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FOREW4ZD

This guide to the establishment and
operation of a school-based placement'
program is designed to serve as a compo-
nent of the Program Development Section of .

the Career Education Handbook for Implemen-
tation. It may also be detached from the

`Handbook and viewed on its own by.anyone
'primarilYSInterested id planning and imple-
menting school - based' placement services.
The guide is riot intended to be an exhaus- (-
tive list of all possible approaches to

,providing placement services or to designate
any one approach as universa,lly desirable.
It is designed to be of'practical assistance
to the user in building a placement program
that will effectively meet the needs of av
particular situation.

The majority of,students exiting from
school are looking for employment. Since
most schools are already better equitTed

s'tzo help the student continue his or 116
education than to help in finding employ-
ment, the main challenge in providing
school-based"placement servicesis in the
area of job placement. In response to
this, the main thrust of this placement
guide will bt in the direction of employ-
ment. However, this should not'be inter-
preted as limiting school-baspd placement
services to job placement: To be truly
effective, a school-based placement
program must -boordinatelplacement efforts
to serve the needs of all students.

1
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INTRODUCTION

Earlier metho s by which young persons found
their roles in s i ty are no longer working
satisfactorily in ,today's complex society. Youth
unemployment rates are unacceptably high, and there
.is growing.diSsatisfaction.with the consequent'
waste of valuable human resources.

Legislators,.educators, manpower planners, stu-
dents, businessmen and labor leadeEs recognize
that schools can do more.than prepare young persons
for their future careers. In addition, they can
actively assist students in implementing their .

career goal's. This is. especially true in the area
of, finding and retaining jobs.

For these reasons, the National Advisory Council
for Vocational Education recommended in its third
report that "every secondary school should be an
employment agency." The report further observed
that a school in which getting a jolt is part of
the curriculum is more 41kely.td have students who
understand why reading and mathtfitake a difference

"r than a school which regards employment as someone
else's business.

The concept of Career Education in Michigan
holds that one of the principal components of
career development is career planning and placement,,
that part of the educational process designed to
help students develop and implement systematic"
programs to reach their career goals..

,A school-based placement program is'an impo Cant
step/in building effective Career Education to' be*

benefit of students,, schools, and the community.

d
S
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AN OVERVIEW OF SCHOOL -BASED PLACEMENT SERVICES

-

WHAT School-based placement services cover the entire
ARE range of assistance offered by a'sbhool to help the

'SCHOOL- student
~assistance

and implement his or her career
BASED plan. These services help students to choose amid
PLACEMENT successfully reach placement goals consistent with
SERVICES? their aptitudes, interests and abilities.

4

The goals can be choices or combinations of
choices in employment (full-time, part-time, per-
manent and temporary), the military or continued
education.

Initial job placement may not in itself, be
sufficient-. Retention and upward mobility are
important dimensions of successful placement ser-
vices. Comprehensive placement activity will
result in some youths' being employed while still
in school.1 In addition to enabling' students to
continue their education, summer employment and.Jpart-time-employment during school can be valuape
/learning experiences.

The final measure of the success of school-based
placement ins the satisfactibn of students that
these services did, indeed; enable them tp,meet

rtheir immediate career aspirations and/or represent
the best choice, given available alternatives.

Building systematic placement programs to help
students reach their;career'goals is not the re-
sponsibility of'one person or one institution,alone."
If it is to be -done successfully, it must involve
the cooperation and effort of the total community:

Obviously, those involved would include:

- Students
- Parents
- Educators
Employers

- Labor unions
- 'Professional associations
-'Community groups

School board members
- AJvisory committees
- Government, agencies
- Legislators
- Placement agencies,

/4'

V-2

14



.

DOES
'THE
PLACEMENT
SERVICE
BENEFIT
A
SCHOOL?

-

WHAT
IS
ALREADY
BEING
DONE?

2-4

,t

Occupational
informatimi
delivery
systems

1

r

s

An efficient and effective placement program
will help the school create ,a more meaningful en-.
vironment for,studentsland staff through:

- Building identification with student career
.goals,

- Strengthenin ties between education and
career goal.,
Providing formation qn curriculum strength
and weakness,

7 Briaginq the gap between _school and employment,
- Helping in career decision- !baking and care-4R

planning.

-Rezent pilot placement projects operating in
comprehensive high schools, area vocational centers
and community colleges have dem4strated that
school-based prbgrams.whieh systematically focus on
placement can effectively help students find and
enter adult work roles.

41.

Area placement programs that coordinate and sup-
port the placement aotivitieS of-local schools and
other community agenbies are demonstrating effec-
tive ways to deliver placement services within a
given geographical area.

In accordande with existing Career Educa.4on
legislation, the Department of Education, in coop-
eration with other agencies, is periodically
compiling and making available to Career Education
Planbing Districts and Local Educational Agencies
information pertaining to current and future job
opportunities.

Michigan has several occupational information
delivery systems, ranging in sophistidatton from a
microfiche -based occupational information retrieval
systeM to computer-assisted, interactive career
exPlOration%systems'. Among' these are:

1. Vital Information for Education and Work
(V.I.E.W.) Progran

This program, which is currentf3Y-operating in
a majority of Michigan's public secondary
schoplsand community coll'ges, is a career
information system which utilizes the medium

1
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of the microfiche.

2. The Instant Career Program Directory
(I.C.P.a.) Project

r

This program, presently operating on an
experimental basis in Northern Michigan,
uses a Wide Area Telephone Service (WATS).
line delivery system to covey accurate'iand
current enrollment information:on post-
secondary vocational and technical programs.

Plans hav,e already been laid to, incorporate
these and other delivery systems in a comprehensilie
Michigan Occupational Information System.

WHERE /$4k,superintendent, or his desi nee, is t
D9 appropriate official for initfatin action to LanYOU and implement a school-based place ent program.
START?

First steps* in initiating such action might be
to:

1. Secure the support of the Boaed of Education
for initiating action;'

2. Determine how the planning effdft will be
organized within the agency;

3. Choose a Placement Steering Committee repre-
sentirig educators, employers, labor unions
and other community interests;

4. Assess placement needs and resources in t}
. schools and the community;

. 2

5'. Survey existing placement activity in the
schools, the community and the surrounding'
area;

.. ,

.., -

6. Analyze the information receivedthreugh the
assessment'and survey;

*. For further information see:
Diagram I, page 10

. Appendix A, page 25
Appendix B,.page 30

I i;
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FACILITIES -(1-

AVAXIABititi: .

OP
4WILVIX1PS':

7. Develop a plan based on lOcal.neeA and
resources;

8. Submit the plan fqr approval by the Board of
Education; and

1

9. Promote the Akan. in the -schools and in the
community.

,

The placement office should be located within
the school and be easily_accessible to students,
school staff and employers. Appropriate space,
materials and clerical Support should be provided
*to accoMplish placement tasks., Also essential are
adequate proi7.ision for telephone,commuftication and
a travel budget to enable the placement office to
develop and maintain necessary,contact with,employ-
ers,and other Placement agencies for purposes of
referral and follow-up.

A mlacement program should serve students on a
l2-month basis and provide services for at least
one year after they leave sc 'hool.

COORDINATION In planning and implementing school-based place-
OF - ment services, it is important to,coordinate
'1.P1IAGEMEgT . placement effort with.other community placement
'PROGRAMS programs' to eliminate unnecessary duplication of
t. services and to make maximum use of existing,infor-

mation and resources.

Michigan . The Michigan Employment' Security Commission
' VE.rap10Yrilent (MESC) is .an especially valuable, resource for
"Security ' school-based placeMent programs: Regular services
Commission of the MESC that would be made available to school's

4 under the MESC School Cooperation Program would
include:

Job Bank Microfiche
Career information
Planning information

- Testing
- Job Corps information
Films
Brochures

- Application forms

1 .5
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Labor Law infAation
. - Resource. 'personnel

MESC Branch Office 4ana4ers should be contacted
for involvement in the `local or area s.chool-based
placement program. MESC representation on place-
ment advisory committees is a good approach to
,effectie coordination of effort with the MESC.
Requests to the MESC State office for occupational
information-should be directed to the Occupational
Research Unit, Program Developfrent Section. Re-
quest for labor market'information and occupation-
al. outlook projections should be directed to the
Research and Statistics Division.

It is importa.t that 'school-based placement
activity be conacted equitably and responsibly on
th= :part of all ,.oncerned. It is in the best

fq-

interests of students, staff and e'mployers that a
statement of principles governing ethical practices
in placement be developed.

General principles of ethical placement prac-
tices might include the following objecties:

1. The open'and free selection of placement
opportunities that will provide students with
the optimum long-term utilization of their
talents, consistent with their perAonal
objectives.

2. The promotion of intelligent and responsible
'career choices by the students for their own.
greateft satisfaction and the most fruitful
long-range investment of their talents.

3. .The development of the placement function as
an integral part of the educational system
so that it, as well as the total placement
process, may be oriented toward the estab-
lishment of high standards of integrity and
conduct among all parties.

1 6
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COMPETENCIES
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:PLACTAE/fr,
-PERSONNELP.,

Y

THE PLACEMENT PROGRAM IN THE SCHOOL.

A successful school-based placement program in-
volves the total community and not only the educe-
tional institution. .Similarly, within a school,
thp placement pr15grahl involves the total staff, as
well as students and parents. Although roles may
differ, none can beexcluded from a-successful
program.

While all are involved, however, the principal
responsibility for the day-to-day activities of
the placementprogram rests with the placement
staff.

An individul selected to organize and/or imple-
ment the placement program in the school should
have competencies relAted to the task. 'The follow-
ing competencies are seen as. related:

Able to work effectively with .a wide range of
individuals and groups.

- Possessing enthusiasm and demonstrated ability
in working with youth.

- Familiar with the working practices of busi-
. ness, industry, education and government.
P.ossessing a working knbwledge of curriculum,
curriculum content and related educational
methods.
Skilled in written and verbal communication.

- Capable of organizing and managing a program.
- Skilled in sales techniques.
- Able to work innovatively and independen tly,
. with} fllxibility Of schedule.
- Possessing a wor -ing knowledge of specific

employment dynarttip:

A- The local labor market
b. Existing community resources and agen'cies
'C. Fair employment practices"
d. Legal work restrictions

-.e. Hiring patterns
f. Job d.welopment, referral and'follow-up
g. Personnel office procedures

v-7



h. Minimum wage lawS
i. Social Security registration
3. Labor union practices and requirerpents

ACVITIES. The activities of the placement program are
OF centered on serving three 'basic groups:
THE
PLACEMENT
PROGRAM

Groups served

Students

EmplOyers

1. Students
2. Employers
3. Educational staff

In meeting the needs of students, the placement
program would:

1. Create an awareness of the placement services
offered and how'they can be used by students
in achieving their own career goals.

Impart information on career opportunities
and requirements, to assist students in their
career-decision making and planning.

3, Involve students in the tasks and responsi-
, bilities of placement efforts.

4.,Assist'students in developing employability
skills necessary to enable them to gain
TOesired employment.

5. Iddntify specific needs and interests of
each student served and provide appropriate
assistance.
0

6. Refer the'student to specific placement
opportunities consistent with needs and
interests.

. 7. Follow up referrals to determineoutcome and
any additional' needs of students.

In meeting t he needs of employers, the
ment program would:

1. Create an awareness of the placement services
offered and how employers can benefit from
them.

2. Impart information to employers on the job

v-a
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needs/interests of students and their career
preparation.

3. Gather information on projected labor market
needs.

4. Obtain information op specific job openings,
including types bf jobs, wages, fringe bene-
fits and collective bargaining practices.

5. Refer applicants according to-job require-
mehts and applicant preparation' and interest.

4 'i6. Follow up referrals and placements with what -
,, dyer additional services may be needed.

7. Involve employers in educational decision
-making and planning necessary to meet man-
power and'training needs.

_Educational To facilitate the efforts of the educational
staff - staff, the placement program would:

1. Create an,aWareness of, thg-, placement program
and its benefits to the total school program,
as well as the roles of individual staff
members' in the school's placement effort.

2. Work cooperatively with the staff.by supply-
ing information and resource materials
needed to teach pre-employment skills.

: 3. Develop a system for sharing career informa-
ttion of mutual interest concerning develop

N, V ments in business, industry, labor and
continuing education; the strengths and/or
weaknesses of existing career preparation
programs; and the requirements of specific,
students' and placement openings."

4. Inform the staff about what is happening to
students through direct follow-up informa-
tion from studentd and employers.

.Participate in the planning and implementa-
tion of curriculum and program changes to
enable the staff to meet the needs of
student's and the community.

V-9
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1

'OPERATING A PLACEMENT PROGRAM

A functioning school-based placement program'
requires certain basic components. In 'planning
and implementing such a program, it,is important
to provide for these components:*

4

1. PlaceMent Advisory Committee
2. Placement staff
3. Ongoing in-service
4. Program promotion'
5. Career informatiog sy'stem 4
6. Identification of 'placement opportunities
7.; Identification of student placement

interest's/needs
8. Referral system
9. Follow-up and feed-back system

10. Evaluation and modification
11. Area coordination and support

I.
.PLACEMENT .

.yA6ViSORY.
COMMITTEE'

A'Placement Advisory Committee is an important)
part df a.school-based placement program. Since
placement services must have a wide range if they
are tomeet student needs in implementing career
goals, ptovidirig these services is the responsi-

Why is it bility of'morsthan 'educators and students. allis
important? is especially true of'job placement. A Placement

1.

z

Advisory ComMittee can provide:
0

00
a. Essential support and advice from a variety

of viewpoints
b. Current 1information on local labor market
c. Contacts with employers and labox unions
d. Identification of placement-opportunities
e. Assistance in gaining community acceptance
f. A forum for identifying placement problems

and resolving them

* For further information on how these component's
might work together, see:
,Diagram I, page 10
Appendix A, page 25
Appendix B, page,0

2
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In order to be effective, a.Placement Advisory
Committee must be well *planned. Its retie should
be well defined/ reasonable and substantive. In
no case ghould the committee be used.as a token
group to approve decisions already made. Its
advice will be more freely given and its support
will be more generous if the committee is able -to:

Elect 'its chairperson
- Determine its agenda

Schedule its meetings

Secretarial services and supplies for the com-
mittee should be provided by the educational insti
tuti

Groups Grou represented on a Placement Advigory Com-
represented mittee mi,ght.incIude:

a. Employers
b.. Labor organizations
c: Community groups
4. Civic leaders
e. Students
f. Parents
g. Educators

Use. of The size of a school, a school district or an
existing area will to some extent determine the size and
committees scope of the committee. Existing committees, such

as advisory committees to vocational education pro-
,

grams and Career Education committees, may well be
used if they meet placement advisory needs.1 Where
an area placement program exists to coordinate and
support local placement, the placement, advisory
committee might possibly function better at the
area, rather than the local level. Whatever the
size or location of the cotartfittee, it is importarit
that it be as broadly representative as possible
and that it not be dominated by any one group.

1 For additional suggestions, see Vocational
Education Advisory Committees, "A Guide for the
Effective Utilization of Advisory Committees,"
prepared by tral,Michigan University for the
Vocational and hnical Education Service of
the Michigan Depart nt of Education.

V-12
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PLACEMENT
STOP

The staff designated to carry otinIacement
responsibilities on a day-to-day basis is an .

important component of a successful school-based
placement program. Building this component would
include the following considerations:

,a. Definition of expected competencies of a
placement staff,

b.. Clear designation of placement staff respon-
sibilities,

c. Adequate placement staff size,
d. Incorporation of.placement staff within total

school staff..

Placemerril.atisities will demand considerable
time and efrort;dn the part of the placement staff.
For this reason,* a full -time, placement staff is
desirable. Hower,, in schools .where the size of
the student bod would not require a full-time
placement person, other options might be:

a. A full-time placement person to serve several
schools,

b. A placement person for each school on a part-
time basis.

Whatever the size of the placement staffor its
designation as full-time or part-time, it will be
important to involve teachers, counselors and ad-
ministrators as part of, the placement effort.

3. In operating placement proljraftC0-it is impor-
ONGOING tant that provision be made for an- ongoing

, IN-SERVICE,, in-service program for these directly involved in
the placement effort. Such a program would allow

... for:

- The development and updating of placement
skills,

- Regular exchange of information among place-
ment personnel,

Early assessment of factors that influence
the success of the placement efforts, (i.e.
developments in the local labor market).

V-13
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4. -: Placement services are needed by students,
PROGRAM schools and the community, and they need to be'..
PROMOTION promoted if they are to be successful. Organized

placement services are new to many schools. The
placement office will be faced with the challenge
of making its presence known to the school and the
community and building and preserving a good image.
Community acceptance will depend pn the perceived
value of the placement program to .students and the
community.

c

Planning promotional efforts as an ongoing part
of the program will be more beneficial than crash
publicity campaigns. For this reason it is impor-
tant to identify:

a. Who needs to be informed,
i b. What they need to know,

c. How the information can best be communicated.

Techniques Some ways of communicating information about a
school-based place ent program would be:*

.,

Personal contac
.Public speaking ,

Short films or slide-tape ,presentations'
Public exhibits

- Bulletin boards
News releases

IOpen house
Informational tours
Printed materials
Pamphlets
Brochures
Reports'

..,

k,

I

A

The placement advisory committee and operational ,
contact with the School and the community.Nill help.
in building good public relations, but some addi-
tional steps might involve: 4

a. Presentations at:
Faculty meetings
Departmental` meetings
Student assemblies

*. For additirmal suggestions see "Approaches to.
Publics," Part B of "Creating Awareness,

Understanding and,Receptivity," Career Education
Handbook for Implementation.

2,-%
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School board meetings
PTA meetings
Chamber of Commerce meetings
Personnel association meetings
Special group meetings
Conventions

b. Individual piesentations to persons whose
interest and support'would advance the
program.

cy,News media coverage of events or information
relating to the placement prograM on a
regular basis.

.d. Membership in commun,ity groups.

e. Participation,in community activities.

Information, both general and specific,'"concern-
ing career opportunities, requirements and, entry
processes must be made available to situdedts to
assist them in decision making, planning and imple-
mentation of their career goals-

School placement personnel have important acti-
vities to accomplih in assisting the school in:

- Identifying sources of career information.

Gathering career information from placement
contacts.

- Interpreting follow-up information.

Helping students in indiyidual career planning
and academic programing.

Pi:bloviding delivery systems for career infor-
mation through existing school programs and
special events such "as Career Days/Nights for
all students and special interest groups,.

- Helping students develop an understanding of
the steps involved in gaining entry to an

2 1-1
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Employability
skills

j0

4

educational program or a job and the skills
required to successfully take those steps.

For other information, see page 3, Occupational
informat n delivery systems, .wage 5, Michigan

'Emplo nt Security.Commission, in this Guide.

The skills required to gain entrance to a post- ,

secondarj'educational program,,an apprenticeship
program or a job have much in common. The school",
may incorporate existing curriculum and counseling
services in helping students develop these skills.
Where existing programs do not provide for this
assistance, it is essential that_the placement,prd,-
gramotake remedial steps to assist the students
before making referrals to placement openings.
These steps may be take won both an individual and
a group basis.

Progtams such as "Job Clinics" are helpful in
assisting students to develop sUch_"emplOyability
skills" as:

a. Resume.writing
b. Filling out application 'forms
c. Understanding the purpose of an interview

d.Gathering appropriate information to answer
application and interview questions

e. Identifying references
. Knowing how and were to look forfemployment
Interpreting one's needs, interests and
experiences

h. Appropriate dress and.grooming
i. Effiployer e<pectations 4

j. Good traits in,fating, keeping and moving
ahead on 'a job

k. How to resign from a job or an educational
program'-

0 For further information consult "Employability
Skills" in Vocational Education Performance Objec-
tives, and "Career Planning and Placement" in
Career Development Goals and Performance Indicators,
publications of the Michigan Department of Educa-....
tion.
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Job openings

-3

Manpower'
progt4ms

,

I.
,

Information on specil,l.c. placement opportunities
is essential for a successful school-base:i place-
ment program. Traditionally school-based pladement
qfforts have favored post-secondary education at
the college,or university level, with less emphasis
on apprenticeship and/or training programs."'Even
so, such efforts' have generally not met the needs
of, all stud&its.

The majority cif students leaving secondary
school require job placement either in full-time
jobs, as they implement their immediate career
goals; -o,r in full-'or part-0,,me jobs 'as they con-
tidue th'ei'r education to .meet the requirements of

,longer range career goals. Added to this ate.stu-
dent employment needs, either part-time er tempor-
ary full-time, to continue their secondary
education. Consequently, the success of a school-
based placement program will depend in large.part/
on its ability to identify job placement openings.

The identification of job placement opening
requires a consisteq, concerted effort to contact
the employers in therlabor market area. This
should be done in a coordinated Way, so that maxi

o

-,

mum coverage is.assured without duplication of
effort. C-ooperation among school-based placement
personnel in the area and between school-based
placement and the placement'efforts og the Michigan
Employment Security Commission and other public
.employment ageacies is esisential to achieving
6overa257.-afjob placement openings.

. 4

, Government sponsored manpower programs, such
as youth ertiloloyment,programs, are important
sources, of placement opportunities for. part-time
and temporary full-time employment, The time be-
tween the announcement of such programs and the
filling of jobs is generally -short; therefore; it
is importa2t that school-based placement programs
be ,alert to such opportunities and be ptepared to
make referrals on short notice.

Community-basedskill training programs and
business and trade schools readily offer specific
information on available programs and admission c
standards. Apprenticeship programt and induitry:'

infinformation;based training programs also supply information;

V-17

e



4

Colleges-and
universities

on placement,opportunities and requirements, on
request.

Placement openings in community colleges and
four-year colleges and universities are usually
identifiable by contacting college admissiona.of-
fices. Speci,fic programs offered and entry steps
and rZcluiremedts are generally available from the
college caVlogue. Mapy colleges offer-additional
assistance and some actively recruit prospective
students.

Since such educational/training placement is
required to enable students to achieve their long-
range career goals, it should be coordinated with
placement 'efforts to meet the employment needs "of
students.

Military The branches of the military maintain active
service recruitment programs and will supply information

on placement openings and requirements on request.
Generally, the active promotion of such recruit-

, ment involves relatively little effort on the part
of the school to provide students access to such
information.

4

Contacts by The task of identifying job placement openings
placement requires .that `-school-based plcement personnel
personnel have a flexible schedule to acwmmodate the needs

of"students and employers,.

Employers may be contacted by a variety of meth-
ods, the most effective method being personal
visitation. This is especially true in initiating
contacts.

Visits to employment sites will enable place-
mint personnel to gain first-hand information on
specific job requirements.

The development of employer contacts is a total
process, built on the expectation that both parties
will have much to contribute to each other over a
long period of time. It should be systematic,
inclusive and efficient.

__Individual contacts will always involve a per-
sonal dimension and'can cover a range of interests:

4

2G
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Information
.

Specific.opeRingS
- Referral
- Follow -up

To a great extent the success and continuatiori
of such contacts will involve mutual:

- Understanding
Credibility

- Reliability

In initiating such a program, a good starting
point might be employers who aretalready employing
former students.

Forms should be developed to maintain a record
of employer contacts. They shoulq provide for
such basic information as:

- Standard identification; items
- Contact person
Specific job openings

-, Specific job requirements
- Datei and type f.contacts
- Referrals
- Placements

Follow-ups

. :

The satisfactory placement of students involves
the identification of their interests and needs.
In order to make this identification and to have
available the necessary information when it is
needed for referral to specific placement openings,
the following steps are recommended:

Personal interviews
Counseling

- Recording of information ,
- Maintenance of file of those available

-Counseling must be an integral part of any ef-
fective placement program. Examplei of some sug-
gested counseling activities within a placement
program xfolloW:*

* For further information on potential roles for
counselors in a school-based placement program, see
The Process Guide for Career Guidance, a publica-
tion of the Michigan Department of Education (Fall,
1975).

29
1



at Assist students to develop career plans.
b. Help prepare students for employment by con-

ducting group job preparation activities.
c. Provide students with career information.
d. Counsel students regarding their lob.readi-

ness,
e. Visit employers and students on the job, as

needed.
f. Help students make career choices. .

s. Help students select curriculum appropriate
for career choices.

h. Assist in follow-up studies.
i. Provide supportive counseling services, when

needed, to students already placed.
k

Student A wide range of information is required to sat-
record forms isfactorily meet the placement needs of students.

Standard record-keeping forms are essential for
cotlecting.and maintaining this information. Many
varieties of such forms have been developed by
existing placement programs and generally contain:

Standard identification items
Career interests/needs
Developed skills
Previous experience
Employment prefetrtces
Referral /placement /follow -up

8. The core of an operating placement program is
REFERRAL its referral system. Essentially it involves the
SYSTEM matching of student interests and needs with avail-

able placement opportunities. Speed and aocuracy.0,
in referral are basic in making successful place-
ments. In referring students for employment, the
desired number of applicants should be determined
by the placement office in discussions with the
employer prior to referral.

Specific information on the requirements of the
placement opening will assist the student in deter-
mining whether the opportunity is consistent with
his or her interests and needs. Once applicants
have been identified, referrals should be made. In
the event that no applicants can be identified,
that information should be conveyed promptly to
the one offering the placement opportunity.

r
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Precise information should be made available to
the applicant ob the stepi involved in making appli-.
cation, the contact person, and the date, time and
place of the scheduled.interview. A standard
referral form may be appropriate.

Arrangements should also be made for follow-up
on the outcome of the referral. In the event that
placement does'ilot occur, additional referrals
should be arrancjedfor the applicant and for the

'placement,opening.

4. .

\ The day-to.;day operation of a placement prOgram
FOLLOW -UP requires an immediate Ettlow-up of all referrals
AND' if it is to function effectively. Unless such
FEED -BACK 'follow-up occurs, clients will be disappointed and
SYSTEM valuable placement opportunities will be neglected.

Forms are important for Tecording follow-up infor-.
nation so that the information may be organized
and analyzed.

.

In addition, .14.6nger range follow-up should be
conducted in order to determine:

- Platement satisfaction
- Adjustment needs
- Curriculum strengths or,

career
in prepar-

ing students-for their areer 'goals.

Annual,Aurveys Various types of follow-up surveys are conducted
of graduates by local education agencies. Some of these surveys

cover all students leaving school; others cover
only graduates. Some are rbngitudinal surveys,
covering students for a number of years after
leaving school. ,

In cooperation with local education agenci=es, an
annual follo0-up of graduates is condtcted by-the
Michigan Department 'of Education. This foHow7up
survey covers specific gliestions:

.0.
,- Employment,

Post-secondary education
- Unemployment
- Graduate comments and suggestions

Participation in this survey allows for a com-
parison of information at different levels:
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Feed-back of
information

State
- Career Education Planning District
- Local

The value of a school-based.placement program
is geedtiy enhanced'if the placement 'office regu-
larly shares understandable follow -up information
for decision making and planning with:

Students
- Teachers and counselors
Administrators

- Labor market planning agencies
Other placement programs

10. Evaluation ialuation and modification should be an nte-
EVALUATION gral part of the placement program's operating .

AND -Plan. In evaluating the effectiveness of the pro-
MODIFICATION grams, it is important to consider such things as:

- Students served
- Placement openings identified
- Referrals made
- Placements made
- Placement openings not filled and reasons why
- Types of placements made .
- Earnings
Success of placemenp

- Conditions of the labor market

In making, modifications it is important to
examine the operation of program components and
the cause-effect relati-onshipS of .program compo-
nents to the identified strengths and wea nessps
of the placement program.

Provision should be'Made for ongoing monitoring
of the program and modification.

Reporting is essential to the evaluation proc-
ess. Reports may fall, into two general categories:

a. Informal - those reports,neces y to main-
tain an ongoing placement program. These
reports are usually Made-on a weekly- or a
monthly basis to those primarily charged
with operating and supporting the placement

3 2
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program, e.g.:

- Placement advisory committee
Placement directors

- Placement staff
Teachers

- CotAnselors

b. Formal - those reports necessary to summa-
rize the placement program in terms of its
accomplishments and problems arising, over a
period of time. These reports are usually
made on a quarterly, semi-annual or annual
basis, to those primarily charged with broa!d-
er responsibilities than placement alone, e.g.:

School boards
Superintendents

- Principals
- Advisory committees

.A labor market will generally encompass several
schools or school districts. Therefore, it is
advantageous to the schools and the employers in
the area-to coordinate efforts in canvassing em-
ployers and to exchange information concerning
available manpower and unfilled job openings.

How placement efforts in a given area can best
be coordinated will depend on an assessment of the

varied needs and resources of that area and the
development of a plan fon area coordination and
support of local placement activities.*

An area placement program woul d provide the fol-
lowing advantages to local placement programs:

a. Coordinate job development .efforts so that
local placement programs would be able to
cover the employment Market without duplica-
tion of effort and,possible inconvenience to
employers.

1;),: Coordinate exchange of information on job
openings so that local placement programs

* For further information ,on how area and local
activities might be coordinated, see Appendix B,1
page 30.
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would have access to a,wider. range of job
opening information than they could generate
by local effort alone. -

c. Enable local placement programs to meet the
needs of employers by making available a
broader range of students for placeSpnt.

d. Provide assistance and support for local
education agencies in starting local place-
ment programs.

e. Provide ongoing in-service training programs
that would make possible an exchange and
update of information on placement.

f. Provide local placement programs with current
and accurate area career information that
would enable students to make knowledgeable
career decisions.

gfrProvide pladement services in the most cost -
effective fashion' consistent with the
achievement of the objectives of the place-
ment program.

FURTHER If you are interested in further assistance in
ASSISTANCE the establishment of school-based placement ser- .

FOR vices,. contact:
SCHOOL-BASED
PLACEMENT The Michigan Department of Education ,

SERVICES Placemeht Programs
IN e Box 928
MICHIGAN Lansing,, Michigan. 48904

(517-373-3370)

3±
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EtTIVE

sess-filaOmenl*
s.,

etiOrces.

UGGESTED MODEL fOR
PL 'IN AND IMPLEMEN ING

. A SCHOOL-B S-ED PLACEMENT PROGRAM

Phase I - Planning

PERSONS,RESPONSIBLE ACTIVITIES

I Superintendent . 1a. Designate persons
responsible for
assessment.

b. Assess placement
needs and resources
in the schools and
community.

c.. Survey existing
placement activity.

d. Analyze and summarize
information.

Superintendent

Placem

ing

Committee

I

Boardof
Education

3 t)r-

v 2 5

Secure support of
the Board of
Education.

. Mose a Placemen t
Planning Committee.

Review results of
Placement Assessment.
Exami ting .

p acemenik guide-

lines and models.
Develop a placement
plan based on local
needs and resources.

. Identify budgetary'
resources and
designate appropri
amounts.
Identify participatin
school -bas e on

placement assessment
and placement plan. --

a. Revievi proposed

placement plan.
kb. Adopt placement plan.



OBJECTIVE

1. Ch

cement staff.

2. Select
Plac

Phase'll - Implementation

PERSONS RESPONSIBLE

Superintendent

Building
Administrators

ACTIVITIES

visory
Committee

t

OBJECTIVE

1. Promote
placement program

Superintendent

Identify staff heeds
based on existing ,
resources and
population size.

. Choose plac a

persopne th

app ate

compentencies.
Assign staff duties
consistent with
placement Plan.
Designate appropriate
facilities.

Building
Administrators

.Select membership
on basis on broad
representation.
Coordinate roles
and res on ties.

Phase III Operation

PERSONS RESPONSIBLE

Placement
Advisory .

Committee

PlaceMent
Staff

v 2 6

3

Recommend members
of Placement
Advisory Committee.

. Select school
representation if
req4ired.

ACTIVITIES
z

a. Identify target
populations in
school and
Community.

b. evise appropriate
°motion strategies

a techniques.
c. Ma ntain-consistent

pr otional campaign..1.10
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PERSONS RESPONSIBLE

Placement,
Adyis

Commi

ACTIVITIES

a. .Identify caree,>'
information soghes.
Establish,a career,

information collection
a delivery system.
aintain and update

career infOrmation
system. .

jdehtify student

:Oactifient,'
-fitirittsmidos

Placement
Advisory
Committee

PlaCement
Staff

a. Advise on strategies
for identifying
placement

opportunities,
especially job openings
within the labor
mat,..9.tural to the
are

b. Aslist in gaining
entree to employers,
labor unions, etc.
for identification
of job openings.

A

Placement
Staff

Devise strategy for
efficient and
effective coverage
of placement

opportunities.
Coordinate efforts in
contracting employers,
labor unions, etc.
Exchange information
on unfilled job
openings.

3 "
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. Prepare inventory
of student populations
to be served.

. Interview individual
students.

. Record appropriate
information.
Maintain active file
'of students seeking'
employment.



.
5, e referrals

to available
placement
openings

r.

'6. Establish a
Placement Follow-

Up and Feedback
System

OBJECTIVE

AERSONS RESPONSIBLE

I Placement
Staff .

-PlateMent

Staff

7

a. Inform student
Concerning specifics
of placement-opening.

b. Arrange interview
with employer or
educational agency.

c. Monitor interview
outcome.

d. not placed, refer
another applicant.

e. /Re-process Initial
applicant.

f. ,Refer unfilled
openings to other
placement staff.

Phase IV - Evaluation and Modification

1. Evaluate
placement process

PERSONS RESPONSIBLE

Placement
'Staff

Follow-up placements
for additional
assistance and
information..

. Collect and maintain
data on'placement
opportunities,
referrals, and
placements.

Feedback appropriate
follow -up information
to students, school '

staff, administrators,
and Placement
Advisory Committee.-*

ACTIVITIES

.1

3
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a. Analyze'and evaluate
follow,-up data in

terms of placement
effectiveness.

b. Prepare required
repotts with
appropriate data,
evaluation, and
recommendattdns
for modification.



PERSONS RESPONSIBLE

School B d

Superintendent

ACTIVIT/ES

Building
Adthinistrators

Placement
Advisory
Committee

Placement
Staff

. Re eive required
resorts.

A ess effectiveness
of paeethent

*gram.
Approve appropriate
recommendations for
modification.

3
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a. Re-design program
components in
accordance with
approved modifications.

tf
Implement
modifications:
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Appendix B

4

OBJECTIVE

A SUGGESTED MODEL FOR RELATING
AREA PLACEMENT ACTIVITIES

TO LOCAL PLACEMENT ACTIVITIES

Under an area placement plan, the
inter-relationship of the area placement
office and the local placement office
might include the following:

Phase I.- Planning

1. Assess Area Placement
Needs and Resources

2. Establish Boundaries
of Placement Area

3. Plan Area/Local
Placement Service
Program

OBJECTIVE

1. Initiate Area
Placement Servie

2. Initiate Placement

inservice Program

: AREA ACTIVITY

Survey area in terms of:
a. student population;
b. existing school-based

placement services,
. present student place-

ment patterns,
. existing community/non-
! educational placement

. services,
. labor market,
. projected placement

needs,

available resources for
placement.

Analyze survey data and
determine area boundaries
in terms of natural labor
market.

Develop area/loCal place-
ment plans using local,
input. ,

1'

Phase II - Operational

ARfA'ACTIVITY

S I 4,,

LOCAL ACTIVITY

I-1

Input local

information to
area survey.

1

Assist in, deter-

mination of area
boundaries.

111

Input to de,;elop-

ment and adoption
of area/local
placement plans.

.

Cooperatively determine
area placement office
site. Choose area
placement staff.

LOCAL ACTIVITY

HCooperatively
determine
area placement.
Qffice site.

iMMINNINIINMP.M.wwwwww6.1,
Condudt inservice pro-
gram for area/local
staff.

1

..IParticipate in
fnservice program

v-30
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rE

AREA ACTIVITY

Select membe-rship of
PlaCement Advisory

tommittee on basis of.
broad rep reseniation.

Coordinate rdles
and retponsibiritIes.

JR

LOCAL ACTIVITY

Recommend member-
ship of Pla9ement
Advisory Committee.

Establish area system
to.Col.lectmenage
disseminate Career

. infbrmgion. .Coordinate
with ekistipg career
informition sources.

Coordinate area/locl,
responsibilities for

contaCIing mployers and
identifying job openings.

Select ToCal place-
ment representative
on Placement
Advisory Committee.

Input oh desired
career information.

Cboi-dinate areallacal

,referral system for
job- openings.

Partici'pate in

coordinated
system- for con,-

Aacting employers
and identifying
job opening's%

Assist iniestablishIng
local.placement 'services
for-sChools not-large
enough to require an'
individual local. .-

placement officer,

Monitor referrals and
placements.,..Redirecf
unfilled-job openings

, \ to other local offices.

L

A

Identify student
job interests!,
'needs. Inform a
student concer-
ning specific

job openings ,

requirements,
work conditions,
wages, etc.
Contact empl.oyer
to arrange inter,
view; monitor

interview out-
come. If not
placement,
refer another
applicant:
Reprocess
initial applicant.

4
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lefer job opening .

needs to area
office. Refer un-

filfable job open-
ings to'area office.
Inform area office
f job referral

outcomes.



0,BJECTIVE

7. Establish a Place-
ment Follow-Up
System

OBJECTIVE

c.

AREA ACTIVITY

Collect and mairitain
data on area/local
referrals and placements.

LOCAL ACTIVITY

Offer immediate
follow-up

service to stu-
dent, employer
and school staff
for information
and job adjust-
ment.

Phase III -.Evaluation and Modification

J. Evaluate Placement
Process

2. Modify Placement.
Program

r

AREA ACTIVITY

Analyze. and evaluate area/
local follow-up data in
terms of area placement,
profile.

Evaluate all components
of area/local placement
process..

Collect and main-
tain data on
Tocal referrals
and placements.

LOCAL,ACTIVITY

'Input to area /.

1local evaluation.

Cpnvey evaluation informa-
tion to appropriate pro-
grams and agencies. .

Assess area placement
prograM as evaluated:

Analyze and
evaluate local
follow-up data
in terms of
placement
effectiveness.

Coordinate area/local
assessments.

Plan expansion or reduces
tion of area prograrti in

populati-on and/or
servi-ces.

Assess local

placement pro-
gram as evaluated..

Redesign area program
components as indicated
by modification plan.

4 21
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Plan expansion

or reduction
of local pilogram
in population
and /or services.

Redesign local
program compo-
nents as
indicated by

'"-Modification

plan.,
.


