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Introduction

,Thank you for vaur inquiry.
.

S. t
Thid booklet ties been .written for use by administrators,

-consultants and. directors and is designed. to serve as a-guide .,.
.

\
1
4

in the "preparation of a Program. for theUtilization of
-,.,

Cotiunity Resources in Career Education. Although many
i

.variations are possible and will exist due to differences

betweeh-school-dittricts, two methods are most successful

in contacting anthutilizing Resources:. N
1) Operation of a Service which keeps, an updated

file of allp-7zsorFalling to serve as
resources in. the classroom:, The' Service. .
takes the major responsibility-for .arranging:/
the resource'by,filling requests made by
the teacher and/Cr student.

4, Publication of a Directory of all community_
personnel willing fo serve as resources in
the.cladsroom. Generally this directory
is seif-cOntained and lists all the
information a teacher needs to determine
whiCh resource will' be most'appropriate.

rn thisLbooklet, the'Table of Contents is arranged in

such a manner as to list the steps in establishing a Resource

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

'15iteachstep is provided on a designated page. T6 establish

a Resource Directory, (Method #2) follow all steps as listed,

omitting those marked-by an asterisk (#13, 15, 16, 28).

With the exception of these 4 steps, the proceds for

establishing the Directory and the Seivice is identical.

Ibis booklet has- been-written-and field--teste by the-

Westside Area Career/Occupations Project (WACOP) and the

Washington Elementary School District in Phoenix, Arizona.
. .
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Through WACOP the Cooperative Community Resource Service

((CRS) was established in February, 1974 and to date (June

1974) has arrangedior at least 3 resource xposures for

-3,700 students and teachers-in elementary and high school

levels.,

Two important Oints should beconsidered:.

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

2) The benefit 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; HiSiOrical
Society, etc.) use resources frequently and
should be kept in mind when determining who
the Program will. Serve.

If you desire,further,informatidn, please write_:.

Mr. John Glur,jarector
Westside Area Career/Occupations Project

6000 W. Olive. .

Glendale, Arizona

Good Luck!!!

6
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STEP #,1

Define the Term "Resource" for your' Program

'For years teachers have been bringing guests into the

classroom and clubs,;have been bringing speakers to share

information with students (or members).- an have further
//

involved the community thrpugh field trips, work programs,
/

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

1getting more sophisticated,

-The-term "resource-" is uSedhere\to imply an unlimited
.

cope of services and information which can be provided by

he community.

For example, community residents can:

1) ,frrange and host field trips
2)-,Send tools and, materials to the-classroom for

display
3)- Speak to classes on their :,

ocCupattons
b travels
-c hobbies

unusual experiek6-egi
e knowledg6 in specific areas (ancient

'Mayans, current events, how to administer
'artifical respirations, etc.)

f) specific abilities (reading Braille,
building Miniature modeisl,speaking a'
foreign language)

4) Volunteer to, tutor students in various
academic areas

5) Volunteer to serve as teacher aides
Provide films, filmstrip's and pamphlets on
various-topics

7) Demonstrate a skill in connection with a
particular subject area (howjto read a
'weather map; how to speed read; how to draw
a model to- scale; how to drive a truck; how
to use a terminal. computer.).

8)
9) Bring a vehicle that is egsential to his /

Present a play, puppet show or recital

work,(ar way of living) and explain and
show it to students. (see page. 23 )

9
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10) 4 Bring a collection ,(antiques, watches, barbed
wire) to share with. students

11) Sponsor a Job Observation Day where a student
spends -the daT-observ-ing'him-iry'higyork,
(cop i-,n-rra

12) Serve as liason contacts to other resources
-13) Participate in a pateer Day featuring many

resources on. one' of the above areas. see
page, 23 ) --

What services do you want resources to prb\iide?"What

will be the scope of your Resource Program? .Why not ask

the teacherg'and students?

STEP # 2

Assess the Need for the Program
and Determine. Who Will'Ve Served by It

In developing this piogram you will want to make it as/

effective as possible in- "meeting the needs of the staff

and students in y ur school (s). A questionnaire will

.provide a Clear ind cation of the need for the progtam.

in your School or air a and of the areas in which the

needs are most imports t.A (,For a sample of the questionnaire

we used, see next page.1

For the Service

1)' If you have a large school distrct, you may want
to distribute -the needs questionnaire to each school.-

Based on the results of each sChbolis expressed need,
--,d\compile a list of schools\to be Served. beginning with

) the Schooloost desiring the Service. Start small -
'. withonly 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
all schools immediately, but be sure to 'determine the
peed by distributing questionnaires to all schools first.

`,3) If y6u plan on serving other school districts and/or
community clubs and organizations, the same procedure
outlined in #1 abbve will be most effective.

1.fr



Display A

COMMUNITY RESOURCE SERVICE' QUESTIONNAIRE

Several teachers in our schoo', are now In the procecs of
erxploringthe 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 it to the
office by Wednesday.

Thank you, Resource Service Committee
-- .-,_

YES NO
1. Do you think the use, of Community Resources would

enrich your program?

*: .2. If you have-used resources in,the pasto\approximately
how many during the year?

3. In which of the following areas would you want to
-_Use,coinmunity resources:

To provide information on a joblor job area
provide hands-on ,experience

77----To teach a mini-unit 0
to a career area
To display and explain

-----To.demonStrate use of
-----To'perticipate in a Ca

(fire engine, helicopt
To participate in a C
Other

relating a school. subject

a hobby
particular tool of trade

eer Day featuring vehicles
r, armored car; etc.)
eer Dai'featuring speakers,

WOuld you like-to'have a packet of activities for use
as a "introduction and/or follow-up to the Community

.Resource?

. Would you use a service which would contact and,
arrange for' Community Resources at your request

CoR

OiVen a list, would you prefer to-call-the:Resourde
yourself?

resource was arranged- for you, would you want
the opportunity to speak to the Resource before he
comes to your class?

GRADE LEVEL SUBJECT AREA (5)

Club/Organization

Members.are mostly Youth Young Adults

Adult

11.
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For the Directory

1) Questionnaires should be completed frah each sehitY8l
- before distributing the-Directory: you should .

probably priptehough booklets \for z the teachers,?
.- ...in all. your s,hOols. Chances are small that ever e

2,

. . _

teacher in 0 school will use resources immediaely;
tierefore, ,you can safely agsume that your community
resource volunteers won't be swamped by calls'once the
Directory Is-distributed to the entire District.

%WO

-_If_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,
.-.OnIY,One_copy will need o-be sent (to theLprogrm
Chairman.)--; It would be wise to keep a reclord-or:Any

T, 1:schoolso.dlubisl_etc. which received- copie6 of thei;
:Directory.

STEP #:.3:

.
Decide Upon the Method of Contact

.

to be Used in Arranging Speakers,

. Seireralfactors will determine the best me hod for'

I

,your program:'

t.---7What-were-the resuls of the needs questionnaire?'
_ 2 Whith method was preferred by your teaching staff?

;r

Whait funds and fa.4.1itieS do you have available?
-,.. What priority dbes,thiS Program have in relation
i-: to other programs in \your district? I

The tolloWing information kmarhelp you to idetermine
which method will be most effective for your district:

.

The Resource Service

Arranges for.speakers through one central location:
.provides-a,place where teachers and resources.can..
call.:for'information, ect.

* Has at hand all information relating to the resources,
the program, etc.

Assumes the responsibility for contacting, arranging,
'and thanking the Resource and fir sending and receiving
the evaluations

Is constantly updating the Resource File and, contacting
new resources



* Serves in an advisory capaC4ey when teachers are
cleCiding what resources would be:most appropriate
for their class

. .4

with the Resource

Devotes-100% of its time to the 'Resource Program--'

RequireS a Full 'or part-time secretary and use of Et.
telephone

Provides for 'uniform procedure in contacting and ,

scheduling Resources

/.
The Resource Directory

;

\

Is less expensive than the ResoUrge Service

Can )be placed directly in the.handof teachets

/

Lets the teacher-determine which resOurce to call

* Gives, the teacher the opportunity toispeak directly-
to the resource

1

Gives the teacher the total respofsibility for
contacting, arranging, thanking the resources

Must be.retyped and reprinted when it is updated (we
suggest. every 4 months)

Provides annotatedinforation,on each resource
1

Carries-little maintenance ccist: staff is needed only
to. compile the initial Directory and then to update
every .4 months

*i The Resource Directory can ,be converted a
Resoutee" Service

Necessary ExpenseS

Resource Service

1)

0

5

Personnel - available to contact potential resources
on: dally part/full time .basis (we hired one woman-
30 hours, weekly)
One-5 x 8 file card libr each resource contacted
Useof a telephone for daily 'use (we installed a
private bvsiness.phone)
Use of a'typeWriter and duplicating ,machine
Stationery and envelopes to be used in writing
confirmation, and thank you letters`tp Resources
Paper for duplicating necessary formS\

14. ..--.4004.444..i.ormorroinirriker 4
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$.

.

Stamps or mail service
Office or space available for location of the

Resource Directory ;
/

, /
I Use ,of Duplicating Machine
q? Enough paper id print a directory every.4 months
:3 A:setsonnel available to compile, print and distribUte

the directory
4

,
di .

.

4,, One 5 x'8 ftle"Tard for .each resource contacted' ,
,

,. . i

5.), Use of a telephone for initial and updating ,contacts
/ 0- >

yr

STEP #
. .

--Decide Upon and Choose the Staff
Needed to Set Up';th."6 Program

...,. =

, 7 :
This is a toughie - but we-pAn safely say that at least

A I

one petson shOUld be available 0 afrdaily basis to coordinate
"

,-.''
,, , t

,tu ;.f the beginning necessary-steps(/' ',
i

-',Preferably, this person. should have a committee or

1
persons helping With the telephone and mail contacts

\
A

necessary, This committee can,be parent \Folunteet6, teachers,

teachers .aides, even o4pabie students.' If the Directory

rnethctuf is used', a typth andlfacilities for printing the'

birectory.mut 'be available. -

If Service ,Method is used ipAst,1 Service /:

.ietetary. must beJayailable_onA. part 'or full-time basis

-once the SOviCe opens:

11
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STEP

-/ 'Decide Vpon the ,I,cooe of the Program .

and .the Information Needed..Frorn Each Resource
.1
/

1

.

The purpdse for developing a 1,:)mmunity Re Soule Pt'ogra::1
.

.

.

-

is to make available to the: students information,presented

by Various worker's about occupations in the world of, work.

Depending upOnthe scope of-your Resource program, other.
.. .i. .

kinds of informatiodmay be available to students - the
,

.

scope is.depenpintupon the needs felt by school personnel..
,.

(see pagef/4. )
.*.r.

i

.....--..r
.

I

v.
,

:,

' Base'd upon the results of the questionnaires, decide -ghat
kinds,of information you would like made ayailable through
'the-Resource Service and then upon the information needed
from eadh,potential 'resource.

The model
pager allowing
contact,. Your
the most brief
and should con

1:
2.
3.

4.

`5.

6.
r 7.

this resourc ).

prOvAded,:iere.(is very concise, (see following
'for specific information Troia `the resource
form will your needs - however, even
questionnaire should be typed on a 5 xl8 card

tain information concerning:
6

Name' and title of tWcontact
Address and phone number
Service which they are able and willing
to provide
Gradelevel with which they prefer to work
Any limitations OIL-their time (once a Month,
Mondays only, etc.)
Preference, as to size of group
Source Of contact (where did 'you hean'about

val4ueof using ca ds to keep trackof resources

and volunteers has been proven again and again. The:; are-

inexpensive, can easily be obtained and can be printed on

mimeograph machine: .

15
6.

41.



'4
:

..
...

.

i

V
'

1
J,

,I
,

10
±

!
.)

I'-
';

'..
.

-2
-,

,,
-

i
.

,
,

,
I.

i .
,

.
-.

:
.

,
, ,

,
`-

..
-

.
I 

. 5
.

...
...

...
.. 

...
...

...
. .

. .
B

..4
.4

../
 ..

...
...

...
. .

1.
 ..

...
...

..
...

a.
.. 

*.
: .

. -
-.

7 
'..

7.
...

* 
...

...
. 7

94
1;

7 
%

...
...

.:.
...

...
1.

..
...

...
...

. I
...

.. 
4.

...

N
A

M
E

.
.

--
,

.
oc

C
U

FA
70

N
:

''
%

;
.,.

...
...

-O
FF

IC
E

 '
-:

 U
SE

',.
,

?
,

C
O

M
PA

N
Y ..

._
B

U
SI

N
E

SS
' P

H
O

N
E

. '
t-

;
I

...
,

.
...

...
...

...
.

...
...

...
...

..,
1

.
,

'B
U

SI
N

E
SS

 A
D

D
R

E
,

H
O

M
E

'' 
91

Ib
gE

:
it

I
'

'
'o

r

I 
A

M
 W

IL
L

IN
G

 T
O

:
'-

''
''''

',.
'

'
''

.
.

.
-

SH
A

R
E

 M
Y

 O
C

C
U

PA
T

IO
N

 O
F

'
.

-
.,

1
4

.
I

1

SO
U

R
C

E
 O

F
--

\ .
.

.,
C

O
N

T
A

C
T

:
,..

...
.,

.
-.

...
...

...
.,.

-.
. -

.-
--

4-
--

--
-f

--
--

_
-

..1
"

4

'..
PR

O
V

.I
D

E
 O

T
H

E
R

 R
E

SO
U

R
C

E
S-

 s
uc

if
 A

S
PA

M
Pt

IL
E

T
S;

',.
..

t'I
r.

,,M
Sk

T
O

O
L

S 
O

F 
T

R
A

D
E

:
1

,
,,,

 -
-

1
.1

I
i ,

...
.-

--
-

,

.. 
-.

...
SH

A
R

E
 ti

r'1
-1

0B
B

y 
O

R
L

E
IS

U
R

E
 T

IM
E

A
C

T
IV

IT
Y

,

O
F'

:
',

!
.

_
..,

...

->
.,.

t .

I. A

t.

.
.

,
w

!
.
.
.
A
.

o
t
r
r
E
R
:

.
,

-
_
_
_
I
_
_
_
_
_
_
_
_
_
_
_
_
,
L
L
_
_
_
_
_
_
J

o t
n o

.
0:

I 
PR

E
F,

E
q,

W
O

R
K

IN
G

W
IT

ti:
, P

R
D

M
A

R
Y

;
.

IN
T

E
R

M
E

D
IA

T
E

;
- 

Z
R

,..
H

IG
H

;
H

IG
H

 S
C

H
O

O
L

;
z -1

1
I

p
.

c)
A

L
L

D
O

 Y
O

U
 H

A
V

E
 A

N
Y

 "
PR

E
FE

R
E

N
C

E
 T

O
 S

IZ
E

 O
F 

G
R

O
U

PV
A

.
IT

O
W

'W
O

U
L

D
 Y

O
U

 B
E

 W
IT

A
IN

G
, -

T
O

 S
E

R
V

E
=

 A
F;

\ A
 R

E
SO

U
R

C
E

?,
!

W
H

A
T

 A
R

E
 T

H
E

 M
O

ST
 C

O
N

V
E

N
IE

N
T

 T
IM

E
S-

s'
O

R
-Y

O
U

?'
!-

.

'C
O

M
M

E
N

T
S:

T
H

A
N

K
 Y

O
U

.:
T

he
 R

es
ou

rc
e 

C
om

m
itt

ee
s-

)
\.

4

1

P2
1

C
D



Mel

STEP #
,..

.

I Decide Upon a Procedure
for Obtaining the Information , ---

t,..

,3

-:...-,!..;6,-
.

. ,", ,

li.

rto.c.L.I.: ioe ..:ontactu.-- Docential resources are.
'4)

..)-.

.T....[....\,1 ..4. .-

varied; 411 are _effective but some aro more appropriate'
,

",-
4,.;,,,

.than
i
others. The following procedures were all success fully

used to contact community personnel;
C9

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

right then,dn the .telephone ,or mail the questionnaire
to the resource (enclose a ssef-addresded, stamped
envelope for return.)

2. ,.Send O, letter or note to. the resmirce explaining,
the concept of the Service and requesting the
resource to inform you (by telephone, return mail,
etc.) of his interest in parp.cipating.

. 3.
9

Put announcements rceents of the Resource Ser7ice In

.9,94949
local bulletins church, school, etc.) Volunteers
can be asked _to contact a represdfttative of ,the
Seryice. Contact cards can be completed byphofte
or

Of Course, you'll revise- these procedures to suit; your
own needs. however, there are two musts:

-

1. Be sure, to haVe a completed contact card qn each-
resource. )%

2. .Be sure to'dontact each resource by phone if for
no' other reas'im than to reconfirm the in °motion'
on the co9iact card. The call will be wall worth
'the ,time arid Will help establish a persb al
rapport with. each resource.

Whichever procedure (s') yOu us,?, be sure you:.

1. Ekplain that this is on a voluntarybo4is,
\

,

unfortunately, school finances donq allow
for reraimerations.

8:
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.2. Explain that "professional ,speaking ability" _
is not necessary oe,exOn always desirable. An..

audience responds c,,tD a sincere,. iabrMative
and interesting presentatinn,.not to a
.

.,1%.,.. c,,,.._,,,c:. ,_ 0, v.,, _,,,I.

Mention that they will be contacted again, as
the is updated and will have the option y

of not serciing on the new list.

--Explain that you anpreciate that their, first
responsibility is to their job ,and that in.::
case of a'schedule conflict, they can bertain1P.

'refuse or, in ,extreme cases, cancel a teacher'S,,-
request.

5. _Mention that they will be called when you recei e
a request, for their .specific area and thatther
is the poshibility of their not being called for%
several months at a time. .

4,0

I STEP # 7
.--- '

: .

Write.
-
an Information Sheet About nth:- Program'

- -.

,.
While

...,

hile_this.may appear to be an unnecessary f-ril; you
55P
---,, ,

will find Ithat manytkpotential resomrce.volunteers will want
1sJ ........ will

4V
,

to know' more about the Program before committing themselves.

If you ai-e developing your Program through. a Career

Education Project, no doubt .there are pamphle-EW7noklets

available Which discus:3 Career Education in your state. If

no are available/or if you are not associated with
4 N

'a particular, grogram, you cpia send a brochure about your

school district and an infbiElation sheet explaining the

purpose of your program and the many services youifeel

:`'resources can provide (page 1 , for example.)

The following information she 't :gas dev,eloped for our

program:

I
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Program Information Sheet

About the Cooperative Community
Resource Service

In February 19.74 the Westside Area Career/Occupations
Project (WACOP) began operationof the Cooperative Community
Resource Service.

WACOP is one pf 20 statewide projects in Arizona funded
with state-monies and workswith teachers to'incorporate
Career Education into the existing school cdrriculuM. WACOP
works with 53 schools, Grades.K-12 in Western Maricopa County_
and employs one '.director,. 9. consultants, and Secretarial

Aff. Eight consultants have.Officed in Various schools
served by the Project and function on A.one to bne basis with
teacherh, one consultant is in- charge, oflthe Media Center
whose primary function is to serve as'a preview And evaluation
eenter for-all Commercially produced Career Education "Media.

In response to requests-TT-Om business and schools, 'the
Cooperatike Community Resource Service (CCRS) was establidhed
to p1ovide a uniform:procedure and central agency for

..schedUling resources into. classrooms and also serve as a
catalyst betwee6the resource and teacher. The service was
started 'by one of the.WACOP Consultants who serves as advisor
to the ,Secretaryof' the Service. Currently serving 5. schools,
'the CCRS:plans op 'increasing its use to those schools
expressing a 'need.fOr the service.

Currently the. Service has 342. resource Volunteers on
file and hoped to increase this number by 0% during the
7475 school yeAr.;

r

e.?
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STEP* 8

Decide Upon the Population to, be
Contactdd and Begin Contacting

This will depend on cne scope of your.Program but in

order-tbl.provide the teacher with a variety, of resources,

it is suggeste
\

that resource contacts be available in as

many-different-areas as possible. The following will

provide a, place from which potential resources can be

obtained. For more detailed explanation of contacting
4

each, of thefollowing, write for the booklet "Surveyirig
\4

:ihe Community" .(see page ii for addreSs).

Paren'ts:
,

. \r '.
17t76TETte way ta.get Mom and Dad involzed? Parent /teacher
conferences offer /an 'opportunity to mention the Resources
Progranfio parents. An important point here .is asking! those
who volunteer if/they will go to. otherlschopis or serve /

only at. your. school. (Some parents' loyalty' should be
respected.). - I

,;

k,

..

,.
.

-Clubs .and Associations:' ..

the'Yellow Page. is probably -as gd&I a guide'to this source,

chairman to co tact whd\will give you 'necessary information
as any: There /,i's usually a program or public infortation

about contacting their members. The Club/May already have
an existingilist of volunteers.

Already-Existing Lists:
Many proi'essfonaI organizations liave compiled lists which
-they will share withyou. In many cases, they will refer
you to .the chairman in charge. of In this ease,.
the chairmahlame would be in yo r-files and you would
call him tp 4riange'speakers for you. His questionnaire
contact carCwould indicate range speakers in the
area (s) of .

. .

. ,GO -OP Teachers.
, , I- .-

In'High Schools where'students participate in CoOperative
Education Programs, the Co-op student can be invited to, .

serve as a resource to discuss with students certain aspects
of- his job. This hai--the ,double advantage of bringing into
the classroot a resource ,with whom studenan identify as
.well as serving to strengthenthe cooperatiegi between
,elementary and high schools.

.._

\
--":---,,

Teacher Exchanges ---.,
1

Esseritially this involVes teachers serving as resources for. D
each other. Most teachers have rich and varied backgropnds:

.

'' 20 .
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two teachers can\-trade'classes for a presentation or a
. teacher:can be a resource during a free planning period.

-Administrative approval is probably necessary here: in
many cases. the teacher will serve as;a resource herself.

Never oveTTOok this goldMine I When all else fails, you
can usually find what you're looking for by skimming and
calling.

Retirement Commdnities
If there is one IBbiYed near you, a direCtory Of the community-
will-suaily be available' .(sometimes at a minimum charge.
In many cases, there is a member of the retirement community
who will contact resources for you:

Government J1-

Branches of the government (particularly the Armed Services')
are available as resources government agencies are

..listed in the White Pages wider "United States Governme t..
....,.------GOVernment representatives are excellent sources7a directory

is usually printed which lists all the representatives,
senators, their respective districts and occup6tlans. While
availability may be very,limited, this is an excellent way
to. involve your representatives in the school program. Don't
overlook local city and state government-At sources, also.

Nearby-Businesses
If shop owners can be available, they are usually very
effeCtive. One word of caution-they should understand- that
the primary'purpose of -the service la to .impart information
and that%any customers that may come as a'result of the
presentation should not be solicited at the presentation.

?

"j.

Friends-and Relatives
Your ownsdiscretioncan be .used here-in Many,cases a friend
Or relative' is able to' serve AS a resource and is very
willing to do so.. .

University Classes
If memberiTh-Resource 'Committee attend college classes,
many times fellow students would be willing to serve as
redourcee.: Teachers of thete classes often.agree also.

Rfiferrals by. Word of ,Mouth
is is probably where you'll 'get the bulk' of yOur Rpsources

Fl
ou'll be surprised how willing people are ta Saggest,other-
source persons-you'll even have people calling/ yod-ta-

volunteer their services after hearing about yap' ..Program._

Ch ber af Commerce ,

v
-r , /e now (*.of one case where the Chamber of,Oommerce cooperated

to he,:eAtent of ,sending questionnairea,-to all/it's members
and then;Went_the extra mile by compiling and "printing the
ResoUroelDirect6ty It's worth a,t-ryl ,

l2i may`

a
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Decide Upon a,Proced4re for Compiling
the Information and :Begin Compilation

4

Vefo"ou know it you!li haVe 'contact cards all over

the place: the following methods of compilation can be

used (*., suggest: 'the firqt/.
/ .

I) Arrange the cards Li-I/alphabetical order' according to
tle occupation of i'e resource.

2) C4tegorize the c
toe/the 15 USOE
FOLIC SERVICE,

ar4A by occupational areas (you can
Occupational Clusters). For example,
TRANSPORTATION,,\COKMUNIGATIONI,ete.

'3) :range the cardSaccordinwto service provided 'by
rls6Urces. For/ekampje: SPEAKERS, FIELD TRIP SPONSORS,
TI,ACHER, AIDES, ,etc. Within 'each catagory, cards can
bi filled as suggested in #3. above. . 4
...,, /

4) Arrange_ the -cards alphabetiCally be last name of the
- riOsource, type a master list whichlis0 each person

allphabetically by. last name and indicates necessary- _,.. g
Wormatil about the services provided. For,examplee5:4:
itiee'belaw/

EL

MASTER LIST FOR RESOURCES .(4) T C8 C -0
.13 ,

cf.
NAME 017, RESOURCE ''

BeardslY, Ron

2. Greenay, Susi

3: Johnsbn, Sam

.4.
."

5. /McVter-, G

NAME OF OCCUPATION

Bookeepet

Keypunch-Operator

Horticulturist

Cashier

Florist'
-

6. hi-te, B. J. Accountant

NOTE: Vhichever Procedure' you use, 'a cross filing system
vill probable,necesaary,and,an easily be
accomplished by placing color coded tabs on
appropriate cards. For example:

flue tab indicates: will go to one partiCula'r school only
Green tab indicates: hasn't been called yet-is very

willing to serve.
Orange tab indicates: will hOst a field trip'

,22

13.



The only obvious noteof, caution here is: 1) to keep a key
which refers to each color code and 2) don't go crazy with
cross-reference (three should be maximum).

J 1. t 1
.. .o.146 vv ,

by one of-a-combinaion of the above methods, then the

Directory can be typed direStly from,the sardd. Appendicies

at the bask of the iirectOry are used for cross - referencing.

STEP # 1p

Decide Upona Method of Evaiuiiion
of Resources and Updating of Information on File

The-only wayto determine if the expressed'need is' being

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

and the resource..

Through the Service, evaluations can be sent to the

teacher, the student and the resource. The service should

receive and compile the resluts of the evaluations for

1) reports 2) reference regarding the success of any

_resource appearance 3) suggestions in improving the Service.

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

for additional comments, it will have a good chance of,tbeinive;

/ completed and returned. 'Sampled of evaluations can-be

found in Display H .

Updating. the Contact Cards

.Every41 months is a good.tiffie span to use in updating
/

the contact cards; thus, if your Service is operational

all year, you will update 3 times; if operational during

school months you will update twice yearly.



Two meth s can belused:

1) Call each person fqr whom you have a card. This way
you can: 1

. -

t -ask the resource if he's enjoyed his visits
-.......,.....- ,.........- -_. ......- ___-_......." .... ......- ........-

c ask:the resource If he Will remain on file for
"anather,4 months.:

.

.d) answer any questions the resource may have
. ,

.

2) Send a note to, each person for Whom you have a card
-explaining the updating procedure now taking place.
and stating that unless you hear from the resource,
xou will assuMe he will remain on' Mile for another
4 months and that all the infordation on his contact
card is still Correct._Provide,your telephone number.

We prefer the firstAmethod because pfPthe, personal contact
and the accuracy of the contact.

STEP# 11

0.):1` ' Conduct a Search for Activities

An introduction and, follow-up to a resource not only
.

prOides enrichment to the information presented, it sets

.the,a(age fof the resource tp.be an integrated, par of

whatever the class is currently studying.' A resource Can.

be of very, little or very great value depending; in part,

on 'how prepared the'plass is: thus-the rationale for

including this section as a step in setting up the

Resource Program.

Several excellent sOurceS-of-actiyities,are ayailable:

1) Teachers will contribute a wealth, of activities if
they feel that the gestUre is sindere, that is, if
you.use and acknowledge.their contribution. On 'the
next page is an example pf the flyer we sent to our
teachers. This'received a good\response, but out
personal contacts were much moreproductive.

2) Principals or consultants can uggest areas and can
often steer you to, a' teacher wh se, mind is a
storehouse for activities.
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I

z

_Search' IFor Activities

With more and more teachers using
our speakers list and community resources
in general, .WACOP has decided to put
together a booklet. for your use with:
1) IDEAS on ways to use community resources;
2) ACTIVITIES for use with studenf either-as
introduction or follow-up to using a community resource.
I'm asking for YOUR ideas so that, with the ones. we have,
we can compile a usable and valuable packet for everyone's
use.
So far'; I'ye thought of using community resources to:
1. SpealCon occupations
2. Provide onk 'o-ccupat ions

.Provide vehicles. for Vehicle Carieer Days
CAN'YOtl.'"THINK OF ANY MORE? -

4.

5.
6.
WHAT ARE SOME ACTIVITIES YOU :cAN THINK OF THAT WOULD
BE GOOD EITHER AS INTRODUCTION OR FOLLOW-UP TO THE
ABOVE?
An introduciory/Follow4 activity for 1#
above _would be:

Name School

25
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3) Adaptation of activities: nine out of ten times,\
activity that was a great success for teaching spel ing
will alSo work in introdUctin or reinforCing a partic lar
Concept related to information provided by a resource.
Gaines, bulletin boards, \interest 'centers can all be

.
adapted,

Students are only too willing to. share-activities theyrVe
',enjoyed in their years of schooling. Probably even now at
leatt one 'activity stands out in, your mind'as the one you
loved-and learned from.

.11

. -

Teachin Publications offer a 'wealth of activities:
par cu aryuenboardtdeas and games.: The bibliography
at the, back of this boOklet lists.-some publications we found

particular14 helpful.
\ .

,

,
k

BrainStorming Sessions: Over coffee or lunch .try brainstorming ,,4,..

as .many activities ideas as you can: we came up with 10 .

ideas in 30 minutes-and rite 'lunch, too!

STEP # 12
-

Devise a-Way to Compile the Activitiet

4 f:- idea here is to present the activities so that
they maximize the creativity of the teacher and minimize,
the need for further guidelines. ,

.
In .compiling our,activities, we listed them only by

type-hot by grade level or sequence (whether to use the',
activity at an introduction or follow-up). ?Thus we had'.

1 Student assignments
2 sMail\group.assignments
3' whole 0.ass activities
4 games 1,

5 displayactivttiee,
6 spedial\types of career days

Other alternatives

1) List the activities by Suggested grade level
,2) List the activitiesby use (Introduction,

Re-enforcement,'-Follow-Up.,
3) Listthelactivitie6 by area (Use with speakers,

use with\films,_use.with field trips)

Following Is a sample of those we compiled.

26
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'CLASSROO M ACTIVITIES

laudent Assignments

1. HaVe students research and make 'a list of all words and

terminology' used in the occupation (s) presented.

If desiredythese may be --used as spelling words. for the j

week or may be put into a class,file with terminology
from Other job areas. , .

I

4.
. I

2. While most people think
,

of getting a .joli as making.

'--1-------money-, they oVerlook"the, fact that-most jobs-5,FEMone

IT1477ea into. Itemize, for a particular occupation, the

cost of that job (education, ear., clothes, tools;

. .uniforM, etc.)

Individually, or as a group, have the students convey

(in 'a Written paragraph or by using desdriptive words)'

what they know about,tte occupati'ons being presented.

After the preaentatiOn:, -have the students do the same

thing and compare their increase in knowledge.

Encourage each studenttolbring different tools of trade

(or hats,, shoes, dtd4-used'by various workera. Try to

-find casea where the same tool is Used by workers in .

completely different occupations.
,

Let-the students themselves, decide upon-the resource

they want; -make the request; pick and, CoMplete*telated.

class activities; inttodudethe tesqutce, wtite-thankr

'you, eid.- : 4

Start a class. *Guest Book. DeVote-a page Or'toto to each

'speaker indiuding_a,gture_of the speaker,. hia'aignature,

occupation and a brief summary of the infbrmatiOn .

presehted. Choose several students to !be-in charge

of the _Book..

7. Have the students read wan'L ads and/or Job. Bank' Data'
,

(availablp.frOm State Employment Service) to find the

availability of a particular (and otherelated)
position in Phoenix. -

Use TV as a resource by assigning students to make a

list of all careers they see during two nights of TV

(including news.) Discuss he idea, "Is this job

'really like it is shown on TV?"

9. Let, interested students-prepare-presentation patterned

afttr the olm-they 'saw and present them to a different'-'

class.

-18.
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Small Group Assi.Frments

. . . .,

1. Collect -used, 'real equipment and use as Motivation for ,

1.

.finding out what the equipment i.sand who uses it. Clues
can2beAtiven daily until someone guesses and the4 presents
nfortilasit about the mystery tool (s) .,

---_____---- "
.

2. Ask\the class to imagine that the job being st4ieid is
' .being phased'OgtOf society. Have the%c/asSaloose

. 'ealls (PRO and CQN) and bolqGa debate on1-!whether this
job should be- phased, Hold.secretvballoting to ,.

determine if the_ job will be. abolished.. .

.

, ;

Choose,a courtesy committee inCliarge of refreshments,
greeting,the guest as he arrives,,ptc.- Rotate the
respOnsibilitY'periodically.

-.. 4. :Use a grid of th city and the Yellow Pages to pinpoilitr-'
locat onS'of the job.betng discusset.- Compile the
infbr ation anderelatei3t,to an eiver-or under- abundance
for t e City of Phoenix,()This may 1e0 to a study of
toning,-etb.).-

44/'
--

. ,..

On a small map of theUnited States, inquire and list .

the number of.jobsbeing-Studied which are employed:in
each state. DiScuss. reasons :for any deviation from,
the aVerage number. ,

1r

4

To makestudents'aware.of the presence of ,a iartibular
occupation'indur society, havestudenta work in groups
to cbllest-different ways that that,occupation is ,

presented (mentioned in comics, in newspapers, any
televfsioh,series with that occupation, want ads, etc:),
Cut out these examples and paste on a bulletin board
or in a scfrapbook 'HOW WE HEAR ABOUT THE

. 7. With PeintssiOn of the speaker, choose a group .to tape-
record the presentation and flake a library for future_
reference.

a t

rr
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Whole Class ActivitieS

101. As an exercise in listening; debide with the class*,3.
. interview questions to be asked the resource. Eac
student should fill out the form, with the answers and
then compare anskers--they,will be different.

2. Get,a hold of an emproyment test fora particular
occupation and let the-students attempt to complete it.

'Have-a, tlass project, which students ,s a
,"work" activity; setting up a model.weather station,
organizing a classroom postal,systeM charting an
interesting travel trip across theU. S., building a
botanical garden, etc. Then invite a resource person
knowledgeable in that area to come out and qjudge-"---
the,product. Several classes Could compete in this
way if desired.

'

ED

4.. After the presentation, ask the resource to role play
with student a particular situation he may encounter
in his job. Have tht resource be the customer and
the student take the job of the speaker. 'Use "the

'situation to further discuss aspects of the job.

5. 'Have the students write down only one w r4 that is
particularly relevant to them when thi king about the
information they have received: Make it 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.

Arrange, if possible to have a resource erson teach
'a simple skill during his presentation. Follow up,
with a project,using7the skill. For example, a
.carpenter could teach his methods of j easgrement..
Follow -up with,individual prof c s measuring-desks,

boards,,floor,,ett. The most accurate
, measurements could be.rewarded with, free time to

Fake a'- pencil box using scrap wood and nails.

S.

....... ", "
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Display E

Arrange for the gueSt speaker to participate in-a
"TO Tell The Truth" panel.. Have the, students do
research on the job first so they can ask; intelligent
questions, then °vote tofine the real worker. After
the game. let the speaker answer any questions the
students may have.

24 Hive the students make a -concentration` game with:

AY Pictures of allpeople that the resource
worki with on a set of:cards.

B) Job ,description .and `informationon the
other 'set of cards.

3. Play Hollywood,Squarei: Set up the desks in thee
sets of three. Choose. one Master of Ceremonies,
two contestants, two judges and nine players-- -

the rest will'be the audience. -Ask questions
1

about the specific occupationalairealeing 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", be
receives an "X ". If the contestant incorrectly,
agrees or disagrees with the answer, the, opponent
receives an '0". Whoever first gets three marks
in a row wins the game.

4. Play career bingo by making playing cards for
ith names of workers in each, of the' 20

squares The'"Master of, Ceremonies" is to read
off difterent job desCriptions (or tools or other
clues)- and the player blocks out each as it is
described. As inlpingol"the,first person to
block out agrow wins that gaMe and Can be "M.C."
for the hextgame.

O

I
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Display Activities

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

___.44tivity related to that 46.11.

2., 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 simply assigning an oral or written report
on a career, plan kcareer poster\contest instead.
Students art work or magazine cut and paste can compose'
the top of the poster r-along with' the Job title, and=
the job.description, can be included on the bOttom. \.

The Work mightloe displayed in ,the library or
cafeteria and prizes ;might be' awarded.

On,a blAlletin board, put A WORKS Under it put
PEOPLE) DATA, THINGS. .LisTWords, drawings and
pictures under the appropriate area for that occupationi

occupation causes the worker to "live wile on the job.
All careers have a "-style" that is, the y the.

(Teacher on _playground duty, taxi driver in a traffic
Jam, workman eating lunch at the construction pita.)
Explore the career style of the occupation being,
presented and list the results on aloulletin board;
DID YOU EVER THINK THAT A USUALLY:

6. In many oases, workers are reauired to wear certain
clothing ,: uniforms, shoes, hats and caps in many cases I

Following the presentation, make a bulletin board'
titled: IE THE FITS WEAR ITJI, The blank space
can be filled in with SHOE, HAT, UNIFORM and labeled
pictures of difterent occupations can be displaggda---

7. Make diagrfims of the .ifife-rdependenCj of Vaififia.:
workers--put the job studied in the Middle and 'On the l f :

jobs the worker is dependent upon; on the right: jobs
dependent upon the worker. \\

FARMER
. GROCER HOUSEWIFE

TRUCKER , RESTAURANTS

31
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Career Days

1. Career Vehirqe Dayl, ,

. Essentiafty this involves contacting 10 or more
-- re'So4rcep Whose occupations depend- greatly en vehicles

I.k,11polipeman, recreational vehicles, salesman,
f { eaim- r , fireman, 'ambulance drivei., etc..) and arranging

i'-ba'y where all of these vehicles are on display for
students to see. Mbist e&ectively-, the vehicles are

'4* arranged' in a circle on a large field and Classes of
students rotate from one vehicle to .another on a 5-7
minute= schedule,, This gives each resource a chance
tb--A-eIl the student about, the vehicle And answer any
questions the studerit may have. ,

- .
_.-...ei-'

- ,
- , - . - -,, . '..,.

. 2. _AT-Ob.-Observation Day:'
' -'=-'.7 ' - The ,primary objective of a Job Observation Day

( .1'.t.b'..`.-) 'i to plade a student with a person,in an
occupational area the "student is interested in finding
out' more about. The J.O.D. lasts for 1 day: it is
,designed to serve as -a '"shadOwing". experience and has ----7
proven extremely effective in giving students an idea
of, What a typical work day involves in a particular
occupation.ion. ._...

Speaker,Days:
- -A Career Speaker Day offers each student a choice,

of :listening to Several of may resource speakers
brought to the school for the day. Usually held in
the morning, (or during,an entire day), the Day is
arranged do that each 50 minute period of_ instruction
offers a choice -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 .bay,- students can be exposed,
to- :as many as 6 occupat4onal areas,

4-

NOTE: Specific information on each of these Days can be
obtained by writing to the address on page ii of
this booklet.

32
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STEP# 13

Forms to be Used

.Proceduxes andgui4vlines have to be developed' for

each function which-the' Seilice.will perform:While
functions :can be added as the Service becomes more

solidified, absolute necessities include:

Processing Requests

.
Conduct an on-going Search for Resource

Volunteers

III:--Expanding-th-e-Servide-t-o-other7Sehoola._

IV. Printing Monthly Repoit,

Other. functions which can be added later on are:

A. ltilblication of -a monthly newsheet to teachers which

an list and suggest certain resources available'

through the Service.
AL

B. :Conducting-Orientatibn sessions for -Resources on

topics such
a. "When^:yoi-.QOITIP,tP.:A eastoom .
b. Different iStP44r Presentations

c. what kids want 'to know, eta.

f f

C. , Printing and mailing certiticates of appreciation to

persons Who serve as resources, on 5 (or any number)

occftsions during a 4 month period.

D. Conduction orientation sessions for teachers on topics
,

-such70.s2 - _-

a. When, and how to use a Resource

b. Preparing your .class
c. Questioning stl.ategies

Following are the procedures and forms we used,for

Functions I- IV,(above) Which have proven extremely

successful.

I. _Processing Requests (see next page)

*Not necessary if developing a Resource Directory

33



I. Processing Requests

Reqdest,
COnfirmation
Copfirm letter
Evaluation

teacher
student
resource

Thank you letter
Suggested. Information for
Classroom Guests.
Procedure Log

B. Procedure:

1,-L---Recdive the request. chec see a a n ormation
is included. If any information is unclear dr not
given, the person making, the request is notified,

2. Look throUgh the' cards on file; fill the request by
-calling the resource and giving him the follOwing
information:
a. the purpode--for'which he is called
b. the grade level and number of studerta
c. the -date and time ofPresentation
d. the named of the teachers involved and

A e; where to report at the school
f., he will receive a lttter of Confirmation with'

suggested information for resources
g. 'what.equipment,is available (if neeedl

.

3. Fill out a confirmation slip in duplicate: -send one
copy to the teacher, keep one copy for the CCRS file,

. --------
4. Send the confirmation slip to tfie teacher; include

the evaluation fOrm for the teacher,and for the
student.

1.'liecoid the date -of the visit ontheiCCRS palendar. ''',
1--

.

and.6. -Write a letter' of confirmation` to the Resource and.
inchide suggested in Ifformation or classroom resources.

7. Call the resource and remind .him of the
day before the scheduled-appearance.

visit.the

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

- 9. Send a thank you letter to the speaker: include the,
evalUation to be' filled out by the resource..

.

Receiveand record the evalUation from ..the speaiecr.
Record necessary information on- the back of the -,, Lv
speaker file card and on the CCRS Procedure Log.

34



a

, 4

I. ProcessineRequestb

4
1. Receive>the request

- a--

Display ,F

:

NAME

IREQUtST

. ' +

COOPERATIVE OMMUKTY RESOURCE SERVICE
Form for requesting a Resource

DATE SCHbOL Sci GRADE

DO'NO
DATE MOST PREFERRED: BEFORE AFTER

THESE ARE THE EXACT TIMES I WANT THE RESOURCE AND THE SIZE GROUP'FOR EACFROM TO GROUP SIZE PROM '.TO GROUP SIZE

"zi;i111

po YOU WANT TO SPEAKTO THE RESOURCE PRIOR TO THE PRESENTAT ON?'
.

YES NO

If "yes"' where can -the---riiource reach' you?

HOME PHONE TIME? SCHooL-., TIME?
.

"no" please list a few classrobm activities 'Which we need to_know
7:-.pchedule the resource?

Forward to Cooperative Community Resource Service/Manzanita School/
8430 N. 39th- Ave. /Phoenix 8021 tPlease useDistrAct_Mail_where
'possible y Thahk YOu

..

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

S.



Display G

Fill out confirmation slip in duplicate:

,Dear

Cooperative mmunity' ilesourpe Service
CONFIRMATION

Your equest for

.V7- .
- 0 -

has beer).

, -Ts-very willing to sp
c to -end

coritaci: you. 'ii.t-litand/tthboI-.- prior to tile visit, e/She
. . .

arrive), at-your S-dlitic51 office at

...:.:problems arisel.,please call .934-1642.

After the,presentation3 would you please f 11 out the
enclosi:d evaluatiim forth for the teacher. If ou choose,

.do-mplete with .the ,class. the enclosed evalu= ion form. fbr the
student and return 'both forms -to the Resource Servite by

filled.,
to your:
will
will
If any

. Thank

PLEASE

)4. Sena confirmation slip to teacher; include the evaluation.. .

fort for the teacher and for the student.

/
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Resource Evaluation Form
TO BE. COMPLETED' BY THE TEACHER

/

Wbat did you think of the resource acti/ity just. completed?

Please circle the dumber .which best expressei your opinion:

-4,, 1. -Incomplete,

Comment:

4
Well-Presented

2 3 5

+/.

p2.. Too'Short/long
'

/7 Well-Timed
/ 1 2

..; fr ,-

Comment: .

Inadequate Resource
'1 2

domment:.

3
II

II

7 Adequate Resources.
4, 5 -

/

.

4. Was disappointing

1

Comment:

2 3

Fulfilled my
Expectations

4 5

5. Negative Clasg,Reaction Positive Class'Reacti
3 4 5

Comment:

6. Wasn't well arranged Was well arranged
by CCRS by CCRS

1 2 6 4 5

Comment:

Please add any additional;omments which are not coveredabove,:

r

Please return to: .

Cboperative Community Resource Servic
Manzanita Elementary SchOol
8430 North 39th. Avenue
Phoenix, Arizona 85021

37
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Display

.:Resource EvaluatiOn Form
'1;Q BE .COMPLETED BY THE. SWDENT (S)

What did you think of the activity just completed? Circle

iiimbet'tfiat* is / 'best; for each section: 1 is- low, 5 is high:

I:

1

'COmment:

It was really interesting
3 4 '5

,. I . t_ .i: iiiiirni:3.;er3r. useful.
' It waa_useful_t o_me_________I-- 2 3 4'. 5

c

Cciimnent

--,

3. 'Too' ion short
I 2 3

COMMent:

.

4: "understand
-1 2 3 4 5-

Right Length
4 5

z.

gasy, to Understand

Comment''

5. Didn't learn much I learned a lot
1 2 4 5

Comment:

6. heard. a Career Resource on this career before:
. _

YES NO

Comment:

Is there. anything you want to add:

38
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Display I

Confirmation Letter
Record the date on the calendar.

Write a letter-of confirm won to the Resourcv include
Suggested information fof cipssronmf'Nent.

Dr. Dennis.McCurnin
AZ Veterinary Medical Association
4700-Narth,,Centfa1SUIte 311
Phoenix, AZ 85012

Dear Dr. McCurnin:

I am writing to confirmour
agreed to aPeak to a clas on your Occupation of Veterinarian.

,

COoperp.tive Ciminunity
Resource Service

Manianita Elementary School.
8430 North 39th Avenue
Phoenix, AZ 85021
February 8, 1974

ti

conversation today during whiCh you

The 7th and' 8th grades at Alta Vista Schobl are planning's, Career
Day on March,15sand are inviting many speakers to make,presentations,
on their.variouNoccupations. I have enclosed an information. sheet
which will give yod an idea of the information the students may want
to know:

Alta Vistr 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 the front office to
meet you at'8:30 a.m. on Friday, March 15/.1k4LocAL.Z10-44-e

tiar-e-4-e:ce
you requested, a 16mm. sound projector and screen will be

provided for your presentation. '- ., '.
., . ,04,441.-COwme... 4..f...pd,

We certainly appreciate your willingness to. share yo4occupation
to help make the world,of work real to these students. If'any
problep should arise, please call me at 934- 642-(8:15a.m.72:45 p.m.).

' \ :
Mr. Kanchfield, the princip has

k
asked me to invite you to:stay,

,for.luncb as our est. 4
. .

.je..ems d..444AL.-. Ajer-a

Sincerely,

Secretary
Cooperative Community Resource Service

ps
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SUGGESTED INFORMATION OR CLASSROOM GUESTS

This-sheet-wIll.be-seht-t6-the-Resorirce as suggested-baakgroun

material only if you have not indicated the necessity of speaking

with the Resource prior to the visit.
4

General Purpose:

To provide students an opportunity, to meet and talk with adults and
AID inquire about their,careers.

-To develop an awareness of the worlds of work in all. fields of work..
30---show-how-the-student-1-s-p esel'it=d-aws-c-h061. Work relates to work
:in adult life.

ti

4-6-tirer

-Pleise*Wear the uniform or clothes normally worn to Exp]tain
its purpose and valuejinclude any safety equipment worn.)

-Tools; Equipment, and Samples of Work:

Bring.that which is most useful or important on the job. Use same in
:actual presentation.-

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

,

1:' Explain-a typical day of work
,-- a. Stress the routine as well' as the divergent aspects of your wort

b. Storytelling can be valuable. Relate interesting tncidentfr:
from your work. _,.

c. Clarify what you like most and, least of your work.
-" 4

2. -Explain what persona' satisfaction6 make the job worthwhile for
y6u and what disadvantages there are for you,;--

5.

Give a general idea of salary. At thislevell vacation time and
otner 'benefits are also of ipterest.

Exaain the educatiolA and experience required for this job.

Could you briefly describe the personal' qualities one would
need to do'your job - strength, - height, agility,'ability to think
rapidly, ability to matte decisions, ability to deal with minor
details, ability to deal with other people, etc?

Discus' ally definite safety and danger features of the job.
r ... .

t .
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7\. When possible, use .slides4 films, charts and other audio-
notify the teacher of any equipment you will

need.

,Suggested Information for Classroom Guests'

,,8:, Discuss why\you choSe aliarticular career , how did you get
involved in this career?' , .

V
i

,,

9. Tenhnical ter\InologY should be used but it-must be explained.
You can.ihliolv teachers by, asking them .to help explain, t6rms..

10. .If your job is Seasonall,_,explain the effect, of weathers.or
seasons and howyour lire style .1s affected.'.

14 If possible, give suggestions as to where students can wr).te'. .

oletters to obtai4 additional information.

Taken from: Suggestiqns for Using Community Resources
Peoria -171.76-TfaSEOT: 66r ia, 7.111-55=,

ai

32.
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,7. Call the resource the,day before the schedule appearance.
8. Receive and file theevaluation from the Student and. theteacher'..

-9. Send. a.thank-You letter to the speaker: include.the
. 601uation,tp-be filled out .by. the resource.,,

0

.Dr. Dennis McCurnin
AZ Veterinary. Medical.AssoOiation
4700 North Central, Suite ,311.
Phoenix, AZ,

-Dear Dr. McCurnin:.
% ,-We want to thank you for going to. Alt Viststs Car er Day and speaking

.1 1,

Cooperative Community Resource
Service

Manzanita tlembntary School
8430 North 39th Avenue ".

Phoev.iix,.AZ..85021
March 254.1974

1

to a class on yout_career ss'a veterinaria0.,

' The stUdents thought your res,
n

eltion-was osefuil well-presented,Neil-time, and very.interestAng ohem. One 'student wrote on his
evaluation-sheet1J'NowIjoinow 'I want .to become a-Veterinarian becauseI want to help animals. The film was very interesting to me."Another wrote, "He talked slowly SQ we cauld understand him, and...

learned mere. than I. thought I_Vould." Many said your occupat on mustfun, and wished you could have stayed longer. We did not_recly-..-
evaluati.ons-which-were-negative-i- many Strange spellings-

--.1eterinariar0.1tutthe,student6Hrelated very nive Comments about you.7

'I have enci6sed an evalustim-SHeet'Which we ask our resource speakersto complete So wg,,4ay;-AAIiz&Y'our reaction towardaeur service. PleaSetill it in--,and-i'eturn it. to me wfien;you have a momeriT:

We thank you for-helping to make the,Oareer Day a very successful one.We appreciate the time and effort of people like yourself who areto help deVeltlfilhe responsible clt,4ens,Of tomorrow., 4
We hope this was- p-leasant ekperience -tot ;you.

Sincerely, r.- .---
. ,

Secretary '
Cooperative Community. Resource Service

11

Ps

Enclosure
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Resource Evaluation Form
TO BE COMPLETED BY THE RESOURCE

)

What did. you think aV the resallrne presentP.tidn just
completed? ,(Please'cirCle the appropriate number):

,

1. Class-Wasn't
Well Prepared

2

2. Fair Class" Response Enthusiastic Class Response1 2 3 4 5fl

3

_.

Class Was
. Well',Prepared
5'

Cordment::-

3. Unpleasant Experience Very Pleasant Experience
1 '2 3 4 5

.

Comment:-

'1 4. PoOrly Arranged by CCRS
1 2

Comment.:. -'

.1)

WeLlArranged,by CCRS
4 '5

.,5e First time -as a resource

commerii

'lave had Resource Experience
4

. 5.

6. I would like to be called.again `as a Resource

YES . 1 NO.
Would you,please add any,additfonal comments here:

.--
Please return to:

Cooperative CoMmunity Re
Manzanita Element ool
8430' ,North ',

4phoe

*

>-

.t
A

111

Seivice

O



Recefie the resource
information on back
Procedure Log:

I:. -1

Request by:'
I+) 4.3

,go .1 02 '1:1

IZ Or-I
...t

I
1,--1 -,,

00- 0 "4-3 o> 4)
i_aLc.) CO r-I 0 el 0

C4 1:4 . I;4 fr , 0 rzi 'a

617:55( .2// k 2 0

.

c

.

e , i
_

dia000...
Proced e Log

evaluation. Record all necessary
of resource card and on ;the

1

m Resource- Iv, 4

.

0

Confirmed:-- :3
k :

I

I

"P.O 77iite, -76-1

'PV)

ic"1
*e+r-41 r-7
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A.

II. ConduCt an On-Going Seafch
for Resource Volunteers

Questionnaire form
Program information sheet

. Procedure:

1. Determine/that the person wants to be a wp.unteer:
explain how the SerVi0 works and-answer any

-questio s.they may 1)aye.

2. Recor
card

all the nee ed infOrmation on the MRS file

1.

1

Ask" the volunteer. if they would be interested_ In
reCeivingturther information about Careelr Education.

4. Ask the vol nteer if they'would be interested in
attepaing-/a workshop designed to discuss ;methods
of presenting to ally grade levels.

. /
5. Record/ll pertinent information on the file card:

send the_Career Education information to tithe
Resource.

1

The quistionnaire'form for this procedure can be
found on page 7 . The Program Information sheet /,
used in. this program can be found on page 10:

; ' \- -
\. / I

I -. .1.
1 ( '-'il'u4 --.:.., ..A-. $

,.. ..
i

4



,III. Expand the Use of the ServiceL
. to Other Agencies

A. Forms ne(:estary:

Questionnaire .

Information pamphlet
Parent questionnaire

B. Procedure:

on Using the Service

1. ,Assessthe need for use of the Setvice. (This forM
appears more appropriately in Display A on page 2V

2. Compile the-results of the qi.lestion.AirP

3. Meet with the teachers; distribute the inforMation
pamphlet-on Use of the Service. .

NOTE: Cost doesn't permit inclUtion of-the information,
Pamphlet printed for using the Cooperative

,

Community Resource Service. 'or the ,cost of
'mailing, a copy of:our pamphlet can be obtained
by writing to the address.on: page ii-)

4. Send -home questionnaires to patents: (also see
page 1r, N\

MANZANIT

- COMMUNITY RESOURCE SERVICE,

Dear Parent:
.

,.
. .

Would.you.help our students 10.nd out about the,Aorld_of
Work by volunteering your time to serve as a resource ?..

eWe are-in the process of organizing a Comm- lty Resourc
Service Bank composed of 'community members like yourself
who are willing to speak and share with stu ents
inforMation about their Jobe,. hobbies, etc.

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.

Sincetely,.

PAlycipal



Specific infOrthation regarding the work of the Service is
lised by the three main' functions of the Service: processing .

Requests, Conducting an On-Going Search for Resource Volunteers,
and Expanding the Service'.toother Agencies.

'SEC EON I: PROCESSING-REQUESTS

Requists Received: of the ko requests received, 38 were
filled in April.

, Students andTeachers exposed to Resoui.cesi: Due to a
duplicity factor of one student viewing several resources,
figures given below reflect both single and multi-exposure
to resources.

Student:
Non-duplicated exposure to resource (one student: one
,resource)

+^ r- eSrnirCes (one student: more
'than one resource)

IV. Print Monthly Report

Tof
From:-Marleen-Brown.and Pegay Scott
Re: dooperitive Community flesource Service Report for'April
Date: May 2; 1974 .

Teacher:
Non-duplicated_exposure to resource (99TLItecher:
one resource) ,

34

,t Duplicated exposure to resources (one teacher:
mdre,than one resource)

Teacher%and Student:
'Combined' non-duplicated exposure 1,349

1,315'

67

Combined duplicated exposure .2,664

Tyaluations:'Ot 104 evaluation ratings completed by 18
teachers, 88. Itings fell in a 4-5 category (on a 1-5
scale, 5 Is high).

Otio4 evaluation rating completed by 18
students, 65 ratings tell in the 4-5 category.

Of 48' evaluation ratings completed by 8
resources, ko ratfts'fell in the 4-:5 category.

AI

CONT"D ON FOLIAVING PAGE .1

47
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CoopellatIve Community Resource Service Report for April (cont'd):,

SECTION II: ON--GOING SEARCH FOR RESOURCE'VOLUNTEERS

___Resources. added to CCRS, files during 'this month

:Jersons requesting and receiving Career-Education
InfOrmitidn

_

Total Volunteers on Active Resource CCRS File

15

328

SECTION .:III : .EXPANSIONOF SERVICES TO' OTHER AGENCIES

Weeds assessments tAken,at the following/school indicated
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
nuMberof schools) and 290 (the total number-of tes:Ehers)-
currently served by CCHT.7

SECTION .MISCELLANEOUS

Visitors: Mrs. Mary ordirderAt

Education froiii Western My eh an University, Kalamazoo, Michigan



Print an ,Information Pamphlet
How to Use the Prograt

Whether you are deVeiopinga Resource Service ot-a Resourc
Directory it will ba,nebessa-ry to distribute information abouthow to use the Program. The: 7 following are suggee.
forprinting pamphlets on the Use, of the 'Resource Service andUse of the Speaker Directory:

An Information' Pamphlet for
Using the Resource Service:

I. Introduction

II. Table of' Contents

III. 'List of Suggestions for Using ResCivrces in the Classroom .

,--IV.' Ho to Requests, Speaker

V. . Wh t Procedure the Service Uses in Processing ReqUests.

VI. S ggested Activities

VII. R sponsibilities to be Assumed by,the Service and by the
rer of the Service

VIII: Suggested Information for Classroom'Guessts

IX. Sample Forms to be .Used

An Informati6HPamphlet for-
Using the Resource -Directory

I. Introduction

II. Table of Contents'

III.-Suggested Procedure for contacting and scheduling resources
including sample confirmation letter and questions' which
students may ask.

IV. Suggested Activities for Use'as Eririchment -bathe Resource
including sample suggested information ,sheet for Resources
(the teacher can reproduce a'samplt thank you letter) and
sample evaluations and send them to the resource).

V. List of Resources (according to one of the formats listedon Page 13, ) .

VI. 'Appendices of Cross Reference index of Resources

49
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STER 15

*Hire ."Staff and Install Telephone

By now;; you're verY\close to "D" Day,
. ,

arilso tar you Know:

,
,

1! All the procedures you are_ going to use (more or lens
2 The- location of your sOrvice.-
31 _ The pamphlet for Use of the Service is or soon will

be ready for distribution. .

Ii. The sckools you - twill begin serving.
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 or, not) to.be done is to
hire..a,dedretary'and'install the telephone. Depending upoh
your location yolimay need to order the phohe early, but order i
it for only '1, o3 2 days before you plan on-opening the' Service.
We, inStalled a pilvate business.phone,to be operative 9
months a year and ."on Vacation" for 3 months during the
summer 4,

You've probably been looking for, or thinking about, the
personlyou want to, serve as the Resource Secretary.
Qualities such as someone who is:

y
1 Dependable '

2 At ease on the telephone .,

Able to compote and type letters
Efficient and organized

5 Enthusiastic about the idea
.6 Resourceful
7 Able to use 'duplicating, machines

Sound tike Superman? Not really. We've found that the success
of yotW\Service,depends gfeatly on the person whb deals with
resourCes and teachers and a real effortt6 find just the

=,,--- right perSon,will pay off a hundredfold in the future.

'I In our case, , a s chocirriTkUrpa---r a : . ..._: - ho had
workectas a paraprofessional aide at his school:---W-----------77
intervtewed and hired her for $2.50 per hour1.6 hours a day, ' 1

5 days a week.) Other sources of.potential secretaries are:
District personnel office, University Employment Service, 1

. . parentEs of students, and the ever present "word of mouth."
(For example6of the Job- Description, we used see the
following page.)

*Not necessary if developing 6:Resource Directory,.

V
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Cooperative
Community Reso ce Service

Jol) Description: RES URCE SECRETARY

-.*

ThelettiUrae-SeCritary will have t .e major responsibility for
.

filling requests for resources made by teachets from one'high..-:
school and one elementary school(wit more schools to be .
added at a, later date).
This involves,: .

4

1. Keeping an updated file of all resouiCes,.
,2. Following all procedures necess ry in scheduling \\

a'resour0e.
.

3. Keeping records ()tall services p ovided by the
CoMMunity Resource SerVice and pte acing a

< 'monthly report compiled from these records.

Display...

.1r,

Skills::

-Typing: a minimum. of 35 w.p.m.;ability to:Compose.
letter and knowledge. of letter. Writing techniques

d graMMar,- Ability to 'handle all types .of
. personal contacts on a one to- one batiis,and the

° ability to follow designated,proceduree.

Employer:
JohnGlur, Director
Westside Area Career Occupation Project
6000 West 01iVe
Glendale, Arizona

Office Location:
iianZanita Elementary School
:8430 North 3* Avenue

a Phoenix, Arizona

Dates of 'Employ:

''.January 281'1974 throug h W ;31 4 1974
(These dates are tentative and subject to change)

Hours : _

'8:15' a.m. - 12:00 p.m..
12:30 p:m. -

f
--

Salary:
$2.50 per hour

Vacation Schedul§;:tr
February la, 3:97a
April 8-12, 1974
may 27, 1974

51



STEP '# 16. .

* Train Staff Secretary

If:at all -possIble, it would be best to have one

person.train and work closely with the.secretary,for

itAeast a month until all procedures are adowp pat4"_

One .of the beSt-ways, to train:,thg;secretary is to

prdvide situatidhaImOdeling: -actually operate the

Servide and,pi6vide a model for the lecretarr using

the procedures -and- methods you would prefer used for

each .situation.

While the secretary can prObably work independent

of supervision, it is advisable td'have a,coordinator

.6r:other person. with whom the secretary can speak should

any problem. arise.

*Not necessary ir-developirt a Resource Directory

STEP # 17

r.

...Announce the Opening of the Service and Open III

Announce to Teachers:

Iriggardless of the procedure you used to 'determine

thgneerLiszrt}lePe1-vicey6ushoy!d have determined Alch

sel=ls you wIll serve initially. (Do you need to review,

Step # '2 on page,?

We suggest intz'oducinOhe Concept of ,the Service,

(or DireCtory) personally to .each, faculty of Bach school.

43.
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This can be done in 15 minutes during any faduIty meeting.

At that time: .4f
"*. .1 . I. . _

1 5 ticA,3C
and the Sponsoring Agendy.

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

c) Give some examples of resources in your files
(chbote "zippy" ones;.)

CI) Distribute the information. pamphlet "Using the
ResoUrce Service" and review the procedure for
requeSting a resource.-

e) 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.)

Announce to Resources: (This is optional)

You may want to send a, note to all resources on
file notifyingAtheth of the open4Ig of the Service.

r

ti
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STEP # 19

'Conduct a MiillYear (and/or End Year)
. Evalpattonof the' P24cr,ram

While the evaluations completed v, the resources,

teachers and student will provide some-of this information,

a brief farm :will be effective in giving specific feedback

about the needs being met,

Our?ost questionnaire followed the same format as

the needs questionnaire. Information 'gained should be

used to improve. the Program. We used\the form on the

following :page.

ft

45? ,



Date

"P.

Name

COMMUNITY RESOURCE SERVICE POST QUESTIONNAIRE

I. Do you think the se. of-Communiey Resources has
entichedyour pro tam?

Appr§xii;;*teiy holrmany resources have you scheduled
trough the CCRS?

.

In whithfof the following areas have you used community resources?
To provide' information on a job or job area .

--T'Ib prOvide handszon. experience
.

.-----To teach a mini -unit relating a schdol subject to,a'-
. =career area.

.
.

To display and explain a hobbit.'
-----To demonStrate use of a particular tool Of'trade,-
---"To participate in a Career Day featuring vehioles
.---'7.--7110 participate, in a: Carcter Day featuring speakpts

I,. Other , , .

.

YES NO

Have you used the pamphlet "Using the Cooperative
Community Resource Service?

Did you use introductory" activities priorto,the?
arrival of the Resour9e? 4

Did you use follow-up, activities after the
presentation by the Resburce2,-

Will you continue to use-the ResOurce Service "which
contacts 'and arranges forComtunity Resources at

v

your request?

8. Please rate the operation of Ii"glEfFi7iiiIri;;;to
' your own personal nce-Vith it:

-Poo 2 3/ 4 5 'Excellent

Do you feel that the CCRS has been:
. ,

.
,less effective as effective. more effective.

.-, ,

than using the Speaker's LiSt to arrange your own resources?
.--....... --,-,07--D-07the speaker provided serve the purpose you

intended?

.

...1Ms



III. SOME THINGS TO THINKtABOUT

+ '"Every ose has a thorn" and while a small one,-it.is

\,
,--

_ T _
n...-y to -e J.tgare of it: it is "very_difricult if not.--,

impossible, to inure the'qualfty of context of the reso
, ______--

presentation. The ultimate-responsibility for the

classroom lies
.4

'course) and it

a
necessary) any

7.

with the teacher.. (and the principal, or

is up, to the teacher to nceilpor't (41f

ce

inappropriate presentations. You

make this clear to the schools uSing the Service

you may suggest that prior io a resource prese

--teadhers-send home-rig-et-informing parent

resource, then the parent has the,optiomo

also -

tation,

the scheduled.

allowing his

child to hear the resource. Thii is es e tally advised in

cases of controversial subjects. .Adv Sing the yrincipal

uggek/. of all scheduled resources is also

. ,

Certalnly not a necessity

by ,your program to make the r

ut a "nicetr is the 'effort

st of the' community aware of

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

of course, through the 1 cal news media; another way is by
4,

wr iting a letter to t suPervisor.of the resource. In

many cases, resources s spend their days Off or free ,time
,

'Outside of wor speaking tp diages;, or a companrhas

instit etra resource program on a trial basis and would

pleased to hear about its impact. .4n extra gesture like

thii goes a long way to, maintaininggood relations With

the "heart" of your Program.
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You will find out that once you get the Service 'off

and roiling!! it will run fairly independently and without

much trouble. .Ate this poin collsidee

training for resources and teachers. Nanyre-sou'rces.would

e happy to attend a 3 hodr mini-workshop designed to

provid*them with insights into the methodologies of working

with school age children.' Likewise, many teachers would be

glad to at6ind a mini-workshop designed to give them ideas

on using resources in the classroom. 'These workshop ideas

apply regardless of the Program. yOu,,,ii?itiate. (For a copy

fhe_workihop---we_donducted-,--ploa-seW-r-tte-to the:---addt
/

on page ,ii.) .

+ (!!!..,gay0d--*e6ping7a-Strapbooktures.-..o
__ .... N't

-.-----:.---=.--.----.- .----

:.-yarious-kr,!_esources-"in action"." It had, come in. very handy,
. , .

particUlarly. when teachers have something visual to loo-----'ir

.
.

----------' ----at,--t e use of a resource becomes more feasible.
,-.,-- t/1'

.'

/___,....... -- ;.--7 , -_ .
- .0:

+ If your Program is not operative year-round, it would

be a nice gesture to send a note tp'the Resource indicating

that you are "on vacation ". and will contact them in the

fa./1. 'We dent a 5 x 8 card on the following page.

ti

X

ti
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