRICT ANQ\CONSULTANT IN SDTTING UP

e

A

N\

£

M

r Local School
Committee

Considerations,
District Steeri

Provide chairperson and recorder for
planning committee.
|

Provide leaders and member
advisory committee,

ip for

-

L]

Determine needs of students, families
and community in regard te speci 1
educatlon programs. N

Decide on program options ,(i.e. re-
source, contaiqed VbcatiJFal Educa-~
tion, etec.) i
Develop curriculum to be followed in
Secondary Special Education room.

Coordinate existing school programs
with new special education program,

Recommend purchasing of paterials/
equipment needed for prdgram.

Develop method for on-going evaluation }
for special education'program; —J
i
J
%
|
|

¥
-yakeqrecommendations_for_selectiﬁn______;_
of teacher and: aide.
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Key People

(Planning
Committee)

- ’ L]

/ e
This is a sample duty-time line chart which might be useful
a program plan deadline is necessary,

Smicﬁ<:‘,
J. Doe

Conn

Dunn

::J‘.
E.
S.

‘Thomas
Stuart
G. Taylor

B.
J.
P.

Walker

Smith '-

T.

NEEDS "ASSESSMENT - .

33

1 X

Determine needs of H.S. Students EETEE PR ok
Determine needs of H.S, Personnel
Determine needs of Community Hemmmmmm——— o
Find number of potential H.S,

Special Ed. Students Hoommnmaaw * !
sSurvey already existing programs’
Comprlse concise statement of need

ADVISORY COMMITIEE

Xl X

X X

Compile list, of possible candidates L -
Compose letter of invitiation & reply

Send letter to candidates

Choose committee members from replies

Organize committee into workable group

[y

TARGET POPULATION

Al a
o

Detérmine number and handicap of

stpdean who need help ” LETE LT
Decide '"'range' of students program °

will: include
Approxxmgte nuniber of students‘who
will qualify

GOALS

Develop over-all goal(s) for program

[y

OBJECTIVES

Establish measureable objectives for

each goal ‘ 3 . .
Prepare timeline for meeting objectives
Determine responsibility for meeting '

obJectlves

~

. \
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line chart which might be useful in planning a career education program, particiylarly when
- TR

ecessary.,
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o \‘ ACTION PLAN

g |5 X 1l List specific activities for meeting

‘ ' \ each objective \

IXIX]X X - Decide who will direct each activity

Develop or adapt curriculum to be
used ‘in program:

Determine materials, facilities. and
personnel needs for program

.| EVALUATION SYSTEM i

Develop system for evaluating students
in program

N X X Plan follow-up for program graduates

. I 17 BUDGET ~
11X 1 X X" Itemize budget for total program
X < 11X Compute cost per pupil T

) WRITE PROPOSAL (When Appropriate)
‘ Ca Incorporate. information into proposal
X L)X : formzt %7“ “a

X x| x Prep §ttachments.;
* . urriculum R

5 :3*‘\ A
X . Persdnnel qualifications
X Advisory committee needs\
@ 1 . ‘

E
F

F D I




.
| - s
S \ ‘ ks
| /
. i 14 o m my gy o
'[ - ’ t
. ' ~ »
} “ P .
| . ;
R s
! St R § ol
- s 2
!" ~
1 - .

“Nov. 15

Dec.' 1

Dec. 15 *Jan, 1 Mar. 1 Mar. 15

1stu¢ents

duates

roposal’

L4 i

Ky
»

Jan. 15 Feb. I Feb.'15
¢ K ¢

»
-

n
o
v
N .

-

bt *""""f* ’

%

. ~
t4

R S
SR -

N PR S )

A » -

Nemmmmmmmad

Hommomaaat

| FETC TSP R Ry RpRppR SR 4

*

*

Kemamccammccccntccncnanaaaaaa .
k| JEpS P .

[ Z . . '

[

ERIC

Aruitoxt provided by Eic:

e i - e s v o w— ———




A

TENTATIVE STEP$ IN SETTING UP SPECIAL ED PROGRAMS

The following is a list of tentative steps to comsii.er in setting up a

special educatlon-career education program. Depending on the goals and present

status of your program you may want to delete some steps and add others.

1.

2,

3.

4,
/

10.

11.
12,

13.

14.

15.

16
17.

18.

“

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

Determine the need for some type of special prqgram through thorough needs
assessment., ., .

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

/

/ : , . . . :
Survey already existing programs (special education and mainstream classes)

to avoid duplication of services.
\ .

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

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

Inservice entire staff 1n the concept of career education for the handlcapped
program possibilities, results of needs surveys, etc.

Involve_entire staff in developing goals and objectives for progcam.

Decide on type of program that will be 1mp1emenfed (resource room, contégned
or combination,

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

etc.). . “\ .

Present plan to school board for approval, , .

“ .

Develop or adopt eurriculum for program.
4 ®

Develop-system for .codrdination of special education program- and- present
career “education/vocational education programs.

N
Decide’ on materials and facilities needed.to carry out program and plan for
purchase (Title VI, Vocational Education funds, Local funds, etc.)
List auxilary services required to carry out program and contract for them
(those not available through school d}Strict).

A

Hire staff needed to carry out program.

Provide inservice to all staff involved in working with thé handicapped.

Develop instrument for ongoing program evaluation.

s




< COMMUNITY 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.

2

PURPOSE: . .
"Provide important two-way comwunlcatlon between community and the
school.

e .
&\
Review school's goals, obJectlves, and activities in light of thelr

— abillty to meet community needs. .
, .
\ Encourage local support for school programs. .
< 13
Help coordlnatlng teacher and supportive staff in any way possxble
(i.e. help flnd,JQh.StatlQnsﬂﬂpIOVlde field trips, etc.).
. \
MEMBFRSHIP : .
Advisory committee should draw interested members from all possible
. . aspects of community life. ‘Suggested member sources are:
.. School Administration
Teacher/Counselor ’
Labor Unions
Labor Management
\ .
. \Businessmen
/ Service and Civie Greups
. i
Clergy ,
Parents:
L4 < - ®
Students
' Members’ of Local Government .
Employment Service
*Local Radio/TV Stations
Local Newspapers
PT.A, g T
. The following are some suggestions to consider when choosing.a committee:
i Since a successful advisory committee depends on the cooperation
' of all members, the ability to spend time working on the commlttee
is as 1mportant as interest in career educatlon.
Limit membership to 10 or less - too 1arge a group becomes unmanage-
able, g
B
. School authorities should not hand-pick a committee - this eliminates

' ; much randomness and validity.

.




7.

g, "

9.

10.

-

.

P Things to remember in working with a committee:_~,

‘ { /o, f
R . . . . , )
At least some members should be from the same‘ethnic and socio-
economic background as the target population,
¢ o\’
) 'A letter of invitation and reply sent to each candidate may be = "
] more effective in finding interested members than simply approach-
ing, possxble members. o - . . -
. - B ) » : -
ORGANIZING THE COMMITTEE: , - - ' :
1, Send information explalnlng the goals of the advisory committee-
T background information of relevant school programs, and an agenda
.+ to each member before the first meeting. ' '
] - N ’ . »
2, Elect a chairperson and recorder from the committee. School person-
T nel should act as consultants. .
4 . ‘e
3. Stress that the role of .the committee is to advise. WNo legislative
) . dGCLSionS ¢an be madg? . .
Agenda should be carefully planned before each meeting and mfnutes

. should be‘Sentrout ftern . .-

- -

When possLble appoint. sub-committees to undertake certain action in
order to save time, :

] .
It

Meetings should be informal and relaxed.' . !

\ - . |
The frequency of meetings should be.determined by need. ' -

Deéglop system for rotation and replacement of nembersi

Decide on method for communicating recommendations to school
adminlstratlon,,school boa,xd and other 1nvolved groups.

Develop voting and discussion procédures, and any other operatlonal

. policies for tife committee,. preferably at the flrst meetlng. -

'

1. Re-enforce often that the role of the committee is to ad¥vise,
not, legislate. : . .

v

2, Keep commlttee informed on schﬂol policies, educatlonal laws,
etc, . .

~

3. Invite committee members to school often, . i
\ .

-

4, Report results of any\actlon taken on suggestions made by
) committee, 1 .- ‘ , . v

Accept and’'investigate criticism of the committee,

6. Give credit and publicity to committee members whenever posgsible..

7. Don'‘t expect committee to merely "rubber-stamp" already made
decisions, - . '




* \ .
- ' ' - ‘
. , €
o, . s
. 8. School personnél should acquaint committee members with the
total special education program, various availgiele services
and laws governing special education, :
b
’ ' ” . . Ll .
? 9. Committee members should not be overwerked; since they are.
volunteers, - .
10. JIf possible, committee meetings should be held at the voca-
tional training facility or in special education ngartment.
| Some posgible duties for advisory commlttee' Ny
1.' Determinipg sRills needed by gradudtes to survive on-the-
. job. . et
.. 2. . Assisting program coordinator in flnding work-study and
training’ placements. - .
L , 3. ,Helping develop tralnlag stations 1n thelr'particular area
4 , of expertise.
/ “ N .
4, Provide feedback on community reaction to program,
. 5. Advice on problems such as transpxrtatioﬁ to job sites, place-
e ’ ment of graduates, etc.
) . 6, Assisting with.needs surveys, -especially in the community.
- ' . ' ) / s
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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 . 2
Graduates '
Employers' , .
s ‘ Féculty “ .

: Administrators

3 -
1

‘Community Members at Large

Several survey methods may be empléyed.including: ‘
‘ Community Members o .

Person to person ~ oral

Mailed Survey

Student - Delivered survey%to parents'
! . Use of Rotary Club, Kiwanis, etc,

.

! Students . .

o

% .
. . Informal by teachers ,

Checklist Survey

e . Survey in ''most-taken'' classes

r

- Parents 5

Use PTA ) ‘ !

Send home with students
;
-
\
;
{
1
1
1
|

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

'sample tally sheet .is included. ; r

. Yy A
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FACULTY NEEDS SURVEY ’

‘ Distribute to teachers to determine the needs, if any, they see for a spec1a1
- “ program.

Prp R L v e e T T P P L R R R L P R DL L L L P LR R L LR e LN

Please complete this questlonnalre accordlng to. the need you have seen thls year.

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

] - -

Class or subject !

EXAMPLES ¢

English lit,, 8th 3:(of 30).
P. E., boys . 4 (of 55)

Average number of failures

+

Of these students, how many do you suspect have learning, emotional, or other
disorders? . . ) .

; too quiet (non-participétor)
. disruptive ‘ ) -

____belligerent . .
otential dropout (uninterested)

poor reader

; poor computati ional sk111s
—___Pphysically lmpa:.red v 4
" emotionally dlsturbed » '
- other

:%‘*;

2, .What kind of special services program do you feel would be of benefit to you
and -the stﬁaenq? ' ] “ S «}

~

3. Would xoﬁ be interested jin helping develop a program to suit the needs of
‘students who do not "fit" into the regular program? *

¢ o
™

3
o Please return completed questionnaire to the main office. .

; l;f{l(;" . , : . o f
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ADMINISTRATION/FACULTY

’ “

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

?

R

v ' Critical - Moderate No
need need neeag
exists . éxists exists .
‘Areas of Need 5 4 3 2 1 " Commeuts
1. Special teachers for the , ) ,
‘handicapped t.

2. Special counselors for
the handicapped

3. Psychologists trained in o
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 handicapped -

A Inservice training of
specidl staff who work -
with the handicapped

8. New facilities ' .

.9. Modification of present
facilities

10. ‘Speqial'equipment .

11.- Special programs for fhe.

handicapped ) . b

12, More state and federal - R
aide o

13. Better ‘contacts with . B
other agencies that work !

with the handicapped

14, Informdtional services Y
" regarding the training N
of the handicapped

5. A plan or model to follow
. 4in nrovidic~ for the
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the handicapped /

3.

Psychologists trained‘in
evaluating emotional and
learning needs of the
handicappéd -

'40

Special staff person(s)
skilled in developing
programs for-the handi-
capped and workiﬁg with
other staff membets.

-
Paraprofessional staff
/o

. Lo
Inservice trﬁlnlng for
total staff relative to
the handicapped .

)

-

7.

7
Inservice ‘training of
special sgaff who work
with the Pandicapped

7
New facilities

Modifigétion of present
faciliﬁies

Spec%él~equipm nt

Spe#&al programs for the
ha?ﬂicapped

12,

M@te state and. federal -

-aide

13¢

x

Better contacts with
bther agencies that work
with the handicapped

-

14,

Informational setvices ™
regarding the training
of the handicapped.

-

15.

A plan or model co:follow .

‘in providing for tRe
needs of the handicapped

-
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committee before they

the- handicapped.

Co

the needs survey conducted by South Whidbey steering

began planning for the carecer education program for
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‘T0¢ Faculty I ’ ‘
'FkOM: Alice Kahler, Paula Hinchee -

 DATE: May 27, 1975 S

SUBJECT: Special Education ' “ e

’can we help both your -class and your students.

'reading, math, social s%udlas, practical training,.éné an alternative

‘7th - 9th grade), (2) those students phat qualify for Title I funds (that

. o
is needed, .

Some teachers have indicated that the Special Ed Program does not

really help them or their students. The fact that tﬁ%y have stated their

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

With the assistance of ISD 109, we are in the process of planning
< »
a program for students who are not able to or vho are not interested in

.

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

.

to a diploma. .
‘e

There are two groupé of students for whom we hope to develop a

. -
program: (1) those students that qualiffy for Special Ed funds (basically

gray area that might be ¢lassified Special Ed--basically 10-12 grade).
Before we can proceed, we nced to know whether the program really,

would heip,yop and whether we have your coopéra@%on.
TR ’ ©
Below are three ba§1c programs belng con51dered each leading to
3

-

0 \
the other, A student may enter at any p01nt however. The first pro-
gram is for the 7th and 8th graders; the second, 9th .and 10th graders,
the third, 1lth and 12th graders., .
'1——-_,,..

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 .

IO




.7th and 8th Grade.

- . /
. \

o  The first prnga@ would concentrate on offering the basié(skills in
;eading and math with aﬁy one .or combination of the following(procedures.
How could each help you or not'help you:

A. 'Students would be reférred, tested, qualified, and placed jn a
1
Speciél Ed reading oxr math class—-such as was done this year.

/ T

L]
~

. ) .
B. Students would be referred, tested, qualified for Special Ed
tutoring for 20 minute pericds during their English class, but

chey will remain in a regular English class. It would be much
: N "

Jike the high school tutoring program now.

v |
— -~

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

The students would have ‘to be tested and qualified for Special Ed.
3—!“\; \‘ P
To fund the program, this is called "mainstreaming."

D. Outside preparation of Special Ed materials for the tcacher to use
‘ -

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

tested and qualified for Special Ed funds.

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

] RS

training for usjing Special Ed matcrials.
! / .
1] . i
“

» !

F. Other suggestions: . ne - L
' i 4 /-»‘.P.. v




9th and 10th Grade

The second prégram would concentrate on pre-vocational skills and

work stations. The work stations would first be within the school--
r'd
both in and out of class. Then they would be within the community.

e

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

s

that could be set'ppa cafeteria), kindergarten, shop, electronics,

@“,repair; grounds~-lsndscaping, jenitor,-PE equipment repair. This e

* 3

type of program'éould~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 £uné§, Titie I, funds for Vocational Special Programs.
"~ "\ A}
N\ _: . !
How could eacﬁjhelp you

I3

or not help you: .

-

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

cot ‘ . \\ \

N

Tt . B. Supervision by Special Ed teacher and/or aide or tutor of special
-ed students in your classroom, Y
\ . '
- _ \ .
v - . . .
- [2]
C. Tutoring by Special Ed teacher and/or aide or tutor to handle pro- - p
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 claés in work hnbits, attitudes, pre-vocational .skillsj (2) be




rotated through approximately nine work stations during the'school
iear and megt the list of skills that is to be learned. at each
stationi (3) be grouieé int; groups of 1-3 students; (4) be /
recomménded for thé class, Would yéu be willing to have groups of

+  1-3 students (slow learners) working within your classroom at a
R '
training station? .
M N

If so, you would'Havq use of special materials for use with other
~ ¢ . *

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

have to be turned in weekly on each special student.

a

E. Other suggestions:
A Y

' ¢
11th and 12th Grade ) . -

|
|
1
1
J
/ l
|
1
|
1
|
1

JIsD 109 is wbrking on a proposal for a Skill Center’ to be located

A

at Paine Field. The property has already been deeded over to the host
district. There are 25 acres that cen be used for the facilities. The

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

~

Veterinary Aides. , Plastics/Boatbuilders/

\
Horticulture Custodial : }
Engincering Technicians-Surveyors Telephone Operators
Auto Mechanics Secretaries/Legal-Medical
Welders -~ ' Keypunch Operators, .
Carpenters Food Service , ]

Elec¢tricity-Electronics . i _ ;
Cosmotologist |
PTruck/Bus Drivers
Machinists




fra

~

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. - y . - .

»

Do you have any thoughts or suggestions or‘feelings concerning this

type of program for the 11lth and 1l2th graders that you could share with

us:

t

5

3 .
@ 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 "mainstreaming."

<

1/

Ye realize that th survey is long, but the time you take to read
and comment will benefit both you and the students. Thanks in advance

(A 2 .l ’
for any help you can give us. v
. v

4 -




The following is part of the community survey taken by the advisory committee
rpr b}
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 THE.CHIEF BLAME?

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

1 Combination +_2 No Opinion .

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

speed and without regard fo,grade lével? . . . !
5 Yes 3 No 3 No Opinion

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

and/or dévelopmentai blocks to learning? .
11 Yes: 0 No 0 ' No Opinion /

4, Should speciégﬁgducation children be placed in a separate learning environment
for; . . ]
_1 Al) Academic Work  _4 Some Work ~4 Kept in General' Classes
_2__Tutored _0 No Opinion
5. Should gpecial education children be transported separately to a special
‘lgarning center?
_l_;yes _8 Mo ____No Opinion _3 Depends on the Severity of the Problem
6. Should mass testing be done to be reasonably certain that all students with
serf&us learning disabilities are idenéiﬁied?
_é__yes " 6 No ____No Opinion
7. How much should Qé spent on "Spécial Education" children? -
* 7 _More thanAa Regular Student _4 Same _.__Less Than .
8. How should the cost of educatiné learning disabled youngsters be handled?
__ Federal Government _J5 _State Government ____Local ?axes

Parents of child .6 Combination

RECOMMENDATIONS :

1) Vocational education programs from elcmentary level through high school are
needed. 2) Award a trade degree rather than academic diploma for studedts in
Special Education. 3) Children with problems should be kept in as normal a peer
group environment as possible. &) Teach to child's strengths, 5) Eliminate
thé stigma of special education classrooms.

% -

¢




POSSIBLE SURVEY ITEMS FOR STUDENT SURVEY:

Careet Development Sgglls: "
. 1. Do you/kqgh how to find out what peopie do in each job? —
. X . .
2. Do you kéow how to find out what.a job pays?
_%.\ Do you know how to ‘find out what jobs are in your -town?
Job-géft;ng Skills:
ui. Do ;ou know how to fill out a_ job application?
\ 2. Do you know how to interview for a job? -
3. Do you know how to learn abdut jobs you can get right out of 1
school?. '
4., Do you know hdow to read the want ads?

Survival Ski &QS"

-

%2~\\ 1. Do you know how to open a savings and checking account?
L .y 2 - ! Y
: 2:; _Do.you know how to get a social security card?
11
R 3. Do you know how ‘to register to vote? ‘
4, Do you know how to join a Union? -
5. y Do you know how to make up a budget?
‘ 3 ) = s I3
a y
6. Do you know where you can get'a lawyer? ¢

These survey items could be used s1mp1y as in informational yes-no survey, or
students could be required to complete activities in each area.

In addition to a survey in the area of career education, achievement test scores
can be useful in determining the functioning level of the qtudent s, -and resulting
entry«ievéI skllls required for the program.

‘ - ’ Al!v_l i . / (; ) ) ) ..
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In addition to assessing needs, it is jmportant to assess personnel and

facilities already available to help implement career education progréms.

w ]

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

SCHOOL AND COMMUNITY INFORMATION

1. Career Development Materials with reading levels appropriate for handi-
y cappéd learners: _
Books* ) -
Pamphlets
Career Kits R ’
Films or Vldeotapes/
Filmstrips
~ Job Kits
' Records or Tapes
.Periodicals °
Manuals
. Trade School Catalogs
U. S. Armed Service Catalogs

L)

v 2, Occppationai Préeparation Programs
Vocational~Tech. Schools

Private Vocational Skills

Sheltered Workshops with tralnlng facilities
\Apprenticeshlp Programs

3. Job Placement Assistance
e 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
vy * Mental Health Centers )
Counseling Centers . y
Planned Parenthood
Family Planning -
County Mental Retardation Board .
United C.P. Association & V}
Residential Caré Facilities :
|

Community Services for the Blind/Deaf




SGHOOL AND COMMUNITY INFORMATION (CON'T).
6. Agencies Providing Support and Help (Speakers, Monatory, etc.)
i Lions Club
' Rotary Club ’
Chamber of Commerce
Community Health Department ’
Colleges and Universities ) ‘
Community Buginesses

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

A "Careers" Class
Home Ec, Classes:
D.0, Program
Family Life Classes | ' ¢ .
Industrial Arts Classes . .
Business (Classes . - ~
Teachers with particular vocgpional experiences

6”




~ . o
' ’ SELECTION OF GUALS FOR A v
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 ghilosophy, personality of the community,
and the prefent provisions for education of.the handicapped in the
district.

= Career Educaﬁion is such a broad concept that état;ng one over=-all
goal is difficult, ﬁowever, in generél Career Education should provide
handicapped youth with experiences to help them:

1. devélop their' positive self concept,

2., realistically assess their abilities,~

3. develop their decision-making abilities,

4, explore appropriate occupational choices, and

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

In addition, the following statements reflect the basic elements

of career education for -the handicapped:

L2
+

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 provideé realistic assessment of abilities
and disabilities to aid development of vocational skills.

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

job skills, leisure activities, home and family life respone

bilities, and community participation.
\

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

o = 5., Career Education encourages development of the total person -
A \\g{

specific objectives..related to the goal(s) are recommended. Objectives
serve to break the total career education concept into workable segments.

Some suggested objectives are:

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

jab skills. %
- . 2. To provide an opportunity for schooi~community involvement,
L]

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

,‘!1‘ "
)

~
Ji

~t




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

5. To provide students work experiences and out of school adult . i
tontacts for a more realistic view of their future.

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

. 7. To emphasize continuous reinforcement of learned @cademic and
‘ vocational skills, - . ’ /

S. To allow immediate application of technical and social skiils, Y

) 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 enccurage 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., : ,

T 14, To realize the likelihood of having to change jobs and/or
occupatlons several ‘times after graduation. '

15. To-experience the mechanics of 1ook1ng for, applylng for and
© getting-a job.-

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

17. To implement academic curr1cu1um, especially for students who
» are not goal-orlented

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

19. To expand student ] 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 spec1flc f1e1d

and/ox* job.
21, To improve student related gommunications between teachers,
. counselors, and administration..

.
’7"

22, To improve school- community relationships through an active
adv1sory~comm1ttee and employer-counselor 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,

26.
27,
28,
29,
30.
31,
32,

33.

35.

36.

37.

38.

To encourage student to evaluate himself in terms of his and
other's expectations,

To provide placement services for program graduates,

To make entire school curriculum more relevant by’ developing.
better awareness of constantly changing demands ‘of world of
work.

To help students develop good self concept in terms of career
..goals, . ~

To direct students to sources of local employment assistance
which can help them'adjust to job changes throughout their
working years. o

To help students make a smooth transition from school to work.

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

To provide inservice to entire school staff on importance and ,
methods of lmplementingwcareez education.

the school by taking advantage of those already in the communlty,

To increase the quality and number of facilities provided through )
To .reduce student drop-outrr te through a currlculum that relates
subject matter to a real career situation. - .

. )
To provide an inexpensive source of addit.onal learning resources ]
to the students by active involvement of :he community, .

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

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

-

To assist students in developlng theﬁr rea11st1c decLSLon-maklng
abilities.



o . FUNDING ALTERNATIVES

 Examining funding sources and previoualy funded projects can provide ﬁdeas
e for meeting the needs of handicapped students in your district,

Some funding alternatives to consider are;:

~

VOC ED
The Vocaticnal Education Amendments Act of 1968 provides that 10% of
Vocational Education funds be used in programs for the handicapped.
Applications for Vocational Equcgtion funds must be in the form of a,
project proposal clearly stating the goals, procedures, budget and
evaluatlon of the program. . '
7
B Applications are reviewed on éhe\following basis:
\\ . -
Lo . 1. Impact of meeting vocational needs of youth,

N - 2. 'Impact on reducing youth\unemployment.

L
3. Extent to which project promotes cooperation between public
education and appropriatelmanpower agencies, ' \

4, ,Relevance to priority areas in vocational educat ion speclfved
in the long-range program plan. ]

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

6. Adequacy of ‘facilities.

t

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

TITLE IT SPECIAL NEEDS |
Districts may make application for published materials to supplemenﬁ
programs for handicapped when.special needs can be shown. Again these
( funds are competitive but proposals which deal with programs for the
handicapped are encourcged. 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 pelcent of tbe state s allocation of Title III ESEA funds are
to be awarded to innovative or exemp]ary programs for children with
handxcappxng conditions. Because of the philosophy of this Title,

e “‘obtaining prosram approval is a highly competitive propositi-u. Guide-

7. ‘Reasonableneés of cost estimate. ) !
|
|
|
lines for submitting proposals may be obtained from your Statc Office. 1
| i
|
|




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

Limfted funding ii'provided on a competative basis to school districts
under two paragraphs of Title VI. 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 handi-
capped, - . . -

i . -

\ ) v

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

A

A
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teacher to providé 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,

Cooperative Mobfle Wage-Ea

v

Mobile Vocational Evaluation Unit

D.V.R, Pre~Vocational Coqnselors

NARC-0JT )

. When possible, the local office of the Department of Vocational Réhabilitatioh

This on-the~job training program is .a national conttract between the U.S.®°

ANCILLARY SERVICES

A

. ’ )
In small, xural districts it is almost impossible for the special education

Following are four

es of ancillary, supportive services.
ng Home Ec Program , ‘

Program designed to preparé students for entry level jobs in home economi.cs
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 iqstitutional care,

food service and clothing repair, kK = -
Ao

Secondary E.M/R, Students involved in the career education pfogram would be
eligible, : )

v
e

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 assgssment 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.

may be able to supply a part or full time counselor to work with students who
have & 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. involvement could greatly expand program
possibilities, 2

1

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-0JT and the employer enter into an agree-
ment whereby, NARC reimburses 50% of the Cirst 160 hours wages aud 25% of the
next 150 hours wages, with the understanding that employment will be continued
after the reimbursement period. The employer retains the right to temminate
employment at any time. J '

A
9%V




e

To be eligible a student must have an I1.Q. of 80 or below, be work-ready and

be in his final year of formal education.

Some other local sources of assistance might be: |
County Mental Retardation Office '
Local Assoc1at10n for Retarded Children
County Nurse . ' . ;
Day Care and Trafniné Programs . ‘ .
Local Group Hemes and Boarding Schoois
State Employment Office
Y.M.C. A, : ' »

-
t

youth employment) &y
Goodwill Industries of America )

v
¢ -

To find out which services may be available to you, contact:
Intermediate School District

State Superlntendent of Instruction

State Vocational Education Department ) .
Mental Retardation Board . .
Association for Retarded Children
Nearby larger districts

Local colleges or universities

oy > A )

»

State Employment Office (informatxon on laws and regulations governing

g
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EEACHER TRAINING

-

-

Supportive services in the area of teacher training are also necesuary

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

program,

This teacher training should include all regular classroom teachers

in addition to the special educators.

This involvement of regular classroom teachers is especially important

in small rural schools since in the small district handicapped students are

'usually
.To
several

1.

2,

- 3.

P

4,
5.

intégrated into the regular classrooms., _
encourage teachers to participate in inservice or training workshops,
suggested alternatives are:

Provide release time for teachers. '

Provide inéervice credit related to the‘pay scale.

Work through a college or university to prov1de college credit to
teachers.

!

Pay teacher's expenses to attend classes.

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 Fducation

Awareness of Handicapping Conditions ' ) h
Learning Characteristics of the H§ndicapped

Materials Modification .

Cla

Career Education Concept -~

Usezpf Ancillary Personnel (psychologists, therhpists, ete.)

sroom Management >

Infusion of Career Education into Curriculum '

Communications between regular and special education teacher

Student’ hvaluatlon
Dealing with Parents

Teaching Survival Skills to the Handlcapped

The&e 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

1]
used in teacher insétvices.
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SURVEY OF VIEWS ON CAREER EDUCATION

Conditions caIiingﬁfor Educational Reform

w

Career education hopes to correct the following criticisms of American Education:

1.

3.

5.

9.

/
/

Too many persons leaving our educational system are deficient in the basic

academic skills required for adaptability 1n today's rapldly changing
society.

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 1eave
the educational system. This is true of both those who remain to grad-
uate and those who drop out of the educational system,

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 needs
of that vast majority of students who will never be college graduates,

American education has not kept pace with the rapidly changing posk-
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-educated worker have contributed
to the growing presence of worker alienation in the total esgypational
society. '

Too many persons leave our educational system at both the secondary and
collegiate levels unequipped with the vocational skills, the self-under-
standing and ¢areer decision-making skills, or the desire to work that
are essential for making a success¥ul transition from school to work.

PR BN N
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.

The growing needs for contxnuxng and recurrent education on the part of

adults are not being adequately met by our current systems of public
education. .

~

'Insufficient attention has been given to 1earn1ng opportunities outside

of the structure of formal education which exist and are increasingly
needed by both youth and adults in our society.,

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

.

>




10,

11,

£

B A

American education as currently structured, does not adequately meet the

needs of minority, nor of economically dlsadvantaged persons. in our

society. ) p

. s '

Post hlgh school education has given insufficient emphas18 to educational

programs at the sub ~baccalaureate degree 1eve1.

IN YOUR OPINION how VALID was each of these statements? To what degree lS each

statement APPROPRIATE to use in, relation toé the rising career educatlon movement?

‘ Condi tion VALID ' APPROPRIATE
Yes No Not Sure Yes No-~Not Sure
100 "
2. — . o
3. T -
4.4 ///’/‘ — —_— —_— —_— —_—
] - 5. . .
6. \Q_ ‘l__ —_— . __' — — .
R A 1_“ 7. . _—; - ‘ . _
, 8. N\ L
7‘\"\\ e9. .
, . Y — — - _— -
. 10.’

<

-

1.

e

11. ’ ~

!

. s\

s

Career Education is based on a number of concepts including:

Since both one's career, and one's education extend from the preschool
uhrough the' retirement years, career education must also span almost
the entire life cycles ‘

The concept of product1v1ty is central to the definition of work and
so to the entire concept of career education,

Since "work" includes unpald activitics as well gs paid employment,

reer education's concerns, in addition to its prime emphasis on paid
employment, extend to the work of the student as a 1eapp5f, 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. .

-
»

*
T



- as a Weans 'of helping each individual answer the questlon "ghy should I
- work?! ,
: N\
5. Both one's career and one's education are best viewed in a developmental,
rather than.in a fragmented, sense.

¢

6. Career education is for all persons -- the young and the old; the
handicapped and the intellectually gifted; the poor and the” wealth
/ ,and females; students in elementary schools and in the graduate col

. . ‘)

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 work that is satisfying to the indlvidual and beneficial
¢ to societ

"' 8. The indiviQualistic goals of career education are to make work: a) possible,
b) _meaningfyl, and, c) satlsfylng for each individual throughout his or her,
lifetime. -

‘ 9. Protection of the™¥ndividual's freedom to choose and assistance in making
and implementing career ‘decisions are of central concern to career
education: . 8

] }( ’ ‘ .

10. The expertise required for implementing career education is to be found
in many 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 \ . .
CONGEPT AGREE + DISAGREE *  NOT SURE
te - - . "y B
1 — - _
2 —_— —_— -
3' e ra—— { ———;\) A ettt
4 L ‘
5 — +
6 - : '
7 —
8 - — .
f 9 — AN
’ 10 — ~ . 4 A

-+ ,
. - o
A 4. The cosmopodlitan nature of today's society demands that career education ‘
embrac# a multiplicity of work values, rather than a single work ethic,, :
i
1
i




The'following are basic dassumptions about possible results of a career education
program: .

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

N . i )

2., There exists no single learning strategy that can be said to be best for
all students. Some students will learn best by reading out of books for
example, and others will learn best by combining reading with other kinds
of learning activities. A comprehens1ve educational program should pro-

- vide a series of alternative learning strategles and learning environ-
" ments for‘students. . X )
3. Basic academic skills a personally meaningful set of work values, and
* good work habits represent adaptability tools needed by all persons who
choose to work 1n today's rapldly 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 developmenéf as part of human development, begins in the pre-
school years and continues into the retirement years. Its maturational

i patterns differ from individual to individual. =

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

8. Occupational decision mcking 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.

. v

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 chilghood years,

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

»
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11.

v
-

A positive relationship exists between education and occupational com-
petence, but the optimum amount and kind of education required as prepara-

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

12,

13.

14,

15,

16.

17,

18,

19,

20,

21,

» * B [4 V]
The same general strategies utilized in reducing worker alienation in

industry can be used sto reduce worker alienation among pupils and teachers
in the classroom.,

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.

Career decision making skills, job hunting skills, ard 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
developmént, ' :

Excessive deprivation in any given aspect of humdn 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,

An effective means of helping individuals discover both who they are (in
13
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. -

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.

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,

-
)

In choosing an occupation, one is, in effect, choosing a 1ifesty19.
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.

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, )




22,

23.

24.

25,

3 ’

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. .

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

.

The basis on which work can become a persona11§ meaningful part of one's

life will vary greatly from individual to individual. No single approach

can be expected to meet with universal success.

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 programetlc assumptions of
career education listed, VALID?

N ~
r -~

ASSUMPTION VALID INVALID NOT SURE

-~ 13

—r
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11
12

14
15
16
17
18
19
20
21
22
23
24
25
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The following kinds of tasks are suggested for initial implementation of a comp-
. rehensive career education effort.,

o

A. All classroom special education teachers will:

1. Devise and/or locate methods and materials -designed to help pup11s
understand and appreciate the career implications of the subject
matter being taught. -

*2, Utilize career-oriented methods and materlals in the 1nstruct10na1

program, where approprlate, as one means of educational motivation.

| 3. Help pupils acquire and utilize good work habits,

.

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

. 5.. Integrate, to the fullest extent poss1b1e, the programmatic assump-
tions of career education into thelr instructlonal activities and
teacher-pupil relatlonshlps.

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

7. Helping students acqnire job-seeking and job-getting skills. ,

8. Participating in the job-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 admlnlstrators) .
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 p%ograms designed to lead to
reduction in worker alienation.

Participate in career education policy formulation.




c.

D.

”y

Counseling and guidance personnel will:

The
1.

2,

30‘

I,

2,

’

Help classruom teachers implement career education in the classroom.

Serve, usually with other educational personnel, as liaison contacts
between the school and the business~1ndustry-1abor communlty.

Sevve, usually,ylth other educational personnel, in implementing
career education concepts within the home and family structure.

Help students in the total caveer development.process, including
the mxking and implementation of career dec1s10ns.

Participate in patt-time and full-time job placement programs and
ih follow-up studies of former students,

home and family mémbers‘whefé_pupils reside will:

Help pupils acquire and practice good work habits.

Emphasize development of positive work values and attitudes toward
work. ? : -
Maximize, to the fullest extent possible, career development options
and opportunities for themselves and for. .their children.

' Educational administrators and school‘boafds will'

/
Emphasize career education in the spec1a1 education program as a
priority goal.

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

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

Provide the time, materials, and finances required for implementing
the career education program,
o

Initiate curriculum revision des1gned to integrate'academic, general,
and vocational education into an expanded set of educational.oppor-
tunities availablé to all students,

« &

-

i
!
|
|
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N In your opinion, how appropriate is each of the tasks.
» ) N

.. - APPROPRIATENESS OF. TASK
TASK YES ~ NO NOT SURE

A-9

B-1

B-2 . i
B-3 !
"B-4

B=5

c-1

c-2

c-3

C-4

C-5 . -

"' D-2
D-3
E-1

E-3 -
E-4
E-5

, ?
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. Inservice II \
.Slow learner Awareness Activity .

Teachers who are usually fairly efficient learners frequently have

little or no ﬁerception of how the slow learner experiences school. The

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

be a slow learner, For this actiﬁity, 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 infléxible, but he also

’

interjects d number of factors which increase the stress of the experience,

)

L. . 4 N
For instance, he "cuts" on students if they hesitate or ask for an item to be *

0 N 2
repeated, he imposes time pressures, he creates distractions and interruptions
% .
LS B

which interfere with the achievement of the class, and he embé%rasses the stu-

,

dents by having them exchange pépers, and later by having them report their
grades orally. The following direc¢tions are given to the group.

) v
o .
.
n ‘

”instructor: I am going to give you a test ;9day. Not only will we be measuring
11

your achievement in basic skills, but we wi

¢

you function as a learner, also, In other words, your performance will tell

-

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

be learning something about how

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 yourselves so that you are in alternate seats, and take out a sheet of

- /

paper and a sharpened pencil with an eraser.

I. Spelling
Instructor: The first subtest i a-measure of your ability to spell. These

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

to you. I will pronounce each word only twice. Listen carefully as I chnnot
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repeat it more than twice, Ready? (Do not use the words in sentences nor

'give the meanings.)

10.

“

Apraxia (Difficulty in motor output or in performing pufposeful
motor movements due to abnormality of the central nervous system.)

Athetosis (A form of cerebgél palsy markéd by slow, recurring,

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

. /. . .
Dyscalculia (Lack of abiltty to perform mathmatical functions,

e

usually associated w%;h neurological dysfunction or brain: damage.)

/

Exaphoria (Insuffidient action of certain muscles of the eye so
/ . .
that one eye téndé.to deviate outward but can be controlled by

extra muscie effort.)

~
.

Exogenou§ (A condition or defect resulting from other than
. - { N - ’
’ o 4
heredity or genetic factors, such:as.environment or .trauma.)
) , 2 ‘:}' ", \}_ "‘ > . . . .
Galactosemia (An inherited condition of mental Yetardation caused

N
4 L ’\

by an error 'in the metabolism of the galaétose in milks)

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

motor activitX.)

Psychopatholoéz, (The study of the causes and nature of mental

v

disease.)
|

Sensorimotor (Any act whose ndture is primarily dependent upon

the combined or integrated functioning of sense organs and motor

.

mechanisms.)

- [
Strephosymbolia (Perception of visual stimuli, especially words,

¥

in reversed or twisted order.)
>




. 11,

III.

"Arithmetic -

Word Meanings |

Insfr;;tér: For paré two. you are to write the‘definitiqns or meanings
for each’;f the words you just spelled. Get right to work.
Dictationf_ ) 3

t
Instructor: We will now test the speed and accuracy by which you are able

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

Y
-~

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

clude the'negessary 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
Drotectlve env1ronment a handicap may be first really realized as a
deterrent when ‘he is grown. Then it will come as a shock.

PLY

¢
instructor: This subtest measures your ability to use basic arithmetic
sk}11s¢ fhe first three problems are to be calculated "i& your heads",
In other wordé,‘do not writé anything on your paper except the answer.
Listen qarefully as I will not be able to repeat the problems. (Read these
quite rapidly.) #
1. 13+8X2%9 « (1/3 of 27) + 6 = :

Reéﬁrd your answer., (7N

2, 2%x134+9+5%x9-23

10 =

7 .
Record your answer. ' (6)

o




-

2

3. 575 $#23 +1/5+13 x5 =

K

#

Record your answer, (90)
/

Instructor: You may calculate the next two problems on your papjirl Both
"

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

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

You ldve 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

for 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
55,
each error, In other words, if you have two wrong, your score will be 804"

(Allow time for this to be done.) For subtest three, you deduct two points
1

from a possible 100 points for each word that was misspelled or omitted.
Each item id Subtest four is worth 20 points, so deduct 20 points from 100

for each error in this part,

-~
o
e
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scale,
1

A =93 - 100

B =85~ 92

Cc =177 - 84 ’

p=170 - 76
F= 0 - 69 ‘ ,

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

N

\ 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 agk you to tell me your grades, but perhaps I had better

“ 1

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 expericnce 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 td list

these respanses on the board.)
x -

)
-

(=4

Q -
\
Instructor: Now calculate the grade on each subtest according to this.
1
|
|
|
|
l
1

o . 1
? ‘.)'\l . i . :
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N

TEACHING THE SLOW LEARNER.

Fostan o

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 ' Teéchiug Strategies

Short attention span: _ %Short periods of ect&vity.
*Appropriate degree of difficulty.
. -Attractive materials,
Activity related to the interests and
needs of the students.

»

Easily frustrated: *Keep challenge' appropriate for the
. . ebility level of the student.
- Give directions slowly; use words that
the student can understand. ‘
Be specific and consistent in ngxng
directions.

Give the student adequate time. .

Give encouragement and praise.

Don't embarruss,the student. Avoid

. threats.

Have alternate plans whenever possible. |
J
|
|
1
]
|
|
1
4
i
J

Low verbal activity: *Use simple vocabulary and sentences.

Choose written materials close to .

thei¥ level.

o Use pictures, illustrations, and
demonstrations.
When possible encourage students to .
. : - tell what they are doing as they
' ) do it.

7

Slow in responding: ’ *Introduce one idea or step a. a time.

Keep questions simple and dircet. |

Allow adequate time to respond. . }
|
|

Poor short term memory: *Relate the new to something already
knéwn, . i
. ,  Establish orderly procedures. |
5 ‘ . Provide |new learning in small doses. ’
‘ ‘ . *Provide [practical examples.
N Prowide repetition and drill.




Difficalty,in attacking
problems,

Difficulty in making
generalizations:

Cautious about new
experiences:
]

Poor work habits:

<

*Practice new learning as quickly as
posdsible.
*Review frequently.
Use new. learning in a variety of
situations.

[}

*Show what ‘to do while you tell.
Have student show that he understands
vhat to ‘do.
Simpiify 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. %4/ '
Show how various.ideas and activities
are similar. o

*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,

*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;
recognize achievement,

*Communicate problems to spec1a1 ed
teacher, -

ol ‘7
~\’:’

= 9,
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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 couldtdo better "if they tried".
These strategies may be helpful twith working vith,learning disabled

students,:

Characteristics
Wide discrepancies in their
abilities:

Frequently exhibit disordérs
in gpoken and written
language:s

] ¥

Frequently exhibit reading
problems: ¢

Frequently exhibit difficulty
with computasional skills:

.

Frequently develop emotional
problems:

Poor self concept:

.

~

Teaching Strateéies

¥ Identify areas of strength; maximize

use of these areas,

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

Provide "crutches" for problem areas,

Provide approprigte remediation.

Allow alternate methods of expression.

Permit student to-work,from his
ability and dchievement levels,

L

Provide E""ropriate remediation.

-’Provide 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, v
Provide adequate success experiences,

. Give recognition for achievements,

Provide success experiences,
Avoid embarrassment,
Show acceptance of student.

>

oo
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STUDENTS WITH EMOTIONAL HAKDICAPS
Emotional stress will have an adverse effect on learning. Even

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

an environment that is relatively safe and low in stress.

Fo

Characteristics

Shext attention span due to
*stress:

NG

Inappropriate behavior;

.
¢

b

Low(grustration level:

Difficulty in forming
interpersonal relationships:

Classroom strategies

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 inappropriate 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 desplte
inappropriate behaviox.

[y

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

s
410




Name

Subject Taught

EVALUATION .
: Excellent Poor
1. This meeting dealt with a concern I 1 2 3 4 {5
have had, 5 R / / /
2. "The information presented clearly 1 2 3 4 5
answered questions on the agenda. /Y Y Y
3. This meetiﬁg helped me understand 1 2 3 4+ 5
referral procedures and placement. / / / / /
4. ™he teaching suggestions and 1 2 3 4 5
materials display for slow / / / [
learners were useful,
Suggestions for improving meetings:
Y

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

. | . //

T
R
. . . N
*
P
.

Suggested topics for future inservice meetings: _ 1
1
|
i
|




DELEGATION OF PROGRAM RifPONSIBILITIES

In a small, rural district, the secondary special education teacher
will ,probably have the main responsibility for managing the career education
p;ogram including any work-study placement of handicapped studenﬁs.

Advisory committees, ancillary personnel, aéminisqration and embloyers
can all assist the teacher in order to lighten 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

“pitle I teachers
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. RFSPONSTIBILITIES

TEACHER/ ' ADVIS

Ydentify students who qualify for
special help.

- S D S TR PG S D B S ) D D D T D ) D ) D e e

Develop secondary EMR program (goals,
objectives, curriculum) o

PN L L L L L Y L R P R P M PR L L Y]

Coordindte K-12 Special Education

progran

e T LT Y L L P Y P Y L L T

Develop system for on-going evaluation
of Lotal program

L L e R R R R Y T Y

Provide facilities fof instruction
(including 'vocational)

e D e D S B W B S e S - O S S s T W e e

St down policies for work-study
program :

R L L T P T L L R Y L

Evaluate -student's functional level
at beginning of program

Develop goals and objectives for
each student in program

Provide necessary academlc
instrlctlon

------------------- . et e P s TR W YO e B W Se v S

When possible, integrate student
into mainstreawm classes and worl

with teacher

COUNSELOR ADMINTISTRATION . EMPL.OYFR CoMMI

e RN Y L L L L o T T e

Develop Approve & Advise Advis
Advise

Advise Advise J Advis
Develop Approve —

~ Provide Provide Advis

¢

Advise Adopt Advise Advis
Evaluate ' 1

Instruct

Consult &  Coorxdinate

“--‘---c.------—--------—--n--—;nli‘ ---------- r-‘----?..-ﬁ
1
. Coordinate %

i




TEACHER/ , ; ADVISORY  ITINERANT
COUNSFLOR  ADMINISTRATION  EMPL.OYFR  COMMITTEE  PERSONNEL

. ' ] Psychologist-

Develop  Approve & . Advise Advise -  Vocational
- Advise . Consultant
) Advise

Advise - Advise ‘ Advise \ Vocational
‘ . ' Coésultant

Consultant
\ / Advise
=mmmemoese - e e b LR bt b b b Dbttt mem——— e
ctdon \ Provide Provide '~ Advise . Vocational )

\ . .« Consultant
0 \ : . Advise

‘evaluatiog\\\ " Develop Approve _ ‘ Vogational

tudy ‘ ﬁavise Adopt Advise Adv{se Vocational ﬁb
. . . Consultant
Advise

--------; ....... ;--;_---__-------SL---------;--;----;--------------,--nn--------------------:

1 level Evaluate ) Psychologist

. ) £, . R . and’ Vocational
' ' ‘ Consultant =
Evaluate

%

fof Develop * = ' Psychologist
P and Consultant
- 1. Advise

-
P T L L T L L L L T

. 5

.. “Instruct . M Consultant
- . Advise

gdenfﬁ -Consult & Coordinate ’ Consultant ;

worl ( Coordinate o Advise ;




. TEACHER/ oo ApYy
RESPOMNSTBILITIES COUNSELOR ADMINISTRATION EMPLOYER co
Prepare students with necessary Instruct : ' Instruct
general job skills v Advise
" Maintain discipline in class and Discipline Support
during school hours ‘
Evaluate student career potential Evaluate Evaluate
realistically " , L
? L .
\
Provide 1n-school work experience® TS Cootds nate Provide/
\ Q§§§§§s\ ‘ Approve
----------------------------- -\---—--'_:ﬂ.—-------—" ----—------—---'-----nnn---wﬂ*—------—-----‘
Frovide community work stations Coordinate Advise Provide Adv
gépprove Inv
"'"""‘."'-"'"""'""‘""“'_""""""‘ """"""""""""""" Y """""""""""""""""
Analyze work~-study job by skills Analyze \\\\\\
required AN
Develnp specific job skills needed Instruct
for work-study job
------------------ -ygd—----n-----—----n—v---——n----—-————m-—-----u-——-_------------' - e 8t wm Gm Gm =
Provide nacessaxy tradsportation Coordinate Provide
to job site
Supervision of on~the-~job work Supervise Approve "™ Supervise ~
(release gime)
Evaluate. students work=-study Evaluate Evaluate
experience \
Terminate and evalu ate successful . Confer Support Confer
job placement -Decide Décide
Follow=-up on all prcogram graduatés rollow-up Follow-up .
Publicize work-studgy program Publicige Publicize Publicize Pub




\
E
[ «
‘ ,EACHER/ ADVISORY  ITINERANT
% COTMSELOR ADMINTISTRATION EMPLOYER COMMITTEE __ PERSONNFEL
ssary ) Instruct I%struct Consultant
Advise, Advise
iss and Discipline  Support . Consultant
. _ Advise .
................................ em e mMmmeemmmmmmmmmmmemmmmmmmmmeammeeseeee—em—————————————
tential . . Evaluate Evaluate " Vocational
¢ Evaluator
) Evaluate
erience Coordinate Provide/ : Consultant g
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WORK ACTIVITY GUIDE -

Since the special education teacher will probably have the major respon-
~ sibility for management of the career education program, it is extremely

important that his/hér duties be learly defined, \

One method of doing this is to develop a Work Aétivity Guide which describes
significant activities, authority exefcised and channels of communication. It
Would probably be beneficial to the program to &evelop such a guide for all
personnel involved in working with the handicapped, since the guides not only
clarify each persoﬁs role in relation to the total program, but provide an
excellent basis for evaluation. .‘_

Sampies‘of Work Activity Guides for a Special Education Resource Room
Teacher and Vocational Consultant are included.

While this fgrmat has been uSed successfully, another type of guide may be

more effective in your district. :




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

v

- - AR :
: ’MJOR FLUCTLOVS - SIGNIFICANT ACTIVITIES PERFORMED AUTHORITY EXERCISED
PROGRAM Y. Assist in initiation of rdferrals .
DEVELODIIN R L P PP PR R P B ettt R el ettt e —————
2. Determine gpecific learning difficulty and
subsequent neceds of students.
a 3. Participate in case conference :
--------------------------------------------------- e e o et e e o e e
4. Tormulate program for each student, in
cooperation with regular classroom teachers.
5. Develop plan for lﬂtegratmng carcer educa-
) tion irto each student's-program.
[ . 6. Develop system for on-the-job work experience.
- 7. Seclect and 1equest appro?rlate instructional
materials,
. PRCGRAM . , 11, Work with teacher(s) and student to formus
' IMPLEHENTATQPN late learning contract.,
2. Plan and caxry out instructional program to
fulfill contract.
3. Assist teachers in individualizing -instruction
_to meet handicapped student's neceds.
a “' ---------------------------- Wy o e B8 s SR S m SE WS o 0w e G0 O ok G e ae S4
4. Use appropviate instructional materials,
5. Train aides for maximum use as supplemental
instructors, when available.
L U
Guide students through Carcer Education
Program, . )




|
|
|

,

RK' ACTIVITY GULDE FOR RESOURCE ROOM TEACHER (Secondary W/S ®Program)

!
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A

SIGNIFICANT ACTIVITIES PERFCRIED .

AUTHORITY EXERCISED

- T
WITH 0 YOU COMMUNICATE

Assist in initiation of referrals

R OB e e e e s 6 04 o e e e S e b Se gy e S M e WP G G Am B M Gm BB E am G m am S G e an G e e S em e

Petermine specific learning difficulty and
subsequent needs of students.

...-.............-....._...--..........--._..__......_.....-.._......_..._..—....__..

Formulate program f01 each studcnt, in
cooperation with regular classroom teachers.
Pevelop plan for integrating carcer educa--
tion into each student's program.

- e e o e eh Gm e en B G e g S A e S g e S e S T Gm G A g A G S G0 M e SR e e A e

D e e e R R e R e e L

Select and request appropriate instructional
aterials,

b 00 s 0 o . o8 e 08 R MR e em S e e e
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ork with teacher(s) and student to formu-
ate leayning contract. '
lan and carry out 1nstrucL10nal program to
ulfill contract.
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ssist tcachers in individualizing instruction
o meet handicapped student's nceds.

- o - en 4 s A P S a BB S GRS S e b e e O G0 s G0 S GD Y G G e GO B G W e e S

--—-...--—......--...-q-------_,__--..-—-----.-..---—-——-...

rain aides for maximum use as suoplcnental
nstyuctors, when avallable.

uide students through Carcer Education
rogvam,
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WORK ACTIVITY GUIDE FOR RESOURCE ROOM TEACHER (Secondary W/S Program)

LAJOR FULCTIONS . S;GHIFICANT ACTIVITIES PERfORMED ) AUTHORITY EXERCIS
PROGRAYM B © S -
IMPLEMERTATION 7. Place Yqualified" students in work
gE?ntinued)- experience program, o
L . . B
?. r - \ D
HOUE AMD 1. Educate pavents and community to scope
CORUNITY and seguence of special ed progiram
LIVOLVEMENTY A through active participation in .

advisory comarttee

.
- o n . e vm 0 e A G wn a0 S S G G G GoF B e G R G G T wa G e G SR 4w bR e e P S om R e e e Y L

2, Train parents 'to carry out home instric-

tions where indicated. *
4
[ L e R L R R R R R O L L R L R s A e R L L L Y
/ 3. Develop and maintain system for cva’uatlve
‘ contacts with employers. SR .
............................................... e i s n e v v n e
4, Maintain contact with stident's parents
" and/o: guardians ..
5., Make available results of follow-up
studies. ‘ |
| EVALUATION AMD 1. Maintain daily record of student's progress, %
| TGUECAST | =eeemecmecccccccmecemseecessiaccemeseessceeee s e e a i c e :
2. Evaluate students on-the-job work ehpewlcncc. §
A L J L e e O L T A e o e 0 on e e v o 0 o e v w0 > e s W s p
o 3. Conduct follow-up of program graduates, %
S N B ettt R L E el R e faiadadb Raieiadniediadeliabelabekaiaalebaiadefial Satnbatetinbatie b adiadadiaied '1
k 4. Ivaluate cffectiveness of avallablc instruc- i
tional materials. -
PR e e T e e R R R g o Rk o o Ra ol (el b adiade e S sfindadiodahatalh e lbadei e hadadad -t
: 4
5. Provide information to assist in budgeting ;
for program. |
- a
-~
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K RESOURCE ROOM TEACHER (Secondary W/S Program)
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Page 2..

SIGIIIFICANT ACTIVITIES PCRFORICD

" AUTHORITY®EXERCLSED | WITH WLOM YOU COMMUNICATE

Place '"qualified" students in work
.experience program,

Educate pavents and commurity to scope
and sequence of special ed program
through active participation in
advisory committece
Train parents to carry-out home instruc-
‘tions where indicated.

Develop aid maintain system for evaluative
-contacts with employers.

P ——————————————— o e pa e S S TS e ea WP G OO G G S0 S 08 TR ba S A U0 4a Su 00 e wa e ea
Maintain contact with student's parents
'and/os guardians

Make available results of follow-up

studies,

.
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Maintain daily record of student's progress.
4
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Bvaluate cffectiveness of available instruc-
tional materials.

Provide information to assist in budgeting
for progvam.

[ e ar o0 om0 o 2o e s o b e P 0 b e g e e e O g 0 e 0 6 Gm s P Ge Ga TE s 0 ve be SO N SR Sm e ba S8 SR eS8 0P en o an

P R T e L R

R L L T T R A R R




> ap - e

4
/,
7

.
\IV

»

WORK ACTIVITY GUIDE FOR EDUCATIOU SPECIALIST -

.

(VOCATYONAL CONSULTAJ

HAJOR FUNLCTIIONS

SIGNIFICANT ACTIVITLIES PERFORMED

AUTHORITY EXERCI

FROGRAM
DEVLCLOEILINT

c

e e e e e e e e v e e G % R e e T M P e o e T e e R e e L e S e e e
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Plan instructional programs based on appropriate
assessment information.

s in individualizing lnstructlon

Assist tecachesr
room.

in the class

a

Identify groups and individuals interested in
participating as advisors in the cstablishment

of appropriate programs for sccdondary nandlcapped
children,

Organize interested individuzals from ach local
district into a workable committee and \dircey
their action, ) - ;

Revicw programs and’ facilities in cach partici-
pating LEA and survey existing carcer cducation:
programs for the handicapped. . .

a

Act
Recommend

Advisc
Recommend
e ———————— -

Recormmend

O e L R Y Ty

Act .
Reconmend

SR Ll e 8 e N e e e e e G e e e G S e P A e e e e - - - - ——-

Aualyze data (#5) and recommendations of adVLSory
committee before ocglnilny plaﬁnlng

Plan and devaloy coordinatad programs for cach
participating LEa.

Act
Act
Act
Advise

ecomaend

.
‘ .o
Y T Y Y Y A T T

Develop eraLogx{ﬁ for reporting results of . nck
progrums to appropriate advisory committec - Advise
and make necessary revisions in prograns. Rocommend
: -
‘ »
05




DRK ACTIVITY GUIDE FOR EDUCATION SEECIALZST - v

OCATTONAL CON SULTANT)

.

SIGHNIFICANT ACTIVITIE% PERFORMED

AUTHORITY EXERCLSED

WITH WHOM YOU COM{UNICATE

lan instructignal programs based on appropriate
ssessment information. :
ssist teachewrs in individualizing instruction

n the classcoom, -
dantify groups and individuals interasted in
articipating as advisors in the establishment

f appropriate programs for secondary handicapped
hi ldren.

rpangze interested individuals from each local
listrict into a workable committee and divect
their action.

P L L g - e +n o= o e 0 40 e 0 ma 8 Wm P Be Me v e A e o e o o S 00 S S

L3 L) \- . 3 o‘ . 3
fovicw programs and facilities in cach partici-
ating LEA and survey existing carver education
rograms for the handicapped. )

_-_—-—n----_--—-_—-—--...-...-_——-———_-....-..-..-..-—---

-..---..-_---_---—-—--—..---..----—---—-----—-_—-‘

51an and develop coordindted programs for cach
articipating LEA.

evelop strategies for reporting results of
rograms to appropriate advisory compnittee
snd make nccessary revisions in programs.

*

-

Act '
Recommend
Advise
Recommend
Act’
Reconmend

P

Act

- - v e e e Y A S W N S

Advise
Roecommend:

LEA staff

. e 0 o o v S o o O o T 8 b G S mn o e

LEA staff and
Adnministrators,
Communi ty

------------------------ -

Advirory Committec
LA Adtdnistrators
ISh Adwministrators

L o o e o v o e e v e o 04 B R A e

LEA Stalf ‘

LEA stoff

ISD stalf

LEA staff &
Administrators
Advisory Committee
18D stalf .

- LEA stalr
Administrators
Advisary Sommittece

ISD staflfl

&
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WORK ACTIVITY GUIDE FOR EDYCATION SPECIALIST -

[

(VOCATIONAL CONSULT

;‘0{
MAJOR FLT.CTIONS

i

SIGHIFLCANT LCTIVITLES PERFORMED

AUTHORITY EXER(

Provide approprirce information to assist in

FIVANCE ) 1. Advise
4 budget preparation. ' R Act
............................. Femjecmcnm e mmmam et a e o
2. Advise on purchase of materials for speeial Advise
cducation sexvices of ISD. Review
——————— Drn o v e m . = e WY S ----c--—------—n--—---———-n-—--—-—--——-‘._-_-----
3. Obtain approval of any purchases of materials Ldvise
. made by 1ISD, :
...................................................... e eemcm— e ]
4, Assist in development of smecial cducation grant fssist
. PN
proposalis within ISD. Act
PERSOI™ L 1. Recommend desirable qualifications for naw or Advisc
i replacement personnel upon request.
GIHERNY 1. Assist in inforsming other school personncl and Advise
SUtiual local boavds and community about programs in )
special cducation. .
OFFIGL 1. Plan office work schedule to rlloyw sufficient Act
, lead time for completion. )
POLICY 1. Support policy of ISD 109 and LEA's hct
A}
— :
\\\ bl
/
{J

A




WORK ACTIVITY GUIDE FOR EDUCATION SPECIALIST -

(VOCATIONAL CCNSULTANT)

Page 2.
SIGHIFICANT ACTIVITIES PLRFORILD AUTHORITY EXERCLSED} WIT.d WHCH YOU COMMUNICAT
Provxde appropriate information to assist in Advise LEA Administrators
budget pfcparatlon. Act ISD Cocurdinator
Adviso.on purzhase of materials for special Advisc ISD Coordinutor
cducation sevvices of ISD. Review
Obtain approval of any,purchaous of materials hdvisce ISD Cocrdinator
made by ISD.
.................................................. Uy R SRR U U UUD U NPOIPIO
Assist in development of swnecial cducation grant Assist ISD Coordinator
proposals within ISD. Act
Recommend desirable qualifications for naw or Advisc LEA Administrators
replacement personnel upon request, ISD Cooxdinator
Assist in infosming other school personnel and Advisa LEA steoff
local boavrds and community about programs in LEA boaxd
special education. ISD boaxrd
Communi ty
J
Plan office work schedule to ollow sufficient Act ISD secrotary
lead time for complction.
Support policy of ISD 109 and LEA's Lict All professional staffs
All lay persons
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WORK ACTIVITY GUIDE FOR EDUCATION SPECIALIST - (VOCATIONAL CONSULTA

1.JOR FURCTIONS | SIGNIFICANT (CTIVITIES PERFORIIED AUTHORITY EXERC
1. Assist in the referral process Assist .
TECHNIC.L i el R et L L LT Ty SPUPUp ey U -
HSSISTAICE ‘
2. Scck new, appropriate instructional matcrlalu# Act
/
3. VWork with ISD Administrator on matters concerning Advise
spccia% cducation,
4, Assess students to establisk functional level Act
with regard to carcer education. 4 Recommend
5. Develop the SCOPL and sequence of course outline Act
with emphasis on carcer education,
} -: ------------------------------------------ 0o ot um e o e s 2o eolen o o e - N ) - o
i 9. Dﬂv;lop inutlumcnts for 1nd1vidua1 and program . Act
i evaluation for reviewing input from the comm-
' unity, and from staff involved in student's
| program.
------------------------------------------------------------- L T T ey
7. DMaintain systematic follow-up contact with staff Act
involved in student's program.
INSERVICE 1. Lssist in maintaining continuous record of student Recommend
prograss.,
2. Dcmonstrate ko other teachers how to usc pars fLdvise
ticular tcaching materials and techniques Act
/ 8 S0 30 en me WD - TR ED e S A S an e E Ve @0 o mp SN Gm TU 0 D s VSR D D Am S e BB D RS WD M G RE TD G SD G S e WD ap - AR A S OB s W G T SO G WD SR S e S0 ew - e an bl
/ 3. Train aides for maximum cffectiveness as staff Act
assistants, fdvise
' 4. Vork with supportive staff on needs and particular het
..... Lo problens of special ed atudents in their classes. | _Advise | ___
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ACTIVITY GUIDE FOR EDUCATION SPECIALIST - (VOCATIONAL CONSULTANT) Page 3.
SIGRIFICANT (CTIVITIZS PERFORIIED AUTﬁORITY EXERCISED WITH Weult YCU COMMUNICATE
ist in the referral process, Assist . LEA Staff
Ik new, appropriate instructional materials. Act LEA Staff

1SD Coordinator °
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istants. Advise /

bk with ISD Administrator on matters concerning Advlisec ISD Coordinator
jcial cducation. .
-------- r—--------"------------_----‘-"------------------------—-----T----—M----ﬂ———-----------—-
jess students to cestablish functional level - Act LEA Staff
th regard to carcer cducation. Recommend Students
D B ™ S AP D TS G e D G0 GO G AP G D SP PSP G G SU PP OB p GO Sy G SD 6o An e s BB G0 0 G4 W GO OB U 6D WD ¢O SR OB 6D 60 A —-—-—-n-—h----—--n‘- ------------------------------
jolop the scope and sequence of course outline Act LEA Staff
th emphasis on carcer cducation. i ' N )
TIPSO UO IS U I U REpRprpRppLpRpRpRS IRpER RS TR PRO R s e L L L EE LR P Rt [ S, '
rélop instruments for individual and program Act . LEA Staff & Administra- /
pluation for reviewing input from the comm- tion; Ty
ty, and from staff involved in student's Community; ‘ :
pgram, ’ Advisory Committce
P oo 20 o 20 o0 o0 4s m w0 o0 o0 @r on w0 o0 2 . B0 0GB am Su G S0 AE S8 G0 B 4% O um SO 6D o SO S0 BN FO me o &= Sn W - e o0 om0 sigen U o 6 e TR W, 3 e B wm P En B BP0 0 0 ¢ We 00 A GO G0 S8 K 4o SO ED ¢ UB D Se G0 SR As @ 48 0N 6 OR 6D p BN S0 B SR S oo
.ntaiz/gystcmatic follow-up contact with staff Act LEA Staff i
jolved in student's program. ) |
4 \ i
ist in maintaining continuous record of student Recommand LEA Staff (\\ i
gress. Students 1
i
---------------------------------------------------- P OB n G0 U BY e WS E0 SR P GRS S Ve 0 S0 o) -.-------——--—n----------—-- 1
onstrate to other teachers how to usc par- Lhdvise LEA Staff *
ular teaching materials and techniques Act 1
------------------------------------------------------------------------------------ G oo oh v v S am o0 am o um 0w >0 g
in aides for maximum cffectiveness as staff hct” LEA Staff i
1
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. ., WORK ACTIVITY GUIDE FOR EDUCATION SPECIALIST - (VOCATIONAL CONSULTANT) ,
1.,JOR FUNCTIONS SIGNIFICANT ACTIVITIES PERFORMED AUTHORITY EXERCIS
INSERVICE 5. Provide instructional Sackéround on the nceds Act
(continued) and capabilities of the EMR for Advisory Council
members when requested.
Vel -
FORLCAST 1, Gathe% and’ compile forecast information for special] Act
cducation programs, * Advise
2. Initiate neceds surveys to determine inservice t Act

- programs to be offered. Advise
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Page 4.

SIGNIFICANT ACTIVITLIES PERFORMED

AUTHORITY EXERCISED| WITH UHOM YOU COMMUNICATE

vidc 1n°truct10nal buckground on the nceds Act Advisory Committee
capabllltlcs of the EMR for Advisory Council

bers when requested. .

bher and compile forecast information for special| Act LFA Administrators

jication programs. Advisc ISD Cooxdinator

e e LT L D L LT bttt ind Al 1

i tiate nceds surveys to determine inservice Act LEA Staff *

pbgrams to be offered. Advise ISD Coordinatox
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WORK -STUDY EXPERIENCE

Supérvising the work-study phase of the career education program is
probably the most difficult aspect of management, This difficulty is par-
ticuisr y 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 program,

' For this reason we Have spent a great deal of time developing proce-
dures and finding solutions to problems ﬁhiF may occur as a result of work-

.

study placements.

.
o
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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 progran. for the

handicapped.

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

PROBLEM

Trangportation to and from job s&fé

.- .

Lack of obvious work stations

’

Misconceptions about abilities ,
of EMR students

Wide spectrum of handicapping
conditions and ages in one program

LS

POSSIBLE SOLUTIONS

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. .
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

Make an extra effort to publicize work-
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.

Use tecacher aides and/or interested citizéns
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 work independently,

"{Ir 7




PROBLEM

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

Lack of release time for teacher
to supervise work~study program

\

Lack of appropriate assessment
and training facilities for the
handicapped

ey

POSSIBLE SOLUTIONS

Use team-teaching situations to involve

total stgff in education of the handicapped.

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

Use community volunteers to supervise
classroom one to two hours a weck to free
tedcher.

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 recordlngs, etc. to

evaluate students.

QOln W1th other nearby rural district to
tablish i;rperatlve evaluation and

training facdilities.

ct with vocational rehabilitation
es to provide evaluation for

learning characteristics of the handi-

Provide tra Q;:g to vocational teachers on
capped.

N\
Set up work stat;Bn within the classroom

to provide training not available in the
community.

A




v

'
i
. |
i

The following newspaper article, letter to employer and letter to parents
represent the method used by vne small rural school district to implement a
This is just one approach ithat might
be used in obtaining job placements for the handicapped. (Organizing the Work/

work-study program for the handicapped.

* Study Program)

[+)

BRE o
SIS smeche

By VIVIAN WYNNE

hmayine, if you will, 3 neat-
ly groomed young person
walking into your store or
knocking al your door some
afternyon, Wouldn’t you e a
bit surprised to learnthitthis
individual was willine to work
for you, fnllowyourdirections
and assist in whatever way
possible for twototiree hours
daily entirely without pay?

Although this sugeestion
may sound 8 Wit far felehad,
it is a definite possibility and
can become a reality with the
cooparation of the community,
Phase four of a four-part,
work-study progr- m at Stan-
wood High Scheol, under the
directien and supervicton of
Dennis Hanger, vocational in~
structor, shkozld bogin tms
fall, tentatively Serieinber,

WHERT DO vou, the busi-
nessman or woinah, ‘er the
housewife, f{it into the pic-
ture? It's verv sumple; you
provid? or offer jt»s for en-
the-job traini4g tor stulents
in {ae speecial educatien clss-
ses, Students enrolled in spo-
cial eaucatinn ¢lasses are
generally somewhat handiecap-
pad mentally and iy have
reading problems, “Gther-
wise termed nop-acricmi
stuaents, theyaren'tineompe-
tent,”” explatbped aner,
“They jusl can’t comps o for
jobs umder normal circum-
stances,”?

Students ready ior Phase 4

o n
eyﬁ «“ﬂ,g, ( A n
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ahre o
SUN IS AW AR ;
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ber, ages 16 lo 17, Botween
10 and 12 students are {nvolv-
ed in the hish school pro-
sram, beginning with income-
ing mnth graders, Initially,
these pupds are 1 class all
day with emphasis onreading,
math ard spelliif,

Each student is enlcuurssz-
ed to work lo the best of Lis
or her gbility in these furmal
studica, Later, during phase
two of the prezram, students
are assigned to various jobs
cutside the classroom, it {n
the school facility, Sung work
in the Litchin while others
undertahe janitoristtyp: taske
and ancther was assigned to
assist in the library.

DURING this phase, e.ch
stwient works with and unler
tho suiervision of & reeular
school employee, Reralar
classreom studies cortinue
with futvre work skills re-
ceiving a bit of ¢palish’’,
Nex* comes phase three, dur-
ing which time the boys anld
arls are intreduced fo now
faces, instruetors and sur-
rounlins,

Some have worked at Chureh
Creek School assisting with
custodial chores while under
the supervision of people
heretofor unknown to them,
Others are assirned to dif-
ferent departun nts where they
work witn stran<ers inentire-
Iy new and unfumnibiar areas,
Learning to follus directions,
hew o appear pleasnt even
when the as.iencd task isn't
entirely to the individual's
likén7, are all part of the im-
tial training,

i
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Then comes Phase four of
this importayyprogram, atdto
inswre siftcess, cominunity
caaforabien is the Ley inzre-
dient, “We've tried to lay the
grouudworh by offering the
basies, Now you, the com-
mnuuizy business people amd/
or homemahers ¢ 'n help vith
the final, equally vital im-
portant part of this program,*’
said Hanger,

PHASE 4 is strictlya train-
ing prozram, anlnowacesare
paid lo e stidents, However,
papils enrolled do recvive
schoul eredit for their work,
In addition, business persol-
nel need not worry abont iu-
surance coverasy; the school
will assume this responsihil-
ity and each pupil will be fully
covered under the school’s
liallity pohicy,

Another imy-riant aspect of
the preeram is that the em-
ployer mantsing absoiute au-
thority and at his or her. Jis-
creticn, inay {ermiude paa-
ticipation in the prozram it

2

|
l

{
/
!
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Others may find the two-to.
three hour, Monday through
Friday, schedule tu Le very
salisfactory, Tlis can be
warked out between the em-
ployer and Hunger priortojob
assiFnments,

Op-the-jub training exper-
fences can be rotated su that
a variely of experiences are
offered lo these students as
they furtner tueir {raining
for the future, “Many ofthese
spocial students are fantastie
wgrhers, They ofte n (ry hard-
e thin oller youursters and
they will often tucale jobis that
some has would cause othors
to turn up their noses,

LT, g X ;” ; \
WO @XRSNNEe

“IN FSSENCE,-werre trv-
ne to hielp these kids to Le-
come independent, Self-sup-
porting adulls, They can be-
fecome uscful, wortbvhile
jpeople and & real assnt Lo the

j cotanity if civen the oppor-
; tunity,*? serl Huor, .
o Some of the virls may be

{ able to assist an emplerer in

a service-ielate 4 positicn,

any time, Shrlents assirpe A SIS I
\ i 1 S5U7D ij such 48 belpinr i a floral

to a particular employer are |
on a lso-week {rial basis,!
It for any reason the rela-,
tou dup is unstisfactory,
nocd net be eontinued, A join?
provrese ovaliation for cacl
stuiont worker vall be niadg
by the cipluyer and Hangor,

SCATDULES can be made
very fl zible,- and the youe
instructor, Some busing 55 oy
eratinas may not be able tout e
A (raine more than two ln‘
three diys a week, depending
oi the type of work tobe d(.x,’w.

I

ing on the job,
Hanger é

shop, a4 restaurud, i ntus-
try, at the Jos pian- Syeaet
hoine or prrheps ¢ven hotgea
work, Whatever the pasition,
an adult chomld e present to
provele seporvicion, and la-
ter, evabation,

Service station vork, stock
room, dustine, sweepine op
general cleamng, fusit eromt
are otier sueeeLling b bo
consrdorod by prospretive
Hfemplwers”?, Renrembeyg,
this an-the-job traitan : ofr v
ed by community bu.iu <5

(Continued to Page 8)
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are preferrdd dus to (rang.
portition prohjens, ¥ oter
ether et voa v e b
[ R u urt
o fhooom, b loe
Cations drealm cbno b oory
Stulwds vill eontig (arts
days 1 the seliol elasst oo
Ly sdiidion totme wp 5ty

"y

[ of e program will, in gen-
+eral, be juninrs in Septem-
(Continued trom Page b
- peaple deewntt require a pay-
el ¢k e B e, B
ever, i ot
profets, v
want to offe  sote compeny, 1.
. lien,
JOB oppa ‘tumtics tn the eity
Q
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lelters tog nurber of by igese
firms in tho areg, expliinmng
the procram, Bowev r, i ro
may de ytewe oth £y o i
P o rgua 1ty wha o, s b
futerest o i jodine: €, epe
dwvor, oy ery i will.
g Lo il app witimeuts and
Bersonaly conlaet aness .
Lerested gt their convemence,
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SOARD . ROBERT N. LARSON, Supetintendent

R ARCHIE CONLEY .
HARRY SHROYER, Cholrman Princlpal Stonwoed High Scheel

VAL R. DURHAM, Vice Chalrman WILLIAM, VAN BROCKLIN ¢
GEORGE A. WILSON ‘- P.O. Box 438 Princlpol Stanwoed Middle School

MARY MARGARET HAUGEN ‘ RICHARD REIM

JOE L, YOUNGREN S,éanwood, Washington 98292 _ Pencipal Stonwood Primary and Church

Crock Elemontary Schools

Recently the Stanwood School Board included the work study program
within the kigh school special education curriculup. The purpose of the
work study program is to provide the special education student vith the
neceusary academic and vocational training which will enable hin to become
en independent, self-supporting adult. ’

The academic portion of the work study progranm will be taught at the
» high school. In addition to the academic learnings, the student vill need
to receive actual working experience on a real job. This real-work cuper-
ience is of vital irmportance to the student because without it he will rot
gain the actual dey-to-day trorking skills that are required to becone
ernlovabla.

In order to acquire these proper work okills,“meaningful job sites nust
be ostablished within the Stanwood- area. It is my hope that, through
businuss and industries such as yours, our students will be able to coserve

‘ the' real world of work.
i T would like to neat with.vou in the near future and discuss tae .
possibilitles of placing a student on & job site at your place of business.

students are willing workors who only neced & chaonce to prove thair
. 1f further inforration about our work study prograw is desired,
pleasa ' feal free te contact me.

e

The success of our work study prosrar lies in the response end co-
operation that we receive from the cemrunity. I would like to thank you o
for any assistance and gdvice you might be cble to offer.

.

“ ~Cprdially yours

Dpnnis “aager ' o
ilbrk Study Coordinator / .-
] o1 ¥}
//
Q v /
ERIC
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Stanwood School District #4701
' Work Study Program
Pareutal Agreement

Regardingp:

4

The York Studv Program is a special scrvice Drovidud by the Starirood Area
Special Dducation Devartaent to mweet the edubatlonal needs of spécial cducation
youth at the secondary lavel. . E?

e, as educators, and you, as parents, are well avare of the difficulties .
which thesc voung adults will face when they lcave school to enter the world-
of~work. The ‘lork Study Program has been established to provide, under school
suvervision, additional opnortunities for vocational trazining and exverience.
Your wholehearted ?upport is vital to the success of this program.

¥

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

2. DNecessary insurance is provided by the School District.

¥

3. A student will not be enrolled in the Work Study Program without . ,
the consent and support of the varent. )

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

1

~ be made by, or with the knowledge of, the Work Study Coordinator.

6. Students may be raved from. job to job in order to p{ovidc the type
of ,work experience best suited to his individual needs.

7. .Some students may earn wages,; others may not. Emphasis is placed
‘ on vocational preparation and training for .future employment, not

5. All contact with the ewmployer, made on behalf of the student, should }
on monecary remuneration during the training period. ]

1

]

;

The Tlork Study Irogrxam is offerad to qualified students during their enroll-
fent in the 8pecial Education Dcnartncnt. A Certificate of Connl;tlon or High
Schocl Diploma will be awarded based on the following criteria:

1. Successful completion of the tork Study Program.
T 2. Recommendation of the special education teacher.

3. Adequate social behavior.! -

4. Acceptable work habits and attitudes.




—— ’ ‘ .
Once work-study job sites havé been identified there are several steps

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

1, Fully orient all potential employers to thé qualifications and
handicapping conditions of the perspective students.,

2, Mak employers aware of the necessary discipline, attendance and
evaludtion procedures to be followed,
. N—r

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

A

) \ {: a. Name of company or employer.
~ b. Name of direct job supervisot.
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
N in this section,)

e. Entry-level skills if necessary.

v £. Hours work-study positions are available.

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

h., Wages paid: to wqu—study students, if any.
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This is5 a sémple form of a quick

_ informal task analysis ‘that might’

. be done during job observation.

A

83

NAME :

ADDRESS:

- PHONE:

SUPERVTSOR:
" HOURS :

RATE OF PAY:_

e
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form of a quick
lysis that might

b observation.

Hi'gh
Degree

NAME ¢

ADDRESS:

PHONE:

SUPERVISOR:

HOURS :

RATE OF PAY:

P
Vo
T
02~c
e

"~




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

TASK DETAILING SHEET

h

Vocation
Task
. Type of ,I Learning
No. Steps in Performing the Task Performance Difficulty
!

oo . na BL'
- )




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 aftermoon.

i

. TYPE OF LEARNING
STEPS IN PERFORMING THE JOB PERFCRMANCE DIFFICULTY
TASK 1 - Sort mail
.+ Select item from stack. . Manipulation Easy
. Match name on letter with name Discrimination Hodqrétely
_ on list, Difficult
» Find room number associated with Discrimination Moderately
that name. Difficult
. . Find box with' that room number Recall and Moderately
marked on it, Manipulation Difficult
. Put the letter in the box. Manipulation . Easy

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

. Select numbefﬁd file slot in cart. Manipulation Easy

. Removes mail from box with the ‘ Recall and Easy
same number and places it in cart. Manipulation

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

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

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

. Takes mail from file slot and places Manipulation, Moderately
it properly for that room. (Some are Recall and Difficult

sorted -again by name, incoming tray, Discrimination
corner of desk, etc.) ’

. Picks up outgoing mail and places Recall and Moderately
it in bottom of cart, : Manipulation Difficult

TASK 5 - Sorts outgoing mail

%

. Sort mail into outgoing bins _ Discrimination, Easy ]
marked stamped, unstamped, and Recall and’
campus, ) Manipulation




) SAMPLE TASK ANALYSTIS
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.

TYPE OF LEARNING
STEPS IN PERFORMING THE TASK PERFORMANCE DIFFICULTY
TASK 1 - Stamp all new materiaf% with stamp.
. Get out stamp pad and correct,stamp. Recall ' Easy
. Open book to first paée. Manipulation Easy
. . Stamp pad, then book with firm hand, Manipulation Easy N
so stamp is clear.
. Open page.in center of book and re~-  Manipulation Easy
peat stamping procedure. \ .
TASK 2 - Punch out identifying numbers for all N

~aterials.

. Read correct number on inside cover. Discrimination Easy

. Using labeler, punch out the number. Manipulation Easy
" . Cut label loose. Manipulatibn Easy
. Peel off back of label and stick on Recall and .. Easy

M
-

upper right-hand corner of material. Manipulatipn -

TASK 3 - Insert pockets and date slips.

. Select pocket and date slip. Discrimination  Easy g
. Put paste or giue on back of each. Manipulation Easy~
. Open book to back cover, Manipulation Easy
. Paste both on back inside cover. Manipulation . Easy
’ . Some materials require tape, since Decision-making Moderately
glue won't stick. ) Difficult
. Kits, boxes, etc., require repo- Decision-making Moderately
sitioning of pocketﬁ. Difficult
TASK 4 - Make check-ou. card. ‘
. Select one empty card from stack. Discrimination, Easy
. Copy identification number un upper Discriﬁination\} Easy
right-hand. corner of card, o/
. » Copy title of material onto first 'Discriéination Moderately !
~ line of card. \ Writing Difficult
i
. Insert card into pocket. Manipu}ation Easy
i




TASK 5 -

TASK 8 -

TASK 9 -

STEPS “IN PERFORMING THE TASK

Insert eavaluation slip.
+ Choose one blank evaluation slip.

. Write I,D, nhumber in upper right-
hand corner.

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

Shelve item.

. Look at first two letters of I.D,
number’,

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

File Catalogs.

. Read first letter of company name.

. 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‘draver.

Shelve returned béoks.
. Read last date on date slip.

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

. Read I.D, number of tﬁe 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,

TYPE OF
PERFORMANCE

Discrimination

Discrimination

Manipulation

Discrimination

Discrimination
Manipulation

Discrimination

Discrimination
Manipulation

9

Discrimination

Discrimination
Manipulation

Discrimination

Discrimination

Discrimination

Discrimination

Manipulation
Discrimination

Manipulation

Discrimination
Manipulation

Discrimination

LEARNING
DIFFICULTY

Easy
Easy

Easy

Easy

Easy

Very
Difficult

Easy

Easy

Easy

Easy
Moderately’
Difficult
Easy .

Moderately
Difficult

Easy

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,

TYPE OF
PERFORMANCE

Recall
Manipulation

Manipulation

LEARNING
DIFFICULTY

Easy

>

Easy

Easy




~
e

STUDENT EVALUATION o
Once training stations have been selected and students prepared for and
placed on the various jobs continuous supervision and evaluation is important,
Since the amourt of time the teacher/coordinator in a small rural’district

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

1
+

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

employer with adequate st%dcnt evaluation ﬁorms, a compiete record of the
student's progress will bj 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 placemégt.

X v

. . \ M
Following are several sample evaluation forms that have been used success-
) :

“fully in several programs.




Attn: Teacher Supplied Information School
Date
Student : e _ Teacher:. Subject:

flease,check those significant behaviors wiich may interfere with this individual's

educational progress.
CLASSROOM BEHAVIOR:

Circle current academic grade: ABCDTF 5 N

Many friends

1 = upper 257 of class
Indicate class status as: 2 = middle 50% of class
3 = lcower 25% of class
1j2f3% : 1
Attenpts assignment ' Organizes thoughts
Completes assignments Asks for help appropriately
Attends class consistently Distractable, restless
On time to class Disrupts class
Consistent worker Participates in group activities
Cooperative Says, "I can't do assignments™
Appears interested in course Requires teacher attention
Enters into classroom Inappropriate behavior (crys, ,
discussion - curses, lies, fantasizes, etec.) °
Participates in group Other:
activities
" Reading Ability .
CCMMENTS AND/OR EXAMPLZS:
PERSONAL/PHYSICAL ,
Y ! Y
Appropriate grooming *Apparent speech problens
Positive attitudes %Apparent visual problems
Congistent behavior *apparent hearing problems
Verbally aggressive *Apparent physical Kandicaps
Frequently complaing of illnesses Other:
Easily fatigues
COMMENTS AND/OR EXAMPLES: .
'SOCIAL: ’
1Y Y
Leader Kemains alone

Rejected by peers

Gets along well with others Other:
Fasily influenced by others
COMMENTS AND/OR EXAMPLIS:
*Additional comments rcqueétcd
! ne G
! LNV

T JU Y

e




. Page 2
Teacher Supplied Information . P
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 deficits in behavior as noted on page 1?7 Star those which have been successful.
C. Identify the primary excesoes and deficl ts in behavior which most seriously
interfere with this person's learning. (i e.: poor reading, won 't ask for help,
does not pay attention, etc.)
R Tl
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.)?
B. Have you discussed your ‘oncerns with'this pexs~a? Yes No
Have you discussed your concerns with this person's parents? Yes No
i
il 'R ( ,
* (;‘.c b




eacher:

1 v/ each time behavior occurs Student:

¢
Y

Hour:

P

e

Monday

.Tuesday {lzdnesday

Thurs

Attemnts Assignment

Completes Assignment
Turhslin Tncomplete Assignmrent

Misunderstands Oral Directions

M19un¢nr9rands Written Directions

Participates in Class Discussion

Asks for Help

Looks A-rav from Wnrk

Reh~vinr Outburst

Talle 'oant of turn'

Student:

/ Teacher:

1 v each time behavior occurs
‘ Hour:

Wack of:

Thurs

! Monday

Tuesday Wednesday

Lttemnts Assienment

Completes Assignment

i Turns in Tncomnlete Assipnment

liisunderstands Ordl Directions

>

liisunderstands Writéﬁn Directions

Partic’pates in Class Discussion

Asks for lelp

Looks Awvav from Work

Behavior Outburst

Tt o

Talks "out of turn"

Q .3
" ERIC i3
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or occurs vétudent: Te Subject:
Haour: Week of:
! I Mondav Tuesday 1 \l=2dnesday Thursday Friday Total
Assignment % ! '
irections | | -
en Directioﬁsl “J
S Discﬁssioéj l
'l l |
i . ’
1
Hor occurs | Student: eacher: 3 Subjeet:
‘ Hour: Jack of
- : Monday Tuesday’ WYednesday Thursday Friday Total
RS ] i

ssignment

irections
e

an Digbctions

s Discussion

l
I
|
!
[
[
|
!
!
|
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. EMPLOYER'S STUDENT EVALUATION

(Upon completion of time at ‘job station)

WORK--STUDY STUDENT____ W DATE

¥
QTATION ) JOB
Yy . . ’ *

SUPERVISOR: This rating sheet‘is used by the workkstudy program for
counseling purposes. Please check the column which best
describes this student® traince. \

CHARACTERISTICS EXCELLENT | GOOD AVERAGE PQQR . VERY POOR

[

Quality of work ' -

Attitude toward”job ”

AEtitudc toward fellow workers

Dependabilitv to do assicned job .

On time and at work resularly

Initiative (finding work to do) -

Personal Appearance

Clean up procedures

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

! SUPERVISOR




Gets along with co-workers

‘Works steadily

< and equipment.

_STUDENT,

EMPLOYER

- [
i

Week beginning

. )
HABITS AND ATTITUDES

WEEKLY EVALUATION

4 - VERY GOOD

3 - GOOD

2 - FAIR

1 « NOT SATISFACTORY

»

Follows verbal directions.

Follows written directions

’

Acceots correction

Sustains .a routine '

Racognizes things to be done

Finishes a job on time

Works unsupervised

Interest in work

Conduct

Attitude

Self-confidence

Responsibility toward property

Personal appearance

Is progress being made by - -
this student \\\\\

<
s 2

ADDITIONAL COMMENTS :

PR [}

\




| EVALUATION REPORT
Special Education - Worl Study Program

. . Pyofile and Summary Shect o
[ ¢ -
Trainée . ' : ‘ T Report Period
Employer ‘ )
_\<\ Days Qbseét from School ' ] .

\ ‘ - 3

Days Absept from Job :

Hours Present Total earnings during report period
" Criteria for Grades: ] . .
~

A Excellent . Performance meets usual competitive standards in unskilled and
. semi-skilled employment.

-

v

B  Good Above -average workshop performance but does not fully meet competitive
: standards in unskilled and semi-skilled employment.

C Fair *Falls in average performance range of workshop trainees. Although
.o within acceptable limits of the workshop, considerable improvement
required to attain competitive standards.

D Poor Below avéhage performance. Improvement needed to meet workshop
standards.

<4

F Extremely Inavopropriate
. Behavior requires special supervicory or professional staff atteption.
. May require services beyond the scope of a workshop training program
o such a€ intensive psycho-therapy, medical-treatment, activity or ’
day care center.

¢

Work Behiavior Rating Scale F{ D- C B | A
. » 1112 314 5 6|7 81 9 | Score
) 1 T ABLIity €o "blead ia" ¥
r 2. Tolcrance for Criticism
‘ 3., ‘Co-Worker Relations
: 4. Independence from Suncrvision T
% 5. Cooperation wich Superxvisor
6. Understanding Oral Instructions
7. Memory for Tnstructions i
8. Motivation for Work ' : ¢
9, Concentration Ability * .
10, Punctuality , a
I1. Quality of ¥ork
12. Quantity of Mork / : ! Y.
130 Safety Awarcness and labils X ©

- o) Total




-

. L
B, SPECIFIC WORK TASK EVALUATIONS

. ‘_ .
Record and rate the specific work tasks performed by the trainee during the cvil-
uation period. Consult Codes below for rating notation to be used.

> * ¥
, Quantity and Quality ’ . \\ : o

A: Specd or quality is that of acceptable vorker in unskilled o; semi-skilled
emp loyment. '

E8he L4
£

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

standards but is above workshqp average..
LY

C Speed or quality too low for outside employmcnt but within the average performance
‘range of workshop trainees,

D Speed or quality below workshop -average.
- . L]

F *Spced or quality falls below minimal workshop standafés. ‘ *
Amount of Experience Supervision Requircd Liking “for Job ’
1 One day's experience "1 After learning how to do . ,1 Seems to cnjoy job very -
2 Two to five days _ job, pretty much worked on ' much. One of his favorites.
o 3%0ne to two wecks own, followed through well. 2 Likes job more than some
4 Two th four weeks 2. Needdd occasional checking . others, but not overly
5 One to two months and/or re-instruction. enthusiastic about it.
6 Two to threc months 3 Needed frequent checking 3 Scems indifferent. Job
7 Three months or over and/or re-instruction. does not move him one way
4, Needed almost constant or another,
watching and prompting. 4 Dislikes .job, needs prodding.
) Amt, of |Suprvsn, { Lking.| Avcrage
Work Tasks Performed Quant. { Qual.| Exper, Required | Job Hourly Wage*

1,
2.
3. e
4.,
5. '
6I
7.
8. ' '

v

*Compute average hourly wage only when picce rate cstablished.

ne ‘ 4523 '
- )

L3




-

A

General Evaluation Comments and Recommendations

C.
(Filled out by C;unselor/Teacher after conference with employer)

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

A

N

| - ..
2. What major improvements has trainee made since last évaluation-.or enrollment?

-

/ .
a ! ‘o
3. In your opinion, what kinds of help or services does-this trainee need thst

he or she does not presently receive?,

ERIC . \ .

s -
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- SUPERVISOR'S RATING OF WORK PERFORMANCE
Work. Experience Education
STUDENT “ DATE
EMPLOYER 4 STATION
Assignment: Began Supervisor / .
M LY
Period covered by this rating: weeks . work hours__ -
> _fug.;,,./:“ N
Calgndar School Days Absent C W, i 2l
DEPENDABILITY: 1is the student regular and on time™ Yes () No ( )
Comments
COOPERATION: Does the student keep EEe rules, follow instructions, ‘and have an
attitude of helpfulness? . Yes () No () .
Comments

APPEARANCE: Does the student dress neatly and appropriately for thedposicion?
. ‘ Yes () No ()

Comments
_PERSONAL RELATIONS: Does the student work well with others? ~
Yes () No ()| )
- - . R .
\ Comment:s
INITIATIVE: Does the student show initiative? Yes () No ()
Does he do his work without being told? Yes ( ) No ()
Comments
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 be&ome a better employce?

N \

Other comments (if needed)

’ ’




. A
/
EMPLOYERS RATING SHEET ~ ‘A
EVALUATION CARD **+Rating 1,- Exceptional employee )
student . cale 2, Strong employment potential
- ~ . - 3., Satisfactory performance
Position ’ : 4, Needs improvement
Epployer ' (e imp m

5. Not employable at this plant

¥¥Clircle appropriate number, Compare student to

.standatds for régular employees.
\

Firm's Name

-

General Behavior and ) - \ : ,
Manners 1 2 3 & 5
" Amount of Work Performed to j\ 1 2 3 4 #5
Qua};ty of Work Perququf 4\1 2 3 ) 4 5
Care of Tools and Materials | ' —i 2 3 4 5
Promptness and attenddnce —_— 1\ 2 3 -4 5
Appearance . " 1 \ 2 3 4 5
Attitude toward Work -41 \ 2 3 4 5

.

Do you feel this person irould be a good permanent eriployee at this time?

Why or why not? B

- -~ — e = oot e e et + it wrrd i ]

. e
Date : ) Employerx

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

.

L

¥ »
Coordinating Teacher/Counselor's Comments: y ' T

TS
»
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AN
j N
o |
j N
; ‘ AN
\ ‘ EVALUATION PROGRESS CHART N
STUDENT “$ NAME "\ RATING SCALE
) 1. Exceptional émployee
EMPLOYER 2. Strong employmén; potential /
3. Satisfactory performance
‘From To 4., Needs improvement N .
: 5. . Not emplovable at this plant -
Evaluation Date . \\‘
N . *.1 T ~
General Behavior b2 ‘
and 3 N\
Manners 4 \
.5 \\7
1 N r\ ~
»  Amount of 2
work 3 N\
Performed 4 N\
: 5 AN
AN
‘ N
Quality of : -
Work

Performed

Gare of Tools
and.
Materials

Promptness
and
Attendance

Gl o= s jwinole=] [

\ Attendance’

Attitude
Toward -
Work

«

-
il & o= jnf o it




4

NAME:

0 <

‘ SPECIAL EDUCATION' .
YYOCATIONAL TRAINING PROCRAM JITHIN INDUSTRY"
. 3

. WORK SAMPLE TES

.

DATE STARTED PROGRAM:

s

WORK SAMPLE

DATE TIME ERRGRS 1121314

SORTING
Mixed Sifter Parts
Screws ’
Sandpaper
ASSEMDLY
180 Sifter Assembly
Nuts & Bolts
" Tags
Lgbeling

FACTORY WAREHOUSE - -
SKILLS e

3 Foot/ Step Ladder
8 Foot Steé%Ladder
Hand Truck .
Pallet Jack

\\ Fork Lift

Box Lifting

. Emergency.-& First

Y,

*-

\gid Procedures

10




i .
. - SPECTAL EDUCATION ) ’ ‘
"YOCATIONAL TRAINING PROGRAM WITHIN INDUSTRY"
WORK SAMPLE TEST
I'4
_DATE STARTED PROGRAM:
" DATE TIME " RERORS . 11121314 “COMMENT
— ‘ / ¥
3
'3
° I el
»
M

]
. -+ -
= —




-

ERRORS

4

WORK SAMPLE

Pl
TOOL IDENTIBICATION

, DATE

TIME

TCOL .USE

v

Phillips
Hand Saw o
Hack Saw
Hammer Pounding'

hnmmer/Nail
Pounding

Prills -
Socket Set °

Crescent Wreich
Pipe Wrench
Pliers .
Allen Wrench
12' Tape Measure
T Square~
Putty Knife
Vise
Hand Drill

"~ Power Drill
Skill Saw

Soldering Iron

Regular Screw Driver

Scissors Tin Snips

v

~

.

165

-

)

108 -
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E - . Page 2 ‘
i i
1 .
DATE TIME ERRORS 34 COMMENT
<
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“ VISITATION RECORDS

A

* In addition to accurate records gf students' progress at work/study
étations,\it is important for the teacher to keep grack of time spent in
supervision. N

These records will help the teacher evenly distribute supervision
time between all students placed on jobs, provide éoncrete information
for use in employer conferences and insure accountability for the amount
of time spent bptside the school building. <

*
Following are twe sample visitation records forms.®

.

i




\

\ h)
- WORK~-STUDY PROGRAM :
u ' - e
Teacher-Supervisor's Record ,
)
Phone ot e
b .
[ |
i . \
o 3 [
U - Unsatisfactory
S - Satisfactory .
E - Excellent - s
[Date
*Att endance N .
Quality of
work
Coﬁststancy of ' ) . ..
Work Quality
Attitude
Apptitude For ) \
Job )
Appearance ‘ ‘
- 4
(Indicate specific area obsexved during the visit.)
© v . Did visit accomplish original purpose? . .

Is—anyfollow-up action planned? If so, what?

. - N
e

Supervisor's Signature v




.. o, ! )
\‘ . - . ,
*  MONTHLY REPORT .
. o P
. . !
e Supervisor , .
Dates Covered . ’ :
. « - Date Submitted . o
. . ¢ N .
Date Place of Buisness Purpose Method Amount of
, . . time spent
: (contact}
[y Q -~ . N
- 8 m . -
.0 ol S B iy .
E 0 U‘l g\ 0 L 3|
* - o] 1] 1] el
) - HESERE
\ gl m t2/7 8 ¢ 80 ‘
) gl o |lnid i a o o
" , Al By og ! g 0 &g M
. - . R o U /q:\ i ¢ o O W, -
B B v ~ | o ¢ B |w .
o, oI B l [T IS I
2 . L g | L lim c o @ | <
. e A iwuddg | B = 3w
: - E ,
v /
- ) - ’
]
L] . . ~
. [
!‘ .
LN . P3 .
. . . : A .
\’ . ‘ .
.~ . 3 “") ‘ . » 'L . n’ . .
~ v Il ! ,
: : C ' s ,, /
AN . r]
"M -
¢ h .
. .. . ,
: - 0 0
: N ) '. L Y -
T « °* -~ . f o
' 2 Submitted to: . ) " Signature
" ,;‘l . 5 -
\ . S : -
!' . .
+ * . U . -
{
* ! —— ¢
1‘:1“: ¥ . . . : e ot :
; ) \ .
) . / M,
¥ . M ‘
' ws
b
Q . . - ] .

-

K :J"-‘




. as part of the curriculum thesé¢ activities may enrich the career, education
program, } ) <
1. Establish job placement file of jobs approprlate for the handicapped.
through’ guldance office.
’ ' R
2. Hold joint inservice meetings.with reachers, counselors, and employees
. “on tralnxng and working with the handlcapped
3. Coordinate special education activities with local youth groups, work
Ve programs, etc. s ~
4, Interview recent graduates - find)needs 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
prograg. . )

9.
10.
- 11.

© 12,

13.

14,

- 16,

17.

L

IDEAS/ACTIVITIES FOR CAREER EDUCATION )

In addition to career exploration and vocational training carried out

’
7o

Field trips and visitatioms to local businesses and industries.

- L}

Provide."Career Corner' in library or othen .resource center. '

P
.
- AJ

All-school assemblies centering around rcareers.

Make information on curien; occupational trends available to students
and teachers.

. . .

Newspape;,.T.V./anq radjio publicity of work-study program.

Provide-evéning and/or summer vocationally oriented classes.

A}

15.

Hold'Careér Day involvipg®'community employers.

Establish clearing housg for part-ﬁime jobé.

Use Senior Citizens as a resource for informatlon and counseling on the

world of work:;//f\

3

L]

/ ,
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" PROGRAM EVALUATTION

The type of evaluation you use will depend largely on the type of program
implemented. While nost federal and state grants carry with them a mandated
¥ method of evaluation, you should also evaluate your program on & local level.
In doing so, there are several sources of evaluation to consider. .
Steerlng Committee . .
They will be able to evaluate the program on the basis of the ‘elimina-
tion of at least some of the negds shown in the original assessment and
. the completion of the established goals and timeline. /
Preferably,, the evaluation will be written and will include reCOmmenda-
tions for the second year of the program.

- AdV1sory Committee
The adVLsory committee can prOV1de evaluative information concernlng
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 assesswucut is one way to accomplish this,
¢ .
Administration and Faculty .
o School personnel should evaluate -the-career -education program in re-
: lation to other schopl programs. Since 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
thegﬁkaw them. ! "

* Parents’ of the Handicapped
o - In an informal, personal interview survey of parents of the handicapped,
» try to determine if they have noticed any change in student'’ s attitude to-
ward school and/or increased interest in career choice and preparatlon.

. Parents should also be asked for suggestions for improving next year's pros
gngm./ ) . ]
- Handicapped Students ' ) - .

The students actually involved in the program can probably provide the
best source of evaluation. Marked improvement in attendance, academic
'skills and interest in cargers and the development 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. - L

Regardless of the particular sourccs 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 determl.eq through original needs
. assessment? ' - '

.

R . . . . . I \’-r“
. 1 j..u% ¢ é{ .




Was the timeline followed reasonably clgsely? -
Did the teacher carry out responsibilities specified in the Work
Activity Guide? ; N ‘

Did the teacher establish community woék stations and maintain good
rapport with employers?

Did the teacher keep accurate studenL evaluation records ~ both class-
room and work-study?

Were parents informed of the new program and were permlss10n forms
obtained when necessary? '

Do employers have a favorable reactlon to students working for them,
and to the total program?

_Are all 1egai requirements met (work permits, insurance, etc.)?

Are studert's individual handicaps being considered in job’ placement
and classroom work?

Are handicapped students, successfuily being integrated into Tegular
classes?

Is the special education teacher worklng closely with regular class~-
room teachers to fﬁsure successful malpstreamlng°

a3 -
- . Y
Have students shown marked incredse in career awareness and.” interest
in vocational preparation? *

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

M. -

Are community resources being used as fdlly as possible?

v i _
R
.

‘Has the advisory committee met regularly éﬁi’functionally as a group?

Has the adv1sory committee had input into lmportant decisions regardlng
the progrmn° *

Has the advisory committee worked closely with the steering commlttee
and the 'special educatlon teacher?

Has the program been publicized in local newspapers, radio stations,
school flyers, etc?

~ 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 cqntinuation for a second year?

)




FOLLOW=-UP

A follow-~up study is one of the most effectlve methods of determlnlng the
success of a program,

¢

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

1. 1Is he employed? )

-
-

2, 'Is the student working in a job for which he was trained in school?

et?d
R, ~
I ¢ i

3. Isvhé‘workmg in.a related field?

5

o,
4, 1Is he/she in the armed forces?

5. 1Is 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 changed 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. )

. . _ s 4

11. How many students have remalned in the area? §tate?‘

-

12, Is the student living 1ndependent1y? with family? in a group home?,
13. Does the student have any 1e1sure time activities? i
1&. Is the student married? have cpildren?

15. Doesg the student regularly read the nswspaper, watch the news?

16, 1Is the student registered to vote?

Most programs with successful follow-up systems have fqu1d that contacting
students at oné and five year dntervals to be most effective.

- ]

Two follow-up survey samples are included. .

v




\ . : . ®
POST GRADUATION. QUY3STIONNAIRE . ;

Student lives in: o .
Private Honme . ’ ) .
Apartment ' '
: . Residential Faci;lty
Other

-

Student lives:

With othexr relatives
With spouse & parents

Marital Status: ‘ ' Any children? '
! . Single * "
> Married
' Personal Statuss ' ] )
, - Yes Ho 1 ¢ .

Registered to vote

Read a. neyspaper regularly ’

.Have @ driver's license . |
Did take driver's education

R
NERE

Ho you have any leisure activities (Iliat)

*
~

(<1 -~
Financial Status
___ 8aving's Bond : Life Insurdnce
Credit Cards Car Insurance
Saving's account Debts over $1,000 .
Checking account Own a car

——ps—

—————
- A ]
Sy e

: Employment‘ (X all those student. has done)
" ____ 8tayed on W/S job at least 3 months*
Obtained a new job. ,
" Attended a trade/technical school o
Sexrved in Armed Forces
Worked as an apprentice
Nona of above . :

et

HIH

Preseng Status: =
Employed full time , o

" §chool Attendance _

Military Service o

" Employed part-time

Unemployed

Fmployed at home - ‘ o .




Type of Employment::
Clerical & Sales
Service - . -
Agriculture - )
Skilled

—_ Semi~-skilXed 3
Unskilled . - -
Home~making -

Which helped you get a job:
State Employment Service . ,
Newspaper ads ,

N Private Employment Agency . /
. School (teacher-counselor) /
- Friends or relatives : . /
. Vocational Rehabiliation Counselor
When did you get.your job: /
—_ Before graduation . /
After graduation, /

How. many jobs have you had since graduation? /

How haé the school helped you: Great Deal
¢ 5 3
Applying for a job IR
. - ’ /
Having good work habits \

Being trained for specific job T
Using your spare time

Getting along with others o

Managing money

I

P14 -

Al

Being part ofvﬁhe commgnity' '

. Being able to read well enough to get by

Using good Engliﬁyl
Using mathmahic

&

» What subjects did you like best in school?

What subjfects do you wish you had taken?

s

None

IRRREREER R




REFZRENCE CHECK L
(WRITTEN) '

TO:

[} -

. Dear Sir:

The applicant listed®below 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 Security No.
EMPLOYED: From to Salary: $ Per

* POSITION : ' ‘
1f the above information is not correct please supply the correct information
below. .o 4 J )

s

Reason for applicant leaving your #mploy -
Would you re-employ? Yes_ . No If no, why not? )

‘ -

\ .
Please rate applicant on the following characteristics: R

Poor T Fair Very ‘Good Excellent

Quality of Work
" Quantity of Work

Attendance .

Dependability . e

Cooperativeness . ’

Personal Appearance ‘

Creativeness- =~ ' \

Date . Signed a

?

Title




L

,.
//;
1%

0f 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 ’ - " Likes Details
Complacent . * A Do-er
Procrastinates "A Self-Starter" "
Easily .Digcouraged Unduly Sensitive
Bold Stable )
B Timid . Emotionally immature
Analytical " Likeable,
A Follower *  Boorish
A Leader A good ‘listeuer
Evasive Too Talkative .
Direct . Good Sense of Humor
- Ambitious .. Too Serious
Too ambitious Self~conscious
Loyal Vacillating
& Self-cemtered Hard-headed
" A Team~-worker Dedicated °
"A loner" Self~confident
Sociable Poised, Good bearing
____ Determined . Authoritative
. Persuasive Deceptive
‘Overbearing . Admlts mistakes .
Open-minded - Critical of others
Defensive Malcontented —
Reasonably lappy , Inspires confidence
Adjustable ) Somewhat negative
Offensive . "Moody" ,
Positive Thinker "A Good Leader"
. Good judgement Dogmatic.
Demanding ,Excitable
Forceful Impetuous .
Easy-going . Imaginative
Nervous . Perfectionist
Likes routine Gets Things lone
o’

Use the reverse side of this page for any other qomments whlch you thlnk would
be helpful in considering this applicant.

)

wt




- PROGRAM TMPLEMENTATION

programs.

"Career Development",

‘and other publications
Curriculum Lab -
Rutgers - The State University
‘Bldg. 4103.- Kilmer Campus
New Brunswick, New Jersey ’

"Curriculum Gufﬁg for the EMRY
"yriting Behavioral Objectives"
and other publications
The Interstate .
Danville, Illinois 61832 )

"Curriculum Guide for -the EMR"
Clark :Courity School District
Las Vegas, Nevada 98121

Curriculum Bulletins
Board of Education
2315 Iowa Avenue
Cincinnati, Ohio 45206

"Inservice Training Program - SCERC"
Materials Development Center
University of Wisconsin - Stout
Menomonie, Wisconsin 54751

a

Careef Development - Special Eduﬁation (K-12)

Publication Editor

Room 727-B, Division for Handicapped Children

Department of Public Instruction
126 Langdon St.
Madison, Wisconsin 53702

Project Report - H-18,199-A-31
Pre-vocational Behavioral Objectives
ISD 105 '
Yakima, Washington

"Strategies foy Implementing Work Study
" Programs'

. and other publications

McKnight & McKnight Publishing Co.
Bloomington, Ill. 61701

‘Cambridge, Mass.

-The follo&ing publications have been useful in implementing career education

A

"Guide to Jobs for the M.R."
American Institute for Research

710 Chathan: Center Office Bu11d1ng -
Pittsburg, Pennsylvania

"Dictionary of Occupational Titles;
Vol. I & II"

"Supplement to D.0.T., I & II"

Superintendent of Documents

Government Printing Office

Washington, D.C. 20402

o |

Yellow Pages of Learning Resources

MIT :
02142

"CRT Coordinator's Manual'
and other publications .
Coordinating Counc11 for Occupat10na1 ’
Education
Airdustrial Way
Olympia, WA

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

"Wyoming Occupational Resource Kit"
Dr. Robert Schrader ~
Superintendent of Public Instruction
Cheyenne, Wyoming

AMIDS Teucher Inservice for Vocational
Teachers of the Handicapped &
Disadvantaged

Link Enterprises, Inc.

P, 0. Box 11073 .

Montgomery, Alabama 36111

A Digest of Resource Activities for
Career Education

State of Arkansas, Dept. of Education

Little Rock, Arkansas 72201

114

3,




N
Information from Local Employment Security Division

Instructional Approaches to Slow Learners
Teacher's College Press =
Teacher's College

Columbia University

New York, N.Y. IOOZZ - \

éareer'Edupation'Resource~Guide
General Rearning ,Corporation ‘ ’

.

-
0




Followxng is a list of materials that have been successfully used with handi-~
.capped students in.a career edu€ation program, The list is selective and by
no means excludes all the good material available in career educationm.’

rs L3

+ "Occupational Essentials" "Application Forms", "Getting and
H. €. Johnson Press, Inc. . Holding a Job'", '"Getting Along
& 2801 Eastrock Drive ) Series', !""Getting Ready for Pay
"RocKford, Illinois. 61125 ¢ Day", "I Want®a.Job"
| ' and other publications -
"Be)Informed Series" Frank E. Richards Publishing Co., Inc.
"The World of Work" . _clo_Roy D. Lyons, Northwest Represent.‘
"Occupatlons 1& 2" 6701 North 1#th Street
Ney Reggérs Press . Tacoma, WA 98406
D1y131on of Laubach L1teracy, Inc.
Box 13} "Building Arithmetic Skills,
Syracuse, N. Y. 13210 ‘Books 1-4" | .
. _Mebster-Division—— N T
&1v1ng Skills oerles) McGraw/Hill Book €q,.
/“Computatlonal Skills/ Development" San Francisco, California
_~"Moccupational Skills Development! ' ) ' .
Division of Trade & Industrial Education "Telling Timdl, "Measure Up" )
University of Alabama and other publications;
P. 0. Box 2847 Lear Siegler, Inc.
Un1vers1ty, Alabama, 35486 - Fearon Publishers
Belmont, California
"Applying for a Job - A Self-Study Guide" " .
"Occupational Home Fe. Notebook" "Mathematics in Living", Books 1-4
The Interstate Pruitt ‘Press, Inc.
Danville, Illinois 61832 Boulder, Colotado )

. "Coping With Series" . Career Development Activities
American Guidance Service ) - Howard W, ‘Sams & Co., Inc.
Publisher's Building Indianapolis, Indiana .

Circle Pines, Minnesota 55014 .
n Career Choice & Career Preparatiop
"Succeeding In the World of Work' - , ‘*.CCOE
Textbook, Work Study Guide, Workbook . 222 Airdustrial Way
McKnight & McKnight Publishing Co. Olympia, WA ,
Bloomimgton, I1llinqis 61701
nsteady Job Game", "Basic Skills : '
Inventory", 'Career Education'
and other materials " ’ !

Mafax Associates -
111 Barron Avenue
Johngtown, Pennsylvania 15906

L




