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*

N

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

prlmarilysinterested it planning and imple-

menting school-based placement services.

The guide is rniot intended to be an exhaus-
. tive list of all p0551ble approaches to .

. broviding placement services or to designate
'any one approach as universally desirable.

It is de51gned to be of practical assistance

to the user in building a placement program

. that will effectively meet the needs of a»

particular situation. .

- A
The majority of students exiting from

school are looking for employment. Since
most schools are already better equipped
© help the student continue his or her
educatbon than to help in finding employ~
ment, the main challenge in prov1d1ng
school-based "placement services-is in the
area of job pladément. In response to
,this, the main tHrust of this placement
gu1de will b¥ in the direction of employ-
ment. However, this should not be inter-
preted as limiting school-based placement
services to job placement. To be truly
effective, a school-based placement
program must oordinatesplacement efforts
to serve the needs of all students.

rd

~
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INTRODUCTION

Earlier methods by which young persons found
their roles in sdaiety are no longer working
satisfactorily in today's complex society. Youth

unemployment §ates are unacceptably high, and there
-is growing didsatisfaction, with the consequent"’
waste of valuable human resources.

Legislators, ‘educators, manpower planners, stu-
dents, businessmen and labor leadegs recognize
that schools can do more .than prepare young -persons
for their future careers. In addition, théy can
actlvely assist students in 1mplement1ng their
career goals. This is-especially true in the area
of. finding and retaining jobs.

,
~o

. 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 joh is part of
the curriculum is more .Jikely ‘to have students who
understand why reading ‘and math” fiake a difference

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

-~

The concept of Career Educatlon 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 1mp tant
step in building effedtive Career Educatlon to- the
beneflt of students, schools, and the community.

L3
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' AN OVERVIEW OF/SdHOOL—BASEﬁ PLACEMENT SERVICES

~
+

WHAT School based placement services cover the entire

ARE range of assistance offered by a school to help the
" SCHOOL-~ student deve10p and implement his or her career

BASED plan. These services help students to choose and .
PLACEMENT successfully reach placement goals consistént with
SERVICES? their aptitudes, 1nterests and abllltles.

The goals can be ch01ces or comblnatlons 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
i suff1c1ent Retention and upward mobility are
' lmportant dlmens10ns of successful placement ser-
vices. Comprehensive placement activity will )
result in some youths' being employed while still
in school.. In addition to enabling' students to N
* ' continué their education, summer employment and :
part-time - employment during school can be valuabfe
llearning experiences. .

\

The final measure of the success of'school—based
placement ys the satisfaction of students that
these services did, indeed,; enable them to meet
their immediate career aspirations and/or represent
the best choice, given avallable alternatives.

- Bu11d1ng systematlc placement programs to help

™ students reach their,career: goals is not the re-
spons1b111ty of ‘one person or one institution.alone.’
If it' is to be -done successfully, it must 1nvolve
the cooperation and effort of the total community-

Obviously, those involved would include: : n
/
. ‘ - Students .
- Parents ‘
}s - Educators - i TN
| g - Employers : ”\\\\<\
g - Labor unions : .
' - ‘Professional associations . . ] , .

- 'Community groups
- School board members _ ' '
- Advisory committees
- Government agencies
N - Legislators ,
- Placement agencies,

s
B
- » ' -
“
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-.'BOW . o An efficient and e:fect=ve placevent program
: . DOES _.. . . will help the school create ,a more mean:c.ngru'l en-.
-~PHE - - - v1ronment for,students .and staff tnrougn.
PLACEMENT
SERVICE - Bu11d1ng identification with stddent career
BENEFIT : goalg, - .
. A ) co. - - Strengthen\n ties between education and by
2" SCHOOL? career goali . -
v . 3 providing Formatlon on currlqu1um strength
, and weakness, . N
o - - Briflging the gap between .school and emplo nt,
- . - Helping in career deelslondﬁa<1ng and car§=§
o . planning.
" N . » * . .
WHAT ~Regent pllot placement pro;ects operating in
IS o comprehensive hlgh schools, area vocational centers
ALREADY and community colleges have demcgstrated that .
-BEING . . school-based programs.which systematically £focus on
DONE? . ' placement can effectively help students find and
e o enter adult work roles. Y S * .
. . . -
- ) » 4 . T
B0 e o Area placement programs that coordinate and sup-,
. port the placement activities of local schools and

-other community agencies are demonstrating effec-
tive ways to deliver placement serv1ces within a

o given geographical area, . / y . L
o In accordanée with existing Career Educatjon . .
o legislation, the Department of Educatlon, in coop- )
. . eration with other agencies, is perlodlcally
Yoo . - : complllng and making available to Gareer Education .

Planning Districts and Local Educational Agencies
information pertaining to current and future job
-~ opportunities.

Occupatlonal ’ Michigan has several occupatignal information
information delivery systems, ranging in sophistication from a
delivery microfiche-basé&d occupational information retrieval
systems . system to computer-assisted, interactive career ;

exploration.systems. Among these are:

i~ ) Lt . 1. vital Information for Education and wOrk
< T - (V.I.E.W. ) Program

K3

~ This program, which is currently ‘operating in
a majority of Michigan's public secondary

s schopls and community colleges, is a career

- information system which gtlllzes thé medium




(4 . .
s
. - ! ~
. S " ' of the microfiche, .
2. The Instant Career Prdgram Directory .

v 4 - (I.c.P.DV) Project

This program, presently operating on an

experimental basis in Northern Michigan,

uses a Wide Area Telephone Service (WATS).

line delivery system to eonvey accurate'-and

current enrollment information:on post-

secondary vocational and technical programs.

Plans have already been laid to incorporate

these and other delivery systems in a comprehensive
Michigan Occupational Information System. )

WHERE ) TSh,superintendent, or his designee, id t
DO appropriate official for initiatiﬁi—action to plan
YOU and implement a school-based placement program.
START? o
. First steps* in initiating such action might be
to: .
- 1. Secure thg support of the Board of Education
] for initiating action;- ' Cr
2. Determine how the planning effort will be
, organized within the agency;
3. Choose a Placement Steering Committee repre-
. " senting educators, employers, labor unions ,
and other community interests; iy .
. 4, Assess placement needs and resources in the
. s¢hqols and the community; ) o 2
. ’ P . s
5. Survey existing placement activity in the ’
S schools, the community and the surrounding -
area; -, , ,
. . ' .
) 6. Analyze the information received- threugh the
. assessment ‘and survey; - ' .
4 ‘ i w
. *° For further information seé: : .
) . , ' Diagram I, page 10
. . . Appendix A, page 25 ‘
Appendix B, page 30
) . v

b o, . . . . .
P i -
-

o ' L v-4 -




7. Develop a plan Dacea on local nee5$ and
resources; -

€. Submit the plan fQr approval by the Board of
Educations and
R L ' 1
oL . - 9. Promote the pdan in the schools and in the
AU ‘ community. :
\A: 7 - ‘, P ' / I
*FACILITIES ':3- The placement office should be located within '
ST E the school and be easily_ acce551b1e to ,students, 1
A ) school staff and emoloyers. Aooroorlate space,
-materials and clerical support should be provided
< #to accomplich placement tasXxs. Also essential are
.. 8 adeguate pryovision for telephcne communication and
) a travel budget to enable the. olacement office to ,
i develop and maintain necessarys contact with .employ-

ers.and other placemént agencies for purposes of
referral and follow- ~-up.

-

4

Al . -

. . - o
VAIBABILITY‘ A placement program should serve students on a
12-month basis and provide services for at least

-SERVICES’ One year after they leave school. s

< T .

:

COORDINBTION ) In planning and implementing school-based place—
OF . - . . ment services, it is important to,coordinate
%PLACEMENT - placement effort with .other community placement
"PROGRAMS programs’ to eliminate unnecessary duplication of
oL : services and to make maximum use of existing .infor-
- mation and resources. .

i

‘Michigan N _ The Mlchlgan Employment’Security Commlsslon
\gnployment (MESC) is .an especially valuable, resource for
ecurity school-based placement programs. Regular services
. COmmlsdlon : of the MESC that would be made available to schools
. £ - under the MESC School Cooperatlon Program would
C ‘\ﬂi’,- : ‘include: .

- . . " - Job Bank Micnofiche

. L ' - Career information
. - Planning information !
- - . - Testing . N

: - '+ - = Job Corps 1nformat10n : :
v - Pilms
~ - Brochures - ’ :
: Application forms
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" _ Labor Law infotkaticn
- Resource personnel ’ . .

. . H]

-

MESC Branch Cffaice %anagers should be contacted
for involwvementy in the ‘local or area school-based
placement prograxr. MESC representation on place-
vent advisory comnrittees is a good approach to,
effectie cocrérnation of effort with the MESC.
Reguests to the MESC State office for occupational
infcrmationshould be directed to the Occupational
R#search Unit, Program Development Section. Re-
crests for labor marketTinformation and occupation-
al.outloox projections should e directed to th
Research and Statistics Divisicn. :

«

.

’

Iz iz importaxt that ‘schocl-based placement
activity De :ondgcteé eguitably and responsibly on
the part of all Concerned. It :is 1n the Dbest
interests of students, staff and employers that a
statement ¢I pranciples governing ethical practices
in placement developed.

- o
W

General principles of ethical placement prac-

tices might include the following objectides:

1. The open ‘and free selection of placement
opportunities. that will provide students with
the optimum long— €rm utilization of their
talents, consistent with their personal
objectives. -

2. The promotion of intelligent and responsible
+career choices by the students for their own.
greatest 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. - .




. THE PLACEMENT PROGRAM IN THE SCHOOL-

. . - ¢

A successful school-based Dlacenent program in-
volves the total community and not only the educa-
+ tional institution. . Similarly, within a s$chool,

the placement prograk inyalves the total staff, as

\
s\ﬂr

. well as students and parents. Although roles rmay <
differ, none can be. excluded from a- successful
program.

While all are involved, however, the principal
recoonelbxllty for the day-to-day activities cf ’
the placement.program rests with the olacement
R staf?, -

An 1nd1v1dual selected to organize and/or 1mo‘e-
ment the placement program in the school should
have competencies related to the task. -The follow-
ing comoetenc1e= are seen as_related:

2

- Able to work effectively with 2 w1de range of %
. individuals and groups )
. - Posse551rg enthusiasm and demonstrated ability .
o in working with youth,

- Familiar with the working practices of busi-

- ness, industry, education and government.

- Possessing a working knowledge of curriculum,
curriculum content and related educatlonal

methods. . .
- Skilled in written and verbal communication.
~Z - Capable of organizing and managlng a program.

- Skilled in sales techniques.

- Able to work 1nnovat1vely and 1ndependently,
with fléx1b111ty 5f schedule.

- Possessing a wonglng knowledge of soec1f1c
employment dynaiftics:

A1

- The local labor market

. Eklstlng community resources and agencies
. Fair employment practices" .

. Legal work restrictions

. Hiring patterns

f. Job development, referral and: follow-up
g. Personnel office procedures

S » \
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h. Minimum wage laws : :
. i. Social Security registratien
J. Labor union practices and requirements

ACQIVITIES Lt The activities of the blacement program are

OF ) centered on serving three ‘basic groups:

PLACEMENT 1. Students . e o,

PROGRAM 2. Employers ‘

) 3. Educational staff
Groups served )
. In meeting the needs of students, the placement.
Students . program would: . . . ‘
= “
1. Create an awareness of the placément services
offered and how 'they can be used by students
in acn1ev1na their own career goals.

. ~2. Impart information on career opportunities -
] i . and requirements, to assist students in their
o s career-decision making and planning.

3. 3nvolve students in the tasks and responsi- -

) bilities of placement efforts. © R
4. ,Assist °students in developing employability
. I skills necessary to enable them to gain .

.. : . @lesired employment.

5. Idéntify specific needs and interests of
. each student served and prov1de approprlate
, a551stance.

6. Refer the'student to specific placement
opportunities consistent with needs and
1nterests.

e 7. Follow up referrals to determine,outcome and

any additional needs of students. -

-~

Employers "In meetinyg the needs of employers, the place-
. ment prodram would:

8

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

2. fmpart information to empleyers on the job
&4

.

'] . .




"~ . Educational
gﬁ.f staff .

Y

™ T
IR

3.

4.

5.

To
staff,
*

’

1.

'

2.

v 3.

-

h} *

. Involve employers in educational

needs/interests of students and their career
preparation.

Gather information on projected labor market
needs. : :
) . . . o - - .
Obtain information on specific job openings,
including types bf jobs, wages, fringe bene-
fits and collective bargalnlng practices.

Refer appllcants according to -job require-
-ments and applicant preparation’ and interest.

Follow up referrals and placements with what-
éver additional services may be needed.

decision
making and planning necessary to meet man-
power and ‘training needs.
facilitate the efforts of the educational
the plgcement program would:
Create an:awareness of: thg placement program
and its benefits to the total school Drogram,'
as well as the roles of individual staff
members” in the school's placement effort.

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

Develop a system for sharing career informa-
tion of mutual interest concerning develop-
ments in business, industry, labor and
continuing educatlon, the strengths and/or
weaknesses of éxisting career preparation
programs; and the requirements of specificr
students and placement .openings.” .
Inform the staff about what is happening to
students through direct follow-up informa-
tion from students and employars.

- "5, Participate in the planning and implementa-
tion of curriculum and program changes to

enable the staff to meet the needs, of
students and the community.
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A SUGGESTED MODEL FOR PLANNING ‘AND IMPLEMENTING~—_
e~ v -

A SEHOOL -BASED PLACEMENT PROGRAM
. )
Phase 1 ! Assess Placement
and Resources
Planning : -
. . Qp
' " ' Lablagement .Plan :
. I ' N\
' Adopt._
Placement Plan
Jl'r |
Phase 11 Choose‘Plaéement Staff ' Select Placement Advisory
Imp]eﬁentation . X l | i
‘. | L L L
L Phase 111 Identify Estabiish | 1 Promote Identify ..
. Student A Career Placement Placement
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"OPERATING A PLACEMENT PROGRAM

LY

A functioning school-based placement pragram”
reguires certain basic components. In ‘planning
and implementing such a program, it_is important
to provide for these components: ¥
L4 -

Placerent Advisory Commlttee
Placement staff

Ongoing in-service

Program promotion’

Career information system
Identification of ‘placement opportunities
Identification of student placement
interests/needs :
Referral system

Follow-up and feed-back system
Evaluation and modification
Area coordination and support

»

.. . e . . -

S OY UV L

' -
»

“
=
= O W

Jﬁy
-

IS

A" Placement Advisory Committee is an importantt
. part of a school-based placement program. Since

,ADVISORY pldcement’ serv1ces must have a wide range if they
COMMITTEE® are to'meet student needs in 1mplement1ng career
goals, providing these services is the responsi-

Why is it ' blIlty of ‘more_ than '‘educators and students. #fhis
1mportant9 is especxally true of?job placement. A Placement

Adv1sory Commlttee can prov1de-

P “ "

7
a. Essential support and ‘advice from a varlety
of viewpoints

b. Current ,information on local labor market
c. COntacts with employers and labor unions -
d. Identification of placement oppgortunities
e. Assistance in gaining community acceptance
f. A forum for identifying placement problems

» and resolving them , |

For further information on how these -components
might work together, see: .

.

Diagram I, page 10
Appendix A, page 25
Appendix B, page 30

21
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Groups
represented

UEe,of
existing
committees

? . .

In order to be effective, a.Placement Advisory
Committee must be well ‘planned. Its rqle should
be well defined,’ reasonable and substantive. In
no case ghould ‘the committee be used.as a token
group to a@pprove decisions already made. Its
advice will be more freely given and its support
will be more generous if the committee is able fo:

" g .
- Elect its chairperson -

- Determine its agenda
- Schedule its meetings . .
- 2
Secretarial services and supplies for the com- °
mittee should be provided by the educational insti-

4

tution: -
G:::>§ fepresented on a Placement Advisory Com-
mittee might’ include:
\
a. Employers .
b+ Labor organizations -
c. Community groups
d. Civic leaders
e. Students -~
f. Parents ,
g. Educators

The size of a school, a school district or an
area will to some extent determine the size and
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. 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 loca;m;evel. Whatever the
size or location of the comnittee, it is important
that it be as broadly representative as possible
and that it not be dominated by any one group.

1 For additional suggestions, see_Vocational
" Bducation 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 DengEmQQE\ff Education. .

Y




é. PR The staff designated to carry out placement
PLACEMENT responsibilities on a day-to-day basis is an
STAFF . 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,
N c. Adequate placement staff size, ,
d. Incorporation of .placement staff within total
school staff.

‘ Placemeng‘aéti* ities will demand considerable
time and effort,on the part of the placement staff.
For this reason}' a full-time placement staff is
desirable. Howéggrh in schools .where the size of
the student bod§ would not reguire 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 bgsis.

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

%

3. R In operating placement pragrah;-it is impor-
ONGOING - ‘tant that provision be made for am ongoing

-~ IN-SERVICE, ' - in-service program for thbse directly involved in

the placement effort., Such a program would allow

.. for: )

- The developmeént and updating of placement
skills, i .

- Reéula; exchange of information among place-
. ment personnel,
' L :
- Early assessment of factors that influence
. the success of the placement efforts, (i.e.
developments in the local labor market) .

T S \ v-13 '
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4.
PROGRAM
PROMOTION

.”‘

Techniques

1.9

"! Placement services are needed by students,
schools and the community, and they need to be-.
promoted if they are to be successful. Organized
placement services are new to many schools. The
placement office will be faced with the challenge

‘0of making its presence known to the school and the

community and building and preserving a good image.
Community acceptance will depend on the perceived
value of the placement program to -students and the

community.
§

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: :

’
3

. .Who needs to be informed,

¢ b. What they need to know,

C. How theg information can best be communicated.

Some ways of communicating information about a
school-based placems;jsfrogram would be:*

- Personal contact™
- Public speaking A \
- Short films or slide-tape presentatlons
- Public exhibits N
-~ Bulletin boards )
- News releases
” s
* - Open house ;
- Informational tours
- Printed materials
Pamphlets
Brochures
Reports’

7

THe placement advisory committee and operational”
contact with the school and the community will help:
in building: good public relations, but some addi-
tional steps might involve: y

a. Presentations at:

Faculty meetings
. Departmental meetings
Student assemblies

* For additipnal- suggestions see "Approaches to.
Various Publics," Part B of "Creating Awareness,
Understanding and Receptivity," Career Education
Handbook for Implementatlon.

2
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School bogrd meetings

PTA meetings

Chamber of Commerce meetings
Personnel association meetings
Special group meetings
Conventions

b. Individual presentations to persons whose
interest and support ‘would advance the
program.

ce News media coverage of events or information
relating to the placement program on a
regular basfs.
<>

«d., Membership in communibdy groups.

e, Participation .in community activities.

' Information, both general and specific, “concern-
ing career opportunities, requirements and entry
processes must be made available to studerits to
assist them in decision making, pland&ng and imple-
mentation of their career goals..

3
School placement personnel have important acti-
vities to accomplis$h in assisting the school in:

Identifying sources of career information.

QY ISR S pern

. \
Gathering career information from placement
contacts.

S hew 1t e

Interpreting follow-up information.

Helping students in individual career planning
and academic programing. '

- !

Pfoviding delivery systems for career infor-
mation through existing school programs and
special events such ‘as Career Days/MNights for
all students and special interest groups.

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




-

g educational program or a job and the skills ‘

required to successfully take those steps. v

' - " For other information, see page_ 3, Occupational
: informatién delivery systems, and. page 5, Mlchlgan
“Emplo nt Securlty_CommlsSLOn, in thlS Guide.

Employability The s&hlls required to gain entrance to a post- .
skills secondary” educational program,, an dpprenticeship
program or g job have much in common. The schoot *
may lncorporate existing curriculum and counsellng T
services in helping students develop these skills.
Where existing programs do not provide for this ..
assistance, it is essential that. the placement .pro-
gram. take remedial steps to assist the studénts’
before making referxrals to placement openings.
These steps may be takens on both an 1nd1v1dua1 and
a group basis. ' . .

v

Programs such as "Job Clinics" are helpful in '
assisting students to develop such "employablllty '
skills" as:

. e

Resume ,writing .
Filling out application “forms e )
Understanding the purpose 6f an interview
Gathering appropriate information to answer
application and interview questions
Identifying references -
Knowing how and where to look forzemployment

: . J. Interpreting one's needs, interests and “

>
4
Q0N o'W

o

-
b
.

% ‘ experiences : @g o
h. Appropriate dress and .grooming =,
' N i. Employer expectations ‘ o »
j. Good traits in 4e®ting, keeping and mov1ng
7
. ahead on"a job
k. How to resign from a job or an educatlonal

’ ’ " programX-

- For further information consult “"Employability
Skills" in Vocational Education_ Performance Objec-
tives, and "Career Planning and Placement" in .
Career Develogment Goals and Performance Indicators,
publications of the Michigan Department of Educa—

“tion. - .
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) . - .
 Information on specifil. placement opportunities .
is essential for a successful school- base& place- .
ment program. Trad1t10nal1y school-based olacement
gfforts have favored post-secondary education at . :

z the co1lege or university level, with less emphasis -
. L + on apprenticeship and/or training programs. Even - -
P T L T so, such efforts have generally not met the needs .
[ " of all studénts.

- . -
! . The majority of students leaving secondary
“ L~ school require job placement either in full-time .
L : . jobs, &s they implement their immediate career
. ’ goa--; Qr in full-'or part-time jobs ‘as they con-
s tirue their education to .meet the requirements of
. Ce . longer xange career goals. Added to this ate stu-
. : dent employment needs, either part-time @r tempor-
. - ary fyll-time, to continué their secondary
~ education. Conseguently, the success of a school-
) . based placement program will depend in large. oart/
e i . on its ao&l-uy to identify job placement openings.

Job openings ) The identification of job placement opeqnngs\/f

.- - o . requires a consisteng, concerted effort to contact
3 the employers in thef labor market area. This,

T N * ~ , should be done in a coordinated way, so that max1-;
- 4 mum coverage is.aesured without duplication of )
effort. Cooperation among school-based placement \K
personnel in the area and between school-based y
. : e placement and the placement efforts of the Michigan
~ ! :" - .- Employment: Securlgy ®Gommission and other'?ubllc
. . . n’..emoloyment agemcies is essential to achieving ¢
. . o _ coverigg;zfﬂfob placement openings.

€ . 4
~ N ) . . -
- -

»

Manpower ° : . Government sponsored manpowef programs, such
progrdms as youth emMployment programs, are 1mportunt

- e sources,of placement opportunities for-part time i -
; , - * 4+ and temporary full-time employment, The tine be-
2 .- tween the announcement of such programs and the
. . - fllllng of jobs is generally -short; therefore,; it T
AN . ', is importamrt that school-based placement programs
[ e e be alert to such opportunities and Be prepared to .
S \\ ey make referrals on short notice. . .

\ - et

-~

»

N ., N [ '

Skillbﬁt Qing Community-based skill training programs and

. ',, -7+ business and trade schools readily offer specific y
o w ST information on available programs and admissjon -
e T » ﬁ, .. standards. Apprenticeship programs and 1ndustry:'

'li ' based training programs also supply information

3




Contacts by -

g

Colleges and
universities

1

Military
service

placement
personnel

"and r®duirements are generally available from the..

-

on placement, opportunities and requirements, on
request. h
Placement openings in community colleges and
four-year colleges and universities are usually
identifiable by contacting coL&ege admissions oOf-
fices. Specific programs offered and entry steps

college cafglogue. Many colleges offer-additional
aSSLStance and some actively recruit prospective
students. . )
. -

Since such educatiqnal/training placement is
required to enable students to atchieve their long-
range career goals, it should be coordinated with
placement ef?f orts to meet the employment needs of
=tuaents.

The branches of the military maintain active .+
recruitment programs and will supply information .
on placement openings and requirements on reguest.
Generally, the active promotion of such recruit-
ment invblves relatively little effort on the part
of the school to provide studenfs access to such

information. .
5 ;

The task of identifying jOb placement openings
requires .that 'school-based Dlacement personnel
have a flexible schedule to acgpmmodate 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-
ment personnel to gain first-hand information on

.specific job requirements. . .

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

’ 0

Ind1v1duaI‘ceatacts will always involve a per-
sonal dlmenSLOn and’ Lcan cover a range of interests:

»

- 25




i
-

v}

oy
(ORI S
.

- Information

- Specific.operings e
- Referral

- Pollow-up

) B

v

To a great extent the success and continuation

of such contacts will involve mutual:
- Understanding .
- Credibility .
- Reliability -

i
.

In initiating sug¢h a program, a good starting
point might be employers who aré already employlng
former students. . ' .

Forms should be 5eveloped to maintain a record
of employer contacts. They should provide for
such basic information as: -

- Standard identif ication items ° ’ ’

- Contact person - v .
- Spec1f1c job openings
- Specific job requirements - .
- Dates and type of -contacts ,
- Referrals )

. - Placements , ’
- Follow-ups ' .

. v
.

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

Personal interviéws

€ounseling oo .
Recording of information .

Maintenance of file of those available ~——

‘C0unse11ng must be an integral part of any ef-
fective placement program. Examples of some sug-
gested counseling activities w1th1n a placement ,
program £ollow:* d

- >

\Y
* 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 ,
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& 4 .
as 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 job readi-

ness., -
. Visit employers and students on the job, as
needed. . '
Help students make career choices. )
Help students select curriculum appropriate
for career choices.
Assist in follow-up studies.
Provide supportive- counseling serVvices, when
needed, to students already placed.

A . .

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

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

o

. .

R Qe

- Standard identification items
© - Career interests/needs

- Developed skills

- Previous experience

- Employment prefef®tices

- 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-
, i able placement opportunities. Speed and aocuracy 2.
v in referral are basic in making successful place- -

ments. In referring students for employment, the
desired number of appllcants should be determined
by the placement office in discussions with the
employer prior to referral. .
) Specific, information on the requirements of the
7 placement opening will assist the student in deter-
- . mining whether the opportunity is consistent with
B ) his or her interests and needs. Once appllcants
s * have been identified, referrals should be made. In .
the event that no &pplicants'can be identified, .
that information should be conveyed promptly to
the one offering the placement opportunity.

i {
,
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My L
Precise information should be made availdble to
.the applicant on the steps involved in making a00111
cation, the contact person, and the date, time and .
place of the scheduled.interview. A standard B
v 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'not oclur, additional referrals ‘

should be arranged for the applicant and for the
" placement opening. i

9. ) N The cay-to,aay operation of a plagement program
POLLOW~UP . reguires an immediate £#llow- -up of all referrals
AND - . if it is to function effectlver 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-.
) . mation so that the inf formation may be organized
) . and analyzed g

In addition, fgnger range follow-up snould be
conducted in order to determine: - . .

N ) Platement satisfaction

; Adjustment needs
Currlculum strengths or_ weaknesses in prepar-
ing students-for their career ‘'goals.

v
I

. - Annual, surveys Various types of follow~-up surveys are conducted,
. of gfaduates ‘by local education agencies. Some of these surveys
. - cover all students léaving school:; others cover
only graduates. Some are Ibngltudlnal surveys,
) covering students for a number of years after
. leaving s$chool. -~
In cooperation with local education agencues, an '
annual follod-uo of graduates is condlicted by “the
Michigan Department .0of Education. This follew~up
. .. -survey covers specific gdestions:

: . S .~ Employment, :
' B Post-secondary education .
Unemployment

;o Graduate comménts and suggestions ’

.
S |
> o

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

3
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- State

- Career Education Planning District

- Local
Feed-back of The value of a school-based.placement §togram
information is greatly enhanced if the placement office regu-

larly shares understandable follow-up information
for decision making and planning wltn-

- Students

- Teachers and counselors

- Administrators .

- Labor market planning agencies
- Other placement programs -

10. Evaluation and modification should be an inte-
_EVALUATION gral part of the placemerit 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 f£illed and reasons why
- Types of placements made . .

- Earnings “

- Success of placements ‘

- Conditions of the labor market

In making modifigations it is important to
examine the operatlon of program components and
the cause- -effect relationships of .program compo- ;
nents td the 1dent1f1ed strengths and wea nesses .
of the placement program. (k .

Provision should be made for ongoing monltorlng
of the program and modlflcatlon.
Repdrtlng 1s essential to the evaluation proc-
ess. Reports may fall into two general categories:
oy
_ a. Informal - those reports necesgry to main-
- tain an ongoing placement program. These
P "  reports are usually made- on a weekly- or a
‘monthly basis to those primarily charged
N with operating and supporting the placement

o
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program, e.g.:

- Placement advisory committee
- Placement directors

- Placement staff

- TPeachers

- Counselors

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 guarterly, semi-annual or annual
basis, to those primarily charged with brodd-
&r 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
ayéilable manpower and unfilled job openings.

* 13
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.x

ot

An area placement psogram would provide the fol-
lowing advantages to local placement programs:

Coordinate job development efforts so £hat °
local placement programs would be able to
cover the employment matket without duplica-
tion of effort and possible inconvenience to
employers. '

Coordiriate exchange of information on job
openings so that local placement programs

4

* For further information on how area and local
actiyities might be coordinated, see Appendix B, |
page "30-. A

T



1' ' would have access to a wider. range of job
4 opening information than they could generate
by local effort alone. -
. c. Enable local placement programs to meet the

T ' needs of employers by making availa%}e a

broader range of students for placement.

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

/ .* ment programs.

e. Provide ohgoing in-service training programs
~ " that would make possible an exchange and
update’of information on placemept.

and accurate area career information that
would enable students to make knowledgeable
career-decisions.

g® Provide placdement services in the most cost-
effective fashion' consistent with the
: achievement of the objectlves 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 Mrchlgan Department of Education
SERVICES + Placement Programs
IN - ¢ Box 928 .
MICHIGAN | . Lan51ng,.M1chlgan' 48904 - '
’ (517-373-3370)
—~— A
- - \\ . ’ :
\ -
!
' &
* " "y » O
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A SCHOOL -BASED PLACEMENT PROGRAM

Phase I - Planning

PERSONS \RESPONSIBLE - ACTIVITIES

I

Superintendent . a. Designate persons
responsible for
assessment,

Hb. Assess placement
needs -and resources
in the schools and
community,

c.: Survey existing
placement activity.

[d. Analyze and symmarize

. information, .

.~ Develop = - . Superintendent — a. Secure support of
+ . .placement plan, : the Board of
PR ‘ ' Education, .
: N b. Choose a Placement
Planning Committee,

a. Review results of
Placement Assessment.

b. Examipe existing
""ETEEEggaifgﬁide-

- . lines and models.
Placem ) Develop a ‘placement
P ing plan based on local
Committee needs and resources.
Identify budgetary’
resources and
designate appropri
amounts .

Identify participatin
schoo on
placement assessment
and- placement plan, ::‘4

_ a. Review proposed
Board- of . * placement plan.
Education . Adopt placement plan.




Pl

OBJECTIVE _ -

Phase Il - Implementation

PERSONS RESPONSIBLE

ACTIVITIES

Superintendent }*

Building

a. Identify staff needs
based on existing -
resources and

population size .~
b. Choose plac enfffﬁﬁy

Administrators

) visory
=" Commi ttee

—— e - g em

TOBJECTIVE
. Ty
1. Promote

placement program'

Superintendent

personne th
app ate

compentencies .

c. Assign staff duties
consistent with
placement plan. .

d. Designate appropriate
facilities, )

a. ASelect membership
on basis on broad

Building

representation.
b._ Coordinate roles
and respon ties .

a. Recommend members
of Placement
. Advisory Committee.

Administrators

Phase II1 - Operation

*

" PERSONS RESPONSIBLE

Placemenf
Advisory .

PR

Committee

b. Select school - _
representation if
required.

ACTIVITTES

a. Identify target
populations in
- school and
\\\ community,
evise appropriate

omotion strategies
and techniques.

-

Placement
- § Staff

c. Maintain-consistent
promotional campaign.
ﬁ—




ACTIVITIES

» Identify career >~
information soé%/es
Establish.4 career
information collection

delivery system,
aintain and update
career information

system. . JL

Advise on- strateg1es
for identifying
placement
opportunities,

. ) especially job openings
Placement . within the labor
Advisory market natural to the
Committee areg,r”g .
AsSist in gaining
entree to employers,
labor unions, etc, -
for identification

of job_openings.

Devise strategy for
efficient and L
effective coverage
] of placement
opportunities. )
Placement .» Coordinate efforts in
Staff contractina employers,
lator unions, etc.
Exchange information
on unfilled job
openings .

Identify student : ) . Prepare inventory
‘placement . of student populations

fnterests/needs ' to be served.

I Placement . Interview individual
- , Staff i students .
o Record appropriate

information .
HMaintain active file
‘of students seeking’
employment .




RERSONS RESPONSIBLE ACTIVITIES®
e referrals : . a. Inform student
to available ‘ R /// concerning specifics
placement . : . of placement -opening.
openings ) N ) b. Arrange interview
' with employer or

educational agency.

| ) c. Monitor interview
i ' Placement " outcome,
s Staff . ¥ i d. :If hot placed, refer
: o ” angther applicant.

. ) S . |e. ~Re-process 4nitial
(” - - : ~~ applicant.
. * "4f. Refer unfilled
"t “ : openings to other
placement staff. Aj
. 6. Establish a , B a. Follow-up placemerts
* Placement Follow- . \, for additional
Up and Feedback . assistance and
System ' : : * information. .
) . b. Collect and maintain

4 - data on ‘placement
-Platement - opportunities,
Staff ¢ referrals, and
o placements.

- : Co. . c. Feedback appropriate
‘ i : . follow-up information
‘ to students, school
‘ : ) . staff, administrators,]
. . . .and Placement
if‘ Advisory Committee.. .

Phase IV - Evaluation -and Modification

0BJECTIVE , PERSONS RESPONSIBLE ACTIVITIES
' - v . ———
1. Evaluate Placement: fa. Analyze and evaluate
placement process : Advisory” follow-up data in

terms of placement
effectiveness.

Committee

’

Placement b. Prepare required
Staff - - . " reports with
N ) . appropriate data,
- “evaluation, and
et recommendations ~

for/modification. -

. . . R . .
. v . . .~y

¢
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. v 4 F 4
PERSCHS RESPONSIBLE . ACTIVITIES '
S—

, N
School Bgard }. a. Regeive required

A X T reports.
Superintendenﬂ————q b. Aszess effectiveness

I : - of placeément
Building 1 rogram,
Administrators ‘ * ,}cC. Approve appropriate

" " T~ recommendations for

i - modification.

" < A

Placement a. Re-design program
Advisory components in
Commi ttee accordance. with

: . N approved modifications.
Placement b. , Implement

Staff modifications.
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Appendix B

]
. . A SUGGESTED MODEL FOR RELATING ' o . ‘
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

. ; , -

* OBJECTIVE . . . AREA ACTIVIT} LOCAL ACTIVITY

1. Assess Area Placement Survey area_in terms of: '

Needs and Resources a. student population,
b. existing school-based
placement services, ,
c. present student place- e
ment patterns, p -
d. existing community/non- Input local
2 educational placement information to
. services, area survey,
e. labor market, : B
f. projected placement
z - needs, _ ’ ,
g. available resources for
| Placement . p

2. Establish Boundaries : Analyze survey data and Asg?éq in deter- 1

of Placement Area determine area‘boundaries mination of area
N , in terms of natural labor boundaries.
. market.

3. Plan Area/Local Develop area/local place- Input to develop-
Placement Service ment plans using local. peeqment and adoption
Program input. . P of area/local

ik i placement plans.
{ ' ’ Phase I1_- Operational \
" OBJECTIVE o g " AREA’ACTIVITY " LOCAL ACTIVITY
. \ y ) e
1. Initiate Area : Cooperatively determine Cooperatively
Placement Service area placement office 4 determine L
sitg. Choose area S area placement
lacement staff. _.J Loffi
- g,

2. Initiate Placement Conduct inservice pro- Participate in
inservice Program gram for area/local inservice program.

! staff. ¢ ' . )
o’ _“

\

<

v-30




AREA ACTIVITY

't and reSponsibiTities.

Se]ect membership of .
Placement Adv150ry

LOCAL ACTIVITY

Tommittee on basis of .
proad representation.
Coordinate rgles -

Recommend member-
ship of Plagement -

Advisory Committee.

. ?
.
.

1Establish area system
to. collect,.manage and I

.{information. .Coordinate

Select tocal place-
ment representative
on Placement

Advisory Committee.

dzssemlnate career

with ekisting career
information soures.

—

Cobrdinate area/local
responsipilities for

Input oh desired
career information.

o LIS -
.

contacting emplaoyers and
identifying job openings.
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v
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.

Coordinate ared’local

Participate in

Jcoordinated

systen'for con-
‘tacting emp]oyers
and ldentifyang
job openings.

referra] system for
jobr open1ngs

()

‘{ enough to requ1re an

Assist in estabﬂishfng
local.placement Services
for-schoots not’ 1arge

individual Tocal .
placement office{,

=y
»
3

to other local offices.

Monitor referrals and
p]acements.”qRedirect

Identify student
job interests/
‘needs. Inform
student concer-

-Ining specific

Job openings,
requirements,

ork cond1t1ons,
wages, etc.
Contact -employer
to arrange inter-
view; monitor
interview out-
come. If not
placement,
refer-énother
applicant.
Reprocess

Fnitial app1icant.

unfiJled-job openings

Refer JOb opening .
needs to area
office. Refer un-
filTable job open-
ings to ‘area office.
Inform area office

df job referral

outcomes.
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0BJECTIVE
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System
%
Phase 111
&
OBJECTIVE Lt
Evaluate Placement
Process
-‘)

1]

Ay

Establish a Place-
ment Follow-Up

(A

AREA ACTIVITY

»

LOCAL ACTIVITY

Offer immediate
follow-up
service to stu-
dent, employer
and school sthff
for information
and job adjust-
ment .

Collect and maintain
data on area/local
referrals and placements,

Coliect and main-

1 4

tain data on N
Tocal referrals

and placements.

Modify Placement. -
Program

- Evaluation and Modification

AREA ACTIVITY

LOCAL.ACTIVITY

Analyze and evaluate area/

local follow-up data in
terms of area placement
profile.

Evaluate all components
of area/locp] placement

Input to area/,

1ocal evaluation.,

Analyze and
evaluate local

process.. . .
- -

Convey evaluation informa-

tion to appropriate pro-

follow-up data
in terms of
ptacement
effectiveness.

grams and agencies. : -

Assess area placement
program as evafuated.

Assess local

placement pro-

Coordinate area/local
assessments.

A

gram as evaluated..

Plan expansion or reduc=
tion of area program in
population and/or
services. ’

Plan expansion
or reduction

S~

of local program
in population v
and/or services.

Redesign area program
components as indicated

by modification plan.

Redesign local
program compo-

nents as
indicated by
\modificatjon

plan.
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