Y l -t ’ J' v . . %‘ ' . . ., .

N : - DOCUNENT RESUME ~ .

"/ Ninetgen procédural steps for establishing a resource directory are
ind¥vidually described in detail. :Supporting materials such as foras
for-gathering information, sanple letters, evaluation forms, and
oihgr procedures are presented for each step vhere relevant. The
guide has been field-tested by the.ﬁestsidg Area Career/Occupations

A\
BD 115 745 ' . . 'CRB.005 556
) AUTHOR . “Brown, Marleen T . -
TITLE Developing a‘Program for the Utilization of Community
. " Resources. : ‘
¢ INSTITUTION Westside Area Career/Uccupation Project, Glendale,
© ' - Ariz. . S U ~—
PUB DATE 74 . -
-~ 'NOTE e 57p.; For related document, see CE 005 557
) . . N
EDRS PRICE 7.  MF-$0.76 HC-$3.32 Plus Postage’ " ,
. " DESCRIPTORS *Career Education; *Community Resourées; Community
/ Serwﬁces; Directories; Educational Resources; .
, . Elementary Secondary Education; *Guidelines;
' . *Material Development; ,frogram Planning; *F
Guides S - - i
ABSTRAGT . .~ _ . "~ 1
; . ‘,’ The documént serves as a step-by-step guide for e .
; career education administrators, consultants, and directois in - 1
" "preparing a program for the utilization of community resources ‘in j
o schools. Two methods of utilizing resources are the oparation of a, |
service which keeps a file of persoms willing to serve as resources i |
e in the classroom,. and the publication of a directory .of such persons. i
J
1
|
|
|
;

! ) ) \ .
. . . | /
. **y*********#*g********************************************************
Documents acquired by ERIC include many informal unpublished *

materials not available frog other sources. ERIC makes every effort *
‘'to.obtain the best copy available. Nevertheless, items of marginal *

\Project in Glendale, Arizona, and the Washirngton Elementary School ,mwysé‘
District in Phoenix. (EC) - N i e 5 K

7 . . ' ‘ ’ ¢ - . . Kot ?;’gﬁf j

Lo / R |

S o e

. + » ’ . i J

N . b i ‘ . |

b : " |

P / - } |

» PR S /s - / 1

ot |

v ‘

- . U K /x{ . {

’ ‘ s T

M“j

]

|

J

*

*

X : ,

* reproducibility are often encountered and this affects the quality
. * of the microfiche and hardcopy reproductions ERIC makes available

* via +he ERIC Document Reproduction Service (EDRS). EDRS is not

* responsible for the -quality of the original document, Reproductions

*

*

.supplied by EDRS are the best that can be made from the original.
S ok o oo R o oo o oo o R o R AR R R AR KRk koK Kk

*
*
*
*
*
*




v - —— 3 Iy ‘

N i '.';:

¥ >
' ) £
’ v i
e‘! N )( i

) . '

1
¢ Y
. - . R . .
. A ’

. ) \ ?}

; | {

H Y ’ ) | \ | ‘t
. N . ! 3

DEVE %

V - .
| D ) ' A~
: LOPING A PROGRAM _ N 4
. L g » - . 1 . B ‘1".. - . "a 1
. g for the . .| ~ : \ %
, UTILIZATION v | } !
; t \ = OF COMMUNITY RESOURCES PRI 3
N . ) . . e

) {’“ ' ' : . ) ) ' - . - &
- . ,- Marleen Brown ]

. . 3

3 . - .o . ' ’ z
. ~ . - . ~ _ ; ) F ‘
] | ,, ]
" . ¥ |

. y . :
’ ’ a S ;g(:‘
- k ) \\ , o
. O ) / ‘ ; }: i
i — - “ < ¥
C KX
| Q ‘ , . v |
o\ ‘ ' 4
’ i
" Z

- . ’1-
‘ \ - - ' ? |
- Westside Are . L.
‘ Ares c C ’ e :
: . areer/Ociupations Project - :

) : - . A

ool - ) ; ] ::‘
5 John Glur, Director - 3
=3
der _é . '.\.J'f_ n: ' 1974 ’ ? :
| ’ \ £
S 3
- \p ) . .::» ‘
m 'me'm OF HEALTH. ‘ ':!.: \

’ ‘ U's DEPAR . . ‘ :
ON & WELFARE g 4

L/) :ggl%:':LI&STITUTE OF | . % 3

. - EDUCATION P ‘ ‘ :

Q ’ * . o Y

MAS BEEN REPRO- :
\ s oocoment 1% A5 o ‘
U) \THE PERSON OR ORGANIZATION ORIGIN® / ‘ .

ATING 1T _POINTS OF VIEW OR OPINIONS ) ) .
O STATED DO NOT NECESSARILY REPRES ‘ . ] | |
4 SENT OFFICIAL NATIONAL INSTITUTC of . B
0 ’ £OUCATION POSITION OR pOLICY , 3
Y . o
- ' ya s . : ‘
W) . . ;.
1] . .
<) . . “
J”\ ) ) . ' - L2

;- . . e “ . - ) 1
x‘ . ‘
. | o . ©oe N
EIK\[C - s 2/3 - o " ;o

| |




&

1)

' . Mr, Joe Blanchfield
' ) Mr. Richard Brown

: . Mr. James Cordes .Dr., Leon Webb

Mrs. Connle Gro:if

- —
> 1Y i d v
e '
-
Ca
>
L3
L 4
KA
. ¢
i
L]
'
*
Y
s
.
!
i
v /
3
P o
-

~

>

-

- ] ,

S .

Special tnanes ©O Liese cullicpues
and friends for their evaluative
comments:

L3
.-

e
—

Mrs.-Bonﬁié Jackson
Mrs. Peggy Scott

Dr. Beverly Whee}ér

! A
; ¥ N
— Al -
- .
/ . .
‘
.
B s
~ A\ N >
7 ) LI
! .
L)
/ i
i -
y
e s .
st
(",
¢ e ?
: B
e e st
\
\4»«%"5
N ?
! ¢
/
i
¥
ki
7
-
X * 1
2 .
] ~
f i

/ | - ; | ‘\

'
19

A
X,‘ .
4
*

b

f R S

pararer

BTN

STIUTIIRUSFUN IR TORN © SR

VR SNCHPI P

4
e

e

Y

1,

elasids S FEARLLS 45 Yedt

" ‘ .)‘ .
s A.

win ¥

H f;‘i‘"-t«:‘lq"“"s\i. LR S L D N

PR

T



Introduétioq

] (el

3
wrsdw o ¢

.Thank you for véur inquirv. ..

L ' Th%é booklef Has been written for use by ;dministrato;s,
- ~consult€pﬁsyand.airectors aﬁd 15 desiéﬁed.to serve as a~gﬁide
BRI . the'p;eﬁaratipn of a Progrgm\fof the Utilization of
. -Comﬁunity Resources in‘Careep Education. Althougﬂ many

‘vériatgons are possible and diil exist due to differences

¥

P betweeﬁﬂsghool‘diépricts, two methods are most successful

e T R o 6T IS e e f 8 e P
+ : rdek

N

in contacting and;utilizing ResOurces?- N :
) ggeration of a Service which keeps an updated f
i e of all persons willing to serve as

E resources in the classroom., The Service. -

takes the major responsibility-for arranging /
the resource by filling requests made by X
.the teacher ander student. %_

2). Publication of a Directory of all community . !

' personnel willing to serve as resources in ¢
, the. classroom. Generally this directory . :
- _ ; is self-contained and 1lists all the T
/ : information a teacher needs to determine .
¢ which resource will be most' appropriate. ) )

In this: booklet, the Table of Contents is arranged in

such a manner as to 1list the steps_in'establishing a Resource

Service (method #1) and when necessary, further .information

.‘P.A “n

iyt

i”Sﬁ“each'step is p}ovided on a designated page. Té6 establish
/ a Resource Directory, (method #2) follow all stéps as listed,

S0 g adiyle.

omitting those marked by an asterisk (#13, 15, 16, 18).
. With the exception of these 4 steps, the process for

~

. establishing the Directory and the Service is identical.

This booklet has been written and field-tested by the
N

I.\\ B \

\ Washington Elementary School District in Phoenix, Arizona.

'y

Westside Area Career/Occupations Project (WACOP) and the

e, . . N “ .
Y, T . T




L . o

'Through WACOP éhe Cooperative Communit;AResouree Service ‘
(CCRS) was establishedqin February, 1974 and to date'(June y b:
1974) has arrenged‘for at least 3 resource expeeures for
‘3,700 students and teachers in elementary and high school

levels..

o®

Two important points should be”dbnsidered

¢ 1) Although the examnles given here are within
the scope of Career Education, the steps
given here_are applicable to beginning a
program of any scope.

2) The berefit of such a Program is great and
. its use should not be limited to schools ¥
only. Many community organizations and clubs
(Kiwanis, Girl Scouts, Boys Club, Historical
Society, etc.) use resources frequently and
should be kept in mind when determining who
T the Program will serre}///

If you desirebfurtheroinformatidn, pléase write:

S ‘ : " Mr. John Glur, Director
' Westside Area Career/Occupations ProJect
: 6000 W. Olive: .
- ’ : Glendale Arizona

- . /
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I ~-\émPSJNﬂSMTiNG "UP THE PROGRAM

l)

. 2)

: 3)

~
%

7)

8)

9)

10)

6)

- 1)

“TDefine the Term "Resource ‘for your |
Progra-m e o e e @ ' o o . o .o ‘a e o .\\).;

As eS\the Need for the Progran and

) Determine Who Will Be Served by It . .« 2

Decide Upon the Method of Contact to . .
be Used‘in Arranging Speakers . . . . 3
A\ Resource Service ‘

B \\Resource Directory « o e .

Decide Upon \ ose the Staff
gram . . .« « 5

Needed to Set Up\\b \
Decide Upon the Sc pe of- the Program

and the Information™ Qe ded From Each

Resource N ° . O . O o\( ., ,r‘w. . ,. ° O '5 .

- 1\—-- ;:3’

Decide Upon ‘a,Procedure for Obtaining
the Informatio e o o L] . e a‘ ] . L] o‘ - 8

Write an,’ Information Sheet About Your N

'Programf, e [ [ ] e e . . [} L] L] e .o e e e 9‘

Decide Upon-the .Population to be .
Contacted and Begin Contacting . . . 11

Decide Upon a Procedure for Compilihg
the Information and Begin Compiling . 13

Decide Upon a Method of Evaluation of
Resources and Updating of Information

',onwile............... 1h

.Conduct a Search for Activities « o o 15
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12,
T *13)

- 14)

© )
P 1))
..

' - 18)
19)

IIT,
TIV.

)

.

Devise a Way to Compile the Activitles .

Devise Procedures and Prlnt Forms to

-be Used .. . . . . . . .

"Print ah Informatioﬁ Pamphlet on How .
To Use the Program e e e s e e ..

Hire, otaff and Install Telephone e e e

Train Staff Secretary . . . . . .

-

Announce the Opening of the Service
and jpen ' l l * e L) L ] L) K4 e L ) L ) *

Write the First Monthly Repoft of the, '

17 .

ol

4o

b3

. 43

. 43
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4
v

*Not necessary' for estaﬁlishing a Resource Directory

£

Activities of the Service (refer to pg.). 38
Conduct a Mid Year (and/or End Year) )
Evaluation of the Program . . . . . A5
SOME THINGS TO THINK ABOUT . . . . . U7
DISPLAYS.
A Community Resource”Service K < :
-Questionnaire . . . . . . e o o o o 2A

B}f Resource File Questionnaire Card . . -7
C) Program’ Information Sheet . . . . . . 10
D) Séarch for Activities . . . . . . . . 16
E) Classroom Activities . . . . . . . . 18
F) Request Form .". . « o + ¢ ¢ v« o« « . 26
G) Confirmation Form . . . . . . ... . . 27
H) Evaluation Form

l) Teachers . . « v+ ¢« « « « « « o 28

) Students . . . . ... ... .29.

L 3)Resource . . ¢« ¢« ¢ « ¢ ¢ . « . 3

I) Confirmation Letter . . . . . . . . . 30
J) Suggested Classroom Guests. . . . . . 31
K) Thank You Letter . . . . .% . ... 33
L) Procedure Iog . . , « « v o\ e « + « 35
M) Monthly Report . .., ... ... .38
N) Job Description Resource Secretary . 42
0) Post Questionnaire . ., .-, . . . . 46
P) "On Vaction" Notice . . . . ..+ . . . 49

.
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getting more sopnisticated ‘

STEP # .1

Define the Term "Resource" for your'Program

Fod -

‘For years teachers have been bringing guests into the

cIassroom and clubs _have been bringing speakers to share

/

information with students (or members) and have further

involved vne community through field fnips, ork programs,

etc. So community involvement is nothing new: it's just

R,

x
- 1)

. Ehe cémmunity.

. - — . S

~The term "re'source” 1is used»he”e to impiy an unlimitedo

cope of services and information which can be provided by

1r,0.7 LTI v.& ¥

de - e - e M S i M e

‘~> For example, community‘residents can:

_'lg Jrrange and host field trips - '

2) - Send tools and materials to the classroom for
display

3) Speak to classes on theiry
K:?) occupations .

-

N b) travels
sy -¢) . hobbies
: " d) unusual experiences
e +knowledgé in specific areas (ancient
,'Mayans, current events, how to administer
‘artifical respirations, etc.)
f) specific abilities (reading Braille,
) buillding miniature models, 'speaking a
foreign languege)\
k) vVoluntser to tutor students in_ various
academic areas ..
5; Volunteer to serve as teacher aides
' Provide films, filmstrips and pamphlets on
e various-topics
7) Demonstrate a skill in connection witn a
- particular subject area (how to read a
‘weather map; how *o speed read; how to draw
a model to scale; how to drive a truck; how
to use a termina’ computer. ). /
8 Present a play, puppet show or recital
Bring a vehicle that is essential to his /
work . (or way of living) and explain an

: show it to students. (see page - /////
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et " » . *

10) * Bring a collection (hhtigues, watches, barbed
wire) to share with students -

- 11) Sponsor a Job Observation Day where a student
N7 - spends. the day observing him in. 'his work.
- A [apo hare "#'.9’2‘_ X . o . ‘ .
" 12; _Serve as 1iason contacts to otner resources

T -13 Participate in a Cgreer'Day featuring many /
—-. - . resources on.one of the above areas. (see

PSR page, 23 )-- : ’

- What services do you want resources to provide? ."What

-

” will be the_scopé of your Resource Program? .Why not ask
“ the teachers and students? L '
STEP # 2 - Loy

;
Assess the Need for the Program ‘
and Determine Who Will bé Served by It
P .

In develqping this pfqgram you will want to make it as
effec@}ve as possible 1nimeefing the needs of tbe‘staff :
and studgnté in ydur school (s). A queétiohnaife will

ibrovide a élear indjcatiorn of the need f;r the'progfam'
in your échéol or ar¢a and of the areas in which the

needs are most'importg t.* (For a sample of the questionnaire

we used, see next page.)

For the Service

N . [ P |
1) If you have & large school distﬁict,’you may want
4o distribute -the needs guestionnaire to each schoolw.’
. Based on the results of each séhbol's expressed need,
\\jacompule a 1list of schools ‘to be served beginning with
' \ the school /most desiring the Service., Start small -
.withionly a few schools - until procedures are ironed
-out, then add schools as you feel the Service can
handle them. ! )

. |

2) If you have a small school district, plan on serving
o all schools immediately, but be sure to ‘determine the
\ . peed by distributing questionnaires to all schools first.

“3) If you plan on serving other school districts and/or
K community clubs and organizations, the same procedure
outlined in #1 above will be most effective.

‘- . 10 —

2.




- Display A

- COMMUNITY RESOURCE SERVICE‘ QUESTIONNAIRE

Several teachers in our schoo~ are now in the nrocess of
| “ Aexploring’the use of a Community Resource Service. Would you
please fill out the following questionnaire to help us in -
- designing the service to meet your needs and return 1t to the

y ) . office by Wednesday.

‘ i Thank you, Resource Service Committee

. I . . YES - NO
1. Do you think the use of Community Resources would -
enrich your program?

\\\

Y .2 If you have—-used resources in_the past° approximately . :
e how many during the year? . . a year -
3. In which of the following 'a.rea./s would you want to
use-community resources:
- To provide information on a Job;or Jjob area
o To provide hands-on experience | °
! ) To teach a mini-unit o relating a school subJect
. . to a career area .
. o To display and explain [a hobby o \
. To: demonstrate use of particular tool of trade |
- ) To participate in a Cayeer Day featuring vehicles
- . 77 (fire engine, helicopter, armored car, etc.) .
_(: . ___. To participate in a C eer Day" featuring speakers
Other‘~ L. $

[

L, Would you 11ke~to have a packet of activities for use
as an’ introduction and/or follow-up to the Community
- . Resource? ) -

s

-

5. -. Would you use a service which would contact and. =, .
b arrange for Community Resources at your request ‘

Given a list, would you prefer to. call- the’ Resource' ‘
yourself? o
- JIpS— AN
e 6. - If the resource was arranged for you, would you want )
‘the opportunity to ﬁpeak to the Resource before he .
comes to your class?
GRADE LEVEL ____SUBJECT AREA (S) o ’
. Club/Organization
Members - are mostly Youth R Young Adults
L - Adult - )
: 1 -
IR 11 N o o
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For the Directory _ ™

1) Questionnaires should be completed from each school N
-~ ... before distributing the Directqry: you should - \B‘

. \ provably print--enougn hookieis &or 5 tne Leacqersm;

\ « :..+. .--1n all your schonls. Chances are small that evefy

iAot —ws. . teacher in/eégh school will use resources immediafely;
'msr:l. . -thereforej you can safely assume that your community

’ resource volunteers won't be swamped by calls once the .
Directory is. distributed to the entire District. T K

2) "cIf~you plan on making, the directory available to other
; ‘schools and/or community clubs and organizations,

. “"determine if and how you want to distribute the

- Directory to them, Where Directories are 'sent to Clubs,
c - -ONnly.one. copy will need to be sent (to th program

" “chaifman.) ; It would be wise to keep a record -of’; BNY

2 1. .- 8chools, .Clubs, .etc. which received copies of the#

| -t S:e -Directory. -~ . v .

—""“""r:v ::;.-:':---‘-;::.“'o - ’ . . :‘: . o- . -
o BTEP #:3. . o _

—_—r f::"’Decide Upon the Method of Contact

. ———7":; ';J. . to be Used in Arranging Speakers 3

Several factors will determine the ‘best me hod for e

.your'program ! \ 7 . ﬂ.:

!

3)-=What were - the results of the needs questionnaire"

2 Which method was preferred by your teaching staff?
. = .E What funds and fa ilities do you have available°
... What priority dbes tnis Program have in relation
LN to other programs in your district?

-

- * The following information\may help you to Letermine ‘
- which method w&ll be most effective for your district-

The Resource Service C \ ' y

-~ * Arranges for speakers through one central{location
i .provides ‘a place where teachers and resources.can~

. call .for information, ect. .
T \

* Has at hand all information relating to the *esources,i
the_program, etc. )
T Assumes the responsibility for contacting, arranging, .
and thanking the Resource and for sending and receiving
the evaluations « v \ .
* Is constantly updating the Resouﬁce File and contacting

ney resources e B
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~~ Ty . o ;
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. Y N
Resource'Service

*  Serves in an advisory capacity when teachers are
/deciding what reSources would be most appropriate
for their class ) /
* C:'.:CI{ L‘.; SLlen Uhs -..«,QKJQ;.‘::w'leJ' " upc:u»'(: Qi éubly
with the Resource SN
*  Devotes 100% of its time to the’Resource Program~—" »
*  Requires a Full or part-time secretarw and use of a . .7 « | o
telephone ‘ ' : . ST
i ,./ =
* Provides for a uniform procedure in contacting and v
scheduling Resources a A .
/ ¢ ’
The Resource Directory B Y. L
‘ e ) ' * . N
* 1Is- less expensive than the Resourqe Service . SR
*  Can Fe placed directly in the- handshof teachers )
* Iets the teacher-determine which reséurce to call
) I\ o \ F =
*  Gives the teacher the opportunity to/speak directly g
to the resource |
I
¥  Glves the teacher 'the total respon/ibility for
contacting, arranging, thanking the resources
*  Must be. retyped and reorinted when it is updated (we
. suggest. every 4 months) ) .
*  Provides annotated information on each resource .
™ l
* ‘Carries-little maintenance cdst:” staff is needed only

to. comﬁile the initial Directory and then to update .
every .4 months ‘

.:The Resource Directory can be converted at y time to C
.2 Resource Service . l |
\ : e

- Necessary Expenses \\ ) .

: ;‘( - i\ . .

1) Personnel-available to contact potential resources
* on-dally part/full time Dbasis (we hired one woman-

,L * 30 hours weekly) o
}

One-5 x 8 file card Mr each resource contacted R

Use of a telephone for daily-use (we installed a .‘

private business .phone) : o
it Use of a ‘typéwriter and duplicating machine >
5 Stationery and envelopves to be used in writing

confirmation and thank you letters “to Resources :

Paper for duplicating necessary ‘orms.
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o 8"y e mim TR P o WE P AP AU S i G (e gl A Seon B 9L

o T Stamps or mail service
| 8 Office or space avallable for location of the /. S
| Servise fuwasuzed o zchost Tochroom) - e -
B . -. - . {
Eh' .. Resource Directory ."; / . ' Co~ p ;
7 - . 2
] 1 Use 6f Duplicating MacKins ¥
/ e .2). . Enough paper to print a directory every- 4 months
A ‘i © +3) ° Personnel available to compile, print and distribute
M A i , -~ the directory
. o 4 ey One 5 x'8 file %ard for .each resource contécted © .
’ ./ ' aﬁi: "Use of a telephone for initial and updating contacts :
-:‘:_'-—" _ - 'o._ . e. . . g,;' . [ :“ . . . Py - v ; :
- STEP h S~ P S e
- ;. ‘ # - /.‘. > . A A - A oy - N \- ' f/
: e . —Décide Upon and Choose the Staff }

e e

Needed to Set Up thé Program _ : ie
is is a toughie - but we. oan saPely say that at least
{

l

one person should be available on’ aﬁdaily basis to coordinate
‘h' R “ f

‘r‘/

".

T | the beginning necessary stepsf KR

.necessary,

(|
/

Preferably, this person should have a committee of

persons helping with the telephone and m%il contacts
This committee can L be parent yolunteers teachers,
| .

teachers .aldes, even capable students. If the Directory '

~method is used, a typist and facilities for printing the’

- *
-~

Directory must be available.
If the Service Method 1s used; at fedst, 1 Service / Lo

K]

-

ségretary must be'available on -& part or full-time basis

‘once the Service open5<-a\
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./ ‘Dec1de Upon £he Scepe of the Program
and .thé Information Needed .¥rom Each Resource

The nurvdse Por deve oning a ommu.itr Reﬂour"e Bprogran
- \ 7
F ] »

is to make a«arlablb to the students

v o

information.presen%ed
* &

hy var}ous w::kers about ocouoations in the world of work.

Dependlug unoq the scope ofyour Resource Program, other‘

kinds of information/maj be available to students - the~’ .

cope is- deoen ent upon the neels felt by school persdnnel.,

.

/ e SN ,’
(see page ) e i ) - ' . ) .
/ \1 Gt . ' ‘.\. " . [P
Py s * ‘'

. ’

‘ Y
, A,.! . ) . , .

Based upon the results of the questionnaires, decide whas
Jkinds of informatlon you would 1ike made ayailable through
‘tue’ Resourhe Service and then upon the informatlon needed
from ach,potential resouroe. -

k

/ 13

, and volunteers -has been proven again and again.

. inexpensiv.;
- / R

- — - !

: - . "
The model provided nere. is very concise, (see Pollowing
page) allowing‘for specific information from ‘the ra2source -
contact., Your form wi'll" reflect your necds - however, 2ven
the ﬂOSu brief questionnaire should be tyved on a 5 x 8 card
and should contain 1nformerion conderning:a - e

«
|

1. Name and ‘itle of th’e _contact

. 2. Address and bhone number
- 3. Service which they are able and willing
to provide
' I, oGrade.level with whlcn foej orefer to work
5. Any limitations on their tlme {once a nigntn,
_Mondays only, etc.) P

. 6. Preference as to size of group o

~ T. Source of contact (where d¥d you hear'about

this resource). .-

.

; . y 4 i

4 < 3 .
.,//sfhé<vamueiof using cards %o keep trackkof resources

They are-

l

can easily be ob*ained and e¢an be prlnted on

v L]
¢

mimeograph nachine: .
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Resdurqe File Questionnair
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e - than ‘others. The foLiowing procedures were all sucgessfully

Decide Uponh 2 Drocedur N
L for Obtaining the Information ~ - ‘

'Cf =Pe . oo -~
. Trocdigces Lo contnusing oocentiau resources are :
. -~ \"‘3,),_4«5 -
EAR N T
varied; gll are.effective hut some are more aporapriate 4 s
« "4‘,".‘1‘”
B! s \“"1:?‘

: . . / g ,

used ©o confact community personnel; -

’ ~sgn O ~ i

1. Call the potential resourze directly, introduce the
concept of the Service and ask for his participation.
If he agreées, obtain the necessary information (for
his questiomnaire contact card, see page _ 7 .)

. right then,dn the - elephone.er mail the quesEIonnaire

v

e . 1. Be sure to have a comoieted contact card on each-
' ‘ resource. R S _

. 2. »Be sure to contact =2ach resource by phonef if for

| IR " no other reaspn than to recoafirm the infloraation
* on the coptacw cacd. The call will be well worth

‘ ‘the ,time ‘and will help establish a nersb al
rapnort wita each resource. N -

) ~~ Whichever procedure (s?'ydu use, be sure you: « / )

‘ 1. Explain that this is on a vo1untary b%éws, .
unforuunatelj, 52h091 finances don't allow L. -
for renumerations. :

. : \ .
- - Coe b“ / r \
' ' ' \

— = - to the resource..(enclose a ‘self-addresded, stamped
s envelone for return ) _ .
2. a'Send a*letter or note to:the resodrce explaihing,
the concept of the Service and requesting the
. . resource to inform you (by telephone, return mail,
- etc.) of his interest in pan&wcipating. '

/g/f, . 3ﬂ Put announcements of the Resource Service in ﬂ>\\<,
K local bulletins- [church, school, eté.) Volunteers
T can be asked _t» conuact a represehtatiwe of . the o
Service. Contact cards can be complet 2d byfphone
4 or mail,
i of course, you'll revise" these procedures to sui+-your
own need ;5 however, ther= are two musts: ;

~ - 1

{
. AR . '
< . .
v ! ,
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2. Explain that "orofessional gpeaking ability" .
o is ‘not necessary or_even alweys desirable, An..
o ) audience responds &5 a siricere, iﬁﬁormative
© and 1nteresting preséntation, - not to a

ulu.cao.:.uucu. un.ox.u-uu. - N
“ K3

,T_ . -3 Mention that they will be contacteqd again as \
' the list 1s updated and will have the option 5
of not. serving on the new 1list.

vis o 4, - Explain that you appreciate that their first
respons*bility is to their Jjob ,and that in ¢
case of a schedule conflict, they can certainly
* refuse or, in extreme cases, cancel a teacher's -
requesu.

\

o ‘ a request for their :specifiic area and that.thevr
' is the pos§ibility ‘of their not being called for
several montqs at a time. .

5. . Mention that they will be called when you receige

PREY o

/

! STEP # 7

) . . vt - .y ,
v - ' o Write an Information Sheet_About Your Program ’

’ i .

~ - 'While‘thlsfmay appeer_tq he an unnecessary frillé You
te will find *hé* many» potent ial resoyncehvolunteers wifi‘want
? \to know more about the Program before committing them&elves:
—. . CIf you are developing. your Program through . a Career
Education Project, no doubt.there are pamph’ét§7%%oklets
availéble which discuss Careev Education 'in your stato. If

2 K o

no booklets are available/or if you are not associated witn

LY
4

‘a particular orogram, you can send a brochure about your
. schoo1 district and an information ‘sheet explaining the

purpose af your progrmn and tae many services you feel

.

resources can nrovide (page l‘ N for example. )

"The following informatioq sheet was developed for our

program “

< “1
P ¢
% .-
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Program Information Sheet

4

About the oooperauive Community
Resource Service

A

*

In February 1974 the Westside frea Career/Occupations
"Project (WACOP) began operation of the Cooperative Gommunity
Resource Service. - S

WACOP is one of 20 statewide orojects in Arizona’ funded
with state monies and workswith teachers to'incorporate
Career Education into the existing school curriculum. WACOP
works with 53 schools, Grades K-12 in Western Maricopa County.
and employs one ‘director, 9 consultants, and secretarial

\BQ;ff Eight consultants have offices in various. schools
served by the Project and function on & one to bne basis with
teachers, one consultant is in-charge of /the Media Center
whose primary function is to serve as'a preview and evaluation

nter for all commercially produced Career Education Media. ‘

\\fln response to requests—TTom business and schools, the
Cooperati¥e Community Resource Service (CCRS) was established
to provide a uniform procedurée and c¢entral agency for -

.-scheduling resources into classrooms and also serve as a

catalyst between the resource and teacher. . The service was °~
started by one of the.WACOP Consultants who serves as advisor
to the Secretary,of the Service. Currently serving 5° schools,
the CCRS plans on increasing its use to those schools
expressing a need for the service.

»

Ed

>

Currently the Service has 342 resource volunteers on

. file and hopes to -increase this number byeso% during the

TU=75 school year.e

-
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" Decide Upon the Population to be
. . Contacted ang Bec,in Contacting ) h

' lnls Will uﬁpena on tne scope OL your. Program but in

pra———

order- to provide the teacher W1th a variety of resources,

A

'it.is suggeste that resource contacts be available in as

many different areas as possible. The following W1ll ! o

R

provide a place from which potential resources can be

¥

obtained For A more detailed explanation of contacting

C'-'.“ > N, . \
each of the'following, write for the booklet "Surveyin% .
s A ] )
the’ Community" (see page ii for address) \\\ »
\"'“,_;Parentso-.- TTT T et ......-...--. ) T Tt ot a

“‘What better way to get Mom and Dad involved° Parent/teacher
conferences of fer jan -opportunity to mention the Resources >
Program to parents. 4an important point here i$ asking those
who volunteer if/&hey will go to other.schools or serve ’
only at. your . school (Some parents' ﬂoyalty should be '

g,

_'respected )

'Clubs .and Associations 2t

the Yellow Pages Is probably -as good a guide to this source,

as any. There [1s usually 'a program or public information
chairman to contact who\will give you necessary information

dbout contacting their members. The Club may already have

an existing ‘1ist of volunteers. . )

7(-
=
~

. Already.Existing Lists: ' ' ' ‘ )

Many professional organizations have compiled«lists which

<they will share with you. 1In many cases, they will refer A
you to.the chairman in charge of speakers. In this Case,. '
the chairman's name would be in yoﬁr files and you would
call him to arrange “speakers for you. His questionndtie
contact card ‘would indicate ""ill -arrange speakers in the
area(s) of - . - ", : .

€0-0P Teachers . ) - [

I HIgE SchooTs where studen oarticipate in Cooperative
Education Drograms, the Co-op student can be invited to
serve as a resource to discuss with students certain aspects
of. his Job. This has-—thé double advantage of bringing into

the classroom a resource with whom studengs\can identify as

<

- Wwell as serving to strengthen. the cEOOperatiorl between

1

|

‘lementary and high schools.

. . -

!

Teacher Exchange\s\\ ' : ; o B :
kssentially this invol\es teachers serving as resources for :
each other Most teachers have rich and varied bacvgrounds

32 ~
3 Ed .

o . ' -
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-w*ff‘GdVe;nment-representatives are excellent sources-a q;réctory

1

’

two teachers can\tyade\classes for a presentation or a
. teacher can be a resource during a free planning period.

"Administrative approval 1s probably necessary here: 1in

many cases. the teacher will serve as.a resource herself,

Never overTook thls goldmine |
can usually find what you!

calling. -

When all else fails, you
re looking for by skimming and

- Retirement Cormunities
there is one Ifocated near you, a directory of the comnunity:
Willk-usually be available (sometimes at a minimum charge.)
In many cases, there is a member of tre retirement community
who will contact resources for you. ‘ -

Government I . . ’

Branches of the government (particularly the Armed Services?)

are available as resources < .all government agencies are
sIisted in the White Pages under “United Stdates Goverrmerit.".

i

-

1s usually printed which 1ists all the representatives,
-genators, their respective districts and occupdtions., While
"availability may bve very.limited, this is an extellent way
to.involve your representatives in the school program. Don't
overlook local city and state government -as ' 'sources, also,
Nearby Businesses - . - : 4
shop owners can be available, they are usually very .

eéffective. One word of caution-they should understand that
; the primary purpose of the service is to impart information >
and that- any customers that mey come as a‘result of the
presentation should not be solicfted gt the presentation.

, ‘sr,l . )
Friendg-andeelatives \ _ . )
- Your own discretion can be used here-in many cases a friend
or relative is able to serve &5 a resource and is very

. willing to'do so. . .

-

University Classes O ‘ .
IT members. of thé Resource ‘Committee attend college classes,
many times fellow students would be willing to serve as
resources. : Teachers of these classes often agree also.
s . . : . C T e - .
"\Beferrals by Word of Mouth e :
A his 1s probably where you'll get the bulk of your Resources,.
§ou'll be surprised how willing people are to su gesﬁ/gﬁper’ \
. source persons-you'll even have people callingégou to” “ -
VQlunteer their services after hearing about yq%r,Prbgramk
' /

T
(%

Chamber of Coémmerce 3 ‘ A
We‘gnow(df one case where the Chamber of Cémmerce cooperated
to he¢éﬁtent of sending questionnaires fo all 1t's members
and then ‘went. the extra mile by complling and printing the
Resource. Directdry, It's worta a tryl . .

P N 2z
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Decide Upon a: Procedure for Compiling

the Information and ‘Begin Compilation

%

A
\

, ri;sources. For /example:’
", TIACHER AIDES, etc.

bi: filled as ipggested in #1 above.

.

s — . f .. ) .
D Eeforé®you know 1t you'll have contact cards all over '
the place: the following-m?éhods of compilation éan be
‘used {we. suggest- the firgt)é" : - 1
N . ) ? . /’ / ’ N ] . o
. 1) Arfapge the cards fnfélphabetical order according to
. - tne occupation of thé resource. .
2) @iteggrize»the can@g by 6gcupétiona1 afeasv(you can
use the 15 USOE Occupational Clusters), For example,
. PUI/B'LIC SERVICE, TRANSPORTATION P COMMUNIGATION, .etc.
//" ) - s : . .
'3) MAi'range the cardg.accordisag to service provided by

) _SPEAKERS, FIELD TRIP SPONSORS
Within ‘each catagory, cards can

-

K
2
A

N

Vihichever Procedure’ yoi use,

vill probablyubghneccsaaryqanqmggn easily be °

ticcomplished by placing color codéd-tabs on

¢ppropriate cards. For example: e

Hlue tab indicates:

C e (reen tab indicates: hasn't been called

SN willing to servé. g
L a Grange tab indicates: will host a field trip

>

13.

‘a- cross filing system

&

by ﬁﬁgénge:the'gérds alpha%etiéallyﬁbe ;aép riame of the‘ﬁwF"W\ :
e - rizssource, type a master 1list which 1ists each persom
i ailphabetically by last name and indicates necessary. C"S
\\ 1nformetion about the services provided. For_example<):- )
. Qﬂee'belowg:- a - s o q 32 |
NRY P P / o . Z. A '“'c '% -0 m
. e £ 5O 8257 3
_ . / MASTER LIST FOR RESOURCES £ ICS C 3 .8§
. : L PV - o =S C o= 0 € ,
NAME O} RESQURCE - —~ NAME OF OCCUPATION & H 5L LOI
- / < . R R .
//1'.- Beérds}¥, Ron * Bookéeper v|v]v 11
i ‘ -7 i # .~ ) \ ) :
o 2. GneeQﬁay, Susi . Keypunch- Operator “/'V/ !('- V]
— 3« Johh/s’on, Sam_ Horticulturist " ’( Y]
PR . - ; T
b,  Jonss, Bill . Cashier Yiri M rivl v
/ - . A - . > N
r / LT ! . . . M .
.5, /McI#er; GingeTr - Florist ° : - ‘ ‘-}{\PA
- / : . ’ ‘ : v/s/iv’ vivi |
hiie, B, J. Accountant , —

will go to one partitular school only
yelt-1s very

Y
b 5
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The only obvious note-of caution here is: 1) to keep a key
which refers to each color code and 2) don't go crazy with
cross-referenceaxc_ (three should be max1mun)

Vot ,,‘ M * ru—-_' . . ’

F Tren e Tmmm savim DI ann o b s LIS so- S . YA s
.- wa Veans e WML v W dA W v - gy Vi wlad vant WAV it M et & wmalpg et N

by one of~a-comhination of the above methods, then the
Directory can be typed directlv from,the cards, Appendicies

. at the back of the 3irectory are used for cf%ssfreferenéing.

. j ’ N . . . . . . . . e o . . e . T \
" o STEP # 10 . E ) :
' Decide Upon.a Method of Evaluaiion ) ’

) : - of Resources and deating of Information on File
. \

- v - R .

The - only waj to determine if the expressed need is being

met is to receive feedback from the teacher, the students,

-

andﬁthe resource. . . " e

Through the Service, evaluations can be sent to the

N ) teacher, the student and the resource. The Service should =~ \%

-

receive and complle the resluts of the evaluations for K -
- .. 1) reports 2) reference regarding the success of any S
‘ cresource appearance ' )'suggestions in improving the Service.w“

/

If the evaluation is easy to complete, concise, and provides /

“@ for ‘additional comments, it will have a good chance of %eing/(

completed and returned ‘Samples of evaluations can-be /

ey ) - /

found in Display H _H . O , » R . / .
Updating the Contact Cards ’ !
N the contact cards, thus, if your Service is operational
. ! . A .
all year, you will update 3 times; if operational during

*school months you will update tvice yearly,

A

|

Every ¥l months is a good time span to use in updating \ ‘i
/ w

i




< ‘ | .
- Two mdtiﬁas can bel!used: ) i

be of very little or very great value dében&ing; in bart,

1
1

l) Call eac
you can:
o\ >

AN I B T O S S KU I L T -

person for whom you have a card. This way
x .

b} -ask the resource if he's enjoyed his visits
¢) ask.the resource If he will remain on file for

. . "another-4 months. .
,,d) answer any questions the resource may have

2) Send a note to. each perseon for whom .you have a card
-explaining the upddting procedure now taking place .
and stating that unless you hear from the resource,

ou: will assume he will remain on file for another
months and that all the informstion on his contact
card is still correct. Provide.your telephone number.

We prefer the firstﬁmethgd becauée~ofo%he;persona1 contact
and the accuracy of the contaét, b :

A
-

-
N v .
. .. L] . . . . L] . '] . ] - .
.

S

STEP # 11

’53' 8 A P ) ’ N
s Conduct a Search for Activities

An introduction and~fo;low-gp to a resource not only
prévides enrichment to the 1nfo}mation presented, it sets

_the/sfage for the resource to-be an"tniégrétedlparq of

whatever the class is currentiy studying.:‘A\resoufEe can. . "

>

on how prepared the class 1s: thus-the rationale for

including this section as a step 1n,éett1ng up the

Resource Program,

T e _— -

. Several é}ééiﬁéh%ﬁséuiéés‘bf“écﬁfyitiGS.arg‘gyailable:‘

——

. ) i . . .
1) Teachers will contribute a wealth of activities if

they feel that the gesture is sincere, that is, if
you use and acknowledge.their contribution. On £he
next page is an example of the flyer we sent to our

. teachers. This received a good\response, but out

personal contéets were much more productive. -.

often steer you to a teacher wh mind is a
storehouse for activities. \

2) Principals or consultants can ;gégesb areas and can
se

¥




_ Search: For Activitiegi

With more and more teachers using .
our speg&kers list and community resources
- 1in general, WACOP has decided to put

- together a booklet. for your use with: .
s 2; IDEAS on ways to use community resources; R

ACTIVITIES for use with students either-as
introduction or foklow-up to using a community resource. \
I'm asking for YOUR ideas so that, with the ones we have, }
we can complle a usable and valuable packet for everyone'
use, .
T So far I've thought of using community resources to:
1. Speak ‘on occupations
e '2.:.Provide onjocccupations
3w, Provide vehicles.for Vehicle Career Days$
CAN" YOU* THINK OF ANY MORE? - ,

5.

6. > ‘ ~ ' :

WHAT ARE SOME ACTIVITIES YOU .CAN THINK OF THAT WOUID
BE GOOD EITHER AS INTROQUCTION OR FOLLOW-UP TO THE
ABOVE? b ‘
An 1ntrodactory/Follow-ﬁ6 activity ‘for #

. above would be: //

. ,‘_ D Y S
. ‘ Y/

- I

~

Name ' ~ , School




-

¢ ' activity that was a great success for teaching speliing
' will also work in introductin or reinforcing a particwlar . ..
- concept related to information provided by a resource.
> Games, bulletin boards, gnterest centers can all be
adapted.,

T ! ’ 3) Adaptation of activities: nine out of ter timgs,\é'
:
|

1 : . .

Students are only too willing to share-activities they've
; ‘'enjoyed 1in their years of schooling. Probably even now at
¥ =. least one activity stands out in your mind as the one you
. loved-and learned from. ‘

/"""

L ~“  fTeaching Publications offer a wealth of activities:
. . p&rficu%arty bulletin board ideas and games.- The bibliography
at the back|of this booklet lists some publications we found
part;eularly helpful, ~—— — | SN
. _ \

|
|
1
1
|
t?f » Braihstérming,Sessions: Over coffeé or lunch try brainstorming ﬂwnhi
|

; _3 as many activities {deas as you can: Ve came up with 10
- > 7 ideas in 30 minutes-and ate 'lunch tool: ) .
'.: ;:-}.: ..T.:. ”.“0: V-O'. [ I ] ) L] [} [} [} ‘e . [} [} . - k \
z -- STEP # 12 ' o \

¥= i 7 pevise a Way to Complle the Activities

. A : . . \
-7 " The idea here is to present the activities so that

T . ‘they maximize the creativity of the teacher and minimize’ «)j_!

by . the need for further guidelines. oo . : -\ ] \‘3»w
I+ 4577 In compiling our activities, we listed them only by *

: type-not by grade level or sequence (whether to use the | N

. N - activity as. an introductien or follow-up). . Thus we had/ o 1
o 1) ° student assignments - - ) :

' 2)° small“group-assignments
E' ‘Wwhole glass activities
© games

. display;actfvftie&‘ | \
- - < 6) specialitypes of career days o L
. Other éltefné%iyes~are% : T o A \
—_ . T1) List the activities by ‘suggested grade level
) . .2 Iist the activities by use (Introduction, :
;o " Re-enforcement, “Follow-Up, etc.)" ‘ \\‘;
\ 3)  Iist_the lactivities by area (Use with. speakers,
- use with\ﬂglms,.usq,with field trips) .
Follcwing'is‘ZTsampis of those we compiled. ! o

N

Y

A7 et
~ . -




2.‘

3.

7.

Soj;

. .
‘CLASSROOM ACTIVITIES

Istudent Assignments

Have students research and make a list of all words and

terminology us
If desired, th
week or may be
from other Job

While most people think of getting
~—money, they overlook the fact that-most Jobs cost mone

To-get into.
cost of that J

Individually,

je occupation (s) presented. .

ed in t ; .
e used as spelling words. for the/&_.

ese may

“put intg a class.file with terminology

areas. ., 1« ]
{
a "job as making l

Itemize, for a particular occupation, the
ob (education, ¢ar, clothes, tools; "

S — o -
v - -2

or as a group, have‘the students convey -~ .

(1in a written paragraph or by using descriptive wordsYy

what they know
After the pres
thing and comp

Encourage each

position in Phoenix.

(or hats, shoe

- £4nd cases whe

completély aif

ILet. the students themgelves,decide upon thé résource .
they want, maKe the requests pick and compléte related
~class activitl
you, etc. .

Start a clags’
‘speaker includng a pieture of
occupation and a brief summary
Choose .several students to ‘be-in charge S

presented.
of the Book.

Have the studé

" about,.the occupations being presented.
entation;, have the students do the same
are thelr increase in knowledge. o
} ] ,

student to| bring different tools of trade
s, €te,) usled by various workerss Try to
re the same tool is used by workers in . -
ferent occupations. . -

es;, introduce’the resqurce, write-thank-

“ 0} q . T l,< N . L
Giest Book. tv
the speaker, his signature, '
of, the information .

nts read wané ads and/or Joﬁ,BanK Data’

(available, from State Employment Service) to find the
availability of a particular (and other related)

Use TV as & re

source by aséigning sfudenﬁs to make a

1ist of all careers they see during two nights of TV

" (including news.)

really like it
LetzintereStgd

Discuss the. idea,

"Is this Jjob ‘
1s shown on TV?" o

students~prepare~presentatioh.patterﬁéd

after the one they saw and present them to a different” -~ -
class. ' '

A

g

Devote—a page or two to each ,4//

gy
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*

1.

— Sk,information about the ‘mystéry tool (s)..

- zoning, etc.). 14

Y . .

: : : X  uvispjay’ .k ,
e vy oy

g 'a‘ ) Small Groun Assignments .
Collectﬁused Teal equioment and use as motivation for
finding out what the equipment is.and who uses it. Clues

can be _given dally until somedne guesses and they presents

{
Ask\the clas\\to imagine, that the Job being stuﬁied is
being phased “out of soeiety. Have the ‘class choose
“'teéams (PRO~&nd CON) and hold. a debate on'lwhether this
* Job ‘should be- phased out. 14. secrettballoting to ..
determine 1f the Job will be, aboLished '

Choose a courteﬂy committee in- Charge of refreshments,
greeging the guest as he arrives,. etc.” Rotate the
responsibility- periodically. o . . v

) .
Use a grid of th fefty and the Yellow Pages to pinpoint
locatlons  of the/job. berhg discussed.- Compile the ~
information and /relate it,to an over-or under-abundance
for the City of Phoenix GThis may-lead to a study of

s . 0 3

On a small map of the United States, inquire end list
‘the number of jobs being studied which are employed.in
each state.‘ Discuss reasons,for any deviation from
the averagé number,

'To maké students aware of the presence oP a particular
occupation in.our spciety, have. students work in groups
to cbllect different ways that that occupation is -
presented (mentioned in comics, in newspapers, any
televisioh series with that occupation, want ads, etc. )
Cut out these examoles and paste on a bulletin board Lo
‘or in a sdrapbook 'HOW WE HEAR ABOUT THE .

With permiss1on of the’ speaker, choose a group to tape-'
record the presentation and make a library for future’
rererence. e

g

gt . -
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Whole Class Activities
:
1l As an exercise in listenrng, detide with the class'
. . Interview questions to be asked the resource., cﬂf

student should fill out the form with the answers and
then compare answers--thej will be different.
2. Get.a hold of an employmert test for a particular
occupation and let the students attempt to comnlete it.
b
T, < 3. "Havéwa c1ass project ih which students . simulate a
v v "work" activity; setfing up a model weather station,
’ erganlzing a classroom postal system charting an
Interesting travel trip across the:U. S., building a
. botanical garden, etc. Then invite a resource person
knowledgeable in that area to come out and "judge" &
i the product. Several classes could compete in this
way 1if desired.

v

L, After the nresentation, ask the resource to role play
. . with students a particular situation he may encounter
S ‘ in his job. Have thé resource be the customer and
R the student take the job of the spezker. 'Use the
S “'situation +o further discuss aspects of the Jjob.

ii:’ N . X v
o 5, “Have the ,tudents wrilte down only one zérd that is

. 1 particularly relevant to them when thinking about the

\ , 1nformation they have received. Make i%t a word that
would cause them to associate with the speaker, .the .
occupation and/or the unit being studied. Have all

+ the students.tell what their word is and explain why
they chose it. Then put all the words together in .-
a collection for later reference. ,

) 6. Arrange, .if possible to have a resource éerson teach
' ‘a simple skill during his presentation. Follow up
- . Wlth a project.using the skill. For example, a
- ., -carpenter could teach his methods of measurement. .
-t/ .Follow-up with individual projecfsﬂﬁegsurlng desks, S
. ‘bulletin boards, floor,‘eté. The most accurate
measurements could be.rewarded with. free time to |

e T, make a'pencll box using scrap wood and nails.
- " R . N }. . w - . /

g\
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Arrange for the. guest speaker to participate in a ) .
* "To Teéll The Truth" panel.. Have '‘the students do o

research on the job first so they can ask intelligent -
questions, then ‘vote to-fine the real worker. After
" the game, let the speaker answer any questions the
students may have. . .

e

Have the students make a concentration&game with-

A) Pictures of all people that the resource
works with on a set of.cards.

B) Job description and ‘information on the
.o cher set of cards.

Play Horlywood Squares: Set up the desks in tn§ee
sets of three. Choose one Master of Ceremonies,

two contestants, two /judges and nine players-- -

the rest will'be the audience.. “Ask questions |
about the specific occupational ‘area being studied .
" then have the player in the square picked by the -
contestant answer the question. If the contestant
correctly agrees or disagrees with the answer, he
receives an "X". If the contestant incorrectly.

agrees Or disaﬁrees with the answer, the opponent
receives an Whoever first gets three marks _

4n a row wins the game, e

Play career bingo by makin plaxing cards for
studerits with names of worﬁers in each of the 20
squares, The "Master of.Ceremonies" is to read - .
off dif%erent job descriptions (or tools or other
and the- player blocks out each as it is
describéd. As in‘bingo,’ the, first person to )

block out a'row wins that game and can be "M.C."
for the next: game. e L




AN .
\_..r-'—"“
,
[
-
| .
...—r—‘ﬁ"f,’h

-
oo

1.

2.

3.

wactivity related to that Job oo . N

3

'PEOPLE DATA, THINGS. .I1st words, drawings and

‘) =T L et v R
- U1Spray B

Display Activities L e e

Have the students make a mini-box or diorama display,
of something they learned from the€ speaker or during
the unit. If possible, have the mini-box include an

If permitted make family Job trees for-all guests who
come to the classroom. Display these for each speaker
and compare them with those of the students. Look for
continuity of jobs or job areas.: , ,
Instead ~of .- simply assignting an oral or written report
on a career, plan a_career poster: contest instead.
Students art work or magazine cat ‘and paste can compose
the .top of the poster -along with the job title, and

thc Job.description, can be included on the bottom. N\
The work might - ‘be displayed in .the library or

cafeteria and prizes might be awarded.

On ,a bulletin board, put A WORKS WITH'* Under it put

pictures under the appropriate area for that occupation.-
A . '

All careers have a "style" that is, the y the.

occupatior causes the workér to "live" while on the job.

(Teacher on playground duty, taxi driver in a traffic

Jam, workman eating lunch at the construction site,)

Explore the career style of the occupation being

presented and 1ist the results on a bullétin board;

DID YOU EVER THINK THAT A LUSUALLY‘ : /

In many cases, workers are reauired to wear certain
clothing: uniforms, shoes, hats and caps in many cases., !
Following thé presentation, make a bulletin board- /
titled: IF THE FITS WEAR IT!!, The blank space

can be filled in with SHOE, HAT, UNIFORM and lebeled ‘
plctures of different occupations can be displaygeds—

Make diagrams of the interdependency of various
workers--put the job studied in the middle and on the left:
Jobs the worker 1is dependent upon; on the right: Jjobs

dependent upon the worker, \ \
\\ <
\
- FARMER \  HOUSEWIFE _.
TRUCKER €——CROCER > RESTAURANTS

\ .
'\ . . e /

B | -\ . f
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Career Days
- »

Y

'Career Vehinle Day.

Essentially this involves contacting 10 or more -
resoprces whose occupations depend- greatly c¢n .ehicles
(*ihef, policeman, recreational vehicles, salesman, y
farmer, fireman, ‘ambulance driver, etc. .) and arrahging i
a~Day where all of these vehicles are on display for
students to see, Most. eflectively, the vehicles are
arranged in a circle on a large field and ¢lasses. of .

“students rotate from one vehicle to.another on a 57

-

minute’ -schédule, This gives each resource a chance

-

2. ,Jdb'Observation Day-
< - The Pprimary objective of a Job Observation Day

e

/

totell thé student ,about,_the vehiclé and answer any

il Ter

: questions the student may have. v

'\

(U O'D-)'is to place a student with a person_ in an
occupational area the student is interested in fihding

out’ more about The J. O D, lasts fér 1 day. it is .
designed to serve as .a ""shadowing": experfence and has —7

, proven extremely effective in giving students an idea

3

NOTE:

of what a typical work day involves in a particular
occupation.

o«
2

Speaker Days: =
-- . A Career Speaker Day offers each student a ch01ce
- of: 1istening to 'several of many resource speakers
brought to the school for the day. Usually held in
_ the morning,(or during an entire day), the Day is
" arranged so, that each 50 minute period of_instruction
offers a cholce of "6-10 speakers on various occupational
areas. Students follow schedules which they have made
out for themselves prior to the Day and, depending upon
the extensiveness -of the Day, students can be exposed
to-as many a§ 6 occupational areas‘v:ﬁ .

- -

P -
d

Specrfic information cn each of these Days can be
obtained by writing to the address on page 1i of
this booklet.

»




STEP # 13

- \ ““f"—*—Bevﬁse~Procef&u%suané»Pp$nt=—ar_- : e

("
W . Forms to be Used. . - .
. Procedures and guidglines have to Be developed for '
- each function which thé” Ser¥ice.will perform.while -
S : . functions can be added as the Service becomes more
N solidifjed, absolute necessities include: ’
‘ /I.  Processing Requééts : o L ]
o'If. . Conduct an on-going Search for Resource
- Volunteers :
T BN & 3 8 ‘Eiﬁﬁﬁding*the—Service"%q—o%her,Schoclsh
) IV, _ Printing Monthly Report . - . .. -
.- o - N R \ .
;n: $"1'  . Other functions which can be added late? on are:
‘ A, .Pubiiéation of -a monthly newsheét to teachers which .
A ¢an 1ist and suggest certain resources available . S
through the Service. ) «
¢ \ '73. e ’ -
. .B. fConductinguérLentatibn sessions for Resourcés on -
, topics such as: .- L
ey - a. "When yoy.Come,to A Classroom . . "
’ . b. Different typeiﬁgf Presentations ,
S - c. What kids want”to know, etc. ) >
C. , Printing and mailihg’certificateé of appreciation to .
I . persons who serve as resources.on 5 (or any numbef) .
ST occdesions duging a 4 month period. '
D. Conduction‘or}éntation sessions for teachers on topics
Cw v BUCRBS T e T s e e
8. ‘When~énd how to use a Resopncé
b. Preparing your class .
-c. Questioning strategles -
» " - ' .
S R “. Following are the procedures and forms we used for
- Functions I-IV , (above) which have proven extremely
' successful. ' / ‘
N « . ) 4 @ - - ‘ ’ - }' N
- . I. .Processing Requests (see next page)* ’
, : 4

-

Al

Yy, .-

> e *Not nécessary if deyeloping a Resource Directory

. e -

L ‘a 3 ‘. . ': v
: A . e s . ‘ -
.
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.I. _Ffocesqing Réquésts . ‘ -

R

BN Confirmation

18]

A B PN C MAAAA A~ A,
- RIS R L T I
\ \ .
d

Reqiest:

Y . Thank you letter T ’
Suggested_  Information for ' \
Classroom Guests. . : S
Procedure Log °

“ .+ ": Confirm letter
Evaluation
teacher ‘
student N e _ R
- résource ' ) o T . 1
b -

_Procedure: '

b —Reeetve—therequestr—check to see that all information
1s included. If ahy information is unélear or not

. given, the person making the request is notified,
2. Look thrsugh the cards on file, £i111 the request by
-calling the resource and-giving him the following
information:. = : ‘

a. the purpose- for which hHe is called

b. the grade level and number of students

c. -the date and time of presentation .

d. __the names of the teachers involved and

e. = where to report at the school )

f.- he will receive a létter of confirmation with - :
suggested information for resources o
‘what .equipment is available (if needed)

A

-

g.

3.

Fill out a confirmation slip in duplicate:’send one:
copy to the teacher, keep one copy for the CCRS file.
. e
Send the confirmation slip to the teacher; include
- the evaluation form for the teacher and for the
student. - no -

L,

; P Rl
.

5. "Record the date .of
6,

 the visitmoﬂ?%ﬁéjabRS‘éalendar. ]ﬁgﬂ

f
h

“Write a lettér of confirmation.tc the Resource and .
include suggested iﬂfonmation}%or classroom resources,

e Call the resource, and remind‘gﬁm of the visit.the

day before the scheduled appearance.

Receive and file the evaluation from the teacher
, and student.

‘ spéaker: include the,

. Send a thank.you letter to the
' ' evaldation to be filled out by the resource..

}

Receive and record the evaluaiion from. the speaker.
Record necessary information on. the back of the
speaker file card and on the CCRS Procedure Iog.

e




'bisoiey iF i ‘ﬂ

: ) T I. Processing' Requests -
TTTTTTTI0 Recelve the réquest
< - | ‘ | . o
; AN

| “ - COOPERATIV;\&QN%UWITY RESOURCE SFERVICE
. ) Form for requesting a Resource

NAME " . ' DATE. _SCHOOL 8 GRADE_
I REQUEST o el
\ —RLc :scst..ﬁu*“, DG NOT SCHEDULE
~ DATE MOST PREFERRED: ____BEFORE____ AFTER N
s THESE ARE THE EXACT TIMES, I WANT THE RESGURGE AND THE SIZE GROUPFOR EAC
| FROM  TO . GROUP SIZE - FROM TO GROUP SIZE.
‘ L GRS = ; o \ - , - / T
b \ = « . . NG »\ —.*‘ . ~. — ; A -
,_,_..x L /
» DO YOU WANT TO SPEAK'TO THE RESOURCE PRIOR TO THE PRESENTAT one -
| ) . __YES
e If‘"yes where can the/r”éource reach you? <7 1
o .;‘\ . . >
1 G HOME PHONE | TIME? SCHOOL, - TIME? i

e
v,
'

,“;gwr IT "no please Tist a few classrobm activities which we need tomknow to
N ~schedu1e the resource9 A . . : 2

s ’ . . .
. >
. .-

Forward to Cooperative Community Resource Service/Manzanita School/

i 8430 N. 39th Ave./Phoenix 785021 fplease~Q§Q~D15tri°t“Mail”Where”ﬁ ‘‘‘‘‘‘‘‘ C
- .~ ‘possible) Thank You '

} o

2. Look through resource cards on file (see page 7)

A -




‘3. F1ll out confirmation slip in duplicate:

Rt

. COoperative Jommunity Resource Service L
. B ] CONFIRMATION \ -

— —— - ot e o, R e e L R T Sy . ——

s Dear

- »

—

"7 Your equest'for o ’j;‘ e has been filled

.

: /C aSS (_887'- _.._.;-._- T rom ti" - to - .d will et b

I coﬁtacﬁ“you af‘home/schooI prior to the visit e/She will ._:,i

-

arrive at your school office at'““ »x """ "7 | If any "~

1
L]
B

-~
-~
- -
- as

Rl problems arise, Dlease call 934-1642

anm—

enclosod evaluation form for the teacher. If you choose,

..—-—‘- - —

~ .

A — - - .—-—1"
A, Send confirmation slip to teacher, include the evaluation '

forn lor the teacher and for the student

L7
¢




Resource Evaluation Form |

»

| T0 BE. COMPLETED' BY THE TEACHER o ¥

i
. o e
T

L

A

Whas d1d Jau “ninh of the 1esouree actillty Just. eomp;eteuf

Please circle the ﬁumber which best expresses your opinion'

1. - Incomplete - - ~ ‘ /? Well-Presented

. l 2 3 ‘- l‘ { R 5 .

. Comment: - T ‘ 5
Tl i . ' ? ‘ I R -

, ' - . S 7
,2,. Too Short/téng ~ _+ /' Well-Timed
- 1 2 ' 3 Y "5

! . . e on [

I .‘ I o ' 7 . ’ A
3.:. Inadequate Resource - P Adequate Resources.

’ 1 ‘. 2 . 3 T ,//l"\ i 5 )
Comment : e : ) é ‘ S5
i, Was disappointing / - Fulfilled my

C . I c . Expectations
1 i 2 3 PR 5
Comment: ' f‘ .
» - IAI - - ‘ .
'5. Negative Class /Reaction Positive Class Reactic

S 2 2 3 S 5 e

.Comment : N A o )

6. Wasn't well'arranged “Was well arranged

. by CCRS "~ : B , by CCRS . -
S O -2 . 3 - L 5
Ceﬁment: & . " 3
- - - R
Please add any additional tomments which are not covered. above;
\ ,/ N ., ) - t . )
Please return to: . . -
, . '~ Cooperative Community Resource Service
g Manzanita Elementary School -
8430 North 39th. Avenue _ .-
; Phoenix, Arizona 85021 . . N
. . - 37 S _
- 28,




_ . ' ) ! . . . l ;

: ;, -Resource valuation Form y /
70 BE COMPLLTED BY THE. 3@UDENT (S)

_What did you think of the*activtty Just completed? Circle .

eal L "
_thé “Aumber that is best for €ach section- 1l 1s-1low, 5 1s high:
1. .wééfbk‘:" .- '. - ° It was really interesting
, e 1 2* 3 4 5 -
1"#*-- - - N . ’ . . ) +
‘Comment : . ' o g
- CH A Sk .;.:-"““. . . . : f . ’
2. Wasn't very useful. - ‘Tt was useful to_me
,-s» ) 1 2 ’ 3 . .4 * N 5 A -
' Ceﬁment' ‘ ‘ o E : o e
(' PN . - . - g - "‘
3. :Too long/short ' : . Right length . .
_—— / . 3 . . \ PR -
Comment ; ot o )
~ g —— - i <«
+ . . B A - -
E. fidrd “té undérstand . Easy to Understand
: 1 2 3 .4 - 5. -
Comment: . - b ’ . f’ '
5. Didn't learn much _ I learned a lot
T - -3 R 5 '
Comment : * ’

i 6 I've heard a Career Resource on this career before-'

. - o v

v | ;  YES - NO

-~ weq o

-n

Comment: - -- ..

Ea—

Is there. anything you want to add:




. : ' ' ‘ v Confirmation letter
~ 5. Record the date on the calendar, T

s "WW \

: -6+ —Write a lTetter of confirmation to the Resource: include
P suggrested 1nformation for elassronm ‘megte,

' - -

7 - Dispiay 1 \]
|
1
1
|
1
|

—~— - t— - -

— "“T\ Cooperative Gommunity
' ' - . Resource Service
o _ Manzanita Elementary School ,
., - . . 8430 North 39th Avenue
, . ' Phoenix, AZ 85021
X . . February 8, 1974

Dr. Dennis ‘McCurnin -
AZ Veterinary Medical Association
4700 NorthsCentral, Sulte 311
Phoenix, AZ 85012 g

: ' Dear\Dr. McCurnin-
¥ - I am writing to confirm ourfconversation today during which you
agreed to speak to a clas on your occupation of Veterinarian. :

The 7th and 8th grades at Alta Vista School are planning a Career”
A Day on March, 15, and are inviting many speakers to make .presentationg .'ﬂ}
P on their variou occupations. I have enclosed an information sheet
which will give you &n égea of the information the students may want
|
|
|

. to know, ( . . . ’ ~
: Alta Vistf School -is located at 8710 N. 31st Avenue (about 1 block

south of Dunlap, right beside Cortez High School). Mrs. June. ’ §

"Gallagher, the teacher will send a student to the front office to o

meet you at 8:30 .&.m. on Friday, March 154 WW‘

/ ' ‘ |

' " you requested, a 16mm. sound proJector and screen will be . o

X provided for your oresentation. . . Qe At St ) s

e~ "We certainly appreclate your willingness to. share youfboccupation |
to help make the world of work real to these students. If- anX
probleF should arise, olease call me at 934-1642.(8:15a.m.-2:145 p. m. .

Mr. Blanchfield, the princip i, ha;‘asked me to invite you to: stay
- for- lunch as our est. !
. &J ‘ / b

_ Sincerely, : |

,4;,7¢4223?L/¢;<227, -
. - -
- . } 'R

Secretary
Cooperative Community Resource Service

p S . ‘ ) ‘ . < .

£nclosure o S ; D

oo
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SUGGESTED INFORMATION ¥OR CLASSROOM GUESTS

S _.-_‘__————‘-’_/ )

CL ther beneliTs are also of jinterest.

W

material only if you have not 1ndicated the necessity of speaking

- A e -

with the Resource prior to the visit. -

o~

General Purpose- - --'

To provide students an opportunity to meet and talk with adults and
to inquire about their careers. . :
1
To develop an awareness of t e—worlds of work in all fields of work
- —-——To-show-now-the studentts- esent-day. school work relates to work
Jin adult 1life, 3 o

‘Attirer i . . ‘ "

-Please ‘wear the uniform or clothes normally worn to work. Explain
‘its purpose and value’ (include any safety equipment worn., ) ’

:Tools, Equipment, and Samples of York:

b ///E;

actual presentation. A ] ¥

You will probably be interviewed by students in the class. During
-the interview the following points are likely to be considered-

ps

15 Explain'a typical day of work

-l from your work.
iy c, Clariry what you like most and least of your work

- 2.~'Explain what persona] satisfactions make the job worthwhile for
. ..~ you and what disa advantages there are for yous

- - LY

3 iye a general idea of salary. At this ‘level, wacation time and

4. Explain the education and experience required for this Jjob.

5. Could you briefly describe the personal qua’ities one would
need to do-your job-strength, -height, agility, ability to think
rapidly, ability to maxe decisions? ability to deal with minor
details, ability to deal with other people, etc”

6. Discus% any definite safety and ‘danger features of the job.

«—ﬂhisasheet—will—be—sent—to—the—ResourcEMas*sugﬁested‘Uackgro_‘d'

ring that which is most useful or important on the job. Use same in

a. Stress the routine as well' ag the divergent aspects of your wor
. . .- b, Storytelling can be valuable. Relate interesting incidentg:



T TANLO Ay, T T o
PN T s

2 A X T ‘ ] T

‘ ‘p“'”“Fon'tﬁ Suggesued Information for Classroomn Guests _ ol

L \ a )

¥y o \ —— o ;
I D R . 5 ‘ PR ;
f - %L When possible, use slides, f‘lms, charts and other audio« J é
{(@ ‘visual. aids: notify the teacher of any equlnment you will o
> _\ need, \ o wﬁ;ﬁ . o
8. Discuss wn>\you chose a partlcular career - how did you get B
o . A
- 31

Technical terr inology should be used but 1t must be explained.

involved in this career? Q
9\
\You can in rolve teachers by, asking them to help explain,térms.

10, If your Jjob is seasonal explain the effect of weathers or ]
we= - geg8ons and now Jyour life style ‘1s affected e ] ]
o ,\é‘( ’uj
: 11;' If possible, give suggestions as to where students can write ]
3 letters to obtain additional information, o ] , |
. . Vo . o JK, Co '{ S
}1 e | C )
\ ’ e - . - R
! A ,?.‘
- ‘ \ N ﬁ ) . ‘! ‘ '«."
" Teken from: Suggestiqns for Using Comiunity Resources - g
Co PeorIa'FﬁBII S”ﬁboIs'ff‘oriu, TIIInoTs
‘ [
e Il ! ~ -
b
.. \ .

PRt
.




- e

. j R e o .
7. Call the %esourpe_thq,day before the s&hedu&e appearance,

82 Recaivé’and'file fﬁeﬁe?élpatioﬁ from the student and\theq

teacher, - - .
s 9. Sen@.a.théhk-youvletter to the spéaker: include the f
" g evaluation: fo-be filled out . by the resource, , . - e,
SR S - g ' , : ;
~ ' . - . Cooperative Community Resource'
" : . . x Seryice .
‘ ’ S ! . ‘Manzanita Elem¥ntary School*
L i , , 8430 Morth 39th Avenue oy,

‘-Dr..Dennis McCurnin w, ‘

LI T . ot N b . < ‘
. ' We want to thank you for going to, Alta Vists!

~-be fun,.and wished you could have stayed longer. We d
R *ggx_ggaluationswwhich~weremnegative7‘many strange spel

VY Ay Ty 4D . R b VD o i i . —_r Y ven —
s -

Secretary R L s

‘ps .

Phoevix, AZ .85021 - .
March 25, 1974 .

B
’ ’
o o

AZ Vetérinary:Medical,Assoéiation

. 4700 North Central, Suite 311.
Phoenix, AZ. 85012".,%
. e ;:':', ": . .

- Dear Dr. McCurnin:.

to a class on your.career as a Veter;nafiqﬁ,c'

The students iﬁpught your ‘réggﬁ%a$ibgﬁﬁ;s uaseful, well-presented,
-well-time, and ver _interesting to%them, One student wrote on his -
evaluation-sheet, "Now I know T want to Become a-veterinarian because

I want to help animals. The film was very interesting to me."
Another wrote, "He talked slowly sq we could understdnd him, and I -
learned moare than I. thought I.would." Many said your occupazion must

id not [recéive -

: lings
'veteg&garianﬂ;’but the students -related very nivé comments about you.
. A - ' ¢ - I Y ' ] 4 ..
. T e et ) Co < g
I have\enci%sed an evaluatdien-sheet which we ask our resource speakers

to complete so we may-realizé& your reaction toward our service, Please
£111 1t 1n<and’fggﬁin 1t. to me wlien, you have a moment .y ‘ '

N -

We thank you for helving to make the, Career Day a very successful one. )
We appreciate the time and effor: of people like yourself who are
willing to help deveiuﬁfihe responsible Cit;g§QSJOf tomorrow,

We hope this was- a, pieasant ekperience-tor3youLﬂwf,,' :

Sincerely, e ’ L ok

“ ~r

o

. o - o]
. . e i b
, o - e C - ‘
P . .

Coopéerative Community Resource Service L

Enclosure




1. Class Wasn't ° ' . - 7 .Class Was ,
, Well Prepared . - : Well' Prepared
T 2 3 4 5 N
g ! .o : s -
Comment ; g et \
o i :
2. TFair Claés.Response Co Enthusias;\c Clsss Response
) _1-‘ N 2 3 - - 5 . )
Commeﬁt ::m ’ 4 I i ’ ' ‘ ) T *
— - S s g
3. Unpleasant Expérience Very Pleasant Experience
, 1 2 3 ... 5 )
Comment:. . «¢° . -'f ‘ T
"y 4, Poorly Arranged by CCRS “ Well Mrranged by CCRS
foe 1 2 3 L ‘5 .
;/ Comment.s.e= S B
.5, First timé as alresourcé Eave had Resource Expéfience :
———L 2 ~3. . .5 .

; Resourcé Evaluation Form o - \‘~
* TO BE COMPLETED BY THE RESOURCE

>

- What did vou think of the resouree hreqentJFion Jnsf
completed? (Pleese circle tne appropriate number) ;

v
s d

e . ‘
*Commeno? . L

L4 e

6. I would lixe to be called again as a Resource
) -

‘vis ~ - P o,
" Would you pleaoe add any addit{onaI comm ents here-

1/‘ ' ’ ‘Q

—_ ’ y

<

Please return to: y
Cooperative Community Re
Manzanita Element

8430 North
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1

5.

Procedure:

Y . .
- . . t /

II. anduét an On-Going Search
for Besource Volunteers

/

n--w*-u.l
Questionnaire form™~__*
Program information sheet Ty

(N e

' - ,
-
/ -

Determiﬁe;that the person wants to be a

« ~explain How the Service works and-answer any

-~

- questions they may pre.

A

card .
A \

L
volunteer:

Qo
° %

Record all the needed information on the ?CRS file

|

Ask the voluntzér,if they would be interested 4in.-

receiving furt

Ask the volunteer if they would be inter
attending- 4 workshop designed to discuss

of presenting to all. grade leveis.

: -/
Record 4all pertinent information on the
send the Career Education information to
.Resource.
YA

}
ested in
}methods

|

&the

ﬁiié card:

er information about Career Education.. .-
)

~

HNOTE:  The questionnaire ‘form for th
s found on page 7 .

3 |

»

1 :

- "

i
K

?s procedure can be
The Program Infoermation
used in. this program can Be found on page 10,

I

|

\

\

sheet o

e



i . ’ . IXTI. Expand the Use of the Service
to Other Agencies

- ) N ¥ - ’/’t"-
; x, - A, Forms nevessa€y° ]
Questionnaire . :
Information pamphlet on Using the Service . o

Parent questionnaire

B. Procedure: - ‘ o
+ 1. _Assessthe need for use of the Service. (This form ' -
appears more appropriately in Display A on page 2A: .)

e - 2. Compile the - results of the questionnaire-* -

3. Meet with the teachers, distribute the information
pamphlet .on Use of the Service. :
, NOTE: Cost doesn't permit inclusion of -the information_
pamphlet printed for using the Cooperative
Community Resource Service. (For the cost of

F ™ "‘mailing, a copy of. our pamphlet can be obtained ~
i ' ) . " by writing to the address on page 1ii’)

./\. . ) . o

{§ e 4, send home uestionnaires to patrents: (also see

n - page 7. .s ¢ B

E‘, e \-E*\ , -~

T a . — T
- MANZﬂ‘NiT;@’E}VIENTARY‘“SUHUGL S
" , ™ COMMUNITY REsotiRCE SERVICE

- ’ ! N ‘ N .

Dear Parent- ’ ‘ . 1§

~

[ 1
|

Would you .help our students ﬁﬂnd out about_thewworldwofii___

P L A A

Work by volunteering your time to serve as a resourcé&?

3 We are in the process of organizing a' Commt 1ty Resource <
" Service Bank composed of community members }ike yourself
who are willing to speak and share with students
information about their jobs,. hobbies, etc.

f i . Please take a minute to read the attached card and, I
‘ hope, to fill it out and return it to school with your
child. We will be in touch with you within a few

., weeks of receiving your card,

. Sincerely, . “ S

O . Primcipal
4gciral




IV. Print Monthly Report

Tos
From:" Marleen Brown. and Peggy Scott
Re: Cooperative Pommunity Resource Service Report for‘April

Date: May 2‘ 1974 | .

;

Specitic inforﬁation regarding the work of the Service is
ligfed by the three main' functions of the Service: Processing ,
Requests, Conducgting &n On-GoingrSearch for Resdurce Volunteers,
and Expanding the Service to 'other Agencies. . . -

N e o
-SECTMON I: PROCESSING‘REQUESTS

Requests Received' of the 40 requests received 38 were
‘ﬁned In April. % _ T
’ Y . ‘ ’
“ Students and- Teachers exposed to Resources® Due to a
duplicIty factor of one student vIewing several resources,
figures given below reflect both single and multi -exposure

to resources, v
bt Student: ’
yis ol Non-duplicated exposure to resource (one student: one .
R .resource) _ 1,315
- : - resources (one student: more '
) - than gne resource) ) ’ . : =255
. Teacher: - ’ o '
B “Non-duplicated exposure to resource (one_ teacher' L .
one resource) . o ] 34
N S . ' ' g
Duplicated exposure to resources (one teacher: ‘ ,
| more than one resource) : o 67
- Teacher~and Student' ' : N
M TombIned non-duplicated exposure ‘ - 1,349

Combined duplicated exposure L 2 66#

Evaluations'-Of 104 -evaluation ratings completed by 18 -
teachers, 8 ‘retings fell in a 4-5 category (on a 1-5 :
- scale, 5 is hign).

. , Of‘\bu evaluation rating completed by 18 .
students, 65 ratings fell in the 4-5 category.

‘ of 48 evaluation ratings ‘completed by 8
. resources, 40 ratitigs fell in the 45 category.

¢

4 ' - *

CONT"D- ON FOLLOWING PAGE & ‘ .
) . T 47 .
. , 8.
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SECTION II: QN-GOING SEARCH FOR RESOURCE  VOLUNTEERS

H

;:s:.Resources added to CCRS files during this month. . -~ . 4o
ifg‘ Persons requesting and receiving Caree;ﬂEducation .
% Information - . S 15
ozt L e - N e o T
== Total Volunteers on Active Resource CCRS File 328
T Y '._' . '}:;.f‘\,' 4- . E N - 5 . :‘ ' )

FO— T -
.

- - - - -

SECTION... III'

”
\\;'/

EXPANSION OF SERVICES TO OTHER AGENCIES
ﬁeeds assessments taken at the following school 1nd1cated
a definite need for use| of the CCRS: The Phoenix Day School
for the Deaf was added to the Service, bringing to 5 (the total
number, of schools) and 290 (thé total number of teachers)
currently sqrved by CCHSTT

4 -

" SECTION IV: MISEﬁﬁLANEOUS . aE
Visitors' Mrs Mary ﬁ‘rdTEanﬁssoeta» '

?+

e ’ t-ig o ’ . ‘ g
Coope?ative Community Resource Service Report for April (cont'd): ,

>




' STEP # 14 o

. N .
, Print an Information Pamphlet
How to Use the Progrem

i ‘Whether you are deﬁelopgng'a Resource}service or/a/ﬁegoufﬁé/
Directory it will be, netessaty to distribute information about /=

‘how to use the Program, The  ~ following 3 eé%ed—fermats-A

IV Ho‘;té Requeét:a*Spqaker

IX. . Sample Forms to be Used

forprinting pamphlets on the Use of the Resource Service and
Use of the Speaker Directory:

1

An Information’ Pamphlet for
Using the Resource-Serv;ce: -

PE]

I. Introduction

II. Table of'Conﬁepts’

3 4

“
S

. What Procedure the Service Uses in Proceésing Requests .

VI. Suggested Ad‘iviﬁies .

V.

(24

VII. Responsibilities to be Assumed by. the Service and by the
"+ User of the Service .

]
1
III. List of'Suggestiong for Using Resources in the Classroom . 1

VIII. Suggested Information for Classroom Guests
* Y

\

AN IATorEEtIon Pamphlet for-

¥

. sample evaluations and send them to the resource),

Using the Reésource Directory — L

I. Introdugtion i T

II. Table of Contents” . ‘ ‘ -

Ifi.‘Suggested Procedure for contacting and-écheduling resources

including sample confirmation letter and questions' which
students may ask, . " P g

-
fom

'IV. Suggested Activities for Use' as Eririchment to the Resource
includihg sample suggested information -sheet for Resources
(the teacher can reproduce a sample thank you letter, and

oy
PRI

List of Resources
on Page 13, ),

‘Appendices of Cross Reference index of Resburces

(according to orie of the formats listed

A
~

49
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*Hire Staff and Install Te];éphone

. .o N ) ’
By now; you're veryxclose to D" Day, ana so Iar you hnow-

2! The. locatiion of your sdrvice.
3 The pamphlet for Use of the Service is or soon will
be réady for distribution. .
hg The scHools you -will begin serying.
g The necessary forms are or will soon be ready.

6§ The date you want ‘to open the Service.

One . of” the last things (believe it on not) to.be done is to .
hire."a. secretary: and install the telephone. Depending upon .
your location you may need to order the phohe early, but orderj
" it for only 1 or-2 days before you plan on opening the’ Service.
We insialled a private business phone. to be operative 9
months a year and . "on vacation for 3 months during the
N Summer,. 'y

IT—-——AII the procedures you are going to use (more or less)

" You've: probably been looking for, or thinking about, the
person; you want to serve as the Resource Secretary.
Qualittes such as someone who 1s: ' '
‘ Dependable -
. At ease on the telephone
Able to compose and type letters \
Efficient and organized ) o
Enthusiastic about the 1dea » |
Resourceful
ﬁble to use duplicating machines

of youm\Service depends gieatly on the person who deals with
resour¢es and teachers and a real effort.to find just the
~right person will pay off a hundredfold in the future.

In our .case, a school ??Tﬁ“ioal;féeommendedzazmnthpr who had |
worked .as a paraprofessional aide at his school. (We T —==
interviewed and\hired her for $2.50 per hour, . 6 hours a day, =~ *
5 days a week.) Other sources of.potential secretaries are: j
District personnel office, University Employment Service, >
. parenté of students, and the ever present "word of gouth.

(For example<of the Job Description, we used see tﬁ

féllowing page.) 5 '

J
1
. o
Sound iike Superman? Not really. We've found that the success
1
1

!
* <
4
1

H
S L
1 . . . J
- |
1
l
1

‘ ’ - + ‘/ ._....-‘u" o
*¥Not necessary if developing ?ﬁResource ~ Directory D

50-




- A <,.‘ ‘g .
. w N

Display. §° /.

3
‘

|
' ' ' Cdope |
| o opez:égive- - - :
L ' ) Community Resource Service j
[4 .5 / . ) . . . N 3 . - -1‘
Job Description: RESOQURCE SECRETARY :
The1Re§6uféé;SEéf€férx will have t éiﬁéjor responsibiitty for . . °
. f1lling requests for resources made by teachers -from one high.' . .
v school and one elementary school (with more schools to be ..
o , edded at a later date), ~ ; - \ ﬁ
-~ This involves: . ) S, L ‘.\\ o
s . - 1. Keeping an updated file of all resources.. SN e s
. ‘ 2. Following all procedures necess ry in scheduling -
. . "~ . a‘resource, : AR | Y
P 3. Keeping records of all services provided by the’ e
o . Community Resource Service and preparing a - 1
\g ; + « ‘monthly report compiled from tﬁése.recgrds._ -
‘. . . Skills: SR L ' | B q
: v ‘Typing: a minimum of 35 W.p.m,;ability to .compose @
. ~ ; letters and knowledge. of lettér writing techniques {
‘ - . and grammar,. ™ fbility to handle all types of B
‘/( personal contacts on a one to one basgis, and the
- ability to follow designated,procedures. ‘ . \
. . . . X 2. ) - A Y
¢ Employer: . - o v . l
‘ John-Glur, Director . : - _ ",
o ‘. *. . Westside Area Career Occupation Project l |
L * 6000 West Olive ° . . : o
) L Glendale, Arizona . o
. ’ . Officgblgcation: \V o o ‘.j
- “ - Manzanita Elementary School ‘
18430 North 39th Avenue . ’ ‘
-, Phvenix, Ari;pna ‘ , . X
- ﬁites of’Emplog:,/_ - RN S iJ
' January 28, 1974 through May 31, 1974
. (These dates are tentative and subject to change) . ‘
Houré:a‘ . ] ‘ ] . . . . t 3 : ]
Mondaythrough—Friday— — _ : :
8:15 a.m. - 12:00 p.m., ' S
12:30 pim. - 2:45 p.m. ‘ ' L f
” ¢ Salary: Lo _ N
' " $2.50 per hour . ) . -
Vacation Scheduldt, =~ * 4
February 18;?19@§ -
, April 8-12, 1974 » ‘ o . .
o May 27, 1974 : ' ' o
. S
v ‘
- 51 )
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STEP# 16 .’ " o

v - * Train Staff Secretary e

If ‘at all possible, 1t would be best to have one . .

person train and work closely with the secretary for

at-least ‘& month until all procedures are "dowp patx",

Nv - -
. .
"'\’ - v‘—
&l LE

-_—

L -fali One of the best ways to train the;secretary is to
provide situational modeling -actually operate the

Service and provide a model for the secretarybusing

)

" the procedures .and- methods you would prefer used for

€gch situation. . _ AR -

)

o
-'- -

Hhile the secretary*can probably work independent _; ‘ '

of supervision, it is advisable to have &, .coordinator

'. ~ or other person.with whom the secretary can speak should , ,
T any prohlem,arise. . ‘; T : .
| . - i , i :
et *Not necessary if developirg a Resource Dirdctory j
STEP # 17 ] o o P ‘
-. Announce the Opening of the Service and Open 1| L u
» A L4 i . ) ) | ) i . ’(;\‘Q. .
e Announce to Teachers: . - ‘ : e
Irregardless of the| procedure you used to determine .
—  _ ____ _the need for the'Servicex ydu should have determined which 3V w

sch ¥0ls you wlll serve._ initially. (Do ,you need to review’

I »

e

Step # 2on page_2 0) S o .

We suggest introducing the Concept of the Service:
.8

(or Directory) personally to each faculty of each school.

B B

h 1 . 52 \‘\‘A .
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P

* R

‘Atthattime°“ & o ‘ ~

xt

[ 4

This can be done in 15 minutes during any faculty meet*ngn .

P ae . )

FondonmPdesmnm Ll rrvna m e n m S LY L] "
——a v W AANANS W WeaNs [ e vidw UV-& .S.v\-’ PRNVIL RN S 175841

and the Sponsoring Agency. : ' i

»Explain the 3 functions of the Service:
1) to i1l requests for resources, 2) expand
its list of resources, 3) expand its services.

Give some examples of resources. in yoﬁr files_
(choose zippy _ones: ) .
Distribute the information pamphlet "Using the
Resource Service" and review the procedure for
requesting a resource.. .

Answer and questions "and (upon request) let
teachers keep ‘the information for using the .
Service. (Prior to the meeting attach a -
request form to each pamphlet ) ; ‘

H

~ Announce to Resourées: (This is optionel)

V-

You may want to send a.note to ali resources on
file notifying <«them of the open&ng; of the Service.

W -
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STEP # 19 . , A

_Conduct a Mid-Year (and/or End Yeo.r) . - D
. .. F‘xraluaf1on .of the Procram . R ;-
While the evaluations completed hy the resources, s

teachers and student will provide some - of this information, .

a brief form will be effective in giving specific feedback

about ‘the needs being met. o ,
Our post questionngire : followed the same format as

the needs questionnaire. Informa.tion 'geined ‘should be

used to improve the Program. We used.‘:.‘the form on the

» NS
LI PR

following page.




Date

-3,

AT

Name

COMMUNITY RESOURCE oERVICE POST QUESTIONNAIRE

T .

L

'Do you think the .

€. oﬂ'Community Resources has
'enricheo your pro ram? : - e
Approxi..

‘tely hOW‘many resources have you scheduled
through the CCRS‘7 <7

-

In which of the iollowing
To provide information on a Job or job area .
o provide hands=on’ experiernce

o teach a mini-unit on relating & school subject ‘to. a
career area, 3

~

..
[P . .o

_To display and explain & hobby * - ..
o demonstrate use of a pardicular tool of trade -

areas have you used community resources

-

To participate in 8 Career Day féaturing vehicles i‘4
To participate in a'Career Day featuring speakers " v |
\. _Other . . | . , . w
. b, Have you used the pamphlet "Using the Cooperative 1 i :
roe Community Resource Service? o .
‘e ) - .
5. Did you use introductory activities prior to-the’ ’ ”]
‘ arrival of: the Resqurge? v, . e
‘ 6. Did you use follow-up activities after the ) 1
i | » presentation by the Resource? - N - .
\ ' |
. Will you continue to use: the Resource SerV1ce which  ° . j
. . contacts 'and arranges for Community Resources at ~ | - é
n, . \ your request? s, - N
. : e T =
o 8. Please rate the operati;g_ggzghgzﬁﬂ ~;n*relat10n to . ;
- . -7 your own personal nce with it: v
L " © -Poor. ‘ 3/ 4y 5 - Excellent .
1
. ' g
,,//,,//”’977/5o’;;u/feel that the CCRS has been:

-g"; less effectiveL as effective . - ‘more effective |
A . 7 b ' ’ ’ --j
than using the Speaker's List to arrange your ‘own resources? |
10, DId %he speaker (s) provided serve The purpose you T

B intended° L




L L

af

1

.

: of all scheduled resources is also ugceste J /f)/rk'“‘“v
) ~

1Y}

N e

4""/

III.  SOME THINGS TO THINK, ABOUT ‘
+  "Every rose has a thorn" and whilela"small ong,fff;is
necessarx~32ﬁbe aware of it:; it isﬂVerQMdifficu;t‘if not
'impossible, to insune the"quality/of context of the.reso
Jpresentation. ‘The ultimateur@sponsibility for the 5
classroom lies with the teacher. (and the principal or

'course) and it is up to the teacher to censor" (i

necessary) any inappropriate presentations. You

make ‘this clear to the schools using the SerVice « also e

___teaoherswsend homewnote*-informing parents of the ‘scheduled.
resource, then the parent .has the,option’o allowing his

~Child to hear ‘the résdurce. This is éspe

P—

ially advised in

cases of controversial subjects. -Advis

ing the 7rincipal

+ Certainly not a necessity,

\x\ T m

but a "nicety" is the ‘effort

the contribution of your re ources. One way to do this is;

.

3 4 . S

writing a letter to t supervisor of the resource. In

many cases, resour es spend their days off or free time
‘outside of ﬁork/speaking to olasﬁes;,or a company’ has
instit ed”a resource program on a tridl basis. and would

e pleased to hear about its impact. .An extra gesture like
this goes a long way to. maintaining good relations with

the "heart" of your Program.

12

B of course, through the 1 cal news media, another way 1is by -

-

-

a"
<

.
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i . . !

+  You will find out that once you get the Service "off
'and rolling" it will run fairly independently and without
much tcvouble. .ah thls pULﬂv consideu spOUSOLring. ln-service,
. training for‘resourcas and teachers. rMany“resources.would -
be happy to'attend a 3 hour nini-workshop designed to |
. provide*them with insights into the methodologies of working
with‘school age children, ° Likewise, many teaohers would be
glad to attgnd a mini-workshop designed to gyve them ideas-
on using'resourcas in'the classroom, ?These ﬁorkshop ideas

[§

apply regardless of the Program. yOu fhitiatet (For a copy . -
of the workshop_we_conductedjqplease—write-to—the—addr””

- ‘ . ; -

on page 11, ) . o > A
| en TEE “ ( o - ~ . . “ ‘ .
T . . + w_l:ff:ﬁa}ge,,,tamt *keeping*a SCTapbook of“pfctureszn’ .~
I -

cyyar;ous'mesources "in action. It has come in. very handy,

D
particularly when teachers have something visual to look”/“m

1
S i
,,anxeﬁﬁ*//~at”*t e use of a resource becomes more feasible, ‘ i
a -"‘,’_——v‘ ; P M . . - ) , o

e st . [ 0 . o
+ If your Program is not operative year-round, it would 1
. . ¢ E
L be a nice gesture to send a note to the Resource indicating 'li
— , ’ ) . N ° R - ‘ ‘ . "
that ygh are "on yacation" and will contact them in the @
s : B . ’ - - -~ ‘ g‘
Fall. " We gént a 5 X 8 ¢ard on the following page. - ﬁ
» . ) . i T B lh . : , ) ;i
» . <. e . . r j
. " e ) . |
- . 1
p—— . P 4
? i ' ,\ ~ . . m;
. . “- ] . . j
T d ‘
- . . |
A |
- v ‘ _ ‘_ﬂwj
- / o
57 , .g
' |
|




-
-

Displg

P

Y.

"Oh Vacation! Notice

R [}

. ///. - .” !
. - og ﬂ - S
_. e o vm . - ..\. i
i : . ]
. ~—.. ' _“ ! o . .~l
D | . . : . &
T . — m .
gk - ||lisa. oL qﬁomwm ,ﬁ.pbhduaasm E:a ¥ ..E,sw.,,+ Lo -
b . ; S i - -
HaSs XM mwmzmammm NI 00X qﬁohmﬁ,@z .38 zoEé VA RO @M :

L

Ceve e AT Sdaem e b

”mEWwa

————

—jed

unduﬁancoo «wsoum :omﬂpnx

'r«l‘ll K

Q&seﬁeu

\

s ] .

r—— . e S T .

_%ﬁ»

7

IR ;adﬁﬁwgal SALOE i Ty

i aleydeas _f.e..%ﬁm., (3.7 Y7 A

TR A PR SR

A A O S I ~

BN N TR sﬁ%a&@mﬁ, EZ/ e

SR AR AR NCNTE S Ul TR | AREAE - T

. " , O ' " |
4w: . * v




