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OVERVIEW

‘The purpose of this guide is to éssist all'schoo'i'di'stricts in Region XVII in
infusing comprehensive career oriented education into their existing instructional
program by 1980. Career oriented education provides a new focus for teaching

and a new direction for learning which orients education to living and making a

‘living.

The gu1de contams f1fteen sections, A - O. There are three phases of the
program: Phase I Implementatlon Readlvness A - H; Phase II, Implementatlon
Follow_*—up, I-K; Phase IIT,. Curriculum Development, L - O, The materials are
designed to move the perticipant froni’a basic awareness ofl.career edd,‘cation'
through a seri_es of informational steps to a proficiency in developing compre-
hensive outcome based career oriented.education topics .

The following is a brief ovet'view ofAeach -phase by sections:

PHASE I ~ IMPLEMENTATION (READINESS)

Section A prOV1des awarenesls information on career educamon W1th spe01al
emphasls on the Texas' State Plan for Career Education.

Section B ;-)rovlides an overview and indepth study of the seveh components
of Career Oriented Education.

_ Section C 1ntroduces the partlclpant to a variety of occupatlonall resources which
are avallable while Sections D and E deal with two methods of 1nvolv1ng the com-
munity in the career oriented education programl (1) resource persons, and (2)
field trips. An assessment o'f student nee_d's discussed relatiye to career education
'is cond'ucted in Sectio_h F.._ Information from the needs assessrt]ent pla.ys an

integral part in the development of topics which can be infused into the existing

curriculum, 5



In Section G p‘a_rticipants are introduc'ed to and are given experience in using
the curriculum infusion fo;mat which has been déve’léped for fhe proér’am. The skills
lelamed. in this sec‘tion wili be used in Section H. In that séc-tion participants;are
given an opportunity to adapt topiés from the Education Service Center career oriented
curriculum. Individual participants may aléo choose to devé{op Eheir own topi-c(s).

PHASE 1II - FOLL.OW- Uf

Section I is deéignec_l to obtain feedback from participants after they have h"ad
some. 1rpplementatipn experiences. Section ] provides participan_ts with additional
careér education curriculum resources, while Section K provides opportunity to
complete the development of a comfnunity fesourqe file.

PHASE III - CURRICULUM DEVELOPMENT

Sectionl L provides opp'ortunityl for documentation of the .'school district's efforts
in career oriented education. Plann-ing for further implementation durin_g the_ school -
Year through development of additional c;areer oriented topics is also provided for
in this secti‘on.

Section M pro{/ides for the development of skills for writing performance objec_-
tives. These skills should benefit participants in their efforts to improve.and develop
comprehensive topics which can be infused. .

Section N érovides opportunity for participants to docum'ent their activities in
caréer oriented education using topics which have been Iadapted fof individual class-

rooms. Participants follow the curriculum infusion format (outline) during this activity. -~



<

Secﬁon O‘ provide>s for develo_pfnent of new career oriented curriculum, F;artici—

' pants select new topics using information which has been collected., It 'is expect.ed
that all three phasés of the program will have been initiated.and .completed by

May 1, 1976 .l The results of that_complétion should prbvide each school district

the basis for an effective comprehensive program of~c‘areer ériented education.
Comprehensive programming - total curriculum K-12 - w.i'll be thve result of long range

commitment and involvement,
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1, UCTION
' "Career Education is an idea whose time has come!" (Sidney Marland)
"Career Education is going and growing!" (Commissioner Bell)

"Career Education is aiive and welll" (Ken,HoYt)

.These and other simiia. comments are heard over and over in -educational
circles today. T‘le tim2 is appropriate for classroom teachers, principals,
superintendents, parents business, industry, and labor to all join in a
common effort to help all individuals become familiar with the values of
a work-oriented society, to integrate thase values into their personal

+ value systems, and to implement these values into their lives in such a
way that work .2comes possible, meaningful, and satisfying.

Education for living, and making a living is an apprépriate goal for all.who
teach. All students should have an opportunity to:

d. understand themselves better,
’ b.  see how they might become productive citizens,

: C.  become aware of the many jobs and occupations available,
d. experience (first-hand) an orientation to the job market,
€. explore many job fields or clusters, and "

f. be prepared to enter the job market at the appropriate time,

In brief., Career Education might be called "Education for Work." (Ken Hoyt)

2. WHAT IS CAREER EDUCATION? -

Career Education has been defined by many as:

— a philosophical commitment by the enterprise of public
education to the values of ‘a work-oriented society. (Swanson)
— an educational delivery system (Swanson)
_ a process of structured intervention aimed at helping people:
to take advantage of the educational, training and occupa-
tional opportunities that are available in the society, (Ginzberg)
— a planned program of activities and -experiences which facili-
tates the individual's career development (Thomas) .

10




C coordinated instruction integrated into thé entire curr1cu1um
K-12, and designed to assist students in

‘ . ; e understanding both the world of work and attitudes toward it;

® understanding the relationships which exist between educa-
tion and career opportunity; -

»- Aunderstand*ng the economic and social structures of our

“society and how they influence the ways people support
themselves; _

@ making informed decisions concerning-how they will earn a
living and taking responsibility for making those decisions;
and .

X ] acquirlng marketable skills as preparation for earning a
living. (Texas Education Agency) :
-_— an integral dimension of the nursery through adult curriculum '
which provides for all students a sequential cont1nuum of ex-~ a
periences through which each individual may develop a more
realistic paerception of his capabilities.and prepare him for entry
, _ and re-en?y into employment and/or continuing education,
- (New Iersey State Department of Education)
Career Education is not a course of study, but rather a way of teaching. It is a
nevs direction or- emphasis for instruction, It is a vehicle for making the
teaching/learning process meaningful and important to all students.

[

3.  CAREER EDUCATION FILM

4, - CAREER EDUCATION IN TEXAS

d. Texas Ovarview ~
1970 : . .
® The State Board of Education adopted the Goals for Public
- 8chool Education in Texas.
- @ The State Board of Education approved 10 pilot occupational
. orientation projects,
. @ The State Board of Education approved the redirection of the
educational system in Texas to incorporate the concepts of
career education

1971
_ ® The State Advisory Committee on Career Education was estabhshed
. ; @ An Agency-wide task force on career education was appointed to

develop a framework bulletin for career education

11




1972

1975

3

A Tentative Framework for Developmg Comprehensrve K-12
Career Education was disseminated to local school districts,
The Texas Education Agency selected a Coordinator of Career
Education.

Educatlon was established.

The State Board of Education established Career Education as a
top pI‘lOI‘ity for the Texas Education Agency,

The Division of Occupational Education and Technology, the
Division of Reglonal Education Services and the Di-ision of
Special Projects in Career Education was established.

Governor Dolph Briscoe declared the iirst week in Septuember as
Career Education Week.

The Texas Education Agency adOpted and pubushed 177 Basm
Learner QOutcomes as the basis for career education program.
development,

The Texas Education Agency encouraged the establishment of

career education c00rd1nators in each of the Educatlon Service

- benters

.

Pundmg for career education was continued at a high level by
various divisions within the Texas Education Agency.,

- The Texas Education Agency approved funding to develop a

measurement/diagnostic system appropriate for the 177 Basic
Learner Outcomes adopted in 1973,

a

A State Plan for Career Education was presented to the State -

Board of Education.

NumerOus exemplary career educatiOn programs emerged in public
schools,

State-wide workshOps for further career educatlon implementation’

. were scheduled. : ]

State Plan adopted by State Board of Education june 14, 1975,

b, State Plan for Career Education - Tune 14, 1975

(1):*’

Rationale for the Plan

(@). Broad Goal(S) ahd Needs

By 1980, career education will be an integral part of the
educational program in each school system in Texas.
Through an interdisciplinary approach, public schools
will hi:lp each student develop personal knowledge, skills,
competence, attitudes, and awarehess of a broad range of
opportunities in relation to careers.

°

12



s (b).

(c).

o

Source of Authority or Mandate

The broad long—range aims for public education in Téxas
have been defined in the Goals’ for Public School Education
in Texas, adopted by the State Board of Education in 1970
and revi~:d in 1973. These Goals provide the public educa-
tion system in Texas with an overall sense of direction,
According to the established goals, the State Board- of
Education is encouraging the development of a system of
public education in which individual learners will have

the opportunity to develop their personal rnowledge and

.skills to maximum capacity. . e

|

Applicable Board Policies
In support of the established goals career education was
selected by the State Board of Education in May, 1973 as
one of ten priority areas of concern for the Texas Educa-.
tion Agency which would receive long-range development,

(2). Objectives to be Attained

(a).

Targets
la. Parents and the community will be encouraged to
' understand career education concepts that are developed
in the home agid community. By 1977,
aa. ‘50 percent of the local school districts will have
increased parental and public participation in the
design and implementation of activities aimed
- at increasing outcomes of learners in relation
" to career education,
.~ bb. 50 percent of the local school districts will
° strengthen cooperative activities between
schools and work situations in the community. .
cc.' 50 percent of the local school districts will
~ communicate to parents, students, non-parent
taxpayers, and all school personnel information
about the developmental career education efforts
in their district,
2a. The educational peeds of Texas students will ‘be
assessed in relation to the expected learner
outcomes for career education. By 1977,
aa. 50 percent of the local school- districts
will have conducted a student needs assessment at
the middle and senior high schools using the Texas
‘ Education Agency measurement and diagnostic system,
“bb, 50 percent of the local schooldistricts .
will use information from the needs assessment
" studies as a basis for reviewing local goals for
education.

/

-3a., A local plan will be developed in each school district

and designed to assist in planning and providing for
the orderly implementation of career education. By 1977,
aa. 50 percent of the local school districts
. will develop:a lo.:al plan for the implementation of
career education based on needs assessment.data.

13
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3 bb. 50 percent of the local school districts
_ . will assess existing community and public agency
. L resources which can be modified to serve as an
¢ implementation vehicle for career education.
cc. 50 percent of the local school disiricts ‘
will have conducted an annual evaluation of their"
‘career education plan.-
. 4a. All curricula will reflect the career education needs of
students. By 1977,
"aa. curricula in 50 percent of the Dchool districts
will be directed toward increasing the students’
_ career development,
bb. 10 percent of the local school dlstrlcts ,
"will use a process for ind.1v1d1__1ahzing career education
experiences based on identified pupil needs.
5a. Ppersonnel in Texas public schools will be proficient in
relating the concepts of career’ educatlon to individual
disciplines. By 1977,
aa. 10 percent of the school dlStI‘lCtS will have
' trained 50 percent of their elementary and middle
, school personnel in a career education infusion
* _ . process, .
bb. 50 percent of the school districts will
S ' develop and implement a staff development plan
' . - which uses the resources of the business, labor,
. ~and community personnel to provide learning .
. experiences to the children, youth, and adults of
G ' : the State consistent with the goal of career education
CC. 50 percent-of the professional personncl ‘
in the State will participate in a minimum of ten
clock hours of inservice education training sessions
for incorporating career &ducation concepts 1nto
their classroom activities. :
6a. The emphasis onthe carecer education phase of guldance services
will be strengthened atlevels K-12 through assisting local
education agencies to formulate cooperatively- developed
student ovtcome -based guidance programs. By 1977,
' . ~ @8. 50 percent of the guidance personnel in the
State will improve their skills in providing technical
assistance for specific needs or concerns of ,
individuals and groups relative to career education,
- - bb. 50 percent of the guidance personnel in
‘local school districts will conduct evaluation
activities that will enable them to 'improve their
career guidance program.
CC. 50 percent of the guidance personnel in
i : local school districts will become aware of and
. have the opportunity to adopt one of more out-
' standing career education practices,

14




(3).

dd. 50 percent of the guidance personnel in
local school districts will become aware of the
possibilities of having guidance associates as a
means of strengthening career education phases of
their guidance and counseling services.
ee. the counselors will have a 50 percent
increase in the availability of resource materials.
(b). Long range Results Expected
It is envisioned that once 50 percent of the school districts
have compieted the necessary steps 1dent1f1ed in the local
education agency long-range obJectlves model procedures
for the installation of career educatlon activities can be
‘ developed from actual experience. This information will
provide a base from which systematic career education can °
be installed in most other Texas public schools. Once this
base of experience is established, refinements in the approach .
and diffusion of practices will be undertaken in order to move
forward the goal established for career education by the State
Board of Education,

The attainment of the local education agency objectives will
result in increased Agency capability to admihister and
advance career education in the State It will assist in the
idenklflcatlon of exemplary activities for the State and the
preparation of education service center and local education
agency personnel to develop, adopt, install, and maintain a
K-12 career education approach and make available basic -
learner information to assist the remaining school dlstrlcts
- install career educatlon. '
Resources Required to Achievé Objectlves
To.provide the necessary monetary support for the initial imple~-
menta:ion of career education, it will be necessary to seek
assistance from identified funding sources in the United States

.Office of Education, business/labor professional associations,

and possibly the Texas State Legislature, At present career
education seeks a restructuring of existing resources within a local
school district rather. than-a calling for massive additional funding,
It will, however, be necessary to estab.ish an account for career

~education against which @ducation service centers and local edu-

cation agencies will make application for grants to train existing
staff and secure the necessary teaching materials to advance

their capability for comprehensive, continuous, and coordinated
career education. After career education evolves out of the develop-
mental period into an operational stance, it will also be necessary
for some school districts, the service centers, and the Texas
Education Agency to designate a staff to administer and provide
support services to career education,

bt
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(4). Evaluation and Progress Reports to the Board .
" The State Board of Education will receive a report from the

Commissioner at least once a year on the extent to which the
activities connected with the Plan are carried out and the

degtee of progress toward the objectives stated in’ the Plan.
Such reperts will include the Commissioner's recommendations
about the continuation and/or modification of the Plan and

needs for Board policy, administrative procedures, or legislative
action. ' ' '

5. WHAT MODEL DO WE USE?

A CAREER EDUCATION MODEL .

6 \----—~  WORLD OF WORK R
15 ' " : , ' |
> N ADULT AND CONTINUING - | . ~
N \ | === 3
&«  \ rormaLcarger) EDUCATION COOPERATIVE N
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%i 10 }ew - ! (0 e B ‘ﬁg"
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<« Vo ) gt
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FORMAL HOME AND COMMUNITY
EDUCATION  EXPERIENCES
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According to this model, Career Education _has four phases (or levels):

O Grade _
~ _Phase Level Description

Awareness K-6 Career Awareness - This phase of the model should
help the individual develop an awareness of careers,
understanding and appreciation for the dignity of work
and the personal and economic relationships of work,

’

Orientation 7-8 Career Orientation - In this phase of the model, the .
* individual would galn a widei exposure to a variety
of careers, their requirements and rewards. The
individual wculd begir to relate these to his own
interest, abilities, aptitudes and circumstances,

Exploration- 9-10 Career Exploration - Provides the individual with "hands
L o ' on" experiences in laboratories, shops and/or community
' ' resources in as many clusters of occupations as possible
in order to further validate his own personal interests ,
aptitudes and abilities :

Preparation - 11-12 Career Preparation - With the awareness, orientation
: ' . and exploration phases of career development as a
0 background and guide, the individual should be pre=
- ' pared to give more specific direction to preparation
efforts.

17
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1.  SLIDE PRESENTATION

Seven Components:

A.

11



2

2. - CAREER ORIENTED EDUCATION ' K~12
® © PROGRAM COMPONENTS

* The Career Oriented approach to education involves an infusion process
which incorporates seven (7) basic COmponenté, at all grade levels. : These
' clo'mpOnents are (1) subje;”:vt COntel:It tie-in; (2) fne;nipulative "hands-on" activities:
‘(3) resource perséns; (4) field trips; (5) role playing; (6) guidance; and (7) career
information, At all grade le\{els, these components are concurrent, 'overlapping
and follow. nc.'J specific sequence wﬁen fused into the existing curriculum. Emphasis
shifts do occur, however, as the program progresses from the elementary to the

t

secondary level,

At the elementary level the emphasis is on career awareness . "Who am I
‘ in relation to these tools, vs'kills and concepts ? How do they make me feel .about
myself ?" At the middle school or Junior High School the emphasis is on career

orientation and exploration. Students explore the occupational areas in which

toois, {skills and career concepts are utilized gnd concern 'them;élves witﬁ
questions suéh as, "Who needs thése toolsb, skills and concepts and why ?" At
the secondaxry or high school level_,, the érr{phasis'is on 'careex: exploration and °
_p%egara‘tion. At this level students should begin to become proficient in uéing

the tools, skills and concepts thét are appropriate to their 1néividual career goals,

-

20
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Component One: ;Subject Content Tie-in

- The subject tie—inbo’mponent provides specifically for: (1) an awareness of the

interrelation and interdependence of each subject to careers (K- 6); (2) oppor-
tunities for students to explore career characteristics by utilizing existing class-
room activities in a variety of work settings (7-9): and (3) students to see practical
application of academic gkills as preparation for employment in the working world
(10-12). '

a. Why tie-in subject content? (What is it and why have it ?)

(1). To use Career Oriented Education as a vehicle for
presenting the on-going curriculum.

(2). To help provide scope and sequence for career cluster

‘ consideration,

(38).  To motivate students by demonstrating the application
of subject content concepts and Skl].lS in real-life
situations,

, (1). To demonstrate the practical application and relevance
of specific subject area.

b. How do you tie-in subject content ? .

(1). Identify concepts appropriate to topic activities.

(2). . Provide opportunity for application of career concepts:
(It should be noted that the degree of concept applica-
tion for any given subject.area will vary with edch topic.)

(3). Identify speciiic activities for application.
(4). Stress the career 1mphcat10ns of subject areas:.

_Component Two: Hands-on Activities

Hands-on activities are manipulative activities which emphasize‘ tools and skills
in the following ways: (1) an extension of the self (K-6); (2) as they relate to
careers in the work community (7-9); and (3) as they relate to job preparation (10-12).

a. Why hands-on activities ? (Wh'at are they - What do they acc_omplish "?'4)

(1). They provide a variety of learning experiences.

(2). They provide opportunities for students to apply
subject matter skills and concepts.

*  (3). They provide opportunities for students to assess 5

self-charact~ristics. -

(4). They provide simulated work settings and job
characteristics. ,

(5).  They promote involvement of .all youngsters in
classroom activities.

21
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b.

What are hands-on activities ?

(1).

@.

(3).

(4).

They are activities involving manipulative skills,
tools, equipment, and/or matenals and a cooperative
effort.

Suggested activities:

(8). painting a wall

(b). hammering nails

(c). sawing wood

(d). measuring materials
(e). drawing plans

(f). digging a garden plot

" (g). cooking a meal

(h). weaving rugs

(1). cutting out a pattern
(}). planting seedlings .
(k). developing photographs
(1). wiring a telephone

(m). printing a paper

(n). modeling clay

Basic tools utilized:

(a). hammer
(b). saw

(c).- ruler. _
(d). shovel
(e). pencil
(f). pliers

(g). sandpaper

th). paint brush

(i). level

(). compass
(k). screwdriver
(). scissors
(m). mitre box
(n). plane

Basic,materials utilized:

). paper mache _
). refrigerator boxes
(c). modeling clay
d). scrap wood
(e). nails
(f). burlap

(g). yarn

(h). paint
(i). cardboard
). jars and cans

. (k). food containers

(1). fabric scraps ' '
(m). poster paper . 99 :
m). leaves, flowers

. 14



Component Three: Resource Persons

Utilizing resource people 1n the classroom provides educational experiences for
students in the following ways: (1) it enables students to converse with adults.

as "real" people and enhances the concept thot the school, home and community
share responsibilities in the educational process (K~6); (2) it presents resource
persons as "real" people who can clearly show the application of subject content
concepts as well as skills and tools in the work community {7-9); and (3) it gives
students opportunities to see resource persons as "real" people capable of pro-
viding factual information about job skills, duties, qualificaticns and opportunities
for emplcyment (10-12). .

a. Why use resource people ?

(1). They help close the "credibility gap" between the
© school and community. .
(2).  They promote community involvement within the
educational process.
’ (3). They provide students the opportunity to consider
workers' feelings, - - ,
4). They provide opportunities for students to experience
" personal interaction with adults. -

b. How do'you prepare for resource people ?-

(1). Prepare the students for interviev... g resource persons
with such questions as outline under Section B under
Field Trips.
(2).  Prepare the resource person for the visit,

(a). Establish appropriate time for visit and
indicate grade level of students.

(b). Inform the resource person: of related
classroom activities. '

(3).  Attend to detail.

(). Provide the resource person directions -
to the school. |

(b). Provide suitable presentation space and
time for resource person.

c. Then what?

(1).- Follow up with debriefing session.

* (a). Compare students’ expectations with findings.
(b). Discuss job characteristics described.
(c)." Discuss education/training requirements
, specified,
(d. Discuss feelings expressed by resource person.
(2).  Write thank-you letter(s).
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d. How do you secure resource people ?

(1).  Prepare Community Resource Guide using information
obtained frcm parent and community questionnaire.

(2).  Encourage students to identify and contact desired
resource persons. o :

Componeht Four: Field Trips

The use of field trips er;ablé‘é; teachers to'provide educational experiences for
their students in the following ways: (1)-field trips help to present the vast array

~ of possibilities and characteristics of jobs and assist students in becoming aware

of the work ethic (K-6); (2) they increase student awareness and provide oppor-
tunities for orientation, exploration and participation in different career settings (7-9);
and (3) they expose students to specific occupational areas, different levels of

job preparation skills ’and_occupatiOnal opportunities (10-12).
a . Why take field trips ?

(1). They demonstrate the interrelation of the school
- and the community. '

(2). They promote community involvement within the
educational process.

(3).  They provide an opportuuity for students to see

: “real” people using ~!assroom subject content .
skills and concepts in work roles. _ s

(4). - They provide an opportunity for students to “feel"
work settings., :

(5).  They provide the opportunity for students to.consider
"workers'" feelings, - '

b. How do you prepare for field trips ?

(1). . Prepare the students for interviewing, -

(a).l Have them practice interviewing workers,
(1a). What ave the duties of your job ?
(2a). What tools or materials do you use ?
~ (3a). Do you work in the sane place or do
you move around ?
. (4a). what kind of education/training is
. required for your job ? .
(5a). Do you work alone or with other people ?
(6a). How did you find out about your job ?
(7a).. Is your job dangerous ?
(8a). How does your work affect yeur life-style ?
(9a). Do you like your job ? '
(10a). Is there anything you don't like about it?
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2).

@3).

(b). Have students discuss, in a group guidance
setting, their expectations and preconceived
ideas about the site visitation.

Prepare the commun.- for the visit._

(@). Establish appropriate time for trip and indicate
number of students in group and age level.
(b). Inform the site of related classrnom activities.

Attend to details,

(@). SecureA pa-ental and administrative béi—mis sion.
(b). Arrange transportation. -

c. Then what?

(1.

(2).
- (3).
(4).

Component Five:

Follow up with debriefing éession.

@). Cor.pare students' expectations with findings.

(b). Discuss job chaiacteristics observed.

(c).. Identify tools and equipment observed.

(d). Summarize education/training requirements.

(e).” Idertify subject matter applications observed.

(f). Relate student self-characteristics tc cccu-
pational characteristics observed.

Write thank you letter (s) to the site.
Role play oe::zupations obsérved. _
Write reports pertaining to the trip.

Role Playing

The purposes of utilizing role playing activities in the cldssroom are to: (1) stress
ffeelings of involvement in the cooperative effort and 1o ,emphaéize the contributions
of individual jobs as they relate to the whole (K-6): (2) stress experiences in work
simulation activities and explore the duties, benefits . and other aspects of various
“work settings (7-9); and (3) place emphasis on preparation through the utilization of
subject content skills in simulated or actual work settings (10-12). ‘

a. Why role playing? -

b,/ What are role playing activities ?

(1.

To provide opportunities for social interaction and
decision making,

To promote involvement of all students.

To promote the assessment of individual contribu-
tions and feelings about roles played.

To provide opportunity for students to experience -
work role characteristics. . o

~

They are activities in which students: participate in
simulated work situations; utilize occupational character-
istics; and experience a number of work roles.

17 . 25 . ‘ -




(2). Such as:.

, - (@). pesigning a chair

‘ (b). serving'a meal _
(c). Caring for animals
(d). writing a newspaper
(e). producing a play

" Constructing a model city
(_g)-b Selling a service. (/
). Assembling a product '

(i ). Interviewing a client
j). "X-raying" a patient

¢. How do-you prepare for role playing ?

. (1). dentify and research accupations prior to the role playing.
- (2).  Encourage students to consider a variety of roles.

d. Then what? (Group guidance activities)
(1). Discuss feelings experienced as the result of role playing "

_ activities, _
(2).  Encourage students to verbalize their reactions to the role ,

playing. L o -
- ~ ). Encourage students to assess their likes, dislikes, strengths,
. : . ‘ and weaknésses in relation to the role playing activities.

Component Six; _Guidance

- LCareer . guidance is a continu'bus','sequential, and developmental process which )

. should be available to all students on a regular basis. Career guidance is an integral
part of the Career Oriented Education Program and all guidance activities should be
based upon the needs, abilities, interests and potentials of individual students.
Basically guidance activities should provide for: (1) student awareness of themselves

: and others in relation to the world around them; (2) effective utilization of caréery
information; (3) opportunities for individuals to make realistic career choices; and
' (4) the development of effective décision making skills. - The career guidance activities
are tigd in very c_l)osely to the other Career oriented education components and tend to
enhance rather than supplant them. Counselors are.an invaluable resource to teachers
-in planning and developing career guidance activities.

- ‘.

Some examples of career guidance activities:

® Have Sludents develop a personal resumé with one section devoted to a
listing of items that would be of major importance to an employer.

' - @ Utilizing group process have students discuss S.elf-COncept and explore
personal characteristics. e - .
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9 Have students name some occuoatlons that require spec1al types of
persona11t1es

‘ ® Have stddents develop and oiscuss dec1s10ns that are involved with 1nd1V1dual
' career choices. '

8 Role play situations that 1nvolve and illustrate strong and weak task commit-
ments. .
e Have students use puzzles games and work simulation exercises to de /elop
dec1sion making skills. .
® Using group process have:students discuss various problem oriented situations
. . " involving: conflicts between workers. worker and job stereotyping, leisure
time activities, career implications of various subject areas, career decisions
invoIving different age groups', job satisfaction etc. :

. @ Have students study career charts that relate careers, tr2ining and subject
! content. e g

1

e Have students do case studies of different workers.

[ Have students d1scuss the. relatlonshlp of course selection to career g;aals
@' .- @ Have students complle a vocabulary listing that describes desirable work
, hablts ., -

. ® Have students prepare slide/tape presentat10ns that descr1be varlous jobs -
in the community., =~ : ’
) V e . U sing various multl—medla kits such as the DUSO,’ Focus oui So'f’ Development
AN or Toward Affective Development, 1nvolve students in activities appropr1ate to
\\‘ the topic ‘they are studying. .
. Have students list as many jobs as they can that a part1cular subject would
; pare them for. - -

t

° Have students play a career "What‘s My Line" game.’




s \

%

Component Seven: Career Information -

‘ The purpose of the career inforxha’tibn»;éo'mponent is to provide first hand knowledgc
‘ about specific jobs and career fields (job conditions, job characteristics ..necessary
attitudes, ctc.) to students. As this information is presenpted in the classroom, 1t is
broken into, d1ffer'=-nt levels of cmphasm

Elementary (K-6) - Awarcness Level (emphasis is to assist students in acquiring work
values) , .

Junior High (7-9) - Orientatien and Exploration Level (job experiences, general ex-
' ploration and a lot of hands-on activities) '

High School (10-12) - Exploration and Prpparatmn Level (emphasis is on exploration"
and preparatlon 1n selected carecers) ‘

a. Why career awareness ? (Information)

(1). It provides alternatives (occupat*onal educational,
social and personal) for student consideration.
(2).. " It closes the “credibility gap" betwéen the educa-
'tlonal process and the "real world." ’
(3). JIt allows them to see the contribution of the’ educa-
4tlonal process to the community's welfare. '

~

D.. How do you incorporate'occupational or career information ?
‘ N (1).  Through such activities as:

(a). Hands-on activities
: , " (b). Role playing activities
. (c). Field trips
‘ * (d).' Resource people _
(e). Subject content tie-ins
(f). Individual research
(g). Career guidance programs . C e

. ; (2). Using work resources as:
' ) ' (a). Occupational Outlook Handbook
(b). Dictionary of Occupational T1t1es
(c). occupational briefs
(d). films and filmstrips
. (e). cassette tapes
. (fY. governmental publications
: (g). library books
(h). magazines and newspapers .
(i). .group guidance sessions utilizing resources
like those listed above
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. C. So that?

(1). Students can be aware of the vast array of opportumtles :
' within the community.
(2). Students can explore - first, broadly, then in depth,
 such opportunities.

(3).  Students can, based upon s :lf-awareness, experience
and exposure, .choose from among the many opportunltles
aVullable '

_CAREER EDUCATION: |

- FUNCTIONS AS A PART OF THE EXISTING CURRICULUM
IS NOT SEPARATE OR AN ADD ON
IS A VEHICLE FOR PRESENTING THE EXISTING CURRICULUM

PRO\/IOTES STUDENT ASSESSMENT OF PERSONAL CHARACTERISTICS WHICH
- CAN BE LINKED TO CAREERS

BROADENS THE STUDENT S KNOWLEDGE Or THE WODVING WORLD
INTRODUCES TT-IE ECONOMIC AND SOCIAL VALUES OF WORK TO STUDENTS
PROVIDES OPPORTUNITIES FOR PRACTICE IN DECISION MAKING

PROMOTES LEARNING BY DOING

HELPS TO ERIDGP THE GAP BETWEEN THE SCHOOL AND COMMUNITY

. DEMONSTRATES THE INTERRELATIONSHIPS OF THE ACADEMIC DISCIPLINES
DEMONSTRATES THE PRACTICAL APPLICATION OF SUB]ECT CONTENT

PROMOTES STUDENT INTERACTION WITH ADULTS

! A vo. 21
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1, EDUCATION SERVICE CEN'WER - REGION XVII MATERIALS AND RESOURCES.

‘As you begin to infuse career education concepts into the curriculum, you will

’ ' have a need for a variety of inslructional materials.” Many of these probably
can be found in your own school. The Region XVII Education Service Center
has a variety of services that can be of help to you. A brief description of-
each'is as follows: .

a. Media Division - Basically this division contains sixteen millimeter
- films, transparencies and audio tapes. A catalog of those materials
should be available in your school, In addition 'to the materials,“
members of the media staff can assist you in producing a variety of
instructional materials.

. b. Guidance Library - The Guidanc'e Library is a resource center and
' materials lending library for public school educators in Region XVII.
The library contains materials and resources in five (5) areas:

Guidance:

 Career Education
Drug Education
Vocational Education
Adult Education

-

- Region XVII public school educators are encouraged to borrow materials

from the library for the purpose of determining which materials can be
. S used effectively in classroom situations. Resources and materials in
the five areas are divided into five (5) sections: ’

Section I - Professional Books

Section 2 - Resource Documents

Section 3 - State and Federal Publications - , ‘
Section 4 - Materials - o : -
Section 5 - Assessment ' '

'Each of these sections contains a number of items which can be of use
in plarning and implementing career development experiences for your

- students. For example: The items in Section 2 contain several hundred
-titles of materials which have. been developed by teachers in career edu-
cation programs from many geog-ré"bhical areas of the country. Section 4
contains many types of books, filmstrips and kits which can be used in
the.classroom, S

€. ERIC Library- The Region XVII Education Service Center has a comprehen-

- sive collection of documents in the Educational Resources Information _

Center (ERIC) system. The following is a brief description of this system. -

_ (1). What is ERIC? :
0 . ERIC is a national information system dedicated to the progress of
education through the dissemination of educational research results,
. research-related materials, and other resource information that can
be used in developing more effective educational programs. Through
' : ' * a network, of_specialized_centers or clearinghouses, each of which is
Q . _ . . ' 3 1 , ) : -

23




|

rcepon ible for a par‘rlc,u]ar cduoatlonal arca, the inférmation is
monitor: d., acquired, evaluated, abstracted, mdcxou, and listed -
in ERIC rc.fcrcince"product s. These refcrcncc publications thus
.provide access toraports of innovative programs and Lthe most
significant efforts in educational rescarch, both current and
historical. '

Further, each clearinghouse generates news lc,tters bullc,tlns
blbhographles » research reviews, and interpretive studies on
‘educational suchcts to satlsfy the needs of the cducat10na1

area it serves,

(2). What Does ERIC Do ?

ERIC: ‘ ' - '
(a). coflects, stores, and disseminates information
- ~ on education, ‘ :
(b). furnishes copies of educat1ona1 documents at
‘ nominal cost, :
_ (c). prepares blbhographies and rescarch reviews on
- critical topics in education, and ,
d). . coordinates the efforts of decentralized 1nforma~

tion centers throughout the country
(3). Who Can Use,ERIC ? How Can It Serve Them ?

School Administrators - ¢ To -identify hew and significant
: : edu\catiOnai developments
¢ To apply new. management tools .
and practices to the local situation -
® To base budget estimates on the latest
research data

Teachers - k ® To obtain the latest information on -~
: ' preservice and inservice training
® To learn about new classroom tech-
‘niques and materials
® To discover "how-to-do-it" projects
for personal and professional develop-
ment.

Researchers ) ® To keep -up-_to—da'te on research in
' their field of interest .
e To avoid duplication.of research
efforts .- ‘
¢ To obtain full-text documents on
research -

32
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' Informatxon Specialists - @ To compile bibliographies on specific
educatmnal topics ‘ v
@ To search ERIC publications for answers
to inquiries
e To locate and order documents for loc*al
1nformat10n centers ¢

Professional
Organizations - ¢ To assist members in'keeping abreast of.
‘research in a specific area of education
@ To inform members of signiticant develop-
.ments or-documents in peripheral or.
related arcas of education
¢ To keep members up-to-date on informa-
tion systems

Graduate and Under- _ .
+~ graduate Students - © To gain access to the latest information
' ' for preparing term papers, theses, and
dissertations :
© To obtain information on career develop-
ment in educatlon I , .
e To build a personalized, low-cost litrary -
on education '

A featurc of the ERIC library which may be of use to you is the Computerized
ERIC Search’ System. Generally. this feature can permit a review of many
hundreds of documents in a wide variety of (*urnculum topics and areas.

The ERIC library and the search system are maintained by the Division of
Planning, Evaluation and Research at the Region XVII Education Service
Certer. Additional information regardmg the’ use- of LRIC can be obtained
from fhat division, ' »

S.E.I.M.C. : : -

The Special Education Inotructlonnl Materml Center is a rcsourcc area
for the educator working with special children. Teachcrs working with
any identified child in Special Education are encouraged to borrow
maicrials from the Center for use in the classroom. Through usc of the
material from the S.E.I.M.C. it is hopcd that an c,ffcc*tlvo evaluation can
be made so that materials purchased by your school are thosc that you have
found to be of the grcatest value in the classroom,

Materials in the center cover a variety of areas which are divided into the
followmg cccuon.J and codmgs o :

62 Language Arts
3 Social Studies }
64 Health, Safety, Phsyuial Education
65  Mathcmatics
66 Yocational Education and C’Ludancc
67 Arts :

33



. .
' 68 Perceptual and Motor Developrment
69 Science '
L 0] Test Materials’
Q ° : 06 , Curriculum Guides .
o : 07 Professional Books N
. " : v ' ¥
. A catalog of materials is available. Meambers of the S.E.I.M.C. staff
+can assist you in identifying, locating and obtaining materials vhich can
™ . be useful in the classroori.
- v
.

’ B
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2. OCCUPATIONAL QUTLOOK HANDBOOK

‘,

The Occupational Outlook Handbook is intended to provide the individual y&ith

information about occupations and to assist him with his career decisions. It

is @ bound volume of occupationa! briefs providing pertinent information ccncerning
: !

occupations in which over 75 percent of all workers in the United States are en-
gaged, Descriptionsyinclude the nature of the job, location of employment, '
training and other quaiifications required, employment outlook, earnings and

N

~ working conditions, and where additional information may be obtained.

3

The Ha: book service includes:
a. reprints of individual occupations which permit filing by occu-
pat;oﬁ in each counselor's- office as well as in the library, and .'

b. ‘supplementary charts illustrating occupational trends and ‘

guidance principles and concepts.

The primary contribution of the Occupational Outlook Handbook is in the field of
careey guidance and educational planning. The Handbook and related materials
can be used not only with students but also with parents in helping them counsel

their children,

i

U. S. Department of Labor ‘ - Your order must be accompanied by a
Bureau of Labor Statistics remittance in cash, check or money

1100 Commerce Street, Room 6-BO7  order made payable to the Superintendent
Da_l‘.las, Texas 75202 of Documents.

 Price: $6.85

. . ., .
] -
. ’ .

[ -

i .
v

; . . .
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3. ‘ dCCUPATIONS REIATED TO INTEREST AND ABILITY IN SUBTECT AREAS

36
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.
. .

Classroom'tcachcrs’in.Arkanﬁns practicine the concent of career
education have found that an ideal srrinaboard to infuse the vorld of
vork.irto their reguler curriculum has heen to use various entities of
bulietin boards or wall ideas. otivation of students tovards the
subject areas 1€ anparent as they discover the relevance of their lesson
as it ties in vith future careers. .

“rs., LaVerne Yuehn, tvto is résnonsible for collectine and illustrating
ttis boollet of bulletin hoard ideas, is currently Coordinator of Carcer
-Avureress at. Oal: Grove Elererntary School in the Pulasl:i County School
_ District. A carcer education rreoiect in erades 1-12 was initiated in the °
. .district durinz the 1972-73 school vear, usine exenplary funds couducted
under Part D of Public Law ®N-57F%,

e The teachers of Arlansas are indebted to 'irs. Yuehn for the time-
consunine effort of collectins and illustrating the folloving hulletin
board ideas.

. 1]
. oo f" .
- ’
‘ C P ﬁame.-;;/ Stn S
) . S S ﬁmes Dasher, Specialist
: ‘Exemplary Pronrrams
Pepartment of Fducation
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RESOURCE PERSONS

No two communities are exactly alike. There are many types of industries,
businesses, governmental structures in communities. There is also varlatlon
in size, population make-up and stability of the community. Despite .
" their differences, all communities have at least one thing in common, they all
have people. Some peopleare young, some are old. Most people are -
changing. woriking, producing goods, and /or providing services. Within this. .
pool of paiople lies a huge reservoir of career resources. The various ways
local people earn their living is significant.to every aspect of community
life. Work goes on in every community and therefor« local occupations are
the most convenient for observation and study. Properiy organized, the use
of representatives from these community occupations can be a great contri-
bution in making classroom activities more interesting and productlve in
meeting student needs.

The following materials are., de81gned to help you utlhze this 1mportant career
resource;

¢  Who are (What is) a Resource Person(s) ?
Simply stated, they are men and women who represent the variety of
occupations which are performad in the community. They come from
all occupational areas and .ikely represent differing levels of pre- .
paration. They may come from places representing local industries,
business, organizations, professions, educational programs, and related -
counseling and employment services.

» What Can They Contribute to the Classroom ? (Why Use Them ?)
Students can most probably receive many benefits from opportunities to
study many of .the community's occupations through the eyes of the '
practioner. In general, the types of functions resource.persons can
perform can be classified-as‘exploratory, informational, or motivational
as career planning proceeds for each student.

. What Are Some Techniques for Using Resource Persons ? :
The effectiveness of a resource person can be increased if preliminary
planning is given a high priority. Both general planning and specific
functional activities require attention. The form entitled, "How To
Use a Community Resource Person in the Classroom" can be used as a _

- guide and/or checklist. The forms, “Suggestions for a Classroom Resource

Person" and "Suggested Topics to be Included in a Presentation" give
additional areas to be dlscussed ‘
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2. HOW TO USE A RESOURCE.PE\RSON IN fHE CLASSROOM

° The objectives, advance planning, student preparation, follow-up activities,
- and evaluation of a Resource Person are very similar to that of a field trip,
which will be considered next. The steps which apply or do not apply are
- usually obvious, The present section will deal with a few details that are
applicable only to resource persons.

PLAN AHEAD

The resource person will want to know the directions to the school, the
length of the visit, the number of presentations to be made, the number

a : of students, and the .ype of room to be used such as classroom, auditorium.
cafeteria, or gymnasium.:In addition, he will need to know what kind of
audio-visual equipment is available for h1s use and what arrangements
should be made for lunch, (if any).

CHECK LIST
Educational Objectives

- ). Set '.major objectives
€). _ Preview and evaluate resources
@). Select minor objectives
@ ADVANCE PLANNING
. Secure administrative approval
Q). Contact the resource person
@). Work out details of the visit

PREPARATION OF STUDENTS.

(1).____Announce the upcoming visit

"(2)._ - Explain the purpose of the visit
@). Suggest things to ask about

- (4). Assign special jobs .

FOLLOW-UP ACTIVITIES

(1), Student reports
.. (). .Student projects
(3). Thank you letters /
. : ’ y
EVALUATION | | /
o (1). Were‘o'bjectives accomplished :
' Co Q). + _____Was time and expense reasonable
®3). Are future visits desirable
. , 98




SUGGESTIONS POl-l THE RESOURCE PERSON

Schoo! should be relevant to the world of work.  Your visit to our school
will serve to strengthen this emphasis. The fcllowing information and
sugyestions are offered to help you in planning your presentation,

' School Address:

Date Scheduled:

Tlmé to Arrive:

Length of Visit:

Number of Presentations to be Made:

Number of Students in each Presentation:

Type of Room to be Used (classroom, auditorium, cafeteria, etc.):

Bring something to interest the audience in your job. Example: If
you are a brick mason, bring a trowel, level, and two or three different

. kinds of bricks.

Display the items in easy view of the audience. Limit the number to
five or six items.

When' you are introduced to the class, tell them the name of your

~ occupation again. If a chalkboard is available, write your occupation

on the board. You also may want to list the names of the tools you
have brought. :

Discuss your work with the audience. Explain ways of using the
materials you have brought. Stress safety aspects. Relate your work
area to school experiences. Example: If you use math, explain how you
use it., If you must read and understand written materials, stress this.

Be sure to use simple language. If you wear a uniform or special equip-
ment in your work, wear it during your presentation.

Emphasize your work hours, your duties, special training needed for your
job, skills needed for your job and the environment in Wthh you work
(1ndoor ‘outdoor, etc.). :

99 -
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SUGGESTLD TOPICS TO BE INCTIIDED IN A PRESENTATION

Résource persons can provide -ate, current, and relevant information
regarding all aspects of their o osations. The presentation should include

- the following clements:

a. Emphasis on the interdependence of occupations within the career area”
(cluster) represented by the person. If possible the person should re-
late their area of work to others in the same field. :

b. Discussion on the typical situations or problems presented by their
occupations, the tools or knowledge necessary, etc.

c. Role-playing of some typical situations they encounter in their work.

d. Definition of the characteristics of the people they serve and the
individuals with whom they work.

e. Discussion of the effect, if any, which change and automation have

" had on their work. '

f. Discussion of how one advances or moves to other occupations W1th1n ‘
the particular career cluster. :

g. Description of the greatest personal satisfaction and the most serious
frustration in the work. :

h. Discussion of the immediate empli:yment situation in the career field
and project trends which may have bearing on future entry.

i. Review the different routes occupationally and/or educationally one
might take to get into the particular carecer, including licensing,
certification, and othetr special requirements.

je Allowance of time for relevant questions by student participants.

HOW TO BUILD A LOCAL COMMUNITY RESOURCE FILE (HANDBOOK)

There are many commumty resources - people, busmesses and interesting
places - that are willing to give some time to a few teachers or to a single
school. For this reasor‘{, it may be desirable for each school campus to under-

. take a community survey of its own.

SOURCES
a. Directories and Membership Rosters

There are several good sources of local community resources. One of the )
most useful sources is the yellow pages of your telephone directory.
Another valuable source is the local Chamber of Commerce. In addition,
most government, civic, and professional organizations are willing to
help the school if time permits. Marny clubs have speakers bureaus
which may be available to the schools. Historical clubs and societies
are also usually willing to help.
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Parents

Teachers can find many resource speakers and some field-trip sites by
taking a survey of parents. This can be done by a single classroom
teacher or by an entire school.

Teachers

Another source that is sometimes Q{/erooked is other teachers in the same
building. Retired teachers in the community are also often willing to .
serve as resource persons, '

Students

Teachers often discover students with interesting hobbies or unusual
talents in their classes. For years teachers have utilized the special
interests and talents of their students in their own classroom, however,
some teachers are now beginning to use students from other classes,
from upper grades, and from other schools, College students are also

“often willing to serve as resourCe persons,

101 |
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_ INDEPENDENT SCHOOL DISTRICT
CAREER ORIENTED EDUCATION

COMMUNIT['Y RESOURCE FILE QUESTIONNAIRE

In its efforts to offer the best education possible to all the chiidren of the dis~

trict, the ' school system is involved in many innovative and

_exciting programs. One such project is the Career Oriented Education Program,

which is designed to introduce the student to career oppoftunit‘ies in the com-
munity, to illustrate the interdependence of school subjecCts to each other and
to work community, and to involve every student more completely in the planning
and implementation of his vwn education,

Pareﬁtal and community involvement are two (2) vital elements in the Career
Oriented approach to total education. Your response to the following question-
naire would be especially helpful in making program activities successful,

STUDENT'S NAME__ SCHOOL
TEAGHELR'S NAME GRADE LEVEL
FATHER'S NAME___ MOTHER'S NAME
HOME ADDRESS HOME PHCNE
FATHER'S WORK ADDRESS  'WORK PHONE_
MOTHER'S WORK ADDRESS _ WORK PHONE

E)

A. Name and description of Father's occupation:

Name and. description of Mother's occupation:

B. Would you be willing to come to the school as a resource person to
explain some of the characteristics, duties and responsibilites of your
occupation: = Father: Yes No Mother: Yes No

Cc. Do you have sl>ides, films or collections that you would share and discuss
with students ? Father: Yes:. " No Mother: Yes No

D. Would you be available to assist your child's teacher on a field trip? .
Father: Yes No- Mother: Yes No

E. Could yoﬁ arrange fﬁor students to tour the facilities where you work ?
' Father: Yes No Mother: Yes No

. 102
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WHY FIEL.D TRIPS?

On—sitéMion of workers ‘performing their various duties can be a -
meaningfui experience in each student's career development. In many
school districts the opportunities for such observation is most readily
available by having students visit various work places in the community.
Field trips have been 1mportant instructional tocls for many years in the
edncational process. Traditionally, wherever a visit was mace to a site,
the focus was largely upor: the product or service the worker provided.
Field trips can become even more exciting and stimulating whenever the
worker becomes the major focal point. It is through contact w1th the
workcr as an individual that students discover what it really means to be
a teacher, plumber, banker, barber, farmer, etc. It is that revelatlon
which may remain with them lo.ag after job duties, entrance requirements,
employment outlock and othe: specifics have been forgotten: That type
of information can be obtained from many different reference services,

Or. the other hand, the impressions, frush‘atlons, successes, failures .
and satisfactions which a worker has in his job cannot be ‘so obtained.
As with all instructional activities a rationale for using them and a plan
for implementing them will have a bearing on their eifectiveness. The
followiny materials should help you to plan and coordinate f1e1d trip
activities:

- a. Why Should You Go On a Fleld Trip’)

To be worth the time you spend, a field trip must meet a speciflc _
need of the group. It can stimulate an activity, help in the search
for more information, or pull together diverse activities of a class
into a unifying whole. Field trips -can help your group:
(1). add to and clarify information by seeing and feéling
thinygs you read and talk about.
(2). learn to interview workers and observe how people
work together.
(3). see how adults carry out their responsibilities.
(4). correlate skills and other curricular areas with
. experience in meaningful situations.
(5). give children an oppertunity to work together out-
side the classroom, to meet friends in a different
atmosphere, to practice skills in human relations in
real settings. '

¢

b.;  What Kinds of Field Trips are Best For Your Needs ?
A field trip may be:
(1). within the school itself to get acquainted with the
building, the grounds and the personnel.
(2). in the school neighborhood to sharpen observation
- of the child's- 1mmediate environment. '
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(3). to another schocl to exchange experiences or to
introduce a group to another school situation,
(4). outside of his irmediate school neighborhood io
explore an urea ©f interest in a more distant part -
‘ ’ - of the city or i.s surrounding area.

Field tr1ps might be suggested to small groups or individuals for
exploration c¢n their own time. This may be the kind of suggestion
which leads ciildren and their families to explore an area of
interest related to a topic of discussion in the classroom. A new
ineract may develop into a new topic of study for the cless.

2. HOW TO PREPARE FOR A FIELD 3RIP

The fouowing are suggestions of things to do to get ready. Each group will
neca to work out its own procedures depending upon the needs and interests
of the group. However, there are some arecas of definite responsibility.
a. The teacher should be responsible for the following:
® guiding the choice of field trip and selecting the time at
which the children will profit most by the experiences —-
" offered by the trip. — . T
. investigating the situation, if possible taking the trip in.
advance, to become familiar with the place to be visited,
: _ the things to be seen on the way to and from the pl.ce to
. : ' be visited. :
® . obtaining permission for the trip from : :
tte principal before discussing it with the group,
the person in charge of the place to be visited, and
the parents of the children.

b. Much of the field trip experience can be cooperatfve ~planned. A
teacher and class can do the following: I
® list the things they expect to see and the questions they would '
like to have answered; Children may decide who wiil be responsible
for getting answers to their questions.

e gather information before the trip using books and audio-visual .
 materials, g
e discuss every detail of the trip such as: -~ ° . - ,
e time--date, hour of departure, time to be spent on the“frip.
® transportation -~ how the group w1ll travel and the safety
rules to k¢ observed.
® ¢roup needs -- social responsibilities of each individual as
a member of the group, the organization-of the.-group enroute
and while on the trip, the pos51b1e need for members o1 the
School Patrol,
e personal needs -- type of clothing néeded, need for lunch
‘ : - -special equipment or tools : S
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C. Suggested Preparation Sheet for Field Trip

(1). Occupational Study Area:

(2). Firm Name and Address:

(3). Firm or Person's Telephone Number:

(4).  Contact Person and Title:

(5). Thank you notes to:

(6). Prospcctive Date for Visit:

(7). Curriculum to felafe,to field trip:
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(8). Questions for the person interviewed:

(9). Unusual aspects of the occupation:

-
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HOW TO PIAN A FIELD TRIP

~ N fleld trip can be one of the most rewarding educational- experxences of the '

school year for both students and teachers if it is properly'planned. The
following is offered as a guide to planning a successful field trip. Each
teacher c~n adapt the suggestions to suit his own grade level, subject area,

d.

Contact the Resource

or administrative frame work.

Bducatxonal Objectives .~ ° : p
The idea for a field trip usually originates thh an instructxonal need or
objective.  If the teacher determines that the objective can be met most
efiectively by a field trip, the'site for the field trip is carefully selected.
The community resource is prevxewed and evaluated before the f1na1
selection is made.

After a particular site has been selected, it is then studied to see if
additional objectives can be met by the same visit. However, it is a
mistake to try to accomplish too much on a single visit, :-If the students
are required to take in too much information or are not given enough time

to see all that is going on, they may become confused rather than enhght-
ened,

¢ ‘

Advance Planning )
Once a site for the field trip has been selected the?e are five steps that

will help to insure a smooth tr1p Ty
(1). Secure administrative approyall (4). Secure p_afental
(2). Contact the resource } permission
(3). Arrange for transportation (5). Secure extra
’ L ~ supervisory help

if needed

Administrative Approval .

Any field trip which takes students .off the school campus must be done
within the framework of local school policy. The administrators will want
to know the purpose of the trip, the place, the date, and the time the

, students will be away from school, the cost, and the means of transporta~-

tion before'giving their approval for a field trip.

Ial

Most of the places that schools will want to visit-on a field trip are in
existance for purposes other than public education. For this reason the
school will need to consider the needs and convenience of the resource
to be visited., Some of the details to be worked out with the resource
contact person include the purpose of the visit; the date and time of the

. visit, the length of the visit, the number of students that can be accom-

modated, and any special procedures required by the resource such as
safety precaution or admission charge. A letter from the teacher to the
resource. is desirable to confirm the visit,
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Arrange for Transportation

. FPollow local policy and appropriate procedures.

Parental Permission

Most school districts require some form of parental approval before a
student is allowed to leave the school grounds. A form which gives the
place, date, time, and provides a place for the student's name and the
parent's signature is usually sufficient. For example:

has my permission to go on a school

Student's name

sponsored field trip to ' on .
. Place Date :
1975 from _ o'clock to o'clock,
Date s Signature of parent or guardian

Supervisory Help .

An adult for each ten or f1fteen students will usually provide sufficient
supervision on a field trip. The maturity of the students and the nature
of the field trip will affect the number of adults needed. Parents or ad-
ministrative personnel are most:often called upon for this kind of help. A
letter outlining the place, date and time of the field trip, the purpose of
the field trip, and the duties they are ex zpected to perform will help them
do their JOb more effectively.

Preparation of Students
Every field trip will require its own kind of student preparation. , There are
some steps that the teacher will almost alwyas need to take with Lty:he stu-

dents. -
(1). :Give details of the trip (4). Explain the ground
. (2). Explain the purpose of the trip rules for the trip
(3). Specific Observations (5). Assign special jobs

Details of the trip — The students will need to know the date, time, and

place¥of the freld trip, the length and the cost (if any) of the field trip.
These details arc, often given at the same time the forms for parental
permission are distributed.

Purpose of the trip - A discussion of the educational objectives and of how
the trip fits into the total instructional program willbe very beneficial to the
students

-Specifrc\ observations - During the preview visits the teachér will probably

notice several things about the resource that are particularly significant for
the class-and wi]l want to call these things to the attention of the students

Explain ground rulgs - The students should be made aware ofrules and proce-
dures for such matters aéboarding the'bus, conduct on the bus, departing the
bus, entry into the resource, conduct during the visit, safety precautions,
arrangements (if needed) return trip arrangements, and transportation home if
the field trip ‘ends after school is out.
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Assign special jSBs—SQecial jobs such as photographer, recorder, .monitor,
reporter may be assigned-ta. students if the field trip is appropriate and the
students are mature enough to de.the jobs. If the teacher plans on assigning
special jobs to students, they should-be given as much notice as posmble in
order to adequately prepare and equip themselves for the job, :

Follow-up Activities

There are several follow-up activities that will help make the field trip mean-
ingful. If anyone made pictures or recordings of the visit, they should be
presented to the clas Student reports are also appropriate in many cases.

Sometimes a great deal of interest is aroused by a field trip and many meaning-~
ful projects can be star.ted as a result of the high-interest. However, neither
the preparatory nor the follow-up activities should be allowed to turn the field
trip into a chore rather than an exciting event.

A letter of thanks to the resource and to the helpers on the trip will go a long
way to insure future trips.

Evaluation

After the field trip is completcd , it will be valuable if the teacher will take the
time to evaluate the trip. Were. the objectives of .the trip met? Was the trip
worth the time and cxpense involved ? Is there another place thatmight have
more educational value? Were the facilities adequate ? Was there a presenta-,
tion by someone from the resource: Wes the length of the visit long enough ?
Too long?

The answers to . these questions along with a brief'descrip_tion of what went on.
during the visit will be of great benefit to the teacher and to other teachers
for future planning if they are kept in a reference file.

Check List _ o

Educational Objectives : Advance Planning

(1). Set major objectives : (1). Secure administrative approval

(). Preview and evaluateresources (2). Contact the resource ,

3). Seloect site for field trip (3).____ Arrange for transportation

(4). Set minor objectives - (4). Secure parental permission
(5). ___ Secure extra supervisory help

Preparation of Students ' Follovtr—ug Activities

(1). __ Give details of the trip (1).___ Student reports,

(2). Explain the purpose of the trip (2). _ Student projects

(3). Suggest things to watch for . (3). Thank you letters

(4). Explainthe ground rules for the trip '

(5).  Assign special jobs

Evaluation

.(1) .____Were objectives accomplished

2(2) —_ Was time and expense reasonable
(3).__Are future trips desirable
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1. TLXAS EDUCATION AGENCY LEARNER OUTCOMES (SLIDE/TAPE
. PRESENTATION) =

NOTES
. Attitudes
Methods
Organization
2. LEARNER OUTCOME CATEGORIES (TRANSPARENCY PRESEN TATION)
NOTES
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S S R 'INSTRUMENT # 1

3. NEEDS ASSESSMENT OF CAREER EDUCATION LEARNER QUTCOMES

‘ISTRUCTIONS; Your task on this instrument is to rank order from 1 (greatest need) to 9 (least.
: need) by grade level, the nine areas of im;ﬁortance_in~preparing your students
for the world of work. '

Read the description for each of the ning areas first and then put a "1" in the
blank next to the area where your typical student most needs instruction., Use-
column # 1, the individual rank column, for this-activity. Place a "2" in the
blank next to the area of second greatest need, and so on. Area’s which you
think are inappropriate for your students should be ranked last, of course.

Grade Level (Circle One) K-2 3-4 5-6 7-8 9-10 11-12

#1 |2 143
lind.{grp.|grp. : ’
rankitotalirank| - CATEGORY : DESCRIPTION
Career Planning anc Decision Makingi-'-'lilis area includes those skills nec~
+ essary for setting personal goals, planning for achieving those goals, and '
using ra_tional decision-making skills to reach those goals,
Career Information--This area includes the skills for obtaininé career infor-
- , - mation and a knowledge of enough careers to h_ave a broad view of the
‘_ whole realm of work. " ' - '

Job ’Aqluisi'tion and Retentibn--'lhis area includes the knowledge and skills
one must have not only to locate and apply for a job but also to keep that job,

.

" Attitudes and Appréciations for Career Sudcess-—This area includes those .
- attitudes about work which are basic to the work ethic in America.

-,

Skills in Human Relationships for Careers--This area. includes all of the
skills necessary. for successfully working with and for others such as thq_‘;
ability to work in a group, to be a leader and a follower, étc.

Self-Investigation and Evaluation for Career Success—-This goal includes
the abilities which permit a student to examine and assess himself rela-
tive to careers and to develop a positive self-concept,

Personal/Work/Societal Responsibilities--This area includes those under-
standings of the responsibilities of work as they relate to one's self,
fellow workers and society as a whole, :

Economic Factors Influencing Careér Opbdrtuniﬁr-—'l‘his area inéludés basic
understandings of America's economic systemand how that systemrelates to
the individual worker., ' '

s 5

Education/Carecer Opportunity Relationships--Thié area includes the-'ability
. _ to use and understand the need for those skills of communication and math
) . basic to functioning in this society, . . g ) ,
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INSTRUMENT # 2

NEEDS ASSLSSMENT ANALYSIS

§
In order to help you interpret the results of your summary of Instrument #1, it is nec-
essary to provide you with some standard of how these categorics should be ranked on
each grade lev;al. Though no direct empirical data currently provides this rankirfg,
an analysis of the goals by grade level grouping. has i)ee_n developed according to an
interpretatiqn of existing indirect empirical data coupled with a knovgledge of geﬁerally

accepted theories of career development. Until such time as more pertinent data is

generated, these observations are all that can be provided to you. You are encouraged

to disagree with these rankings,

For each grade level grouping, the theoretical rank ordering has been displayed with ‘

corresponding blanks provided for the rankings as determined by the responses of your

teachers. The nine categorieé may be loosely divided into three groups. The top three

categories represent those goals which deserve greatest’emphasis_in instructional

activities at a given grade level grouping, the next three categories represent those
: “ ' : : - :

goals which deserve only a moderate emphasis, while the last three categories re-

preser.t those goals which merit the least emphasis. Deviiatiéns from these’'groupings
in the rankings by your teachers should be closely reviewed to determine the cause of

that deviation.

N
7

In the first three grade level groupings (K-2, 3-4, 5-6) deviations usually are a result

of teachers trying to prepare students with skills and }/:nowledges which are incompati-

L

ble with their stage of career development. In the last three grade level groupings

(7-8, 9-10, 11-12) this may be the case, too, However, an additional possibility
may be that carcer development skills which'should have been gained carlier in a

student's education were not, and a condition needing remedial action exiéts. -
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INSTRUMENT 4 2

‘ Theoretical
Grade Level Grouping: | K-2 : ‘ Ideal
: . Rank -
‘ Theorctical Ideal Ranking District Ranking - Number
‘ (write in category name) ‘

1. Attitudes and Appreciations 1. )
2. Skills in ITuman Relationships 2.
3 Personal/Work/Socictal Respons. 3.
4. Education/Carcer Opportunity Rel. 4.
5. Self-Investigation and Evaluation 5.
6. Carcer Information i - 6.
7. Economic Factors Infl. Career Opp. 7.
8. Career Planning and Decision Making 8.
9. Job Acquisition and Retention 9.
Grade Level Grouping:.} 3-4
Theoretical Ideal Ranking

‘ 1. Attitudes and Appreciations T
2. Skills in Human Relaticnship 2,

. 3. Lducation/Carcer Opportunity Rel. 3.

4. Personal/Work/Societal Respons. 4,
5. Self-Investigation and Evaluation 5.

‘ 6. Career Information " 6.
7. Economic Factors Infl. Career Opp. 7.
8. Carcer Planning and Decision Making 8.
9. Job Acquisition and Retention 9.
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- INSTRUMLM™ 4 2

- - _ ' , Theoratical
‘ Grade Level Grouping: | 5-6 Ideal
: ! ) Rank
Theoretical Ideal Ranking . District Ranking Nuinber
’ ' ' (write in category name)
1. Skills in Human Relationship 1. )
2. Education/Career Opportunity Rel,’ 2,
2. Personal/Work/Societal Respons. 3.
4, Attitudes and Appreciations 4,
5. Self-Investigation and Evaluation 5.
6. Career Information 6.
7. Economic Factors Infl. Carecer Opp. 7.

o]

Carcer Planning and Decision Making 8.
9. Job Acquisition and Retention 9.

Grade Level Grouping: | 7-8

Theoretical Ideal Ranking

1. Self-Investigation and Evaluation 1.
2. Career Inforination _ 2,
3. Education/Carecr Opportunity Rel. 3.
' . ~ .
4, Skills in Human Relationships 4,
5. Career Planning and Decision Making 5.
6. Attitudes and Appreciations, =~ ° 6.
7. Economic Factors Ihfl. Career Opp.-’ 7.
8. Personal/Work/Societal Respons. 8.
9. Job Acquisition and Retention 9.
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INSTRUMENT 4 2

p——— Theoretical
. Grade Level Grouping:| 9-10 ‘ . Ideal
Rank
Theoretical Ideal Ranking ‘ District Ranking Number

‘ _ (write in category name)
1. Carecr Information | ' 1.
2. Economic Factors Infl. Career Opp. 2.
3;. Larcer Planning and Decision Making 3.

4., Self-Investigation and Evaluation 4.
5. TJob Acquisition and Retention 5.
6. Skills in Human Relationships 6.

~J
¢

7. Education/Career Opportunity Rel,
8. Personal/Work/Societal Respons.
9. Attitudes and Appreciations

O
b

Grade Level Grouping:| 11-12

Theoretical Ideal Ranking -

‘ . 1. Career Planning and Decision Making 1.,
2. Job Acquisition and Retention .2
3. Lconomic Factors Infl, Career Opp. 3. _- /

4, Career Information . 4,
5. Self-Investigation and Evaluation 5.
, 6. Skills in Human Relationships 5.
7. Education/Carecr Opportunity Rel. 7.
8. Personal/Work/Societal Respons. 8.
9. Attitudes and Appreciations 9.
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I. Goals . Objectives and Learner Outcomes
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' C. Learner Outcomes _ . L ' ' T I _:"'\
. Consider top 3 cz -gories and Learner Outcomes in those categories K

appropriate to group topic. (Refer to Needs Assessment Instrument ¥2
and TEA Basic Learner Outcomes Document ) : _ - .

0y . .
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vI. Subject Content Tie~In Activitids SRR o Ve

A, I.anguage Arts (one activity)

B. Math (one activify) ' ) B
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D. Social Studies (one activity)

[
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. B, Other Subject Areas (one ajctivit?) - (Art, Music, Industrial Arts, etc.)
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1.  CARLER ORIENTED EDUCATION |
) CURRICULUM INFUSION FORMAT

INTRODUCTION
A brief one (1) or two (2) paragraph statement that explains the curriculum topic

and its outcomes. , s

I. Goals, Objectives and Learner OutCOmes‘
A. Teacher Goals (General Statements)

Written starting with the word "to", these goals explain
what the teacher hopes to accomplish with the student.

Example: To expand the student's attitudes about the
work community and his reiation to it.

B. Tlearner (Behavioral) Objectives

These objectives are a statement of measurable student
' behaviors.

‘ : Example: The student will be able to list a minimum of
: ten (1) workers whose jobs are directly related to the
~ building construction industry.

C. Llearner Outcomes
These are derived from the Texas Education Agency document -
N Basic Learner Outcomes for Career Education which lists
177 1éarner outcomes that attempt to define.career education
in terms of the skills and characteristics a 17 year old’ high
school student should have in order to successfully enter
and participate in the world of work. These 177 outcomes
are grouped under 9 basic categories which can
. be traced back to specific elements of the Goals for Public
School Education in Texas.

-~ Schools and individual teachers determine which learner
outcomes are relative to specific grade levels by ranking
the instructional needs of students within the 9 basic
categories that are important to successful career

develo pment
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II. General Information-

[ A. Definition of Terms

Defined under this heading are those key terfns that are used.

Example: Construction: The act or process of constructing;
the business or work of building. ' '

B. Vocabulary

Vocabulary terms that relate to the topic of study are
suggested here,

Example: Floor Plan, Tabor Union, Blueprint

II1. bccupationai Information and Description

Job Facts: Information students and teachers can find out
from each worker studied. This information can be found
by researching in the Occupational Outlook Handbook, the
Dictionary of Occupational Titles, occupational briefs,
library sources; or by interviewing and observing. "

’ - Example: A. General I:escriptfion
~B. Job entry
C. 4 Genera~1 requirements
D. Working conditions ‘and benefits
N Occupétional listings

IV. Motivational Activities

These include methods, activities and mate;ials, used to
motivate the student and interest him in the topic.

Example: Take the class on al_field trip to 4a construction
site in the neighborhood.

Show a pbrdpriate films.

Make a bulletin board display.
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Display books and materials. ,

. Involve students in planning the topic'and selecting one (1)
~area to investigate

Collect floor plans and blueprints.

V. Researchl and Study Activities

1

" These activities are designed to stimulate student interest
‘and to relate the topic more closely to individual needs and
interests. Through these activities, students and teacher
investigaté work roles, job characteristics, duties, etc.

Example: Give an interest inventory or pretest.

Do research projects on interest areas.
’ w

- Discuss high costs of large equiprnent.
Make vocabulary and occupational listing charts.

- Involve students in planning a topic and have them select
one area to investigate.

- Discuss job chaxjacteristi'cs""and personal qualifications.
VI. Subject Content Tie-In Activities

, The‘se suggestions are for activities that can relate subject
- .content to the topic and show the applications of subject
content to the work roles discussed.

LA

A, Language Arts

Example-. Make telephone calls Into the community to obtain
information.

Mafce oral reports.
Role play occupations.
B. Math

Example: Compute prices of materials in making "bids".

. Draw floor plans to scale.-

DisCuss applications of math skills to construction industry.

127

115




C. Science

Example: Discuss applications of sc1entif1c knowledge to the
building trades.,

Talk about materials and their properties.

Study tools and equipment.

D. Social Studies
Example: Define the terms, labor union and collective bargaining.

Compare and contrast modern construction materials and methods
with those used long ago.

"E. . Other Subject Areas

Example: Art - Make a mural of building activities.
VII. Hands-on Activities T

Plan activities that help to stimulate characteristics of work role’
’ : duties as closely as is possible.

Example: Divide into construction companies, select a 'project'.,

price materials and prepare " bids". T

~

" Make question and answer boards from plywood.
Build models of house plans.

Plan and construct playground equipment.

3

VIII. Resource Persons

The purpose of using resource people from ‘the community is to:
promote community involvement within the educatioral proce ss,'
) ~ help close the "credibility gap" betwee*i the school and the commu-
; ' nity;. provide students opportunities to consider how workers:
feél; and provide opportunities for students to experience personal
‘interaction with adults -
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IX. Field Trips

The purpose of conducting field trips is to: demonstrate the
Interrelation of the school and community; promote community
involvement within the educational process: provide an
opportunity for students to see "real" pzople using classroom
subject matter skills and concepts in work roles; and provide
an-opprotunity for students to "feel" work settings.

X. Role Playing

Role playing activﬂ:ies are those activities in which students
participate in simulated work. situations, utilize occupational
characteristics, and experience a number of work roles.

XI. Guidance

Guidance services should he available to all students because
of the vital function it has in"a Career Education Program.
Guidance activities provide for: opportunities for social inter- -
action and decision making; assessment of individual contribu-
tions and feelings; students to discuss feelings experienced

as a result of role playing and other career education activities

' ' and the encouragement of students to assess theair likes, dislikes,
strengths, and weakne‘sses in terms of career choice and dec¢ision
making.

XII. Follow—up Activities

These are used after the topic has been prese'lted to help reinforce
‘what was learned.

'Example: bisplay projects and materials.

Use vocabulary and spelling words in spelling games.

XIII.' Materials, Supplies and Equipment

Su'ggest. the items that might best be utilized in the topic activities.

Example: poster paper . magic markers
rulers ; " construction paper
square ‘crayons
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XIV. Evaluation
Q A. - Self-evaluation

This section assesses the effectiveness of the teacher’'s plannmg '
utilizing methods and materials, etc.

Example: Did I maintain a classroom atmosphere conducive to
learning ? : '

Did I generate the maximum'll.evel of interest and participation?
Did I program activities so as to individualize instruction?
B. Observations o&\the Student | ‘
Included here are sugge»vStions for gerteral obser\;ation of behavior.
Example.: Observe the student's use of cemmunication skills.
Observve for evidence of individual research ar_1d task completion.

C. Written Evaluation (Pre—Posttest)

‘ Example: Name ten (10) jobs you can think of in the construction
- industry. o

.Describe the duties of each.
" (Refer to B-ehaviora’l Objectives)
XV.' Resource Materials and Bibliography
A, "~ List b;oks pamphlets, perio&icals briefs, booklets, audie visual

and other materials which are used for research purposes and topic
development

B. Include addiesses of additional sources of information and materials
to which situdents and teachers can write or refer to.

F - . 130




2a. CARLER ORIENTED EDUCATION (ELEMENTARY EXAMPLE)

® | ' mE scHOOL , o

GRADES K & 1

INTRODUCTION

Although most children have been to school to visit, they will not

necessarily be familiar with the school that they will attend. The actual physical - .

b
4

plant a_nd.the_ pefsonnel eméloyed are not familiar tq the children, .The school, as o

a topic of study, can help children to develop positivel attitudes toward schoo_l

which they can carry with-them throughout kiridergar'g’en, their firét‘ year in school, |

and perhaps, throug.hopt life. This stﬁdy of the school isbwrittt:en baéically tc: orient

children to school activities. The child's knowledge of his world is extended even
0 further as he is 'preser_1ted with. information concerning the schocﬁ and its staff and

. N
as he becomes aware of his role and his job in school in relation tc other people.. .
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Yy

I.

Goals,

A,

Objectives and Learner Outcomes

Teacher Goals

1.

10.

"To broaden students’ knowledge of the functions and operations

of the school.

1

To stimulate students respect for persons regardless of their
occupation.

To familiarize students with the.layout of the physical plant
of the school.

To increase the student's knowledge of his role in relation to
the community.

To give the children additional opportunities for 1dent1fy-1ng
thehﬁ self—characteristics in relation to those of school workers.
To enable students to develop an awareness of the need to be
responsible. '

To provide opportunities for a child to see the need to cooperate
with others. : //
To develop an awareness of a need to respect the property and
rights. of others.

To provide opportunities for a child to see the need for safety
at school <

To generate in the child a knoWIedge of the need for 1earn1ng to
read.

Learner (Behavioral) Objectives

1.

20

'At the conclusion of this topic of study, the student will be

able to define the term school to the satisfaction of'the teacher.'

At the conclusion of this topic of study, the student will be
able to name five school positions to the satisfactlon of the
teacher, :
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3. At the conclusion of this topic of study, the student will be
" able to describe the duties of three schcol positions to the
‘ o ‘ satisfaction of the teacher.

4, At the conclusion of this topic of study, the student will be
' able to arrange the grade levels from kindergarten thrcugh
¢ _ grade six in their : ~spective order to the satisfaction of the
teacher. '

5. At the conclusion of this topic of study, the student will discuss
© the difference between the teacher's role, the principal’s role
and the custodian's role to the satisfaction of the teacher. ~

6. At the conclusion of this topic of stucdy, the student should be
- able to read the title over his dwn classroom, the boys' rest-
room, the girls' restroom, the principal's office, the cafeteria
and the library to the satisfaction of the teacher,

7. At the conclusion of this topic of study, the student should be

able to name five ideas for safety on the playground to the satis- ..

faction _of the teacher.
C. Learner Cutcomes
’ 1. Persona l/Work/Societal Resbonsibilities

a. The student should demonstrate appropriat2 behavior
for working with or without supervision and for working .
1ndependently or. with others

b. The student should be able to discuss what he feels
- might be the consequences to others and himself if
he doe's not practice géod work habits.

c. The student should be able to give exampies of
irresponsible behavior on his part and indicate
(I} what the consequences were and (2) what he
might have done In the situation to exhibit
responsible behavior.

. . d. The student should understand the cor{sequences for
non-compiiance to modes of behavior determin d by
the society. : e
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The student should be able to identify respOnsibthttes
which he would have to himself and respon«ibilities he
would have to fellow worLers when performing a task or
job.

The student should be able to give several examples'
of good work habits, such as punctuality and planning

one's work.,

The student should. upderstand that non-~participation
and/or destructive acts Qan.threaten the rights of others,

The student should bg able to identify good safety habits

‘which would apply on the job as well as at home

[

Attitudes and Appreciation for Career Success

a.

" The student should be concemed with the concept “of -

quality in relation to 2 task or job

The student should possess a positive attitude toward
the quality of his work inh a given area, displaying the
awareness of an enricheq self-concept due to this
quality.

The student should wan' to work for personal satisfaction

‘and independence.

-

The student should upderstand-the importance of staying T
with a task until it is completed,

The student should demOnstrate his development of _
positive attltudes toward specific occupations, under-~
standing their usefulpess, and dignity within society.

Skills in Human Relationships for Careers

.4a.

'

The student should be able to understand the difference _ -
. between the relationship of a worker to a superior, and '
of a worker to a peer,

The student should be able to undefstand why it is

rnecessary to exhibit *good" manners both on-the-job -
and in social relationships,

-
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c. The student should dlsplay a posxtive attltude toward
all ipdividuals working and enjoying the fruits of their

. ] labor regardless of race, rehglon sex, ethnic, or socio-
ecoromic origin.

- '

d. The student should display respect for people: of differerit
‘races or ethnic origins. - .

‘II. " General Information
\.

A. Definition of Terms . |

1. School ~ A school is an institution for the Instruction of
_children., y
2. Teacher - One who teaches, especially one hired by a3

school to teach or impart knowledge, instructions or skills

3. Stude-nvr - One who attends a school, college or u'niversify.

»

B. Vocabulary
School

Teacher

Student ' S
Principal ' '
Cafeteria

Librarian

Secretary

Kindergarten

Elementary

L 10, Nurse

11. Superintendent

12, Cook

13. Custodian

14,  Bus Driver

O OND U BN =
.

.

| III. Occupational Information, Descri‘ption and Listings
A. Gzneral description
"Schools have been in existence for thousands of years. Early Greek
" and Roman schools were attended by boys only and were held in the
open air. In 570 A.D., the schools passed into the control of the

, Catholic Church. Gutenberg's invention of the printmg press between
@ - 1438 and 1445 gave schools and education a new tool wi;h which to
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_teach. Many schools in the Middle Ages were run by the guilds which

! were trade organizations similar to present-day trade unions. : The
first known public school was founded in the Netherlands in the -
1300's, The colony of Massachusetts was the first to start a system
of schools (-1n by the government and supported by the public for all

‘~children. TCarly American schools were modeled after English ones.

Public elementary schools flourished in the United States in the
18th Century. The tradition of public'education continues today.
At the present, about three out of ten people of all ages participate

In the educational process as students or teachers. Many more read
and study on their own. -
Teaching, especially elementary school teaching, is the largest
field of professional employment for women and is an expanding one
for men. In addition to the large number of classrcom teachers

there is a large number of special teachers, principals, supervisors.

" and superintendents working in both public-and’ptivate elementary
schools. Other professional people in the elementary schools include -
librarians, dietitians, and paraprofessional teachers! aides. y .

Besides these professionai workers, many people are involved as

support personnel in elementary schools. Non-prof essinnal workers

include bus drivers, tafeteria workers, secretazies, clelits, main-
tenance workers and, custodians., Their services are vital to the
smooth functionidy and normal operation of tke school.

Job entry and preparation

e

- A person decsiring employment in th~ field of ecucation should check

the necessary requirements for the particular job he desires and pre-
pare himself for the job whether it involves professional college

training graduate study, vocational school training or generai know-~
ledge'and experience’.

General requirements N

Nl

Every state in the United States requires. public school teachers

_ have a certificate and some states also require parochial and private
school teachers to be certifled, Certification requirements vary
from state to state, but the most common requirements are four years

- of college training with a certain amount of profes ional education
courses. ) ~ : ’
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Other professional personnel must fulfill certification requi‘rements
In order to be qualified to hold a job in a school systers, Indivi-

. dual states and school systews within the state may have different

requirements for professional workers.

Non-professional workers such as cafeteria workers must meet Health
and Sanitation qualifications and have a recular physical examination.
Bus drivers must meet licensing requiremes:.. and maintain a good driving

record.

Working conditions and 'benefits'

Teachers and others who work directly in the schools may expect
to work fairly regular hours and have liberal designated holidays.
One drawback of the teacher's job is that she regularly must take
work home with her after regular school hours in orcer to make plans,

. grade papers, prepare assignments, and so forth.

Other school workers such as custodians and cafeteria workers have
regular working schedules which may involve their arriving at schoo)
early in the morning before students and other workers must report.

For a person dedicaied to working with children and interested in
helping them learn more about themselves and the world in which
théy live, teaching and working. directly with the elementary school
is an excellent choice of an occupation.

Occupational listings
1. - Teachers .-
a. Kindergarten and nursery school

(4" Some schools. require formal college prepwration
or else spzcialized training in child development.
Public school Kindergarten teachers are required
to have a college education. In this, as in
other positions in education . patience, under-

standing, ent"xusiasm and energy are required for
success,

(2) Teaching duties include the following:

(a) Instruction in good health’'and safety
habits.

b
(M
~3
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(b) Instruction in basic math procedures (counting
straws, reading calendars and clocks, students'
weighing themselves, etc.) -

(c) Introduction to reading made through story telling"
and plcture books. -

(d) Introduction to music accomplished through sing-
ing and dancing.

(e) Emophasis on student relations, fostef‘;ng communi-
cation and satisfactory adjustments,

b, Elementary teachers

(1)

{2)

(3)

A minimum of a Bachelor's Degree with a certain
number of hoirs in education, plus student teaching
experience as part of the curriculum is necessary
for certification in this field. It is highly important
that the teacher enjoy working with children and
delight in their enthusiasm, curiosity and energy:
The elementary teacher must be able to talk to
children on their level with no element of condens-
censcion toward them. '

The classroom teacher is responsible for basic
subjects and utilizes various types of equipment
aid visual aids to make presentation of the lesson
more stimulating and effective.

Ideally, the teacher ma‘ntains good lines of communi~-
cation with parents and community.

Special teachers

i

Teachers of exceptional children
(@) Such a position involves highly specialized
college preparatioa to deal with problems

of this area.

(b) This teacher»must be especially patient
and skillful in her dealings with others.
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(2) Teachers of physical education

(@) In this field, an individual is chiefly concerned
‘ : with the physical (and mental) well-being of his
students. This person must have special train-
ing In planning and handling the activities and
exeircises. .

() A great amount of energy and enthusiasm js
demanded by this position.

(3) Teachers of art and music

(a) These positions require special prepératlon in
art eénd music education

(b) Acting as consultants and resource pe 6’p1e these

teachers suprlement the regular program of art
and music in the classroom,

(4) Teachers' aides and paraprofesslonals-

A
() Some training or °pacial prepdratlon is necessary
for this position.

‘ ' (b) Duties ccuter on clerical and professional assistance -
‘ of classroom teacher in her duties.

(5) Teachers of speech

(@) A minimum of a Bachelor's Degree is required
here,

(b) Associated duties include: identification of
individual problems, referral of severe problems

to proper attention, and administration of basic
speech exercises,

2, Associated parsonnel

Librarlans'

1., A Bachelor's Degree in Library Science is a necessary
prerequisite for this positiqn.”

_ 2. The librarian's duties raust include: planning or physical
arrangement of library, assisting readers, selecting and
Q purchasing supplies, supervising use of. audio-visual aquip-

ment, and organizing reference materials,
139
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3. Spzcial pzcsonnel (nurses, counselors. social workers, etc,) .

4

a,

School nurse

(1)

(2)

Depending upon the school the nurse may be a
Registered Nurse, Licensed Practical Nurse or a
volunteer parent or aide.

Among the duties of the nurse: treatment of minor
medical problems, administering and supzrvision of
tests (hearing, vision, etc.), and advising on
health problems. ' :

Counselors

o

(2) .

Educational and experience requirements vary widely
from state to state. :

Couase'ors are involved in testing and evaluation of
students, advisement of career and education problems, ’
Many times they are expected to solve or mediate communi-
cation problems the student may have with home or school.

School psychologists '

)

(2)

)

A minimum of a M.A, Degree is required.

Thelir work is usually directed toward helping the
emotionally disturbed, delinquent, the -traunt or
so-called " problem child"- or preventing his prob-
lems before they occur.

Also, they work to aid teachers and administrators
in understanding psychological con¢epts of their
students.

Visiting teacher (schecol social worker)

Y

12)

Requirements of education and experience vary from
state to state.

Student problems affecting performance and attendance
are the main focus of this position, This position
involves concentration on community-and family situa-
tions as they affect the student in school. With this
special-knowledge of the student's home problems, the
teacher is able to inform and essist other staff members.
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Principals

a. This position requires a minimum of a Masters  Cegree
" in Administration. Ideally the principal shouid be a
‘person well-suited to working with 'a varlety of pzople
and adapted to solving numerous problems associated
with the school.

b. Responsibility for all activities of the scho-l rests
on the Principal, including the selection and support
of teaching personnel. Also, the Principal acts as
the administrative link between the policy-making
Board of Education and the active personnel in the

" schools. :

1

Superintendents

a. Depending upon the size of the system, minimum
requirements may vary from Master's Degree to the
Doctorate level of Administration. A wide range of
educational exparience in all phases of the field would
be advisable for this position:

b. Basically, he is a top executive in a large enterprise
with most of his attention directed toward the educational
policy of his system.

Supporting personnel

a. Office pzrsonnel

(1) Ordinarily this position requires no specialized
training beyond general secretarial skills.

(2) Duties would include the following clerical
activities.

(@) Responsibility for all telephones
(b) Responsibility for public address announcements
(c) Responsibility of Principal's correspondence

(d) Responsibllity for filing of school records
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(i)

Responsibility for processing purchase'orders .
of supplies and equipment

Responsibility for greeting and welcoming
visitors and the public

Responsibility for handling school attendance
records (ADA)

Responsibility for handling school supplies
for classroom use (paper, pancils, crasers
chalk, etc.)

Responsibility for mimeographing materials
for teacher..' use.

b. Cafeterla personnel

()

(2)

Dietician

(a)

(b)

Educational requirements include a Buchelor's
Degree in Home Economics with concentration in

. food preparation and planning.

Duties would include: planning nourishing,
appetizing and wholesome menus at low cost,
and suparvising all aspzacts of food preparation
from selectlon and purchase through actual

- serving of meals.

Cook

(a)

(b)

Experience and education requirements include a
high scheol or vocational school education and
the most important requirement -- cn-the-job
training. Spacial requirements would be a

close attention to personal cleanliness, a

keen sense of smell and taste and ability to
coopzrate wit&r’group. Health Department

' regulations demand perlodic personnel medical

examinations., Observance of State sanitation
requirements for personnel and plant is necessary.
A certain amount of physical activity is involved.

This job involves the actual preparation of finished
meals from the prepared foodsiuffs.
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(3) Cook's he.lpers

(a)

On-the-job training and experience would be the
most important preparation for this job. This
position is a fairly active one as tasks involving
a degree of physical strength are involved,

Various assignments in this area:’

Food preparers (organization of food and utensils
to be utilized by cooks)

. 2

Food servers (handle actual dispensing of food)
for cleaning of utensils and facilities: also, they
must see that equipment is ready when needed)

~ Ordinarily thesé various tasks are rctated among

kitchen parsonnel so that no one person handles
the same duties continuously,

Maintenance Staff

a, Chiéf custodian

(1) His education and experience preparation for this
position would involve a vocational education and

a variety of actual work training. A custodian must
have a knowledge of all phases of maintenance, As
this job involves physical labor, strength and energy
are definitely required.

(2)

Cleaning and maintenance duties are the main concern
of this job, Yarious duties involve:

(@)
(b)
(c)
(d)
(e)

0

Changing light fi_xture-s
Replacing pencil sharpeners
Making plumbing repairs

Emptying and disposing of waste

"Maintaining and caring for lawns, shrubbery,

and landscaping

Making minor repalrs such as replacement of
broken glass and damaged items.

143



(@) Regulating heating and couling of p"xysical
plant, .

(h) Raising and lowermij flag.
8. Transportation (school bus drivers)

a. No specific educational preparation is needed, but
applicant usually has to pass both written and physical
examinations. Special requirements are an opcrator's
license and a minimum one year's driving experience.

. The mcst important requirements are good vision, steady
nerves, quick reflexes, excellent coordination, a sense
of humor and friendly disposition.

b. Duties: the driver is responsible for the safe trans-
portation of students between home and school and he

is responsible for maintaining good oparating condition
of his bus.,

IV.  Motivational Activities

A.

Show a film such as "Going to School is Your Job". Follow with a
class discussion with the children talking about what was seen in
the film and how this applies to their daily lives, This activity
might be a good stimulus for an oral language activity such as the
snaring of parsonal experiences and feelings about bChOOl and
school workers.

Show an appropriate filmstrip and Iollow with a class discussion.

Take a tour of the school facility and playground. Discuss rulee to
be followed in the building before beginning the tour. Introduce the
children to the principal, secretary, custodian, cafeteria workers,

librarian and teachers' aides. Discuss the fact that there are other

teachers in the building. Note the titles above each door and the fact
that a certain combination of letters spzll these words. After the
tour, hold a class discussion about the parsons the children met and
their respzctive titles. When returning to the children's own class—
room, note the name and number of the room. Also, discuss safety

. rules that would apply with different equipment on the playground.

(Reinforce these ideas when the opportunity presents itself.)
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Introduce a resource parson either to discuss the school or a work -
position in the schonl. This can be done usmg several different
persons on different days.

Hold a class discussion of school perzznnel, listing 1deas on the
chalkboard. This will help to determine the student ' knowledge of
the scHool and its op=ration,

Prepare a design of the schooal plam. Discuss the different areas,
beginning with the classroom where the children are located. Let
the class draw pictures of the school building. (This could be an*
outdoor activity.)

Make adisplay of library books and other materials related to schools

"and school workers. Encourage the students to look at them during

their free time.

Make pictures of the school personnel. Place them in a bulletin board
display.  Label them according to their respective titles. Let the
ch:ldren discuss which of these parsons they have seen. - Introduce
those whom the children do not recognize.

Gather.and display various "' tools-" of school workers and call the

‘classes' attention-to the display. Some "tools" that might be used

are the teacher's pencils, chalk, record books and stencils; the
mixing spoons. forks, and bowls of the cafeteria workers; the
stenographic pad, pencil and attendance book of the school secre-
tary; the gloves, broom and other equipment used by the custodian.
These could be used in vole-playing activities.

Research and Study Activities

A.

After various work roles have been identified, introduce role playing
activities to the class. Sel up different situations involving various
workers and school personnel and have the children interchange roles

so that they experience feelings related to each one. Some ideas for
role playing are:

1. You are the school secretary, and a student comes to you to

tell you that he is tardy, what would you say ?

2. You are the school custodian, and someone has thrown papar on .
the restroom floor. What would you say to the next student coming
into the restroom?



" an office, a cafeteria, a library, restrooms, and.classrooms.)

You arc a cafeteria worker who is responsible for the cafeteria

tables, and someone has just spilled their milk. What would you
say? - : : .

4, You are the librarian, and students have stacked the library books
on the shelves in a disorderly fashion. What would you say to the
class? ' '

5. You are the bus driver, and children will not remain seated on th2
bus. What would you say?

6.  You are the principal, and two boys have been throwing rocks at
each other, What would you say ?

. Let the children help with calling the roll =ach day by designating -

one person to tell who is absent. Discuss the fact that this is one
of the teacher's duties. ’

Direct the children in counting the number of boys in the room, the
number of girls in the room, and the total number of children in the
room. Discuss with them that a record is kept of this total by the
secretary in the school office. .

Make a "helpar chart" listing duties to be dons each day. Provide
places for the children's names, -Each day place a different child's
name by each duty. (Initially, discuss the chart so that the children
are familiar with the name of the duty.) Discuss why classroom
helpers are needed and why it is important to share jobs.

Using magazines to find pictures, students can cut out pictures of ,
schools and school activities. These can be uses to make ¢ collage
for bulletin board display. s
. ) .’/ //’
Dramatize the total school day -- all phases and all activities from the
beginning to the end of the day. Allow the children to as sume ‘the roles

related to the different phases and experience the feelings Qf'each r_ole.

Using a cardboard box, have the children construct a sChiSol building.
In order to do this, further discussion could be held to‘discuss a
school’s physical plant, Small pieces of cardboard/dbuld be used to
divide the building into different rooms., (Note that the school needs
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J.

Work in groups to plan cafeteria menus for @ week. During this
activity, talk about how the cafeteria workers and dietitian work

to plan menus, prepare and serve the food. and clean up after the
meal. Include some discussion of the preparation ard skills needad
in these jobs. Have a cafeteria worker talk with the students not
only to discuss her job but to tell the children how they can be help-
ful in the cafeterla.

t

[y

Miake a scraphbook ‘or picture dictionary to illustrate new vocabulary
terms. Individual students can.be responsxble for making the new
pages and xllustrating them,

Students can make pictures of the various pﬁrsons employed by the
school.

"

Suttect Content Tie-In Activities

- A,

Language Arts

1. Make vocabulary charts of new words, terms and occupational:

listings to put on the wall. Children could illustrate with art-
work or magazine cutouts, '

2. Select appropricte films, film strips or teaching tapes to use
as part of classroom activities,

3. Have individuals create artwork and use maga :ine cutouts to
make pages of vocabulary terms for picture dicticnary. Assemble
pictures into central scrapbnok and encourage stau2nts to read
and work with it during their free time.

4. Students could also role play the various occupatioas identified.
Encourage them to interchauge roles to experience all feelings.

5. Select stories related tu schonls. school activities and workers
to read to the class. Obtain simple titles such as "I Want to
be a Teacher" or "How do Schools Help Us" for the children to
read and report on. .

6. Talk about the language and ¢ ommunication skills used most by
school workers in their jobs.” Nevise situatlons in which students
role play various jobs to see how these skills apply.
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Math

"Practice simple counting ang epumerating by ones skills by '

having @ mock inventory of library books, filins, supplies,
cafeteria, charts etc. Then hav. the children count the
items by two's (2 s) and fiva's (3's).

Talk about some of the various math skills necessary for
school workers in their roles. counting, measuring quantities
and lengths’, computing prices and expernses, telling time-,

etc. Use role-playing activities to help children see how
these math skills are applieq,

Let each student help the teacher keep "Dally Attendance"
figures for his class for 3 Week and total the number present,

~Devise work stories and problens related to pre paration of

cafeteria meals -~ measyrement of ingredients, portions,
quantities, etc. - Use bagic addition and subtraction skills

in these problems

Have children demonstrate their understanding of odd and
even, less than-greater than concepts by arranging students
or objects in the room to illustrate these learnings.

~ Science

1.

Talk about the need for good nutrition and eating habits
Relate the dietitian's and cafeteria workers' jobs to this
need for providing good, nutritious meals, .especially
for growing children., Stydy basic four (4) food chart and
then analyze school lunch menus for one (1) week according -
to the requirements,

Do simple experiments to 1llystrate chemical changes or
changes in States of matter Qccurring around the school.
Making bread and observing the action of the yeacst, making
Jello and watching it gel from; a liguid to a semi-solid,
watching the changes as water freezes into ice and then
melts back into water, etc.., are some simple activities,

Discuss some of the simple machines used by school workers
in their jobs. Some obvigus examples are levers, wheels and
screws used by.custodians, cafeteria workers, etc. ‘Talk
about how these machinesg ald workers. Students could make
some of these or use themp in class activities to demonstrate
their effectiveness,
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' Discuss importance of light and ventilation in schools and

regulation of heating and cooling for comfort, Talk about
the possible effects being comfortable and bemg able to
see well have on lcarning ’ v

Notice the various building materials used in the construction
of the schc. . plant -~ relate the materials and design used
to the local climate and conditions, Talk about what other

‘materials and designs might be 'used in colder/v/armer climates,

D. Social Studies

1.

" E Art

Talk about the various ways that schools help individuals and

the community -~ helping children and adults get necessary
education, serving as place for social-interactién and adjust-
ment to the group situation, providing enriching experiences

for the community by serving as a central meeting facility, etc.-

Continue an activity begun in the Research Exercises and
talk further about the physical layout of the school. Use

‘the model vchool built by the students and compare/contrast

it with a map or design. of their own schocl building. As an
additional activity, have the children make designs or draw- -
ings of schools. Add these to bulletin board.display.’

Talk farther about the various occupsations directly and
lndi.rectly related to the school. Discuss characteristics of -
jobs -- whether they involve working with people of things
mostly, how much physical activity -is involved, whether the
vork is mostly indoor or outdoor, ete.

Maké a wall chart depicting the various grade lévels in public
school systems. Discuss this with the children,

Use butcher paper and tempera paint to make a mural depicting
various scenes in school life,

Discuss the color spectrum and importance of interior color

- o

schemes in the school. (Neutral shades of basid, restful

colors.) Analyze the color chart to determine why certain

colors are used for school buses, stop signs and protective
clothing for policemen and-crossing guards,

© 149

137



VII.

VIII.

w X

4 Q) N

3. Apply knowledge of color spectrum to the selectlon of "eye-
pleasing" foods (green, yellow vegetables contrasted with
orangé and red trims, etc.) Do activities with cutouts of
magazine “food" to demonstrate this idea.

4, Make puppets of assorted. materials such as socks, tin
cans, string, rushes, buttons, varn, stockings, cardboard
tubes, scraps of felt and material, etc,

S. Have students do lndi\, idual pictures of school activities and
school workers that interest them using crayons, pastels
watercolors, etc. '

Suggested Hahds--On Activities

A, Use refrigerator box to make school bus -~ zut out doors and
windows, use extra cardboard to make tires and steering wheel.
Paint bright yellow or-orange, trim with black and use in role
playing activities.

B. Make a model school building from asorted cardboard or shoe

boxes, clay, wood scraps, etc,,and 'qse tn related activities.

C. Utilize cardboard boxes to make such things as the prlnclpal's or
secretary's desk to use in role playing simulations. Devisge role
- playing situations in which individuals assume the roles of teacher,
superintendent or principal and experience the responsibiiity of
makling administrative decisions, decidmg on fules and p-rnlshmcnt
for breaking them, etc.

D. Obtaln supplies to make simple snack or lunch of soup, sandwiches,
cookies, milk and fruit. Allow class to organize into groups to plan
menu, make arrangements, set table, prepare and serve food and
handle clean-up procedures afterward just as cafeteria workers do.

Suggested Resource Persons

Superintendent oo
"Elementary Coordinator
Principal '
Secretary

Custodian

Teacher

Teachers' Aldes
Librarian

Bus Driver

Cafeteria Worker .
Trans portatlon Foreman

"y 0

T
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Moo >

Sugyested Fleld Trip Sites

A, School Administrative Office

B. Othcrs school: in the school system

C. Tour ot their own school

D A triu to the tus barns

Suggested Roie Ploying Activities

A, Rule play different situations confronting a school €. 'nyee,

B. Role play the roles of a different worker's duties.
| Pretend to be the principal ‘
2.  Pretend to be the secretary /
3

Pretend to be a teacher

C. Set up a ‘situation between two or three employees and let the
students role play this.

Suggested Guidance Activities . ‘

Emphasize getting along with others, taking turns and sharing through the
use of the following multi-media kits:

A, Developing Understanding of Self and Others kit (D—l)‘"\ :
B. Focus on Self Development ~ Stage 1 - Awacreness

Follow-up Activities

.

Conclude walking tours of the school plant,
Review activities and research of unit,
Reshow any interesting films or filmstrips.
Give oral or written post-evaluation.

Select reading stories occasionally that relate to this topic of study.

<

Na:erials, Supplies and Equipment

A.  Charts
B. Pictures for bulletin boards

C. Films and filmstrips

D. ° Scrapbook

E. Filebox

F. Index cards

G. Cardboard boxes

H. Refrigerator boxes : K

2 -3
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Scissors . ' \
Construction paper
Kitchen utensils 1
Tempera puint " \
Butcher paper
Poster board
Pins
Magaczines ‘
Paste or glue . : Ly
Real or "play" currency and coins )
Cclor chart
Basic Food Group Chart
Typewriter '
Telephone
Chalx
Mops
Brooms
Pail
AA, Thermometer
BB. " Band-aids
CC. Whistle
DD. Hand tools
EE. Paint brushes :
' . ¥TF, Cffice supply catalog
GG. Pointer
HH Pencils
11, Pastels
iJt. Materials for music instruction
KK. Patrol straps and badges
LL. Steno pad

bt
.

7
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VM. Clay
NN. Socks
00. Yarn

"PP. . Buttons .
QQ. Cardboard tubes "

XIV. Evaluation
A, Self Evaluation :
e 1. Didl plan effectively, utilizing methods and materials wisely'>

2, Did I generate the maximum level of interest and particxpation
througH effective motivation activities ? :

& P
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Did I maintain a classroom atmosphere conducive to learning?

Did I involve the students in planning to the maximum degree
possiole"

Did I plan activities effectively to include each child to the
best of his ability?

Did I program activities so as to individualize instructicn?

Did I use the most effective means of correlating the subject
matter?

Student Observations

1'

2,

6'

Observe the flexibility of individual role interaction within
the group.

Observe the child's use ‘of communication skills both as an

individual and as part of the group.

Observe for evidence of individual research and task
completion,

Look for evidence of social interaction skills -- does the
child share materials, take turns, accept responsibility
willingly°and communicate well with his peers?

Observe for any eiridences of change in attitude toward
school-related activities, Look for any changes in
attitude toward the world of work.

Observe for evidences of strengthening of individual self-
images

Written Evaluation (Pre-Post Test)

1.

2,

‘Each student will orally give his definition of a school.

Each student will name five positions of employment in the
‘school. :
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Each student will describe the duties of three positions
of employment in the school.

The student will arrange the grade levels frOm kmdergarten
to grade six.

The student will discuss the roles of the principal, the
teacher and the custodian.

The student will determme by location and title his own room,

the restrooms, the prinvi‘)al‘s office, the cafeteria and the
library.-

The students will discuss five ideas for safety on the play-
ground,

XV. Rescurce Materials and Bibliography

A. Resource Materials (Filmstrips, 16 mm. Films, Multi-media Kits, Eic 2)

1.

Filmstrips
a. "Knowing Our School Series"
Encyclopedia Britannica
b. "Going to School is Fun", "School Helpers"
Eye Gate
‘Films
a. "Going to‘School is Your Job"
b. "Golden Rule, The Lesson for Beginners"
c. "School and Learning - Learning is my Job"
d.. "School and Planning - - Puppet Show Caper"
e. "School Day in Japan"

- EDUCATION SERVICE CENTER-REGION XVII, MEDIA DIVISION

Multi-media Kits

a.
b.

' Developing Understanding of Self and Others {D-1)

Focus on Self Development -~ Stage I = Awareness
EDUCATION SERVICE CENTER-REGION XVII, GUIDANCE LIBRARY
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B.

Bibliography

1.

Children's Books

a.

a.

Buchoimer, Naomi, Let's Go to School Chicago;
Children's Press, 1962,

Buchoimer, Naomi, I Know a Teacher, New York:
G.P. Pu.tnam's"'Sons,ulSG?. '

Elkins, Benjamm The True Book of Schools Chicago:
Children's Press, 1962.

. _Greene, C. IWant to be a Bus Driver. Chicago:

Children's Press, 19567,

Greene, C. IWant to be a Librarian. Chicago:
Children's Press, 1960,

Green, Carla, I Want to be a Teacher, Chicago:
Children's Press, 1957_. -

Hag'e and Ryan, How Schools Help Us. Chicago:A |
Benefic Press, 1962. .

Hoffman, Elaine, School Helpers. Melmont Publishers,

1955.

Mills, Moore and Sheldon, Qur School. Boston:
Aliyn and Bacon, Inc., 1966,

Scarry, Rickard, What do People do all Day. New York:
Random House, 1968.

- Teacher's Books

Boehm, Peggy, The Sinry of Schools., New York:
Sterling Publishing Company, 1960,

Dictionary of Occupational Titles.
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c. Ferrari, Erma, Careers for You. New York: Abingdon-
Cokesbury Press..

d. ©Occupatioral Qutlook Handbook.

e, SRA Occupational Briefs,
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2b. CARLLR ORIENTED EDUCATION - AN INTRODUCTION TO CARELR OPPORTT:IN'ITIES'
‘ ' IN CITY GOVERNMENT SERVICES (SECONDARY EXAMPLE)

GRADES 7 & 8

)

INTRODUCTION

As students ' tudy the need for city.'governments,their organization, and the
various services that are rendered by city goverhments, career opportunities in
government. services mav be re“vealed. City govermﬁent provides a broad spectrum
of job opportunities: those requiring college degrees, college training, spe.cial
training, skills, and few skills. The purpose of this outline is to give suggestibﬁs
as to how the study of careers in city government may extend from a study of city
government organizaticn and -city government services. Emphasié is piacéd on the

. council-manager form of cit~ government.
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I. Goals, Objectives and Learner Qutcomes

‘ A. T=zacher Goals
l. To provide the student with an insight as to the
many carcer opportunities within city government services.

2. To help the student realize that work has dignity and is
worthwhile,

3. To broaden the student's knowiedge of the oryanization
of city govérnment and an appre01at10n of services
rendered by city governments,

4, To help the studeut understand that any organization such
as a city government is effective because of the cooperative
efforts of the persons involved,

5. To broaden the student's understanding of the need for
academic preparation in fulfilling certain job requirements
in city government,

6. To prcvide each student with an opportunity for an individual
- activity and for group participation as a stimulus for interest
Q ' in governmental services careers,

B. Learner (Bzhavioral) Objectives

1. At the ceonclusion of the study on career opportunities in
city governments, the student will bLe able to write to the
satisfaction -of the teacher a brief definition of 75 percent of

the vocabulary terms given in association with city govern-
ment, :

2. The learner will be able to list ten’ (10) work roles that have
' been studied within city government,

3. Glven appropriate information from this topic of study, ° .
the learner will be able to list five (5) major duties of the
--¢ity manager,

4, Upon completion of this topic the learner will b2 able to
identify those city governmental offices that are elective

and those that are appointive under a council-manager
form of government,

158
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5. The learner will be able to state to the satisfaction of
‘ ' the teacher the basic difference between the reSpon81b111ty
of the city council and that of the city manager,

C. Learner Outcomes

‘1. Career and Occupa';tional Information

a. The student should realize the benefit of talking
with qualified people working in areas of interest
to him about work environment, necaessary training,
personal fulfillment, salaries, advancem=2nt oppor-
tunities, how they become that kind of worker and
the problems encountered in reaching that goal.

b. The student should understand the necessity of

' seeking out knowleuge about the supply of and
demand for occupations before making a career
choice.

c. The student should be able to identify and locate
information about jobs, such as availability,
pay, location and openings which will aid him

. in making a carcer choice. ‘

d. The student should understand how job character-
istics, such as hours, environment, cc-workers,
extra benefits, location, possibility for advance-
ment and salary will play a major role in his
selection of a career according to his individual
needs and interests.

e. The student should know the opportunities for
advancement in his career area.

2. Education/Career Opportunity Relationships

a. The learner should be able to give examples of
how the understanding of specific knowledge is
a means of achieving a particular career goal

b. The student should be able to identify leeming
experiences in school which have improved his
abflity to follow a particular career direction
and/or enable him to make necessary career

‘ ‘adjustments,
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c. The student should be willing to ask questions .
when he needs information or when he does not

° . understand.

d. The student should understand that listening is
an important way to learn.

e. The student should be able to discuss the
relationship between daily physical activity
and physical fitness.

3. Seli-Investigation and Evaluation for Carcer Success

a. The student should know that he should be able to
seek counseling from school, public and/or
private counselors on problems about school,
home, career choice, career requirements, life
styles and/or getting along with other people.

b. The student should be able to iden:ify his in terests
which are related to his carszr diraction,

c. The student should be able to understand-the relation-
ship of satisfaction to successful achievement,.

Attitudes and Appreciations for Career Success

a. The student should be concerned with the concept
of quality in relatior. to a task or job.

b. The student should want to work for personal
satisfaction and independence.

c. The stﬁden; should realize that work has dignity.
d. The student should communicaté an understanding
of the need to talk on some occasions and the

need to listen in other situations,
e. The student should understand that as an

employee he should be able to work well with
others in reaching common goals of the company.
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II. General Iniormation

A,

B.

A,

Definition of Terms

l. City: A govemmental unit created by the State,

2. Council-Manager Plan: A city government which consists
of an elected mayor and council to make policy and an
appointed manager to administer that policy.

3. [Federal System: One in which a constitution divides
the powers of government on a territorial basis,
between a central and several local governments.

Vocabulary

1. City council ' 16. -Budget

2. Mayor 17. . Tax collection

3. City manager 18, Disbursement

4, City secretary 19. Revenue

S. Administrative assistant 20, CanadianWater Authority
6. Department head : 21, Planning and zoning
7. Policy ' 22, Building code

8. Administer - 23, Public works

9. Advisory board 24, law enfrrcament-
10. Call to order 25, Water flouridation
11, Cheairperson 26.. Pollution
12, Agenda 27. Sewage
13. Recognize 28, Increment
4. Table 29, Fringe benefit
15, Adjourn 30. Personnel

III. Occupational Information, De.scription and Listings

General Description

Students will learn that in accordance with state law, the city
council forms the broad governmental policies-and-makes oudget
approvals. It is the task of the city manager to carry out th
policies voted on and approved by the elected city council.
Although duties may vary by city size, city managers generally
coordinate and administer activities of operating departments
‘such as tax collection, disbursement, law enforcement, and
public works; hire department heads and their staffs; prepare

the arnual budget to be approved by elected officials: and"

study current problems such as unionization of governmental -
employees; urban renewal, and future growth,  There Are approxi-
mately 2,500 couricil-manager city governments in existence 19\

" our country today. h
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B. Job Entry and Preparation o B

‘ Positions in city goverhment requiring collzge degrees are often
filled through college placement offices. Ail persons, however,
may seek cmployment by applying directly to city personnel offices.

C. Requirements

An increasingly broad spectrum of zareer opportunities in city
government has been in part caused by population growth and
industrial expansion., Carcers as city managers, engineers,
accountants, and systems analysts roquire college degrees, .
while others such.as secretaries, programmers, computer B
cperators, law enforcement officials, and inspectc:. may '
require some college and special training. Many = 1i-skiiled '
and some unskilled (often seasonal) job opportunities do exist.

D. Wox_'king Conditions and Benefits ~ ‘ _'
General working environments for city employees vary widely,
Many jobs require almost total indoor confinement while others
permit outdoor exposure. Some require frequent change of
location throughout the city while others do not.

’ Selaries and fringe benefits. vary widely within each system, from
region to region, and sometimes according to the size of the city.

E. Occupational Listings . : _

Occupational opportunities vary according to the size and needs

of each city, but cvery council-managar city government will

employ professional, skilled, semi-skilled, and unskilled

(often seasonal) labor.

1. City manager 14, Pock manager :

2, Assistant city manager - 15, Strcet and alley maintenance pﬁrsor’nel
3. Administrative assistant 16, Meter readers o

4. City secretary - . 17. Animal wadrden

5. Engineer ° 18. Proégrammer

6. Accountant ‘ 19. Computer operator T

7. Systems analyst 20, Typist '

8. Law enforcement officer 21, File clerk

9, Fireman . 22. Airport manager
10.- Traffic manager - 23. Airport maintenance personnel
11. Constructior inspector—— 24, Sireet and traffic light maintenance personne
12. TIiealth inspector 25, Mechanic :

. 13. Sanitation official 26. Cemetery caretaker
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v,

Motivational Activities

A.

H.

Invite a resource person(s) from law enforcement to discuss with
the class duties of members of a law enforcement agency, personal
qualifications, training, working conditions, expected salary

.range, fringe benefits, and job availability. Opportunities-for

young women in law enforcement should also be discussed. Ask
the resource person to bring certain equipment such as finger-
printing paraphernalia. Suggested resource persons may include
head of a law enforcement department of South Plains College
along with students currently interming for law enforcement duties
{one boy and one girl) or a member(s) of a local ]aw enforcement
agency.

Arrangé for a field trip to the local city hall. Students may
interview personnel and view facilities along ‘with certain
pieces of equipment, ' - v
Plan and display a bulletin board related to careers in city government
agencies, . f : . , -

///\ . .
Secure from city- ha}Ll an organizational chart of the city government
Using colored chalk, reproduce this chart on the board for viewing-'
at any time. Altematively, & large posterboard chart could be
constructed.

Show film Is a Career in Government for You?

Invite a lawyer to speak to the class on problems of law enforcement,

-Interview any city employee using a cassette tape recorder or video~

tape camera so that the interview may be shared with a large number
of students.

If funding permits arrange for a visit to municipal facilitles of a
nearby large city. -

.
3

Research and Study Activities

A..

Discuss the organizational chart extensively indicating the placement
of the names of the positions and the relationship of the JObS to each
other. Also use different colored chaik to differentiate betwWeen
elective and appointrve officials."
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B. Investigate and studv governmental services, Additional resource
persons may be helpful.

. . .
N B g

Public water supply ~ 11. Animal shelter ¢
. Public health service 12, Tax collection

1. Trash collection 7. Parks and play.grounds.
2, Streets and roads 8, Law enforcement

3. Street lighting 9. Parking rules

4. Fire protection 10. Sewage disposal ,

"5
6

C. Collect newspaper stories referring to the preceding list.

D. Analyze, investigate and compare the following types of city
government . .

1. Council-Manager Plan
2, Mayor-Council Plan
3. Commission Plan’

. E. Discuss cost of water, garbage ©ollection, sewage, and street
licht for average family in your town. Compare this cost to that
of drilling and maintaining a private well, an available conveyance
to carry garbage to the city dump, maintaining an individual
. : method of sewage disposal and a street light. 2lso, discuss local
' ' water aveailability and heaith problems. o .

. ~F. Conduct research on the Canadian Water Authority,

G. Have individual students to interview department heads to obtain

information concerning the costs and care of equipment belonging
to c1ty govemments.

H. Using the Occupational Qutlook Handbook, occupational briefs;
and library sources, write reports on various jobs in city govern-
ment, In:'lude preparation, job requirements, working conditions, -
salary ranges, fringe benefits, and job availability, '

I. Give a brief pretest to determin’e the interest and knowledge of students.

J. Write a resume which might Le submitted by an applicant for a particular job
A.model rasume might be dizplayed on.an overhead transparency. This"
activity will aid students not only in reviewing necessary job requirements
but will introduce students to the essentials of resume writing: concise-
ness, completeness, accuracy and neatness. - :
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VI. Subject Content Tie-In Acfivities
’ A A Language Arts
1. Help students to expand their gener.él \&orking vocabulary
' from the list given in {tem II thro}lgh written a.nd oral usage.
2. | Assist studentsoin expanding-fheir listening and speaking

skills in visiting with resource persons.

3. Further students' research and reading skilis in writing
reports. )

4. Introduce students to resume composition.
B. Mathematics - -
1. Analyze the costs of maintaining a private water well, sewage
and garbage disposal system. Compare those costs to the
charges made by the city to perform these services. A student-

made chart or graph is suggested.

2. Compute the costs of purchasing maintenance services for-
certailn city owned equipment. ’

3. Obtain a tax schedule and calculate the tax burden of an
imaginary parcel of real estate,

4, Draw a scale model of a swimming pool, baseball diamond,
playground equipment, etc. Use geometry skills in performing
this assignment. 5
C. Science
l. Research health services provided by the city.
2. Study local water resources and the Canadian Water Authority.
3. Study the water flouridation process.

4, Research street constmcti'on methods and materials used.

5. Research pollution control '~ garbage and sewage disposal,
pests, weeds, etc.

' 6. Research machinery maintenance.
165
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D. Social Studies

’ ' 1. © Study the concept of federal system.as a form of a natjonal
_ goveramental system. |

.2, Impress upon students that city govermments receive their
charters to operate from the state.

- 3. Review the vuse of'parliamentary procec :re when 'studying
clty council meetings. '

4. Help students to recognize and appreciate the many services
performed by city governments,

5. Help the students to understand the organization of city
government under a council-manager plan,

6. Give a brief comparison of tha council-manager plan to the

other two forms calling attention te the efficiency of the
council-manager plan,

}. Sketch, draw, or paint a neighborhood par. or playground.
2, Sketch a model airport terminal building.

3. Sketch or design original exterior Christmas decorations for
municipal facilities.

4. Sketch interior design for city offices and ccuncil chamber.
Plan a pleasing color scheme.

5. Design the exterior motif of a fire station or any other pubglic
works facilities so that its outward appearance would preserva
the residential integrity of a neighborhood.

F. Music

Suggest a research project to determine why certain types of

music are played over the intercoms of large airports.
)
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. VII. Hands-on Activities
A. Build a r.odel public playground_.
B. Construct a model airport.

C. Construct a scale-model baseball diamond along with bleachers,
concession stand, etc.

D. Form companies and submit "bids" for the sale of heavy equipment
or airport management,

E. :Build models of original exterior Chnstmas decorations for
municipal facilities.

VIII,Suggested Resource Persons

A. City manager (Mr. Bob Sokoll)
B. City secretary (Mrs. Judy Stephens)
C. Chief of Police (Mr. Les Johnson)
D. Firechief (Mr. C.B, Joiner)
E. Sanitation Department Head
‘ F. Instructor in law enforcement (Mr. George Lawless)
G. Students in law enforcement (boy and girl)

IX. Suggested Field Trips

. City Hall - Council chambers, accounting offices, police station
. Fire station(s)

Water station(s)

Animal shelter

. City equipment maintenarnce garage

HygQ® > .

¥X. Suggested Role Playing Activities

City council meeting

. Dispatching

Situations involving police attention.

Firemen meeting emergency situations.

. Individual interviewing for any city government job. Resumes
written in Section V, Part J might be helpful in this activity.

o >

HoQ
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XI. Suggested Guidance Activities

XII.

X111,

XIV.

A, Ina greoup discussion setting, have students give suggestiens
concerning the benefits and disadvantages of aspects of city
_govemment,

B. 'In a group discussion setting, have students to form several
columns on the board with names of city government jobs

as the heading. Have students to give suggestions as to

£

which subject matter areas seem particularly important for

each job,
Follow-up Activities
A. A ten-point assessment sheet might be handed to students
for their evaluation of certain activities (field trips, inter-
views, research, self-evaluation).
B. Display projects, sketches, models, paintings, research
papars, charts.
C. Create scramble games from the vocabulary words,
D. Write thank-you letters to resource persons.
Materials, Supplies and Equipment .
A. Poster paper K. Construction tools
B. Felt tip pens L. Glue
C. Overhead transparencies M. Felt
D. Films N. Pipe cleaners
E. Pictures : O. Construction paper
F. Booklets, pamphlets P. Staples and pins
G. Boxes Q. Art paper for sketches
H. Salt ceramic R. Water colors
I. Tempera or acrylic paints S. Butcher paper
J. Plywood
Evaluation

A. Self-Evaluation

1

)
4

Did I involve my students to oome degree in each of the elements
of Career Educatlon”

Were my efforts in motivational activities sufficient?
Did I effectively integrate career studies into subject matter
area so as to impress upon each student the need for academic

reparation? v
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C.

Were individual activities and group participation received
with enthusiasm and performed with maximum effort?

Did I.meet the individual needs of each student?

Did I sufficiently reinforce the idea that all work has
dignity and should be respected ?

Student Observations

l.

2.

6.

Observe student's interest in discovering facts conceming

- careers,

Observe student's spontaneous pursuit of knowledge of
careers and/or related subject matter areas..

Observe display of student's attitude toward all areas of
work. '

Observe any evidence which might indicate the student's

“understanding of the importance of working cooperatively

with others

- Observe any evidence which indicates the student utilized

and benefited from his own planning and decision-making.

Observe evidence of benefits received from listening.w

Written Evaluation (Pre-Posttest)

Under whose authority is a city created ?

What is the basic difference between the responsibilities
of the city council and the city manager?

How does a federal govemmental system help to facilitats a
city government?

" Name three positions in éity governnment which might require

a college degree, -

. Name two positions in city govemment which might be seasonal,

Name three positions in city govemment in whic.h' the person v
will probably work exclusively indoors.-
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Name three posi.tions in which the person will spend' most of

.his time outdoors.

Which position in city government is probably the highest paid?

. Why do you think this is so?

10.

.

12,

Name two positions in city govemment which require a working'
knowledge of the following subject matter areas. Explain why,

Language Arts Science
Math Social Studies

Write a paragraph describing the city government career
opportunity which interests you most. Include the following
information: brief job description, job preparation (training),
salary, personal qualifications, strength in a particular
subject area, outdoor or indoor environment, and why this
Yob interests you most.

Name two positions in city govemment which do not require
a college degree but do require special training,

Name three positions in city govemment which require no
formal classroom training.

XV, Resource Materials and Bibliography

A. Filme

s a Career in Government for You?"

B. Kits

1.

SRA Occupational Exploration Kit

...-8cience_Research Associates

259 East Erie Street
Chicago, Illinois 60061

EDUCATION SERVICE CENTER, GUIDANCE LIBRARY, G 4 A 38

 Job Experience Kit

EDUCATION SERVICE CENTER, Gﬁ'IDANCE LIRPARY, G 4 A 24
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Sound Filmstrips

"Belonging to a Group" -G4HI17A -

"Who Are You?" -G 4HI17C
"Setting Goals" - G 4 H 118C

"The Changing Work Ethic" - G 4 H 118G

EDUCATION SERVICE CENTER, GUIDANCE LIBRARY

Books

1. Costello and Wolfson, Concise Handbook of Occupations.,
Ferguson, 1971,

2. Kuehn, Laveme, Bulletin Board Ideas for Career Education,
Education Service Center, Guidance Library, G 2 TF.

3. Magruder, Frank A., American Government. Allyn and Bacon,
Dallas, 1967,

4, Occ_patinnal Outlook Handbook, U,S. Government Printing Office,

S.

Washington, D.C. 20036,

Looking Forward to a Career in Government {Series),

Education Service Center, Guidance Library, G 4 A 80.

Cassectte Tapes

“What's It Like?" (Worker Interview Series).

Education Service Center, Guidance Library, G 4D6,
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Ad¢itional information concermning Vadous careers may be obtained by wfiting
‘ . 1o the following sources:

City Manager

A pamphlet, Careers in Higher Edu"ation is available from the
American Personnel and Guidance Association

1607 New Hampshire Avenue

Washington, D,C, 20009

Policemen or Policewomen

International Association of Chiefs of Police
1) Pirstfield Road
(3m:thersburg, Md. 20760

“raternal Order of Police
tiational Headquarters
3094 Bertha Street

'lint, Mighigan 48501

% Public Administration Inspector

Interagency Board of United States Civil Service Examiners for Washington, D.C.
1900 E Street, N, W,
Washington, D.C. 20415 » ' ¢

Construction Inspector

Secretariat of the National Conference of States on Building Codes and Standards -
Building Research Division

Nztional Bureau of Standards

Washington, D,C., 20234

Intemational Conference of Building Officials
5360 Workman Mill Road
Whittier, California 90601

Interagency Board of the United States Civil Service Examiners for Washington, D.C.
1900 E Street, N.W,
Washington, D,.C. 20415
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Sanitarian

‘  Amerdcan Public- Health Association
1015 18th Street, N, W,
‘Washington,D.C. 20036

Intermational Association of Milk, Food and Environment Sanitcriams
Blue Ridge Road
P.O. Box 437 .

- Shelbyville, Indiana 46176

National Environment Health Association
1600 Pennsylvania Street
Denver, Colorado 80203

Division of Allied Health Manpower _

Bureau of Health Professions Education and Manpower Training
National Institute of Health

9000 Rockviile Pike _ :

Bethesda, Md. 20014
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CAREER ORIENTED EDUCATION
CURRICULUM TOPICS®

GRADE LEVEL

CURRICULUM TO#IC
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21. 7 &8

22, 7&8
23. 7-9
24, 7-12
25. 7-12
26. 8&9
27. 9
28. 9

Careers in Food Services

The School .

The Post Office

What Does My Family Do All Day?
Plants .
Community Helpers

Dentistry

Introduction to the Restaurant ,
Transportation; The Trucking Industry
Banking

Conservation; Environmental Careers
Animals (Birds, Reptiles, Amphibians, Mammals, Fish)
Botany: Plant and Environmental Careers

-| Leisure and Sports

Construction: Careers in Building

Television: Careers in Communication

Newspaper: Careers in Mass Media

Protective Services

Semi Skilled Services

Careers in Scicnce - How Scientists Work (Investiga-
tions)

An Introduction to Career Opportunities in City Govern-
ment Services

Communication Skills and Career Education

Is a Career in Commercial Art For Me ?

French

Spanish

Are Metrics in Careers 7

Careers in Math (percentages)

Careers in Music
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:0 2. CAREER ORIENTED EDUCATION CURRICULUM INFUSION QUTLINE

TITLE:

GRADE LEVEL:

. INTRODUCTION
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f. Soals, Objectives and Learner Outcomes

‘ A. . Teacher Goals (General Statements)

- B. . Learner (Behavioral) Objectives

C.- Leamer Cuicomes

178
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II. General Information

‘ A. Definition of Terms o N
A\\
\
B.  Vocabulary .
III. Occupational Inf_orma?ion, Description and Listings
’ A. | General description (incinde necessary background information)
B. Job entry and. preparation
N
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C. General requirements

D. Working conditions . : benefits

’
E. Occupational listings' :
1v. Motivational Activities
V. Research and Study Activities

180
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VI. Subject Content Tie-In Activities

@ A

Language Arts

B.  Math

cC. Science

D. - Social Studies

E. - Other Subject Areas

181
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) ‘ VII. Suggested Hands-On Activities

VIII. Suggested Resource Persons

IX. Suggested Field Trip Sites

X. Suggésted Role Playing Activities

XI. Suggested Guidance Activities
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. XII. Follow-up Activities

XIV.  Evaluation

A. Self Ex n

B. Student Observations -

C. Written Evaluation (Pre-Post Test)
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XV. Resource Materials and Bibliography

A, Resource Materials (Filmstrips, 16 mm Films, Muid-media Kits, Etc.)
B. Bikliography
184
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